
Communications and 
Training

Sample materials for planning front-office communications and training



Change Management: Main phases

Preparation Period

Dec 31 Jan 7 Jan 14 Jan 21 ongoingJan 28 Feb 4

Gray Period –
Starts Jan 18 Go live -

Feb 4

(Business As Usual)

Feb 11

Go LiveGray Period BAU

Blackout –
Feb 2/3

Feb 18

Holidays

Awareness campaign begins 
in early December



Communications – High Level

Jan 7 – Email Announcement (Global or Local)

Jan 7 – Posters up

Jan 16 – Get Ready for Gray Period Email (Global)
• Continue to keep diaries up to date

Gray Period Best Practices Reminder / Get Ready for Blackout 
(Local)
• Continued importance of prompt diary entry
• Dates for blackout – record any time worked manually

System is Live Announcement (Global)
• Review and finalize diaries before month end

Go Live Training and Support (Local)
• Communications and floorwalking as needed

Additional Communications Throughout 
• Local – e.g. Local Partner sends 1 or 2 key 

communications and assists with 
messaging/reinforcement about required 
training for timekeepers, Local IT Trainer 
communicates training logistics etc

• Global – e.g. Time entry and Chrome River 
outages start/end

Blackout is Starting 
Announcement (Global)

Preparation Period

Dec 31 Jan 7 Jan 14 Jan 21 ongoingJan 28 Feb 4

Gray Period –
Starts Jan 18 Go live -

Feb 4

(Business As Usual)

Feb 11

Go LiveGray Period BAU

Blackout –
Feb 2/3

Feb 18

Holidays

Awareness campaign begins 
in early December



Training – High Level

Attorney Training Demonstrations (40 mins, mandatory)
• Diary entry best practice reminders

Paralegals
• Included in attorney sessions OR in separate sessions as per 

local office preference

Secretarial Hands On Training (90 mins, mandatory)

Attorney Training Workshops (45 mins, optional)
• Sign up or drop in workshops for hands on training

Paralegals
• Included in attorney workshops OR in separate workshops as per local 

office preference

IT Wiki – Online Training Materials
• Short videos, guides and FAQs published, available 24/7 and ongoing 

into BAU

Secretarial Study Hall Sessions (60 mins)
• Breakfast and lunch catered sessions
• Review transferred time and post (finalize)

Attorney and Paralegal Training Workshops (45 mins, 
optional)
• As before

Secretarial Outreach

Preparation Period

Dec 31 Jan 7 Jan 14 Jan 21 ongoingJan 28 Feb 4

Gray Period –
Starts Jan 18 Go live -

Feb 4

(Business As Usual)

Feb 11

Go LiveGray Period BAU

Blackout –
Feb 2/3

Feb 18

Holidays



Communications Matrix
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