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Using the HOST Trainer’s Guide

The HOST Trainer’s Guide has been designed specifically to support and streamline the delivery of the

Vocational Education Curriculum developed in the context of the HOST project. The Curriculum that

constitutes a 2-day course, and a total of 18 hours of training.
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Slide no. 1: Introduction
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: The Spectrum of Hospitality
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Trainer Notes:

Remember to first introduce yourself and dedicate some time to introduce learners to the HOST
training course. This includes describing the learning objectives of the course as well as Module 3:

Change Management.

Learners are educated in the basics of change management in organisations, with a particular focus
on the welcoming and inclusion of employees/ colleagues with autism/ ADS in the workplace, and
such to remember which criteria should be taken into account, which procedures and tools could be

used to realise sustainable change management.

Also, allow learners to introduce themselves and ask them to talk shortly about their expectations.
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Slide no. 2: About the HOST Project

L. Module 3: Change Management

..., The HOST Project aims to train Hospitality
Managers and HR Experts in managing and
developing staff with autism.

Project Results:

S

* Comprehensive Training Course
* AVET Delivery Methodology
* A Board Game for Neurodiverse Hospitality Teams l'"OST

- Erasmus+

Slide no. 3: Module Aim / Learning Outcomes

Module 3: Change Management

Module Change Management - Aim

This module provides an introduction to the topic ‘change

’e
manag in P

ies/organisations. What is change
management and how can it be implemented efficiently -

have autism?

p sl Y when rI Y " 11
----- 9 . In order to answer this, the following learning objectives are

guiding principles.

Learning Outcomes

1 . Get to know practicable change management models, tools
and technigues
2 . Ability to motivate and lead staff to take necessary action

3 . Empowerment to actively and sustainably implement

necessary measures

Erasmus+

Trainer Notes: Describe the Aims and Learning Outcomes of the Course

Module 3: Change Management aims are to:
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1. Educate training hospitality managers in planning, managing, and leading change in their

organisation necessary for the inclusion of staff members with ADS/ autism.

2. Offer an overview of known and practicable change management models that can be adapted

to the hospitality sector in such a specific situation

3. Provide basic information on how to create a change management plan and a transfer plan

for sharing information and knowledge among staff members with and without autism

4, Give insight into the importance and necessity in a change management process of successful

teamwork and collaboration among people with and without autism

5. Inform hospitality managers to know about different resources and techniques for such an

effective change management process

Learning Outcomes:

Through Module 3, hospitality managers shall be able to:

e identify necessary changes for the inclusion of staff with autism in their hospitality

organisation
e plan necessary measures and implement them together with (other) employees
e select suitable techniques and tools to coordinate this specific change
e know and implement teamwork and collaboration practices supporting this change

e use tools and techniques for respective resource management, as well as information and

knowledge transfer in this specific change management situation
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Slide no. 4: Module Content

. Module 3: Change Management

Module Content:

Change Management — A definition
LT L Planning, Managing and Leading change in work procedures,
B infrastructure and environment targeting the inclusion of staff
o a T T with ADS
5 & 0 © b o6 < Implementing and supervising related adaptions

Teamwork and collaboration in a HOST change management
5 o' o o process

VLl

Transferring knowledge to peers, colleagues, and subordinates in a

change management process aimed at involving people with ADS
) Resource Management for the intended Change Management

10ST
NN NN NN NN

_ Erasmus+

Trainer Notes: Discuss the content of slide 4

Firstly, give a brief introduction to the developments that have led to the need to rethink 'change
management' in the hospitality sector, especially with regard to the deployment of staff. From our
research done for the project, this could read as follows but should be adapted to your individual

country/ regional situation, as well as any more current trends:

The hospitality sector has faced many challenges in the last years, and one of the consequences is to
look for new employees. The integration of new employees with special needs for instance should be
encouraged and fostered. But, this means knowing about their special needs and adapting processes,
procedures, techniques and more to them without loosing the main business focus of the hospitality
company out of sight. All these aspects can represent criteria that require an efficient change

management process because the organisation and people will have to adapt to continue working.

This module provides a first introduction to different modalities of change management for the
inclusion of people with autism in teams working in the hospitality sector. It explores what change

management is, and how it can be implemented in a company in the hospitality sector.

For this purpose, two change management models are presented. The module also brings some

reflection input to concrete questions hospitality managers should clarify, and subsequently plan
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necessary measure(s), their implementation and coordination to set-off the change management for
this specific situation. Explore the typical phases a change management process goes through, and
how you can develop a change management plan, support the team in this change management

process and encourage information and knowledge sharing including these new staff members.

