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Module I: About Change and Transition
In this section, you will learn:

• The difference between change and transition.

• The four stages of transition.

• Your own stage of transition (a self-test).

• Warning signs of poorly managed change.

Introduction
Are you facing workplace change?  

Workplace change is the rule now, not the exception.  As a result, each of us is called upon to constantly learn, adapt, and update.  
And there never seems to be enough time, information, or support.  

Yet each passing day, new careers, opportunities, and fortunes are created by people who don’t just survive change, they 
embrace it. 

These are people who: 

• learn continuously,

• manage their feelings,

• manage their thoughts,

• collaborate with others, and

• constantly strive to extend themselves and add value.

This course is a tool for you personal use.  It contains more quizzes, interactive step-by-step exercises, checklists and tip sheets.  
Ultimately, the intent of the course is to help you manage your experience of workplace change.  

It will help you reduce the distress or discomfort or doubt you may feel during times of change, and it will help you replace these 
feelings with hope and optimism.  

After completing the course, you will know:

• The five questions you should be asking to understand your workplace change.

• The warning signs of poorly managed change.

• How you can add value to your employer and your workplace.

• The kinds of communication and support you should aspire to have.

• How to turn uncomfortable feelings and negative thinking into good feelings and hope.   And,

• How to decide whether or not you should take a risk when you want to reach a new workplace goal.

When you learn these skills and put them into practice in your work and personal life, you won’t simply cope with change, you will 
embrace it.
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About the process of transition
Whenever you are called upon to change, you experience a process of personal transition or adjustment.  

In this section, you will learn about this process of transition.  Specifically, you will learn the following:

• The difference between “change” and “transition.”

• A four-stage model of transition.

• A quiz to help you determine what stage of transition you are in.

• Some of the reasons why transition is difficult.

• Warning signs that you need to do something different. And,

• What you learned from change in your own past.

Stage One: The alarm stage
Workplace change (things that happen in your workplace, like new equipment or a new strategy) is different from personal 
change (things that happen inside of yourself, like your feelings or thoughts when you try to adapt to the workplace change).

Personal change is called ‘transition’ and it is a process of four stages.

For example, when change is announced (e.g. ‘sales are falling so we are going to change our commission rate’ or ‘the company 
headquarters is moving to another part of the country’) you begin the process of transition.

The first stage of your transition is called ‘alarm.’

Your first response to an announcement of change is probably alarm or, to use another word, “shock.”  Suddenly, everything you 
are familiar with is up in the air. 

In this stage, you may feel numb or startled.  And you may think “I can’t believe this is happening.”  

You might have trouble carrying on from day to day and you find it hard to learn new things.

What you may experience during this period

• “This can’t be happening” or “I don’t believe it.”

• Excessive worry or thoughts running through your head.

• Anxiety.

• Irritability.

• Impatience.

• Tears or no feelings at all (you feel numb).

• Slowing down at work, not able to perform your duties as well.

• Your make bad decisions, you find it hard to concentrate.
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What you can do for yourself that may help

When you are in this stage of transition, it helps to find something secure.  Kind of like a security blanket for a child...anything that 
makes you feel comforted and safe and soothed.  For example:

• Find out as much as you can about whatever is changing.

• Talk to other people so that you feel emotionally supported.

• Talk to other people to find out what their perspective is, or to check on rumours.  And,

• Do things to manage your feelings and stay healthy (there are many tips coming up in later sections).

What you should not do during this stage

• Don’t make important decisions if you are not thinking clearly or feel upset.

• Don’t expect yourself to carry on “business as usual” if it isn’t business as usual.

• Do not avoid your co-workers or the people who can support you.

• Do not stop taking care of yourself, like keeping active, eating well, and getting good sleep.

• Do not avoid information about workplace changes.  You might not want to hear the information, but it’s important to
keep yourself informed.

• Do not jump to conclusions (e.g. “this is going to be awful”).

Exercise: Action plan
Think about your experience of workplace change.  What can you do to help yourself through the “alarm” stage of transition?  
What are you currently doing that you should avoid?

I have noticed…  
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Stage Two: Opposition
After some time has passed (sometimes days, sometimes weeks) and your initial “alarm” has settled down, you may begin to feel 
very opposed to the changes (e.g. reluctant, irritable, resentful).  

These kinds of feelings are normal and they can go on for a little while.  How long they go on for will depend on how much you 
think you are losing with these changes, the number of changes you are facing at one time, and your past experience of change.  

Your own thoughts can make this worse (e.g., “I’ll never get through this”).  There are tips to help change these thoughts in the 
section: Revisit assumptions.

What you may experience during this period

Some of the thoughts, feelings, and behaviors that characterize opposition are as follows:

• “What announcement?  Oh you mean about the reorg...I didn’t listen to it.”

• “It won’t affect us or our group.”

• “That’s my area...they can’t touch that.”

• Reduction in your productivity.

• A desire to withdraw from others, or quit project teams.

• Frustration.

What you can do for yourself that may help

• Remind yourself that everything is not changing, some things in your work and personal life will remain the same, stable,
reliable.

• Continue to seek as much information as you can about the change(s).

• Ensure that you understand the performance expectations placed upon you.

• Try to honestly identify whether or not you are avoiding change.

• Remind yourself that with all change comes opportunity.

• Remind yourself that this period is paving the way for the next stage.

Exercise: Action plan
Think about your experience of workplace change.  Are you experiencing thoughts or feelings that are characteristic of the 
“opposition” stage of transition?  What can you do to help yourself through the ‘opposition’ stage of transition?  What are you 
currently doing that you should avoid?
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Stage Three: Acceptance
As you begin to recognize that some of the things you feared aren’t happening, and that you can change things about yourself 
that you didn’t think possible, you begin to feel optimistic and hopeful.  You may start to enjoy the discovery of new things and 
derive pleasure from variety.  

This is a positive, future-focused phase.  

You may think “I’ll give it a try” or “I wonder how I can make this work?”

What you may experience during this period

Some of the things you may experience during this stage of transition are:

• “Things are going okay.  There are some good things happening.”

• “It’s funny how upsetting it all was.  That’s like ancient history now.”

• “I suppose they’ll change this system too sometime, but for now it feels pretty effective.”

• “It took me a while to get used to the people on the team, but I think we’re working okay together now.”

What you can do for yourself that may help

• Remind yourself that you will be okay facing the unknown.

• Put increasing emphasis upon managing your emotions and thinking, and behaving in ways that contribute
constructively to your work.

• Seek more information and new learning.

• Be easy on yourself when you make mistakes, and tell yourself that you are learning.

• If needed, allow yourself some time to grieve things that you realize will not be the same ever again.

• Volunteer for any assignments in which you can be involved in planning the changes.

Exercise: Action plan
Think about your experience of workplace change.  

Are you experiencing thoughts or feelings that are characteristic of the “acceptance” stage of transition?  What can you do to help 
yourself through this period?
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Stage Four: Discovery
After having lived with the changes for a while, they will start to become more and more familiar.  

Here, you stop thinking about change as “the new way of doing things”.  You might think “someday, they’ll probably change this 
again, but for now it’s working out okay.”

What you can do for yourself that may help

• Remain open to learning new ways of doing things, learning continuously.

• Remain open to making mistakes.  There are still plenty to be made as long as you are still learning.

• Spend some time reflecting upon your experience and what helped you through this period of time.  When you face
change again, you will want to be able to recall what helped.

Exercise: Action plan
Think about your experience of workplace change.  Are you experiencing thoughts or feelings that are characteristic of the 
“discovery” stage of transition? 

Is your behavior characterized by “discovery?”  What can you do to help yourself continue through this stage of transition?
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Your experience of change: A quiz
These questions help determine your position in the four-stage model of transition.  Use the following scale (1 through 5) when 
ranking your response to each question.

1=Completely disagree

2=Somewhat disagree

3=Neutral

4=Somewhat agree

5=Completely agree

1. With proper support, I’m very certain that I will be able to implement the changes that are being called for_____.

2. Our leadership may think these changes are good, but that’s because they’re out of touch with the way things need to work
around here_____.

3. If I could go back to the way things used to be, I wouldn’t_____.

4. I’m not sure I’ll be able to change_____.

5. If I reflect on how far I’ve come, I’m proud to say that it has been a long way_____.

6. I prefer the way things used to be_____.

7. This is going to be temporary…they’ve done this before and it just blows over after a little while.  Nothing really
changes_____.

8. As I begin to actually experience these changes, it sometimes makes me irritated_____.

9. I don’t understand what all the complaining is about...I don’t have feelings about this one way or the other_____.

10. I’m feeling very energized by all of the new things that I’m learning_____.

11. My focus is on just getting through the day... one step at a time, without really changing anything_____.

12. Right now I feel relief because I think the worst is over_____.

13. I’ve learned something from this experience that will help me with just about any change that I face_____.

14. I don’t agree with the process that we’re going through to make these changes happen_____.

15. I feel really good about myself and what I’ve accomplished to meet the demands of these changes_____.

16. There’s so much happening inside myself, it’s impossible to focus on my work_____.

17. Despite all that has happened, I’m starting to feel comfortable with the new work environment_____.

18. When I think about these changes, it makes me feel angry_____.

19. These changes will not have any impact on me or my work_____.

20. It’s exciting to think about the new possibilities these changes will reveal_____.

21. I don’t know why everyone is talking about change.  It seems like business as usual around here_____.

22. This process is very complex and nothing is for certain.  Despite that, I know we’re dealing with the real issues_____.

