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A Practical Toolkit for Successful Transitions

Introduction

Senior living operators are constantly navigating
change, from new technology and workflows to
evolving regulations and staffing models. Yet
many communities move forward without a clear
way to manage communication, training, and
follow-through.
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This checklist is designed to help leaders plan,
roll out, and evaluate change more effectively, so
caregivers and staff stay informed, staff feel
supported, and transitions run more smoothly.

1 What to do when introducing new technology:

New Technology O]

Whether it's an EHR,

Create a training plan before launch and assign a system expert
as the point person for questions and adoption support.

Clearly explain how daily workflows will change and provide

scheduling platform, or payroll D role-specific examples especially for caregivers.

system, getting teams to
actually use new technology O
is often the biggest challenge.

Provide support during the first 30-60 days through office hours,
quick-reference guides, and designated super users.

Recognize and celebrate caregivers and team members
D who help drive early adoption.

Review adoption metrics and support tickets weekly during the
O first 90 days to identify training gaps and common issues.
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Changes in Leadership

Leadership changes can
create uncertainty. Clear
communication builds trust
and maintains stability.

What to do before introducing new leadership:

O

Notify community leadership first so they can support their
teams and answer questions, then communicate the change to
all associates.

Let staff know when residents and families will be informed
so they can answer questions confidently.

Explain why the change is happening, what will stay the same,
and who will serve as the primary contact during the transition.

Share the new leader's background, experience, and priorities
in the announcement and introduce them through resident, family,
and staff meetings during their first month.

Encourage the new leader to be visible and accessible throughout
the community, particularly for caregivers and team members.

Monitor operations closely and provide regular updates
throughout the transition.

3

Day-to-Day Changes

Adjustments to schedules,
responsibilities, or routines
can affect how work gets
done day to day.
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What to do before changing workflows or staffing models:

O

Provide updated job responsibilities 1-2 weeks before
implementation and review expectations during team meetings
and 1:1s as needed.

Partner with frontline leaders to explain the change before
implementation and encourage questions during team meetings,
shift huddles, and 1:1s.

Maintain an open door policy so that team members know they
can approach you when questions or concerns arise

Meet with affected departments before rollout to identify
concerns and schedule additional coaching during the first
30 days.

Deliver targeted training before implementation and schedule
follow-up check-ins during the first 30 days to address challenges.

Help caregivers and other team members understand

these changes are being made for them, and not to them.
Showing examples of this goes a long way.
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Regulation Changes

New regulations can require
communities to make changes
quickly while continuing to
provide quality care.

O

What to do when responding to new regulations:

Assign a compliance lead to review federal and state regulatory
updates at least monthly and coordinate any required policy,
procedure, or training changes.

Share documentation updates with affected employees before
implementation and provide examples of correctly completed
forms or records.

Complete employee training before the regulation takes effect
and maintain attendance records for compliance purposes.

Conduct spot checks during the first 60-90 days
after implementation to identify compliance gaps and provide
corrective coaching.

5

Renovations
Renovation projects can

disrupt daily routines for
both residents and staff.
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What to do when managing renovations or facility changes:

Notify residents, families, and staff at least 2 weeks before
construction begins and provide a schedule of affected areas,
timelines, and expected disruptions.

Explain the purpose of the renovation and any impact on rent, fees,
or funding before work begins.

Use visual materials (like a vision board) to help residents and
families understand and get excited about the changes.

Identify affected services, activities, and resident spaces before
construction begins and communicate alternative arrangements
in advance.

Share weekly project updates and communicate any changes
to timelines, access, or safety conditions immediately.

Review safety procedures before construction begins and inspect
work areas regularly.

Ensure construction crews are familiar with community safety
protocols and resident considerations.
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A Look Back

Every change is a chance to learn what worked and what didn't.

What to do after implementing all significant changes:

O

O

O

Review key performance metrics within 30-90 days to determine whether the
change achieved its intended outcome.

Hold a post-implementation review within 90 days and document key
challenges, successes, and lessons learned.

Collect feedback from caregivers, staff, residents, and families within the first
60 days of implementation.

Incorporate lessons learned into future initiatives and internal processes.
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Change management isn't a one-time task. The best results come when teams continue to learn, adjust,
and support one another along the way. The power of positive messaging and getting people to buy in
early changes the whole experience.

Taking a structured approach before, during, and after a change can reduce disruptions, support staff,
and improve adoption.
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