In general, change management processes can be a challenge for all involved, but at the same time
change offers opportunities and new perspectives. This might ultimately cause benefits for all staff and

the whole organisation, as well as customers for instance.

Challenges and necessary changes should be perceived as opportunities that can and should be

responded to with a situation-specific plan, and successive implementation by all people involved.

In a second step, talk about the contents of this module (according to the slide) and ask the learners
if they have any questions and suggestions about the contents. Ask them to give their view from their

experience in the hospitality sector, and/ or change management and working with people with ADS.

You could also hand out post-its or invite them to write down notes on a flip chart, or a digital “murial”.
The advantage of post-its and digital maps is to shift notes around, cluster them as much possible and
then also relate them to any answers given during the module later. It could stay present for the

participants to view them throughout the course.

Slide no. 5: Change Management Definition, Individual vs. Enterprise Change Management
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Module 3: Change Management

Change management is a systematic approach of dealing with the
transition or transformation of an organisation's goals, processes or
technologies.

Purpose: to implement strategies for effecting change, controlling
change, help people to adapt to change.

.
-
“ Erasmus+

emphasises on providing
employees with the support and training throughout the process
aimed at helping them adapt and reduce their resistance towards
change.
This shall help create the basic needed to roll out major changes.

refers to the transformation as a
constant element in the business world. It should help
organisations be ready to manage change at any given point.

Trainer Notes: Discuss the content of slide 5

FHosT

XXX

Before showing the slide — and giving the definition - you may do a short brainstorming session with

the learners. Ask them: What is change management? What could this mean?

Collect the learners' results and write them on a flipchart. Invite one of the participants to collate all

details and so to engage them actively in the course. Then show the definition (according to the slide)

and the following further information:

To be effective, a change management strategy must take into consideration how an adjustment or

replacement — or in the HOST case involvement of staff with autism/ ADS - will impact processes,

systems and (other) employees within an organisation.

There must be a process for planning and testing change, communicating change, scheduling and

implementing change, documenting change and evaluating its effects. In this sense, hospitality

managers should be able to plan, manage, and lead this specific change process in their organisation.

This section of the module educates learners:

e What change management is

e What/which points need to be considered in an efficient change management strategy

Before you tell the learners about ‘individual change management’ means, you could ask them if they

have any ideas about what ‘individual change management’ is or which differences between

‘individual’ and ‘enterprise change management’ there might be.

Co-funded by
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Then present the content of the slide. This section of the module educates learners on:

e What ‘individual change management’ is

e What ,enterprise change management’ means

Slide no. 6 the elements of a traditional enterprise change management model and introduction to
popular models of Change Management

Module 3: Change Management

A traditional enterprise change management model
has
establishing a standard set of processes and
tools for managing change,

B, ensuring leadership competency at all levels of \
- T the agency, and \

L L creating strategies that allow the \
L agency to adapt to market changes. \
.. L Best practice models can provide guiding principles §
L and help hospitality managers align the scope of

L proposed changes with available digital and non-
digital tools.

WA VAVAVAVANVEAVAVANVE

- Erasmus+
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Trainer Notes:

Present the content of the slide. This section of the module educates learners on:

® Which the three main elements of enterprise change management are

e What the difference between ‘individual’ and ‘enterprise change management’ is
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Trainer notes:

As an introduction, inform learners that there are various well-known change management models

(according to the slide). Summarise their aim by saying something like:

Best practice models can provide guiding principles and help hospitality managers align the scope of

changes. The following two seem most suitable for the HOST context.

This section of the module gives educates:

® aninsight on popular models of change management

Slide no. 7. Lewin’s Change Management Model

L. is a three-step process for managing change in
LT organizations with the following steps:

o e e e e - The preparation stage where employers
- T analyses how the current state works and what
LT R needs to be changed, why change is necessary
. . . L - The implementation stage, putting the
. . . desired changes into place such as new procedures
LT or technologies and communicating with the
5o oo oo o employees
L -The moving forward stage which involves
5 o o solidifying the changes, ensuring they are accepted
and become the new norm. This includes assessing
. the effectiveness of the changes, reinforcing the
desired behaviour and providing support and

recognition |.'|OST
LAV VA VAVAVAVAVAVS
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Trainer Notes: Discuss the content of slide 7

Give an overview of Lewin’s Change Management Model (according to the slide).

This module educates learners on:

® The Lewin’s Change Management Model with its three stages

e The three stages of the Lewin’s Change Management Model
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® Possible applications of the Lewin’s Change Management Model

Present the learners the Lewin’s Change Management Model (according to the slide) and ask them, if

they have any questions. Try to organise small groups to exchange ideas to answer these in case they

are complex, and try to answer them if there is a clear answer available.