23. I don’t have anything to worry about because this change doesn’t affect me_____.

24. Once you get your mind around it, you discover all sorts of new ways to do things_____.
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Total your answers for questions: 7, 9, 11, 19, 21, 23 =  (Alarm)

Total your answers for questions: 2, 4, 6, 14, 16, 18 = (Oppose)

Total your answers for questions: 8, 10, 12, 17, 22, 24 = (Accept)

Total your answers for questions:   1, 3, 5, 13, 15, 20 = (Discover)

Examine the pattern of your scores.  Is one the highest?  Are there two or more that are similar?

Your score on each stage of transition (alarm, oppose, accept, discover) can range from 1 to 30.  The higher the score on any one 
stage, the higher the likelihood that you are experiencing that stage of transition.

If you score similarly on two or more stages (e.g. a score of 14 on “alarm” and 15 on “oppose”) it suggests that you are negotiating 
those stages of transition, possibly moving back and forth between them.

Note: This quiz is for your own education and awareness-building.  It is useful as a tool for discussion and personal 
awareness, but it should not be used to base important personal decisions upon.



Embracing Workplace Change

10

Reflect on past change: What’s your experience with 
change?

Step 1: Think of a situation
Using the space below, describe a situation in your personal or work life where you experienced a significant change of some sort.  

Try to recall when you first learned that something was changing, or that something was not right so it called for change (e.g., 
sales in your area were particularly slow so a new business process was introduced, or you were told by your physician that you 
needed to improve your diet).

I recall…

Step 2: Describe your feelings and experiences
Describe your feeling and your experiences in that situation.

• What did you feel?

• What did you fear?

• What did you hope for?

• What did you think you might lose or gain as a consequence of having to change?

I recall…
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Step 3: Describe the action you took
Describe what you actually did and how you came to that decision.  

• What action did you take?

• What did you do?

• What happened?

• How did you come to that decision?

I recall…

Step 4: Describe the outcome
Describe the outcome of your decision and the changes.   Think about any negative and positive outcomes and describe them.

• What happened?

• How did you feel afterward?

• How long did it take to make these changes happen or to integrate them into your personal or work life?

I recall…

Step 5: How do you feel in retrospect, looking back?
• How did you feel afterward?

• How do you feel now?

• What did you learn about yourself through the process of transition that you experienced?

I…



Embracing Workplace Change

12

Danger signs
Change and transition can affect you in many ways, some of them positive and some of them negative.

The following section presents some of the signs and symptoms that may indicate you are not managing change well.  If you are 
experiencing any of these, and they are a concern to you, be sure to seek advice from someone who is an expert in understanding 
them (for example, your doctor, a counselor, or an employee assistance professional).  

Changes in your body

Some of the changes you may experience will be in your body.  Such as:

• stomach upset

• headaches

• muscle tension

• inability to sleep or insomnia

• occasional periods of heart racing and/or palpitations

Changes in your thinking

Some of the changes you may experience will be in your thinking.  Such as:

• trouble concentrating

• low self-confidence

• negative, pessimistic attitude

• low morale

• poor judgement

• inability to make decisions

Changes in your feelings

Some of the changes you may experience will be in your emotions.  Such as:

• irritation

• feelings of victimization and unempowerment

• apathy, resignation, and helplessness

• low mood or depression

• stress

• cynicism

• brief or prolonged irritation and impatience
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Changes in your behaviour

Some of the changes you may experience will be in your behaviour.  Such as:

• reduced risk-taking

• poor communication

• reduced trust of others

• inappropriate outbursts

• substance abuse

• avoidance of work

• defensive or blameful behavior

• increased conflict with fellow workers

• decreased cooperativeness

When to seek help
If any of the following occur continuously for more than two weeks or if they prevent you from carrying out your family or work 
responsibilities, seek help:

• A depressed mood with overwhelming feelings of sadness and grief.

• Feelings of pessimism, hopelessness, or worthlessness.

• A complete loss of interest in things you usually enjoy.

• A complete loss of motivation (e.g. you cannot motivate yourself to do anything).

• An increased desire to use drugs or alcohol to help yourself improve your mood.

Exercise
Do you recognize any of the previously mentioned signs or symptoms?  If so, are these causing you distress?  Are you unable to 
manage them despite your own best efforts?  Have these signs or symptoms persisted continuously for more than two weeks or 
do you feel that your health is at risk?

Describe any of the personal signs or symptoms of distress that are troubling you in the space below.  If you are unable to cope 
with these symptoms after trying the strategies suggested in this course, or if they are significantly troubling you, be sure to 
discuss with a professional.
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Conclusion of Module 1
In this section you have learned about the difference between change and transition, the four stages of transition, your place on 
the change transition curve, and some of the warning signs of poorly managed change.

In the remainder of the course, you will learn strategies that will help you manage, and embrace, change.  These strategies center 
on:

• learning continuously,

• managing feelings,

• revisiting assumptions (thinking reasonably and optimistically), and

• extending yourself to take more risks.
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Module II: Learn continuously
The kind of learning that you need during times of change is not the same as the kind you grew up with in school.  In your school 
days, you were probably presented with a question or problem and asked to come up with “right” answer.  As well, you usually 
learned alone because each of your classmates was pursuing their own learning and there was no sense of a shared, team, or 
group goal.  

The kind of learning that you need during times of workplace change is very different.  It is called “continuous learning.”  In this 
section, you will learn about continuous learning.  Specifically, you will learn:

• Six strategies for learning during times of change.
• Six questions you should be able to answer about your workplace change.
• Things that you should NOT do during times of change.
• Questions you can ask yourself to understand what’s holding you back from changing.  and,
• How to value your mistakes and learn from failures.

Principle 1: Focus on opportunities
A continuous learner focuses on the opportunity that the new workplace situation provides, rather than on what is being lost or 
disappearing.  For example, a continuous learner says: “I wonder how much better things are going to be?” rather than “I wish this 
wasn’t happening, I like how things were before.”

Principle 2: Look toward others for answers
A continuous learner recognizes that no one has all the right answers. If you are a continuous learner, you let go of your desire to 
be completely self-reliant and, instead, you look towards others for help and answers.  

Principle 3: Be open to other points of view
A continuous learner is always open to other points of view, even if they don’t always agree with them. For example, a continuous 
learner will say: “I don’t necessarily agree with you, but I’m willing to listen to what you have to say and consider it.”  

Principle 4: Be open to the facts
A continuous learner is always open to looking for, and hearing, the facts of a situation regardless of whether or not those facts fit 
their wishes or plans. For example: “I’m going to give this my best effort to help the organization achieve its goals, even though I 
wish that it was different.”

Principle 5: Make mistakes in public
A continuous learner knows that mistakes happen and they are not embarrassed by them.  They recognize that sometimes you 
have to make mistakes in public, where other people see them. For example: “I’m a bit reluctant to admit this, but I don’t know 
what I’m supposed to be doing at this point and I hope somebody else may have an answer or suggestion.”

Principle 6: Focus on action not on blame
A continuous learner puts more effort into taking constructive action than blaming or delaying.  (Constructive action is activity 
that contributes meaningfully and productively towards a goal). For example: “I wonder how I can make this work?” not “why isn’t 
this different?”.
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Exercise: Principles of continuous learning
Are you a continuous learner?  Try this exercise.

Principle 1: Focus on opportunities
How can you begin to take steps to focus on opportunities?  What specific steps can you take to begin to focus on what the new 
situation may provide rather than on what you are losing?

Principle 2: Look toward others for answers
What specific steps can you take to accept that you don’t have all of the answers and to look towards others for answers?

Principle 3: Be open to other points of view
What can you specifically do that will open yourself up to other points of view?
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Principle 4: Be open to the facts
How can you begin to be more open to the facts of your workplace change situation, rather than rely on hope or wishes?

Principle 5: Make mistakes in public
What can you specifically do that suggests you are willing to make a mistake and let others know it?

Principle 6: Focus on action, not blame
How can you begin to take steps to put your time and energy towards constructive, productive activity rather than delaying or 
avoiding or blaming?
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Learn continuously: What is changing?
Part of continuous learning is finding out “what’s changing?”  During times of change, you may not have answers to all of the 
questions you ask, but you should have knowledge of five key issues.

Consider these five questions.

1. Where is the business headed?
Where is the organization headed?  What is the “picture” of organizational change (i.e. what’s ‘coming down the line’?  What’s 
changing?).  Answer this question in your own words, with your current level of understanding.  If you need to refer to 
documentation (e.g. a printed document, intranet website, email, reference manual) then note this with your response.

The change that is happening is…

2. When do we need to get there?
Answer this question in your own words, with your current level of understanding.  If you need to refer to documentation (e.g. a 
printed document, intranet website, email, reference manual) then note this with your response.

We need to…

3. What attitude, skills, or knowledge do I need?
Answer this question in your own words, with your current level of understanding.  If you need to refer to documentation then 
note this with your response.

I need to…
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4. What behaviors do I need to demonstrate?
Answer this question in your own words, with your current level of understanding.  Are there supports or resources (e.g. training) 
to help you change your behavior?  If you need to refer to documentation then note this with your response.

I need to…

5. How is progress measured?
How is progress measured?  What if you cannot change?  What are the standards by which your success is judged and the 
potential consequences (good and bad, welcome and unwelcome) of changing or not changing?

Answer this question in your own words, with your current level of understanding.  If you need to refer to documentation then 
note this with your response.
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Learn continuously: The “don’ts” of change
So far the focus of learning has been on what you ‘should’ do in order to embrace change.  This has been a positive focus.  
However, there are some things you should avoid doing.  These are the kinds of things that make change harder, more 
uncomfortable, and less rewarding.

Don’t avoid change
Trying to avoid change may provide temporary comfort but it doesn’t solve anything and leaves you open to the possibility of 
future failure.  

You may need to endure some discomfort if you are going to succeed in the future.

Don’t just try harder
Sometimes putting more effort into old habits and ways of doing things is fruitless.  Instead, try differently.  Observe how you do 
your work and the assumptions you hold about it.  Do these fit with the vision of the future in your workplace?

Don’t act victimized
It is sometimes easy to focus on what is lost during workplace change or what is unfair.  

This focus places you in the role of victim.  In other words, you disempower yourself, miss opportunities that may be present, and 
make yourself less appealing to others.  

Don’t ignore your sphere of influence
During change, there are many things under your control -- your choices, actions, ways of thinking about change, and your 
reaction to events.  

If you try to change things that are beyond your control you will cause yourself frustration and weaken your ability to put effort 
towards places where you actually have some impact.  
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Action plan
Are you committing the “don’ts” of change?  Try this interactive exercise.

Step 1:
Don’t avoid change.

Describe the kinds of things that you need to endure for the short-term, even if they are uncomfortable.

I need to endure…

Step 2: Don’t just try harder.
If adapting to workplace change is hard, how hard will it be if I do not?  How can you try differently rather than just trying harder?

I can…

Step 3: Don’t act victimized
Describe what you can do to stay focused on being productive and contributing to change efforts, rather than focusing on what 
you are losing or the things you do not like about change.

Step 4: Don’t ignore your sphere of influence
Describe what you have influence or control over in the space below (e.g. specific choices you make in the workplace each day, 
the manner in which you choose to view events, your attitude).  Be specific.  

I have control over…
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Learn continuously: What is holding you back?
When your workplace calls for change, you sometimes want to say “no.”  You may resist, oppose, or push back.

One of the reasons that embracing change is so difficult is that you hold on to things that you don’t want to lose or you are fearful 
of what is going to happen.  Sometimes, this tendency to “hold back” shows up in your life as: trying to control other people, 
denying your feelings, or constantly trying to change something that you have no control over.  

To embrace change, try to become aware of what you might be holding on to and why.  Ask yourself the questions in this section.

Ask yourself: 

• What am I afraid of losing if things change? (e.g., stability, security, predictability).

• Am I holding on so that I do not have to face the difficulties of breaking habits or putting some effort into changing my
behavior?

• Am I holding on because I do not agree with the direction that the workplace is heading?

I am…

The answers to these questions will give you information about what you are holding on to.  Use this information to decide what 
you need to do next:

• Put these wants, desires, and needs on hold and accept that they cannot be met anymore.

• Look for other ways to get these wants, desires, and needs met (e.g., pursue a new project, pursue other interests).  Or,

• Try to influence your new work situation so that it meets your desires, wants, and needs.

In the space below, describe what you can do next.
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Learn continuously: Value your mistakes
Part of embracing change is welcoming all learning experiences, even mistakes.  

Often the biggest mistakes of our lives are the catalyst for the biggest lessons of our life.  When you begin to recognize this, you no 
longer fear learning and you are much more eager to approach new situations, because you know that there is opportunity there 
for you, even if things don’t go well.  

At worst, you know that you will always take something away from your experience that will enrich you.

Exercise:
Think of the mistakes you’ve made in your life (e.g. in your career, relationships, etc.). 

Answer these questions in the space below:

• Did these mistakes teach you anything?

• Did you learn a lesson from each mistake?

• Did you improve yourself?  Change your approach or strategy?  Change your attitude?

I learned…

Remind yourself of the value of your mistakes
Considering the lesson or learning that you have gained from some of your past mistakes, what does this tell you about the 
mistakes you may currently be making or those that you will inevitably make in the future?  Is there value in making mistakes?  

Use the space below to create a positive, hopeful statement that you can use to remind yourself of the value in making mistakes 
(e.g. “I am going to remind myself that I have always learned from my mistakes.  And the bigger the mistake, the more I learn” or 
“Now that I know better, I can do better.”).  Use this statement the next time you make a mistake.  
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Conclusion
In this section you have learned the six principles of continuous learning (focus on opportunities, look toward others for answers, 
be open to other points of view, be open to the facts, make mistakes in public, and focus on action not on blame).

You have also answered 5 questions about ‘what’s changing’ and described what you, specifically, can do to avoid the ‘don’ts’ of 
change.

Finally, you examined what is holding you back from changing and learned to look towards mistakes and errors as valuable 
experiences--something that teaches you about yourself, your attitude and/or your approach.
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Module III: Manage your feelings
About managing your feelings
Feeling uncertain, anxious, or worried are all common during times of workplace change.  Most people feel this way.  However, 
it’s important that you don’t let your feelings determine your behavior because you may not behave in a way that benefits you or 
your workplace.

During times of workplace change you may need a new skill set for managing your feelings--a way that will serve you well despite 
how you may be feeling.   This new skill set is called “action-centered living.”

In this section, you will learn how action-centered living can help you manage your feelings during times of workplace change.  
Specifically, you will learn:

The difference between action-centered and emotion-centered living.

• How to listen to your feelings and learn from them.

• Some tips for managing troublesome and difficult feelings. And,

• To manage feelings during times of workplace change, try action-centered living.

About action-centered living
For most of us, our unwanted feelings are temporary.  They will fade with time.  But in a constantly changing workplace, you don’t 
always have the luxury of time.  Things seem to change very quickly or you get through one change only to hear about another.

Action-centered living means that you live your life according to action--whatever needs to be done in each moment, regardless 
of any temporary feelings of discomfort you may have.  When you live your life according to action, not emotion, you get on with 
whatever the situation calls for or demands, regardless of how you might feel.  

Action-centered living is also very constructive.   It means that you are doing things that contribute positively and meaningfully to 
yourself, your relationships, and your work.

However, action-centered living does not mean that you ignore your feelings. 

On the contrary, your feelings very often have an important message or lesson for you.  They are in your life for a reason (e.g. “I’m 
feeling angry so there must be something bothering me” or “I feel anxious so I should be very careful here”).

Consider these five principles of action-centered living and think about how action-centered living can help you embrace change.  

Principle 1: You can’t change feelings directly just by wishing yourself to feel one 
way or another
Try it.  Sit down in a chair and “will” yourself to feel happy or “wish” that you could feel some way.  Does it work?  No.  You can’t 
influence your feelings that way.  It’s a waste of time and effort and it distracts you from what does help (learning from the feelings 
and taking action despite them).

Principle 2: All feelings, no matter how unpleasant, have a use
Whenever you have an unwanted feeling, ask yourself “What is the message that this feeling is trying to convey?”. 

Anxiety, for example, is a warning that you need to prepare and a signal that you want to do well.  Anger tells you that there is a 
potentially explosive situation that you may need to resolve.  
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Principle 3: Feelings fade in time unless they are stimulated
Every feeling, no matter how strong it is, will eventually weaken with time.  Sometimes it takes minutes, sometimes hours, 
sometimes many days or weeks.  The feeling is never constant (it waxes and wanes) and over time it will diminish.

Principle 4: Feelings can be stimulated by thought and action
Your feelings can be influenced by your actions.  For example, if you are feeling a little downcast, go for a walk.  You don’t have to 
“feel like” going for a walk.  Just do it.  Once you begin to move your body, and your attention is distracted from your troubles to 
something in your environment, you will begin to feel the emotion fade.   

Principle 5: You are responsible for your actions regardless of what you are feeling
Your feelings do not excuse your actions.  Just because you feel a certain way does not mean you “have to” behave a certain way.

You can feel angry, for example, but you don’t have to yell or lash out. 

And you can do something difficult and challenging, even if you don’t “feel like it.”
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Manage feelings: An exercise in action-centered living
Step 1: Identify the ‘emotion-centered’ situation
First, identify a situation in which your feelings determine your actions.