You should also link this slide to having reflections individually — or in small teams — on first thoughts

on how this might look like in their organisation/ team to help learners better memorise the steps.

Slide no.8: ADKAR Model

LT, Module 3: Change Management

LTt L, by Jeff Hiatt aims to engage employee
oL L LTt " throughout the change process. It is divided into the following
: YLttt cfive stages:

R e S [:] Awareness: make employees aware of the need for change \
L0 L Desire: willingness to partake in and support the change \
s e e tL Knowledge: Equip staff with the requisite knowledge. \
I Ability: Staff practice new skills required for the change. \
L Reinforcement: Showcase initial successes to solidify employee\
e + 4 . commitment \
T We suggest to watch the video about the ADKAR Model:
L https://www.youtube.com/watch?v=2hciSTw8xhkV and note the most

important milestones and implementation options in the change

management process F10OSsT
YA VAVAVAVAVAVAVAVA

- Erasmus+

Trainer Notes: Discuss the content of slide 8
Give the learners an overview of the ADKAR Model (according to the slide).

Invite the learners to watch the recommended video and ask them to take notes about the

fundamental stages and milestones of the model according to the video.
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After watching the video ask them to form small groups — it would be good to form new groups with
different group members from time to time — and to summarise together the results using post-its/
digital murals or the flipchart again. Invite one from each team to present the results and cluster the

results to come up with the main results shown on the slide and explain what every stage means.

This module educates learners on:

e What the ADKAR Model is and the 5 stages of the Model
e Concrete practical applications of the ADKAR model.

e Further information about the ADKAR Model

Slide no. 9 other popular models of Change Management

Module 3: Change Management

FHOsT

% Find further information here about the

Available at: https://www.gmbase.com/en/introduction-to-the-

L. concepts-of-change-management/#Section-6 X
. X
o Kotter’s 8-step Process for Leading Change X
. . Available at: https://www.gmbase.com/en/introduction-to-the-

. concepts-of-change-management/#Section-5

* B erasmus+

Trainer Notes: Content of slide 9 for individual exercise

Give the learners more bits of information, where to find details about other popular change
management models (For HOST the following two were selected: Kriger’s five-phase model and

Kotter’s 8-step Process for Leading Change).
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Give them the chance to watch at least one if not both of the videos to learn something about these

additional two models.

Ask them to use the knowledge of the models to see any preference they have individually and take
notes on what they want themselves to remember for their own training implementation because the

next session is already dedicated to practical tools.

This module section informs learners about:

e other popular change management models (on the Internet)

Slide no. 10: Practical Tools in our Change Management

Module 3: Change Management

Digital and non-digital change management
LT tools can help hospitality mangers responsible
- TSR - in any change management to research,
* . "0 analyse, prepare and implement tasks.

VoL Ldd4

R Ina , digital tools may simply
L consist of spreadsheets, Gantt charts and
I flowcharts for instance.
R typically use software
R suites to maintain change logs digitally and

provide involved staff with an integrated,
holistic view of change, and its effects. '"IOST

A VAVAVAVANVAVEAVAVS
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Trainer Notes: Discuss the content of slide 10

Present the content (according to the slide) and discuss any digital tools they might know. Invite them
to share the ones they know and could recommend on the post-it/ mural/ flipchart in use in your

training again. This module section educates learners on:
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® Practical tools they could use in change management

e Helpful change management tools in small companies/large organisations

Slide no. 11: Practical Tools: Key non-digital tools

F4OSsT

Module 3: Change Management

Responsible managers in the hospitality sector dealing with
the inclusion of staff having ADS might utilise:

To identify barriers to change.

- To mediate escalating tensions.

o To strengthen team cohesion during §
. turbulent times. X

- To document progress against key

) performance indicators (KPIs).

.. To help employees adapt to new roles.

" BBl ccasmus+

Trainer Notes: Discuss the content of slide 11

Managers/HR's primary roles include facilitating change, training, and knowledge management. Here
are some key tools managers/HR should utilise and their VET trainers should be aware of: Present the

content (according to the slide).
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Ask the learners to give an example of each point they have experience in. Use the exercise to see if
you have people in the group with specific knowledge of any of the topics because it would be good
in the next step to form small teams for further reflections on each topic and the implementation of
HOST aspects (i.e. hospitality sector opens towards ADS staff) - led by one of these “peer” experts —
if there are too few, select two topics only - and give them some minutes to elaborate on a poster or
flipchart to be presented in poster-format what they know about the topic within their group for the
hospitality sector and staff inclusion showing ADS; followed by a 5 minutes presentation each by one
of the team members to the plenum. Let them decide on what to focus on within their group topic,

and how to structure their poster.