Using the space below, describe a situation that occurred in the past week where you felt a strong emotion (a situation where you 
felt stressed and reacted a certain way because of those feelings).

Consider: Who was involved? What did you do? What were the circumstances?

Example 1: “Last week, I was so angry at my husband after he stayed out late drinking with his friends that I yelled at him.”

Example 2: “I heard someone criticize my work and it made me very unhappy.  I stopped what I was doing and just sat there for the 
rest of the afternoon without actually doing anything.”

Step 2: Describe your feelings in that situation
The next step is to describe your feelings in that situation. What were you feeling? What were you thinking? What did you fear 
might happen? What were you experiencing? Use the space below.

Example 1: “I was feeling very angry. I felt as if I was being neglected because my husband didn’t phone me let me know he would 
be out with his friends. I felt as if I came second in his life.”

Example 2: “I was feeling worthless.  I felt as if the work I was doing was of poor quality and that I might as well stop doing it 
altogether.”
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Step 3: Describe what you would do differently if you did not feel the same way
The next step is to describe the action you would have taken if you were in that same situation but not feeling the same way. 
Imagine what you would do if you were completely calm and free of any negative or unwanted feelings.

Example 1: “If I wasn’t feeling neglected, and angry, I wouldn’t have yelled at him when he got home. Instead, I would have told 
him that I would like him to call first. I might also have talked about how I really want to feel like I come first in his life and that 
sometimes it doesn’t seem that way.”

Example 2: “If I wasn’t feeling worthless, I would have continued doing my work the way I usually do…I certainly wouldn’t have sat 
there wasting time and feeling sorry for myself.”

Use the space below to describe what you would have done differently in that same situation if you were not experiencing the 
unwanted or uncomfortable feeling(s).

Step 4: Learn from feelings
What can you learn from your feelings?  What does your feeling or experience in that situation say about you? What is the message 
that your feeling(s) were (or are) giving you? What does this say about you? About your situation? About what you need to do 
differently?

Example 1: “I’m learning that I need a lot of reassurance and that I’m not really angry at him. I’m also learning that he really does 
love me but he doesn’t always know how I feel. Maybe I can work on my need for reassurance and maybe, together, we can work 
out something that will help us communicate better.”

Example 2: “I’m learning that I need to be less sensitive to what other people think and instead trust my own judgement.  I’m 
learning that I take one person’s opinion and allow that to ruin my mood.  I can think of other people who like me for who I am.”

Think about the questions and use the space below to record your answer and thoughts.
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Step 5: Take constructive action
Now that you have identified how you could have behaved differently and now that you have decided what you can learn from 
your feeling(s) in that situation, ask yourself: “How can I act differently if that same situation arises again?”

Example 1: “If this happens again, I’m going to ask myself whether or not I’m really angry at him because I need reassurance, or 
because he is being truly inconsiderate. And I’m not going to yell at him about drinking with his friends because that’s not really 
the issue. I’m also going to ask him to let me know if he’s going to be staying out late, so I can plan my time, too, and we can both 
have a good time.”

Example 2: “If this happens again, I’m going to ask myself if I’m exaggerating one person’s opinion and whether or not that opinion 
is worth getting upset about.  And I’m going to remind myself that I do good work.”

Step 6: Identify any obstacles
What might interfere with acting differently in that situation if it arises again, or if you feel that same way again (e.g. motivation, 
forgetfulness, unsure how to behave differently)? Describe your potential obstacles in the space below and how you will deal with 
them if they arise. 

For example: “My biggest obstacle is that my feelings will overcome me. If I feel that this is happening, I will take a few deep 
breaths to clear my mind and decide what I should be doing.”
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Step 7: Track your progress
Successful change requires that you track your progress so that you know when you are being successful at changing your 
thinking. How will you keep track of your progress? Write the details of what you can do below.

For example: keep a journal or daily diary, write down your accomplishments every time they happen (e.g. whenever you do 
something constructive and helpful in a situation rather than act upon your temporary feeling), post a “calendar of success” on 
your refrigerator, etc.

Step 8: Reward yourself
Finally, a good action plan includes a reward to celebrate your success. How will you reward your progress? How often will you 
reward yourself?

For example: “The next time I do something positive and constructive, rather than act on the whim of how I feel, I will buy myself a 
fun magazine to read” or “at the end of each week I’ll reward myself by attending a movie with a friend.”
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Manage feelings: Manage feelings of distress
Some feelings require special attention.  These include: sadness, despair, guilt, fear, anger.  If any of these concern you, the 
following section may help.  However, if you continue to be distressed by these feelings for a period of about two weeks or more, 
you should consider getting professional help (e.g. counseling).  

Sadness
To break free from the grip of sadness, try the following:

• Make a list of things for which you are grateful in life.

• Talk about your feelings of sadness with someone you trust.

• Examine any thoughts you may have about your own sadness (e.g. “sadness means I’m weak”, “I will never get ever this”, “I
must be crazy to feel this way.”).  Counter your negative thoughts with positive and realistic thoughts (e.g. “sadness is just
sadness”, “sadness is real and acceptable”, “sadness is the way towards healing”).

• Notice if you use sadness to avoid activity.  You can still be sad and work or even play or do things you enjoy.  Take
immediate action, the more physical the better.  Go for a jog, a walk in the park, do a workout, mow the lawn, etc.  If you
have trouble getting started, ask someone to come with you and do the activity together.

• Ask someone who has been through sad times to tell you how they coped.

Despair
Despair is a feeling of sadness accompanied by hopelessness.  When you feel despair, you often feel that you have no choices and/
or you do not know where to turn.  To break free from the grip of despair, try the following:

• Maintain strict routines of proper eating, regular activity, and sleep.

• Do regular morale-raising activities with others (e.g. going to movies, walking).

• Set daily achievable goals.

• Start your day with something uplifting (e.g. music or writing in a journal).

• Remind yourself of your higher purpose in life and in all that you do.

• Ask someone who has been through despair to tell you how they coped and what helped them.



Embracing Workplace Change

32

Guilt
To break free of the grip of guilt (or shame), try the following: 

• Affirm your good qualities to yourself.  If you have trouble affirming your good qualities, seek support from someone who
cares about you.

• Check out the other person’s views of your actions.  You may be judging yourself too harshly.

• If you are a perfectionist, remember that LIFE IS EMBARRASSING!  To be alive is to make embarrassing mistakes.

• In the end, your positive judgement of yourself is what counts.  Affirm to yourself: “I deserve to be here on the planet and
to enjoy life.”

• Ask someone you know who has conquered their guilt to tell you what helped and how they coped.

Fear
To break free of the grip of fear, try the following:

• Set a small goal each day, reach it, and then move to the next.

• Stop, sit, and focus on your breathing for five minutes.

• Share your immediate emotional state with another person.

• Focus on changing a negative thought (e.g. “I can’t face this”) to a positive one (e.g. “I will take this one step at a time.”) .
There are more strategies for changing thinking in a later section of the course: Revisit your assumptions.

• Ask someone you know who has conquered their fear to tell you what helped and how they coped.

Anger
To break free of anger’s control, try the following:

• If angry, stop and be silent and quiet for a few moments.

• Immediately leave the situation that has provoked the anger.

• Stop and ask a question of the other person which elicits information (e.g. “what was your understanding of what I said?”).

• Talk about what you fear instead of what you resent or hate.

• If you are furious and impelled to do something drastic, wait 24 hours so that you can calm down and think more clearly.

• Ask someone you know who has conquered their anger to tell you what helped and how they coped.
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Module IV: Stay healthy and resilient
Tips for staying healthy
During times of change you need to focus some of your efforts on the kinds of actions that will help you stay healthy and resilient.  
These include: eat well, develop good sleep habits, think optimistically, and express yourself.

Strategy 1: Eat well
One of the basics of self-care is to eat well.  Fueling your body with proper nutrients is important because your body’s physical 
state can influence your mood, stress level, and health.  Thus, always strive to eat a good, balanced diet.

Be sure that your daily food choices include:

• Grain products. For example, whole grain cereal or bread, barley or brown rice, bran flour in muffins, pasta.

• Vegetables and fruit. Particularly the dark green and orange varieties like broccoli, carrots, and oranges.

• Milk and milk products. For example, yogurt, cottage cheese, puddings.

• Meat and lean protein alternatives. For example, chicken, fish, lentils, eggs, peanut butter, tofu.

• Few added fats. For example, use low-fat versions of salad dressing, low-fat condiments such as mustard and salsa rather
than mayonnaise.

Strategy 2: Develop good sleep habits
Good sleep habits lead to better sleep.  This, in turn, improves mood, reduces stress and tension, and leaves you feel more 
energetic and refreshed. 

Everyone has different sleep requirements, so use your own internal wisdom about how much sleep is right for you. However, 
good sleep habits are important for everyone. Try these tips.

• Do something relaxing, like reading a book or taking a warm bath before going to bed.

• Avoid caffeine-containing foods (e.g. chocolate) and beverages (e.g. coffee, tea, and soft drinks, especially colas) at least 4
hours before bedtime.

• If you are not asleep approximately 1/2 hour after lying down, get up and read or do something relaxing until you feel
drowsy. Then, go back to bed.

• Never use your bed for activities other than sleeping and intimacy. For example, don’t lie in bed eating while watching
television. Keep the bed a place for rest.

• Avoid alcohol in the evening. Even a small amount of alcohol (e.g. a glass of sherry) can later awaken you, and larger
amounts of alcohol will interfere with the quality of your sleep.

• Try the relaxation techniques from the “reduce tension” section of this course, while lying in bed. For example, try
visualizing a peaceful, calm scene.

If you still have trouble falling asleep, see your physician. Sometimes this sleeplessness is a sign of depression and will be helped 
when the depression is treated, and sometimes the physician may prescribe a brief period of sleep-aid medication (note: any 
medication to aid sleeping should only be used for a few days, not on a regular basis).



Embracing Workplace Change

34

Strategy 3: Get active
This may surprise you, but a proven research finding is that one of the most effective ways to improve your health and alleviate 
stress, worry, sadness, and even anger, is through regular activity and exercise. 

Just about any kind of activity or exercise is helpful (e.g. walking, cycling, tennis, even gardening) because it helps release tension, 
helps clear your mind of distressing thoughts, and improves your overall fitness level. 

An ideal combination of activity involves aerobic, stretching, and toning exercises.

• Aerobic activity involves repetitive movements of large muscle groups. This kind of activity helps strengthen your
cardiovascular system and increase stamina. Examples include jogging, swimming, brisk walking, bicycling, and tennis.

• Stretching activity is slow, sustained, and relaxing. The goal is to decrease muscle tension, improve flexibility, and
maintain joint mobility. Yoga is a good example of stretching.

• Toning activities focus on firming specific muscle groups. Examples include weightlifting (resistance training), sit-ups,
stomach crunches, and push-ups.

Get active: Your action plan
Step 1: Determine your pre-activity fitness level
If you are not used to exerting yourself, be cautious before increasing your activity level because it can lead to injury (e.g. muscle 
strain) which, in turn, could frustrate you.

If you lead a fairly sedentary lifestyle, are overweight, smoke, or have any limiting health conditions, always increase your activity 
levels slowly (e.g. increase your distance or pace of walking very gradually over time).

A good way to determine your readiness for activity, and the amount and frequency of activity that will be helpful for you, is to 
consult your doctor or health care provider.

Additionally, consult your doctor if any of the following symptoms emerge during activity: dizziness, irregular heart beats, a 
tightness or pressure in your chest, shoulders, arms, or neck, or if you feel extreme exhaustion or breathlessness after you have 
stopped the activity.

Otherwise, if all systems are go, proceed to step 2!

Step 2: Consider these questions
When planning to increase your activity level, consider these kinds of questions:

• Do you want to improve cardiovascular functioning or weight management (emphasis on aerobic activities), muscle
flexibility (emphasis on stretching), or improve tone and strength (strengthening activities)? Or some combination of
these?

• Do you prefer indoor or outdoor activity? Being alone or with others? Competition (e.g. sports) or not?

• How much time are you willing to devote to improving your activity level and controlling your stress? What time of day is
best for you to be active?
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Step 3: Consider your activity options
Activities of light intensity include:

• strolling

• gardening

• playing Frisbee

• bowling

• yoga (gentle forms, e.g. Hatha yoga)

Activities of moderate intensity include:

• brisk walking

• biking

• dancing

• push-ups or sit-ups or light weight lifting

• climbing stairs

• tennis

• in-line skating

• swimming

• yoga (moderate forms, e.g. PowerYoga or Ashtanga Yoga)

Try these quick tips
• For an energizing meal or snack, try cereal with skim milk or a bagel with non-fat cream cheese, chicken, turkey, or

tuna.

• For a calming meal or snack, eat crackers, a baked potato, dried fruit, whole-grain bread, pretzels, rice cakes, or air-
popped popcorn.

• Don’t skip breakfast. Your body needs the energy in the morning and you might overeat at lunch.

• Avoid sugary breakfasts (e.g., a donut) which can cause your mood to slump later that morning.

• Keep alert in the afternoon by eating a small low-fat lunch rich in protein like chicken breast, tuna, yogurt or a green
salad with fresh fruit.

• To wind down at the end of the day, choose pasta, rice, or potatoes with your dinner plus a salad.

Activities of vigorous intensity include:

• jogging

• aerobics

• yoga (power forms)

• jumping jacks

• soccer

• squash

• rope jumping
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Step 4: Establish activity goals
Consider the information from the preceding steps and set some specific goals for yourself.

For example, if you like to exercise with others and have a daily lunch break, consider a brisk walk with friends for half of your 
break (the other for eating your lunch). Be sure that your goals are specific, achievable, and motivating.

Use the space below to record your activity goals for the upcoming week, two weeks from now, and one month from now.

Step 5: Identify any obstacles to increasing your activity level
What might interfere with your plans or goals for increased activity (e.g. motivation, forgetfulness, lack of equipment, lack of time, 
uncertain how to perform an activity)?

Describe your potential obstacles in the space below and how you will deal with them if they arise.

For example: “My biggest obstacle is motivation. So I will plan to exercise with a friend and we will help motivate each other.”
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Step 6: Track your progress with a daily activity diary
Successful change requires that you track your progress so that you know when you are being successful at increasing your 
activity level.

A daily activity diary can help. Here, you record:

• Your activity throughout the day, including a description of the activity.

• The duration and intensity of the activity.

• Any comments or thoughts you had before, during, and after the activity.

At the end of this action plan there is a “daily activity diary” that you can use. Photocopy or print extra copies for yourself and use 
these as long as you like or until activity becomes a habit in your life and you find that you no longer need to keep track of your 
progress.

Step 7: Reward yourself 
Finally, a good action plan includes a reward to celebrate your success. How will you reward your progress? How often will you 
reward yourself? Use the space below to describe your plan to reward yourself.

For example: “At the end of a successful week of lunch-break walking, I will reward myself by going to a movie with a friend” or 
“when I finish two weeks of attending the regular yoga classes at my fitness centre, I will reward myself by shopping for some new 
clothing.”
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Strategy 4: Express yourself
A very effective way to manage your experience of job loss and transition is to express yourself--whether with others (e.g. a friend) 
or through writing.

Expressing yourself is a powerful coping technique. Studies show that people who express themselves are better able to cope 
with job loss, experience less distress, and are actually more likely to become reemployed. This is because (1) they don’t carry 
distressing emotions around with them, especially to a job interview, and (2) they feel better and have more energy to focus on 
job searching.

By expressing yourself, you sort through the “why” and “how” of your experience and begin to make sense of your experience in 
your own mind.

Try the following action planner.  In a few months time, you will find that you:

• Attain a state of peace about your experience.

• Have a new perspective on these events.

• Find new learning or a ‘life lesson’ from your experience.  And,

• Feel empowered and in control of your own destiny.

Step 1: Choose your confidant wisely
If you choose to express yourself by talking with someone, choose that person wisely. Consider the following:

• Choose a person who is not in the same situation as you (i.e. not a co-worker who is also out of work). Otherwise, you may
fuel each other’s distress.

• Choose someone who has been supportive of you in the past and not unreasonably critical of your decisions.

• Choose someone who will lend a supportive ear and keep your conversation private.

Step 2: Consider writing your thoughts down
Another effective means of expressing yourself is through journal writing or writing thoughts down. Research has shown that 
writing can reduce the impact of job loss and even improve your chances of finding reemployment. This is because expressing 
yourself through writing is a very effective means of releasing tension, gaining perspective, and achieving a sense of control over 
your future.

If you choose to express yourself through writing, set aside at least 20 minutes, three or four days each week and write for the 
entire time even if you are repeating yourself. Be as specific as possible, describing what is going through your mind, what is 
troubling you (not just day-to-day events) and why you feel the way you do. 
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Step 3: Be specific
Regardless of how you express yourself (through conversation or writing) you will get the most benefit if you are as specific as 
possible in defining your thoughts and feelings.

• If you feel anxious, say so. And say exactly why.

• If you blame yourself for something, say so, and explain the circumstances surrounding that.

Even feelings that seem unreasonable or unjustified need to be explored. The more precisely and honestly you do, the greater 
benefit you will receive.

Step 4: Consider professional help
Sometimes you may need to express yourself to a professional. This may be a counsellor, psychologist, clergy person, or your 
health care provider. If your feelings are overwhelming or significantly interfering with your ability to carry out daily activities 
and responsibilities, be sure to seek this help. If you are unable to pay for this service, look for low cost or free alternatives (e.g. 
community resources, family service agencies, a company sponsored employee assistance program). A starting point to find these 
services is your health care provider (e.g. family doctor) or community crisis phone line.

Step 5: Consider taking part in a support group
You may choose to join a group of people in a similar situation, such as a job search group, through a career transition centre 
offered by your employer.