This module section will educate learners on:

® Practical non-digital tools

e Criteria/ areas that need to be considered for the implementation of change management in
hospitality organisations

Slide no. 12: Implementing and supervising adaptions and key phases of an effective Change
Management Process

Module 3: Change Management

. . L, |dentify areas that require a change
- TN Brainstorm ideas for implementing change \
LT Build your change management workflow \
.. L Implement the change process, monitor its \
LT outcomes/ success \
R Measure and optimise processes over \
s . time \
. % We suggest to watch now the video

https:.//www.youtube.com/watch?v=wxVgd8hisvU '. .| o ST

- Erasmus+

Trainer Notes: Present the content of slide 12

Give a brief overview of the key phases of an effective change management process (according to the
slide). They might find some of the answers to what has been elaborated in the earlier slide during
their reflection phase. This module section will educate learners on:
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e Key phases of an effective change management process

e Other ways in which change management processes can take place

Depending on the group and individual interests, we offer this optional additional exercise to watch
the video ‘5 steps in the change management processes. Afterwards, you could discuss any new

insights gained before opening a new topic, and learn more about the Change Management Plan.

Slide no. 13: Key Phases of an effective Change Management Process
|

Module 3: Change Management

Change needs for the inclusion of staff showing
ADS might refer to implementing new technology, adjusting the organisational
structure, changing the company culture, providing employee training, making other
changes to the work place and working procedures.
Come up with ideas for the changes you're
. « going to make, and consider how you - and your change management team - plan to
« « implement them and determining how you'll get there
. . A thorough change management workflow

XXX

+ + details all the steps needed for the identified change.
L It is important to monitor the
* * success of the implementation process in every phaose. If a change management
strategy includes room for flexibility, it is going to be a roadmap to success.

Tracking KPlIs over time helps to measure/
optimise business processes. Take a data-driven approach to fine-tune any process
adjustments.

Erasmus+
Trainer Notes: Present the content of slides 13
Present the content (according to the slides), followed by the next slide. This module section educates
learners on:
e Important areas in which changes may be necessary
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e How to collect ideas for implementing changes in an organisation

Trainer Notes: Discuss the content of slide 13

Present the content (according to the slide). This module section educates learners on:

e What a change management workflow is

e Why it is important to monitor the success of the implementation process

e The importance of KPIs in the change management process

Slide no. 14: How to create a Change Management Plan and steps of setting up a Change

Management Plan

Module 3: Change Management

helps start training and support. It can be
used to answer possible questions.

can also support reducing change
resistance, and creating a more positive
work environment.

is a tool to control the effect of change
during the execution and control stage,
thereby avoiding overruns in cost and
schedule, incoherent scope, or poor
quality change management.

.
! Erasmus+
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Define your change management

goals

Build your change team

Develop your change
management plan with your
assembled team

Create a communication strategy

Execute your change
management plan

Evaluate, review, and adapt the
plan

XXX
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Trainer Notes: Discuss the content of slide 14

Before presenting the slide ask the learners — if you have not learned from earlier discussions - if the
learners have any idea what a change management plan is. After that present the content. You could
explain:

As an organisation undergoing change, you must prepare your employees for what lies ahead. Change
can be difficult for everyone involved. But, if you have a process they can follow, it makes the transition
easier, and it helps people staying on board.

A change management plan allows to communicate the change early and as often as needed. It helps
start training and support. It can be used to answer possible questions. It can also support reducing
change resistance, boosting employee morale, and creating a more positive work environment.
Furthermore, it is a tool to control the effect of change during the execution and control stage, thereby
avoiding overruns in cost and schedule, incoherent scope, or poor quality change management.

It is not worth taking a one-size-fits-all approach in creating a change management plan, because it
requires careful consideration of unique challenges/ opportunities that come with specific change.
Look into the following steps of setting up on the next slide.

Give an overview of the steps for setting up a change management plan (according to the slide). The
next six slides go into more details of each step before exploring a new topic.

This module section educates learners on:

e What a change management plan is
e Possible use and positive effects of a change management plan

® Steps in setting up a change management plan

Slide no. 15: Step 1 and 2 define your Change Management Goals and build your change team
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Module 3: Change Management

This involves identifying the challenges or opportunities the change may address, and
articulating the desired and expected outcomes.

Familiarise yourself with the changes that need to be made,
their implications, as well as the methodologies you'll use to prioritise change requests.
Employee awareness and adoption of the changes are part of your
plan.
Define quantifiable KPls to set-up your plan's success. How will you measure
your success? Apply the metrics that make sense given the context of the change.