This can be very helpful because it provides you with an opportunity to share experiences, information, and encouragement. It 
can also provide job leads.

The only caution when doing this is ensuring that the group stays focused on problem-solving and support, and that someone is 
in charge of ensuring that the group remains positive and future-focused.

Step 6: Make a plan for action
Based on what you have learned in this section, what can you begin to do differently that will help you to express yourself (e.g. 
who will you speak to, what support group is available for you to join, when will you begin writing in a journal)?

Below, describe your first step (e.g. “this week, I will call my friend Thomas and ask him to go for a coffee with me and I will talk to 
him about my concerns”).
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Exercise/Daily Activity Diary
Week of: 

Activity
Duration or 

intensity 
(low, med, high)

Comments 
(how did you feel 

afterwards)

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday
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Step 7: Plan for any obstacles
An important part of any action plan is anticipating any obstacles that may prevent you from putting your action into place.

For example, you may plan to get together with your friend, but he or she may not be available to meet with you. What will you do 
then?

In the space below, consider your intended action (from the previous step) and plan for any obstacles that might interfere with 
taking this action and how you will respond to them. The better you plan for an obstacle, the more likely you will be to achieve 
your intended action.
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Module V: Change your thinking
Managing your thinking is a key to embracing change.  The more you think “I can’t do this” or “I shouldn’t have to change”, the 
more you miss opportunities to change.  

The focus of this section is on your thinking.  Here, you will learn

• The four most common “thinking mistakes” during times of change.

• How to correct these thinking mistakes so that you remain optimistic and reasonable about workplace change.  And,

• How to think optimistically and become more optimistic and more flexible in your thinking so that you have more
choices during change, not less.

Common “thinking mistakes” during times of change
During times of change, when you are experiencing a lot of stress or frustration or worry, it is very common to experience some 
changes in how accurately and reasonably you “think” from day to day.  It happens to everyone.  

For example, when stressed by change you may think to yourself “this is going to be a disaster!”   This kind of thinking is called 
“catastrophizing” because you are concluding that the changes you face are disastrous and ‘catastrophic’.  Thinking this way can 
make you feel very upset, irritated, or even depressed.

Take a look at this section and see if you recognize any of the ‘thinking mistakes’ in yourself.  Afterwards, you will learn some 
strategies to help you avoid these mistakes or change them if they occur.  In the end, the more reasonably and accurately you can 
think during workplace change, the better able you will be to embrace it.  

1. Overgeneralizing

When you overgeneralize, you see one single occurrence of something as a never-ending pattern.

For example: “This didn’t work before, so it won’t work this time.”

Or: “I remember when we tried this before and it turned out terribly.  It’s stupid to ever try it again.”

2. Catastrophizing

When you catastrophize, you exaggerate or minimize the importance of something.

For example: “If this doesn’t work out, it will be a total disaster.” 

Or: “Your suggestion is ridiculous and won’t help anything at all.”

3: “Should”, “ought”, and “must” statements

Here, you motivate yourself with words like “should” or “ought” or “must.”  These become statements of facts or demands.

For example: “They shouldn’t be doing this to us.”

Or: “You must see it my way or else...”

4. All or none statements

This is sometimes called “black-and-white” or “either-or” thinking.

Here, you take a situation and ignore most of the facts. You just see the extremes.

For example: “If we cannot get every single person on board with this, then we might as well not try at all.”
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Exercise
Consider the types of common errors of thinking described here.  Think about your own self-talk, thoughts, or inner dialogue (i.e. 
the kinds of things that you say to yourself about workplace change).

Do you recognize any of these kinds of thinking errors in yourself?  If so, record your observations below.  You will learn to change 
these “thinking mistakes’ in an exercise that comes later in the course. 

Strategy 1: Revisit assumptions
It’s important to take note of your thinking and assumptions during times of change and correct any misperceptions.  If you don’t, 
then you make matters worse for yourself (e.g., you convince yourself that your workplace changes are never going to work out 
and everything will be a disaster, even though that is not really true). 

You can avoid the common thinking mistakes described in the earlier section and, as a consequence, be better able to embrace 
change.

This section of the module introduces three strategies that you can use for correcting these mistakes.  They are: 

• Get perspective.

• Consider the implications.  And,

• Dispute and challenge.

Each of these requires effort and planning on your part, but the outcome is usually positive.  

Step 1: Get some perspective
There is usually more than one way to look at a situation.  

To get some perspective, talk to other people, particularly those that are coping well with change.  Find out what other people 
think about what is happening (and don’t just talk to people who agree with your point of view.  Instead, talk to someone who 
sees things differently than you do).  

Ask yourself: “Is there another way to think about this?” or “Is there something I don’t know that could help me understand why 
these changes are happening?”.

Step 2: Consider the implications
Consider the implications of what you are saying to yourself.  What good are you doing by telling yourself negative, self-critical, 
and pessimistic things about workplace change?  Consider the implications that negative self-talk and pessimism can have:

• You talk yourself into quitting because you believe “it’s pointless to even try.”

• You walk around with a miserable expression because you believe “this is never going to work out.”

• You miss opportunities to excel or advance your career because you conclude that there’s no room for me in the new
organization.” 
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Strep 3: Challenge and dispute
Challenging your thinking mistakes is like putting them on trial: you weigh the evidence that supports your thoughts, consider 
alternative explanations, and come up with a new, more reasonable and optimistic, judgement.

Consider the facts that support or deny the conclusion you are coming to.  Ask yourself “what is the evidence supporting the 
conclusion I’m making?” and “what exactly am I basing these conclusions on?”.

Exercise
How can you apply these strategies to your own thinking?  Record your thoughts below.

Get perspective.  

Who can you talk to who has a different perspective on your workplace changes or who is coping well?

Consider implications.

Is your negative or pessimistic thinking helping or hindering your ability to embrace change? 

Challenge and dispute.

If someone you cared for were trying to cope with change, what would you tell them?

Be your own best friend.  

Ask yourself “If someone I cared about was thinking this way or saying these things, what would I tell them?” and “what would my 
best friend say to me to show me that my conclusions are not 100% true?”. 

Revisit assumptions: Get out of your ruts

Sometimes when you experience a lot of change you get stuck in a rut.  In other words, you stop doing new things and instead do 
the same thing over and over.  You have the same thoughts, ideas, attitudes, etc.  You don’t take a fresh look at the world and gain 
new experiences and insights.
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Commit yourself to doing three things this week that get you out of your own perspective.  Choose from this list.

• Go to a movie you wouldn’t ordinarily see and find something good to say about it.

• Argue against a position you would normally agree with.

• Listen to music you don’t usually like and try to identify its appeal.

• Attend a lecture on something you know nothing about.

• Go to an art gallery and compare techniques.

• Visit a factory and learn how something is made.

• Stop reading the newspaper over breakfast or dinner.

• Eat a meal without watching television or reading or talking about work.

Strategy 2: Think optimistically
What is going through your mind when you are experiencing distress, feeling down, or upset.  Are you saying to yourself “This is 
awful, I don’t deserve this”, “I’m never going to get through this”, “I can’t stand this anymore”?

These thoughts (i.e. the things you are saying to yourself ) have a powerful influence over your mood and your behavior. 
Specifically, your own thoughts can make you feel frustrated, distraught, anxious, or powerless, and they can lead you to withdraw, 
stop trying to change, etc.  However, in similar fashion, your thoughts can improve your mood, fuel your confidence, and propel 
you to take positive, constructive action.  

So it’s important to change negative, unreasonable, and/or inaccurate thoughts into positive, optimistic, and accurate ones.

Negative thoughts:

1. Foretell failure, suffering, or disappointment (e.g. ‘things will only get worse).

2. Negatively evaluate a thing or another person (e.g. ‘he is an idiot’).

3. Generalize about things (e.g. ‘I am a failure’ or ‘I can’t escape my past’).

Positive thoughts:

1. Are optimistic (e.g. ‘I am going to succeed’, ‘things will turn out okay’).

2. Positively evaluate a thing or another person (e.g. ‘that’s a great idea’).

3. Are realistic (e.g. ‘I can cope with this, even if I make a mistake’).

Begin by clearing your mind
The first step towards changing your thinking is to pause for a moment and calm yourself. This will help clear your mind of 
negative thoughts and leave you open to other ways of thinking and being more reasonable about the situation you are in.  Try 
the following:
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Lie on the floor, or sit comfortably in a chair

Close your eyes and bring your attention to your breathing

Breathe slowly and fully through your nose to a very slow count such as this:

Breathe in and hold….one…two…three….and breathe out….one…two….three

Be sure that you breathe deeply enough that you expand your abdomen fully

Each time you breathe in, pause for a moment when your lungs are full and then slowly exhale through your lips…

Again, to a slow count of one…two…three

As you exhale try to focus on moving lower back pressing towards the floor or into the back of your chair

Be sure that you expel all of the air from the bottom of your lungs…

And repeat this five or six times…each time inhaling slowly and fully and exhaling slowly and fully

To aid in clearing you mind, try visualizing a pleasant scene (e.g. a tropical beach or a balloon floating upwards into the 
sky).