LI Prioritise building a strong change management team with the by
P considering individuals in leadership positions from various departments (including
. e finances).

Building with various departments makes it easier to communicate and educate
tt the rest of the team on the changes, and to provide support throughout the change
T process.
* -Erasmu5+

Trainer Notes: Discuss the content of slide 15

FHosT

XXX

Present the content according to the slide. Remember in case of questions that in later slides there is

a definition of teamwork versus collaboration.

This module section educates learners on how to build your change management team and how to

define change management goals

Slide no. 16: Steps 3 and 4: Develop your change management plan with your assembled team and
create a communication strategy

Co-funded by

the European Union
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Module 3: Change Management

FHosT

This is a checklist of actionable tasks you must complete to
achieve your goals. It keeps your team on track and is easy to reference when
determining the next steps.

Assign specific due dates to each task on your list, and
make sure that those deadlines are met. If any tasks can't be completed before the
rollout of changes, consider adjusting their due dates, or prioritise them
L according to their importance and feasibility.

XXX

involved employees, but possibly also your guests/
customers, as well as suppliers, and any external partners should be made aware
of the change management process, its project timeline and objectives.

e Create o for how often you'll communicate updates to these stakeholder
* Have (e.g. email, phone, or in-person meetings)!
.o Ensure that the company's change management process
. and procedures

° -Erasmu5+
Trainer Notes: Discuss the content of slide 16
Present the content according to the slide.

This module section educates learners on:

e How to develop your change management plan with your assembled team

e How to o create a communication strategy

Slide no. 17: Step 5 and 6: Execute your change management plan, evaluate, review, and adapt the
plan
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Module 3: Change Management

Including executing your , providing any , and
progress.
and quickly address any that arise. This can be

accomplished by encouraging employee participation in the change, being
transparent and communicative from the start, addressing any resistance
that may arise.

. . Use a to monitor all changes that are

. . made. This allows you to identify and mitigate any areas of concern before they x
. . become major issues. x
. . Use to help you measure the success of the plan. x

With a collaborative KPl dashboard, you can see, if the plan is being
implemented as foreseen, or whether there are unexpected side effects.
Regularly to ensure that the employees adopt the
changes, and that all successful change initiatives are incorporated into
future change management plans.

L]
- Erasmus+

Trainer Notes: Discuss the content of slide 17

Present the content according to the slide. Present the content according to the slide before entering
a new topic. Give learners some 5 minutes to reflect upon the last few slides and take their own notes,

exchange what they feel is most important with one of their peers.

This module section educates learners on:

e How to execute your change management plan

e How to evaluate, review and adapt the change management plan

Slide no. 18: Teamwork and collaboration in a HOST change management process and exercise
about how to improve Teamwork & collaboration for and in the Change Management Process
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Module 3: Change Management

Both teamwork and collaboration involve a
to complete a shared goal.

e L LU0 The between collaboration and \
- T teamwork is that, whilst teamwork combines the \
L individual efforts of all team members to achieve a \
T goal, people working collaboratively complete a \
e project collectively. \

L N\

Have a quick brainstorming session:
What opportunities are there to strengthen teamwork

and collaboration within the team, especially with
employees/ colleagues with autism? " "OST

DA VAVAVAVAVAVAVAVS
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Trainer Notes: Discuss the content of slide 18

Before presenting the content, ask the learners to walk around in the room. Then say ‘stop’ after some
seconds and ask learners to talk with a “partner” nearest to them now about what teamwork and
collaboration are about, and if there are any differences between them. Then present the content
(according to the slide) while they are still standing there with their “partner” and possibly give further

details where needed as for instance:

People collaborating together as equals, usually without a leader, can come up with ideas or make
decisions together aimed at completing a goal. Whereas teamwork is usually overseen by a team
leader. The individual team members receive (individual) tasks to complete contributing towards a
team’s final goal. Creating an environment that encourages everyone to work together can have a big

impact on a team’s performance.

General details about communication to/with staff members is the content of Module 2 (hospitality
manager's communication behaviour and skills necessary for motivating others and giving feedback
to autistic staff), as well as exploring social inclusion. For this reason, the present unit concentrates on
general practices that can help improve teamwork and collaboration among staff members involved

in the change management process.

Ask them now to go to the next nearest person to have a brainstorming session for collecting the pairs’
ideas on a flipchart each on this activity/ exercise. Once done, they could go back to their seat and you
present the following slide.
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This module section educates learners on:

e What teamwork and collaboration is about

e What’s the difference between teamwork and collaboration is

e Ideas and possibilities for how to improve teamwork and collaboration in a team with

employees/colleagues with autism/ ADS.