Now that your mind is clear, try the action plan that follows. 



Embracing Workplace Change

47

Change your thinking: Action plan
Step 1: Check your thinking
Check whether your thoughts are reasonable and positive. Ask yourself questions like these:

• Is what I am thinking 100% true?

• Have I ever experienced something that proves what I am thinking is not true?

• Am I being reasonable?

• Am I blaming myself for something over which I have no control?

• Am I jumping to conclusions?

• What am I afraid might happen?

• What do you conclude about your thinking?

Step 2: Replace negative thoughts with positive thoughts
To replace negative thoughts with positive, optimistic, and hopeful thoughts, ask yourself questions like these:

• What would I tell my best friend if they were thinking this way?

• What is a more positive, realistic way of thinking about this situation?

• What can I begin to tell myself that will help me feel better?

• When I coped well with something like this in the past, what did I tell myself then?

What do you conclude? Write a more positive, optimistic, hopeful thought for yourself in the space below.

Step 3: Change your thinking: Get some perspective
If you have trouble changing your own thinking, try getting some perspective on it. Try to step back from your own point of view 
and see if you can think of other possible ways to look at the situation you are in. Try any of the following:

A. Talk to a supportive friend

Tell them what you are experiencing and thinking.

• What do they say?

• What is their reaction?

• Do they say things that contradict your thoughts?

B. Find someone who is in a similar situation and who is coping well

Ask them what they are saying to themselves to help them cope.
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C. Write your thoughts down

Write your thoughts down on a piece of paper (e.g. a journal or diary). This helps you release the tension associated with your 
thoughts and see them more objectively. Look at what you’ve written and see if you can find something to change about it.

Step 4: Put new thinking into action
Once you have identified your negative, stressful thinking and come up with new ways of thinking, you need to put these new 
thoughts into practice in your life.

Create a positive, realistic, optimistic statement that you can tell yourself. 

For example: “The next time I start to feel distraught about my situation I will tell myself “..’I am going to be okay. I will rise above 
this.’.”

Step 5: Identify obstacles
What might interfere with using your new, positive thoughts (e.g. motivation, forgetfulness, unsure how to be positive)?  Describe 
your potential obstacles in the space below and how you will deal with them if they arise.

For example: “My biggest obstacle is that I will forget to use my positive self-talk. So I will plan to use my positive self-talk 
beforehand.”

Step 6: Track your progress
Successful change requires that you track your progress so that you know when you are being successful at changing your 
thinking. How will you keep track of your progress? 

Write the details of what you can do below.

For example: keep a journal or daily diary, write down your positive thoughts every time you use them, post a “calendar of success” 
on your refrigerator, etc.

Step 7: Reward yourself
Finally, a good action plan includes a reward to celebrate your success. How will you reward your progress? How often will you 
reward yourself?

For example: “The next time I remember to use positive thoughts, I will buy myself a fun magazine to read” or “at the end of each 
week I’ll reward myself by attending a movie with a friend.”
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Module 6: Work together
When it comes to embracing change, the value of relationships and collaborating with others in a team effort is second to none.  

When you are ready to embrace change you place more value on team learning than on your own need to be right.  As well, if 
your opinion differs from others you say so without judgment or blame.

The focus of this section is on working with others in the interest of embracing change.  You will learn: 

• The importance of collaborating, relationship-building, and support.

• The importance of communicating openly and with trust.

• How to better understand another person’s point of view.

• How to build more trusting relationships to help embrace change.  And,

• How to evaluate your support network.

About working together
Working with others helps you embrace change

An effective way to embrace workplace change is to spend time with other people and share your thoughts, feelings, knowledge, 
and experience with them.  Two important sources of support are: (1) colleagues at work, and (2) friends outside of the workplace.  

Don’t try to face change alone, because you aren’t.  You are connected to a much larger network of relationships than you 
probably imagined.  Have you thought about the number and variety of people that depend on you?  Have you considered the 
number and variety of people upon whom you depend?

The following information illustrates some of the ways in which working together can help you gain mutual support and, 
therefore, help you embrace change. 

Working together with others offers:

• Assistance and solutions that can help in times of change.

• A source of information about change and “what’s coming down the line.”

• A way to verify or correct rumours about change.

• A place for mutual learning, learning from each other’s mistakes, trying out new ideas.

• A safe and comforting place to express yourself.

• A place to participate in planning, initiating, and monitoring change.  This can help you feel more in control and more
empowered.

• A way to expand your perspective and skill set by being exposed to other people’s views and perspectives and skills.
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Work together: Some facts about supportive workplace relationships
Workplace relationships that provide support don’t just ‘magically appear.’  They are built.  The building blocks are: time, shared 
interests, mutual caring or empathy, listening, and shared experiences.    

The following are three “facts” about supportive workplace relationships.  These “facts” apply to any supportive relationship, within 
or outside of the workplace.

Fact 1: Supportive relationships are created, they don’t just happen

• Building supportive relationships means spending more time with colleagues and friends you want to know better and
letting them know increasingly more intimate things about yourself--your likes and dislikes, your fears and goals, etc..

• It also means disclosing increasingly more personal information when you sense that the other person is willing to do so
as well.

• Finally, building supportive relationships means that you, too, provide a supportive ear.

Fact 2: Supportive relationships are built on listening

• Most of us don’t spend enough time listening.

• Listening means attending to what someone is saying.  Focus your attention on their words, their posture, and the feeling
that they stir inside you.  Encourage and follow their thoughts with supportive words like “uh huh” or “continue” and “tell
me more.”

• When they finish, summarize what you heard them say and tell them what you are thinking and feeling in reaction to it.

Fact 3: Supportive relationships are built on mutual sharing

• It is through sharing (thoughts, feelings, perspective) that we build our relationships and strengthen our bonds.

• Mutual sharing means that you spend some time sharing your point of view, and give equal time to another person’s
point of view.

• The more you mutually share, the more open and honest and fresh your conversations will be.
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About trust
The importance of collaborating, relationship-building, and trust

When it comes to embracing change, the value of relationships and staying connected to others in a team effort is second to 
none.  

When you are ready to embrace change you place more value on team learning than on your own need to be right, and if your 
opinion differs from others you say so without judgement or blame. 

Often during times of change, people keep information to themselves or share it on an “as-needed” basis (i.e., “if you don’t ask for it 
or have to know, I won’t tell you”).  And sometimes information is shared only when it fits a personal agenda.  However, embracing 
change requires a new attitude towards communication.  One that promotes openness, mutual respect, and trust.  

About open and respectful communication
Open and respectful communication reflects a new attitude toward communication--one that offers information in the service of 
learning and responding to change.  

Share your knowledge, your mistakes, your assumptions, and your plans.  Invite response, entertain different perspectives, and 
welcome disagreement.   

The new workplace demands this new attitude toward communication.  By challenging yourself to communicate more openly 
you will create (or contribute to) an environment that invites others to communicate in similar fashion.  Consequently, your ability 
to embrace change will improve.

Open and respectful communication...

• Is based on the intent to learn about others and to have others know us.

• Is honest and encourages honesty.

• Honors other people’s rights to have a point of view different from yours.

• Shows empathy and understanding for another person’s feelings.

• Seeks agreement or commonality or some kind of shared understanding and common ground.  This becomes the
basis for exploring any areas of disagreement (e.g. “we both agree that this is a concern...let’s consider our different
perspectives on the solution”).
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Trust: An exercise
In a changing workplace, each of us depends more and more upon other people (e.g. if someone else doesn’t do their job 
well, you may not be able to do your job well or it makes it harder).  Therefore, trust is an essential quality for your workplace 
relationships.  Trust makes mutual learning possible.  It makes communication easier. 

Trust also strengthens your conviction that you can manage workplace changes because you know you are working towards 
shared goals, you feel part of something bigger than yourself (you are not alone in the experience) and you know that your input 
is respected.  Trust is the unseen factor that binds you together with colleagues and is another key to embracing change.

Step 1

Recall an occasion when you and another co-worker (or team of co-workers) were able to accomplish something of extraordinary 
value together.  What was that situation?  Describe it using the space below.  

The situation was…

Step 2
Consider these questions.  Use the space below.

• For the situation you described, what were the specific qualities or ingredients that made this effort so successful?

• Did mutual trust or good communication have anything to do with it?

• What did you, or your co-workers, or the leader do that helped make working together so successful, regardless of the
actual task you were doing?

• Did the leader encourage everyone to share their ideas?

• Did each of you communicate openly?

• Did you trust each other?  What specific actions contributed to your sense of trust?

Specifically…
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Step 3
Next, recall an occasion when you and another co-worker (or team of co-workers) were not able to work effectively together. What 
was that situation?  Describe it using the space below.

The situation when we did not work effectively together was…

Step 4
For the situation you just described, what were the specific qualities or ingredients that made this effort unsuccessful?  What did 
you or others do that contributed to lack of trust or communication?  