Slide no. 19: Effective strategies/ways to accomplish collaboration and teamwork in a change
management process to involve (new) team members with autism

.
|
Erasmus

1
kdosT

Module 3: Change Management

Create any necessary new infrastructure/environment at the work place
Clarify roles

Create open channels of communication X
Establish intentional leadership X
Let leadership change X

Make change a positive step
Celebrate individuality

Stay curious

Create group problem-solving
Be a model of behaviour

+

Trainer Notes: Discuss the content of slide 19

Give an overview of effective strategies/ ways to improve teamwork and collaboration (according to

the slide). Ask them if they can add any more from their brainstorming maybe before presenting the

next two slides on the topic.

This module section gives learners an:

e Overview of options for strengthening teamwork and collaboration in a change management

process to involve (new) team members with autism/ ADS.

Co-funded by
the European Union
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Slide no. 20: Ways to accomplish collaboration and teamwork

Module 3: Change Management

F4OST

Know the needs of staff with autism in general, and

. other staff, of other stakeholders. Review potential bottlenecks.

v Clarification on people’s role in the group, their §
.. individual and group responsibilities, and the group's X
.o expectations related to the change is necessary.

o Make sure plans,

.. intentions, future steps, results and any concern find open

.o ears and the right channels.

: -Erasmus+

Trainer Notes: Discuss the content of slide 20

Present the content and ask the learners if they have any further ideas for the individual items (in

between or at the end):

e Create any necessary new infrastructure/ environment at the workplace: Know the needs of
staff with autism in general, and the specific staff member concerned, of your organisation

and other staff, of other stakeholders. Review potential bottlenecks.

e Clarify roles. Clarification of people’s roles in the group, their individual and group

responsibilities, and the group's expectations related to the change is necessary.

e Create open channels of communication. Make sure plans, intentions, future steps, results

and any concerns find open ears and the right channels.

This module will educate learners on:

® Practical implementation options for strengthening teamwork and collaboration in the

team/organisation, especially with employees/colleagues with autism/ ADS
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Slide no. 21: Ways to accomplish collaboration and teamwork

—
kHosT

Module 3: Change Management

Create an environment for easy
collaboration and purposefully consider, and implement factors
for good teamwork in a change management process.

Allow leadership roles to naturally shift

.. and change as the project matures and different needs develop. X
.o Help staff members learn to X
o embrace change positively and let go of the fear of the unknown. X
. Leaders should recognise individual

v efforts and understand that everyone works with different
methods, styles and schedules, particularly people with
. special needs.

.
.
nErasmus+

Trainer Notes: Discuss the content of slide 21

Continue to present the content:

e Establish intentional leadership. Create an environment for easy collaboration and
purposefully consider, and implement factors for good teamwork in a change management

process.

® Let leadership change. Allow leadership roles to naturally shift and change as the project

matures and different needs develop.

e Make change a positive step. Help staff members learn to embrace change positively and let

go of the fear of the unknown.

® Celebrate individuality. Leaders should recognise individual efforts and understand that
everyone works with different methods, styles and schedules, particularly people with special

needs.
This module section educates learners on:
® Practical implementation options for strengthening teamwork and collaboration in the

team/organisation, especially with employees/colleagues with autism/ ADS
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Slide no. 22: Ways to accomplish collaboration and teamwork

Module 3: Change Management

F4OST

Help the team consider and explore outside
viewpoints, look for overarching themes or ask questions about

. . autism, learn about the new procedures, the expectations, etc.

: Bring your team together by X
. encouraging open dialogue and productive problem-solving X
©o strategies. X
.. Model for your team the integrity

©o and accountability you want to see.

* Bl crosmus+

Trainer Notes: Discuss the content of slide 22

Present the content:

e Stay curious. Help the team consider and explore outside viewpoints, look for overarching

themes or ask questions about autism, learn about the new procedures, the expectations, etc.

e Create group problem-solving. Bring your team together by encouraging open dialogue and

productive problem-solving strategies.

® Be a model of behaviour. Model for your team the integrity and accountability you want to

see.

Remember that we offer the HOST game as a “neutral” surrounding to embrace all the
aforementioned aspects before, during and any time after the change management process starts. If
possible, try to implement it in the training section. The next slides deal with new topic aspects. This

module section educate learners on:

® Practical implementation options for strengthening teamwork and collaboration in the

team/organisation, especially with employees/colleagues with autism/ ADS
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Slide no. 23: Transferring knowledge to peers, colleagues, and subordinates in a change
management process aimed at involving people with autism

Module 3: Change Management

e is the process of
ot identifying, documenting, and disseminating
L information within an organisation.