What made this unsuccessful was…

Step 5
Summarize for yourself what it means to have trust in your workplace. 

• What qualities or actions help build trust?

• What specific actions can you take to help build more trust and to be more trustworthy?

I can…
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Tips for better communication
Open and respectful communication helps establish the fact that you are interested in another person and their point of view.  It 
helps build trust which can, in turn, help to defuse uncomfortable situations.  These questions will help you adopt a more open 
and trustworthy communication style, and they will also give you information about the other person which can help you solve 
problems, negotiate more effectively, and embrace change.  

Consider these questions and use them in conversation.  Choose one that suits the situation and ask it in a non-judgemental, calm 
way.

• Could you tell me more about why you see it that way or think or feel that way?

• (Use this question to help defuse another person’s argumentativeness or defensiveness).

• How does that work, as you see it?

• Why do you say that?

• What are your options?  How do you see those options being carried out?

• Can you go into that a bit more?  Can you explain that further?

• Could you give me an example?  Could you be more specific?

• When has that happened before?  (This is useful to ask when someone expresses fear or concern about something
happening).

• Tell me more about why you don’t think that will work?

• How might that be?  (This is useful if you don’t really understand what the other person is talking about enough to ask a
more specific question.  It gets them to elaborate or clarify for you).
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How’s your support?
Step 1
A good support system is a key to embracing change.  Consider these questions that will help you examine your own support 
system.  Complete these questions once for your workplace support system, and once for support outside of the workplace.

• What does my current support system look like?

• Who is supportive of me?

• Who do I look towards for support?

Step 2
For each of the people in my support system (identified in step 1) what are the specific ways that they are of support and/or help 
me embrace change?

Step 3
Consider expanding your support system.  Who else do you know that aspires to embrace change?
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Step 4
How can you enlist their support?

Step 5
Are there any other people or groups or teams that you haven’t named who might be supportive of embracing change?

Step 6
How can you enlist their support or join them?



Embracing Workplace Change

57

Module VII: Extend yourself
A final quality of embracing change is to extend yourself.  This means seeing yourself as a continuously developing person.  
Additionally, it means ensuring that you continually add value to your employer in order that they can achieve their workplace 
goals.  

In this section, you will learn: 

• How to extend yourself and stretch your limits by planned and thoughtful risk-taking.

• How to help insure that you are a valued and indispensable employee.

• Why you need to “market” yourself and make your skills and unique contributions known to others.   And,

• Additional resources that you may want to pursue to continue your education about embracing change, such as websites
and books.

Strategy 1: Become a risk-taker
Change is full or risks but those risks are balanced by potential and opportunity.  Indeed, it is through risk-taking that we extend 
ourselves and our impact on the workplace.  For example, you may risk censure by speaking out if you disagree with something.  
Or you may need to risk failure by trying an activity that is not part of your current skill set.  

Risk-taking is not something that comes easily to everyone and it is not always a comfortable experience.  However, you can 
increase your comfort with risk-taking, and your skill, by following the eight-step process that follows.

Extend yourself: A step-by-step risk-taking process
Step 1: Identify your goal or target

Ask yourself “What is the target or goal that I want to pursue?”

Step 2: Plan your action

Ask yourself: “What specific steps should I, and can I, take to reach this target?”

Step 3: Consider the risks

Ask yourself: “What am I risking if I try to reach that target?”
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Step 4: Consider the supports

Ask yourself: “What personal qualities or organizational supports will help me or stand behind me if I choose to take the risk and 
pursue the goal?”

Step 5: Consider the outcomes

Ask yourself: “What is the best case scenario?  The worst case scenario?  The most likely scenario? Can I live with these scenarios if 
they occur?”

Step 6: Consider your certainty

Ask yourself: “How certain am I that taking the risk will get the results I want?  What level of certainty do I need in order to take the 
risk?

Step 7: Plan your recovery

Ask yourself: “If things don’t go as I plan, how quickly or easily can I “bounce back” and recover or regain my confidence?”

Step 8: Make your decision

Ask yourself: “Am I comfortable enough with the answers to these questions to proceed with taking the risk?  Does this risk appear 
to be worth taking?”
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Are you indispensable?
Are you invaluable? Indispensable? Are your talents and abilities crucial to the success of your workplace or your team?  

Another key to embracing change is to ensure that you are an invaluable, indispensable, crucial part of your workplace.  In 
today’s constantly changing work climate, the only assurance you have of security is your ability to continually add value to your 
employer and help your workplace achieve its goals.  

How do you make yourself indispensable?
A good way to check whether or not you are on the right self-development path in your workplace, and that you are contributing 
value, is to think about your employer (e.g., your manager or supervisor) as another customer.  Just as you serve any customer’s 
need in a traditional sense (e.g. provide a service, solve a problem) so, too, you provide a service to the person employing you.  

In your changing workplace, everyone is your customer, including your employer.  Does that customer value the service you 
provide?  Are your skills and talents worth something to them?  

Don’t think of your changing workplace as a safe haven that provides endless security.  Think of it as a place of customer’s projects 
and needs, and yourself as being part of the solution to those needs.

Interview your “customer”
Part of embracing change is to ensure that you are continually adding value to your workplace.  To determine this, you don’t have 
to wait for your boss (manager or supervisor) or your customers to tell you, you can ask.  Consider “interviewing” them.  

Ask them the questions that follow and carefully consider their answers (be sure to ask permission before asking these questions, 
e.g. “I would like to set up a time when we could talk about my performance”).

Market yourself
During times of change, marketing your talents and abilities is crucial.  You may be a valuable employee, but what good does it do 
anyone if you are the only one who knows it?

Don’t think about “marketing yourself” in the traditional sense (i.e. advertising or self-promotion).  In the interest of embracing 
change, marketing yourself means getting a clear grasp of your talents, skills, abilities, accomplishments, etc., and being ever-
ready to let others know about these if the opportunity presents itself (or if you find an opportunity that you want to pursue).

For example, during times of change there may be new job postings or new projects and teams that interest you.  Are you ready 
to respond to these requests swiftly and accurately?  Are you prepared to let others know how you can fit their needs?

Exercise
Opportunities are always emerging in a changing workplace.  Are you prepared to respond to those opportunities?  Do you have a 
clear grasp of your talents, abilities, and accomplishments?  Can you convey these to others?

For purposes of this course, marketing yourself is not about advertising and it is not about writing a resume (although you may 
find that this exercise will help you when completing a resume or a job interview).  Marketing yourself is about learning what 
motivates you, what talents you have, etc., and letting others know this as the opportunity arises.  

Think about your answers to the following questions:
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Step 1: Identify your motivators
• What two or three accomplishments have given you the most satisfaction?  Why?

• What would you say are some of the basic factors that motivate you in your work?

• What motivates you the most?

• What is your definition of success?  How do you determine or evaluate your own success?

I am motivated by…

Step 2: Identify your preferences and work values
• How ambitious are you?

• What do you really want to do in life?

• In what kind of work environment are you most comfortable?

• Does your current job fit your career goals?

Step 3: Identify your strengths and weaknesses
• What are your work-related weaknesses?  Your work-related strengths (how do you apply these)?

• What have you learned from your mistakes?

• What major problem have you encountered?  How did you deal with it?

• What do you contribute that is helpful?

• What could you do differently?  What could you improve?
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Learn more
There is no single source of change management information that will encompass all of your needs for information.

To that end, a list of resources is provided in the ‘Learn More’ section.  The list of websites and books will help you continue your 
learning path and, hopefully, help cement your confidence that the path you are taking is the correct one.

Websites
• Fast Company Magazine http://www.fastcompany.com

• Change Management Learning Centre http://www.change-management.com

• Idea Café http://www.ideacafe.com

Books about change management
• Fish tales: Real-life stories to help you transform your workplace and your life.  By S. C. Lundin (Editor)

• From chaos to confidence. By S. M. Campbell

• Who moved my cheese?  By S. Johnson, & K. H. Blanchard

Books about work-related self-improvement and entrepreneurship
• Creating you and company.  By W. Bridges

• Feel the fear and do it anyway. By S. Jeffers

• The Seven habits of highly effective people. By S. R. Covey

• Working with emotional intelligence. By D. Goleman

Books about career change
• Breaking free. By D. Noer

• Career intelligence. By B. Moses

• The Career chase: Taking creative control in a chaotic age. By H. Harkness

• What color is your parachute? By R. Bolles

General interest topics
• Landing on your feet. By M. Brown

• Living through job loss. By A. K. Stearns

• The Secrets of savvy networking. By S. RoAne

• You don’t have to go home from work exhausted. By A. McGee-Cooper
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Concluding Comments
This course has introduced several strategies for supporting the people side of change, and introduced you to some of the basic 
patterns that emerge during times of change and transition.

The main ingredient of success in managing the people side of change will be your willingness to approach change as a 
manageable process.

Use your own personal and management wisdom when applying any of the strategies that have been presented here.  This course 
and these strategies can serve as a kind of road map for leading change, but the particular route that you take will be up to you.