S

FHOST
A VAVA VA VAVAVAVAVE

- Erasmus+

Trainer Notes: Discuss the content of slide 23

Before presenting this new topic on what ‘knowledge transfer’ is, you can ask the learners if they have
any ideas about what the topic is about. Then give the definition (according to the slide). This module

section educates learners on what kind of process ‘knowledge transfer is.
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Slide no. 24: Transferring knowledge

7
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Module 3: Change Management

refers to the between people,
departments, or within a company in general. Different parties
may share knowledge directly, or post, and access knowledge

.. via a centralised repository.

T The information included in the transfer may be , §
.. originating within the organisation, or , originating X
.. from outside the organisation.

o Knowledge may be either (e.g. easy to collect,

.. distributed either physically or as audio / visual files) or

©oe (e.9. a product of experience).

: -Erasmus+

Trainer Notes: Discuss the content of slide 24

Present the content (according to the slide). This module section educates learners on:

e How knowledge transfer works

e Ways in which knowledge/ information can be passed on

28 | Page

Co-funded by
the European Union



FHosT

Slide no. 25: How to develop a Knowledge Transfer Plan in a change management process for the
involvement of staff with autism

Module 3: Change Management

N, T A is a written or spoken plan for
PR transferring skills and expertise from one
: . © e K . - professional to another.
I When o team member with special needs joins
' the hospitality company, the existing
should consider
people with autism have to transfer information

and close any knowledge gaps l"'IOST

NNV NNV NN NN

-Erasmu5+
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Trainer Notes: Discuss the content of slide 26
Present the content (according to the slide).

This module will educate learners on:

e What a transfer plan is and how it can be used
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Slide no. 26: Steps to develop an information transfer plan at the workplace

Module 3: Change Management

(¥

: . . . . : : Identify the people with essential §
knowledge \
SRR Capture the important knowledge AY

. . . Store and distribute knowledge §

Use the knowledge
Keep making and collecting

knowledge l" 'lOST
LVAVAVAVAVAVAVAVANVS

-Erasmus+
Trainer Notes: Discuss the content of slide 26
Give an overview of the steps to develop an information transfer plan at the workplace (according to

the slide). The following four slides provide more details on each of them then before starting a new

topic again (Resource Management).

This module section educates learners on an overview of steps to develop an information transfer

plan at the workplace

Slide no. 27: Steps to develop an information transfer plan at the workplace — Identify people and
capture the important knowledge
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Module 3: Change Management

Who holds knowledge that is essential for performing the activities the staff member with
ADS has to take care of. Look for the people who they should work with, where they should
get information from, who shall they pass information to, etc.

- Whose tasks might not be performed without the work results of the new staff members and
. . vice versa?

o . Who has experience with autism forms?

XXX

. . Provide individuals who possess critical knowledge with incentives to disclose it. Remember
the slide about intrinsic and extrinsic motivation. (For instance give them a time slot durin
meetings to speak).

. . Automate the process of collecting and contributing information to knowledge “stores™
. » (e.g. boxes to hand-in their contributions, or even shared cloud drives/ portals), provide
. . templates/ spreadsheets to make communicating information easier.

’ -Erasmu5+
Trainer Notes: Discuss the content of slide 28

Present the content according to the slide: The following are steps you can use to develop an

information transfer plan at the workplace. This module will educate learners on:

e Why it is important to identify people with essential knowledge in the organisation/team

e How to motivate people to actively use and pass on available knowledge

Slide no. 29: Steps to develop an information transfer plan at the workplace - storing and using
knowledge, keep learning and collecting knowledge
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Module 3: Change Management

Do it in a well-organised, easily-accessible manner and make knowledge available in
multiple formats.

Use channels that are best for your staff with special needs (e.g. digital, person-to-
person transfers, infographics, charts and other visual documentation format).

. . Set an example using the collected knowledge to encourage others in the organisation
. . to follow. x
. e Hold training sessions to help people understand how to best use your knowledge x
o » repository, to address and inform colleagues with special needs (e.g. use the HOST x
. . game).
. . Add external knowledge from experts.
. . Hold brainstorming meetings to solve any challenges along
. » the change management process.
. » Over time, continue maintaining and updating the information and knowledge repository
. plan for collecting knowledge to make it part of the organisational culture.
-Erasmus+

Trainer Notes: Discuss the content of slide 29

Present the content according to the slide. At the end of the slide, ask the learners if they have any

guestions or other suggestions to add before opening the next topic, Resource Management.

This module section educates learners on:

e How information/knowledge can be made accessible to all and used

e The importance of acquiring new knowledge

Slide no. 30: Resource Management for the intended Change Management
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Module 3: Change Management

is the practice of planning
scheduling, and allocating people, money, and

/S

TR technology to a project/ programme.
I It's the process of allocating resources to ochieve\
PR the greatest organisational value: Good resource
I management results in the right resources being

available at the right time, for the right work.
are finances, stoff, physical
space, equipment, technology, and time. l'"OST

- Erasmus+

Trainer Notes: Discuss the content of slide 30
Present the content according to the slide. You could give more explanations as suggested here:

It is the process of allocating resources to achieve the greatest organisational value. Good resource
management results in the right resources being available at the right time, for the right work.
Resources are finances, staff, physical space, equipment, technology, and time. The goal is to use the
best combination of resources to satisfy change management requirements while also realising these

same resources are likely in demand elsewhere in the business.

Within a change management process, resource management becomes even more important because
it means to also consider adjusting existing resource management plans to the identified change
needs. The specific focus of the HOST project is to successfully include autistic staff in neuro-diverse
teams in hospitality, and to manage the change toward a new environment that will create numerous
new opportunities for this. In our specific situation, it means to find and allocate the resources time,

equipment, infrastructure and staff to involve staff with autism in the team.
The following four slides will explore steps/ phases.

This module section educates learners on:

e What resource management is and how it works in a change management process

Slide no. 31: Stages of Resource Management in this specific Change process
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Module 3: Change Management

When you have new staff with ADS to involve in your team, you need to plan
and know what specific resources will be required to welcome, include and
involve them well in your team.

Determining your resource requirements, is the

.. X
. . Mobilise your team, considering the distinct skills the change requires at X
.t each stage according to your change management plan, and available X
. people with necessary skills.
: If you determine you are missing certain skill sets, decide whether you
. have the budget to hire outside people to bring these skills.
. . All required resources will be allocated at this stage.
: -Erasmus+
Trainer Notes: Discuss the content of slide 31
Present the content (according to the slide).
This module sections educate learners on:
e Stages of resource management in a specific change process
Slide no. 32: Stages of Resource Management in this specific Change process
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Module 3: Change Management

FHosT

Manage the resources you have assembled, clearly defining
v and communicating roles and responsabilities. This goes hand

o in hand with the implementation phase of your change X
. management process. X
. X
: Monitor resources for progress, efficiency, and effectiveness i
.. delivering their expected project contribution.
’ There will almost always be opportunities for improvement a
. you seek to continually optimise resources.
: _Erasmu5+
Trainer Notes: Discuss the content of slide 32
Present the content (according to the slide).
This module sections educate learners on:
e Stages of resource management in a specific change process
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Slide no. 33: Resource Management Techniques for our change process

. Module 3: Change Management

Important points are:

N L the skills your team brings along

Lo L. with their availability, existing equipment, adaptation

Sl . . . . . . . possibilities \
s e e e . . e

e e e s e enables you to gain visibility into
L L T AL B the capacity of your team over a period of time and \
e identify whether resources are being over or under- \

e e utilised.
L Organizations use o - \
* : . : L : resource monagement across the change ;fénmg);g:::;tt;g::;:\g?;:ZOUFCSS \
L :Zigﬂlrcg:e;;z;:::;wlze involvement of staff members with ADS and any other \

. . Hospitality managers resource needs, getting the most value out of the
t often use software to resources you already have
. . . ' create transparency and

enables you to make predictions
make smarter resource

€ identify potential conflicts, and prioritise resources on
decisions. a timeline. OST

- Erasmus+

Trainer Notes: Discuss the content of slide 33

Present the content according to the slide and give an overview of resource management techniques,

which will be presented in more detail on the following four slides before closing the module.

This module section educates learners:

® Ressource Management techniques
e What resource allocation means

e What resource utilisation means

e What resource levelling means

e What resource forecasting means
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Slide no. 34: Thank you!

Module 4: Support Management

FHosT

Thank You!

N
D xxx

[T
Pl b=
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Exercise 1

Instructions: Prepare a slide with the link and invite learners to watch the video ‘The ADKAR Modell

by Jeffrey Hiatt’ (https://www.youtube.com/watch?v=9hci51w8xhk) and note the most important

milestones and implementation options in the change management process.

Exercise 2
Brainstorming Session

Instructions: Have a quick brainstorming session: What opportunities are there to strengthen

teamwork and collaboration within the team, especially with employees/colleagues with autism?
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