
3. 
This is your 
optimum 

learning area

You have a 
fixed

mindset

You won’t 
learn 

anything in 
this zone

You are growing 
your mind in 

this zone

1. 
You are too 
comfortable

2. 
Uncomfortable 

and 
overwhelmed

4. 
You are 

the Master

You are 
stressed, 
confused, 
frustrated 

and anxious

You are 
Confident, 

Comfortable 
and Bored

You are in a 
great mindset to 

learn, you’re 
improving your 
skills, achieving 

new things



Character

Conflict

Spark

The Change
In Character

Take away 
Message



Touch

See

Sound

Smell

Taste



Leadership
Team

End Users

Steering 
Group

Privacy Security

Records Management, Information, Data, Knowledge

FOI/Legal Information 
Technology

Supporting areas:
• Archives
• Risk
• Facilities
• Audit
• Strategic
• Planning

Supporting areas:
• Policies/Procedures
• Guidance/Training
  /Communication
• Tools



Creation/
Capture

Active
Use

Inactive (still 
required for 
retention)

Technical 
Archiving

Transfer
Destruction

Permanent
Preservation

Business
Review

A
u

th
e

n
tic

ity
R

e
lia

b
ility

In
te

g
rity

U
sa

b
ility

S
e

c
u

rity
A

c
c
e

ss



Planning

Preparation

Practice

Personal

Performance 5

4

3

2

1



Confidence
Energy

Self Belief
Be Bold and Brave

Be Authentic
Share Weakness

Energy
Enthusiasm
Have Fun

Planning

Preparation

Practice

Personal

Performance

Use visuals
Keep it
Simple
Stupid

(KISS) Rule

Storytelling
Topics

Start and End
Takeaway message

Rehearsing Tone,
Clarity, Record, Pace 

Be Yourself

Energy Clothing
Getting into the Zone

Vocal Chords
Nervous



Function

Activity

Subject/
Transaction

(where used)

Metadata
Properties

Content



1

2

3

4

5

6

7

Main Character

Issues

Help

Plan

Consequences

Encouragement

Success/Emotion



End

Monitor
& Control

Get S**t
Done

Plan

Start
• Define, purpose,   
 scope, objectives
• Find stakeholders 
 for your team!

• Create project plan
• Develop a risk 
 management strategy

• Start work on plan
• Build workflows assign tasks
• RACI model
• Keep everyone in the loop

• Regular reviews
• Monitor against KPI
• Change if needed

• Completed
• Discuss magic mistakes 
 and successes
• Document lesson learnt











High Will
Low Skill

No competency
but Committed

High Will
High Skill

Very competent
and very 

Committed

Low Will
Low Skill

Low competency
and discouraged

Low Will
High Skill

Competent
but discouraged



Governance Strategy

Information Strategy

Implementation & Migration Strategy

Information Architecture

Data that 
doesn’t need 

governing



1 Consequences

2

3

4

5

6

7

8

Being too complacent 
and always saying 

everything is great, 
which doesn’t give a 

true picture

Not building a 
strong team to lead 

the change

New strategies 
aren’t 

implemented
well

Reworking 
tasks that take 
too long and 

cost too much

Downsizing 
doesn’t get 
costs under 

control

Quality 
programmes 

doesn’t deliver 
hoped for 

results

Underestimating the 
importance of vision

Not communicating 
the vision clearly or for 

long enough

Letting obstacles 
block the vision

Not achieving 
short-term wins

Declaring victory 
too early

Not ensuring the 
change is embedded 

into the organisation’s 
culture



Make it urgent

Build a team

Create a 
vision and 

make a film

Get people 
involved and 

excited

Remove
problems

Create short 
term 

wins/goals

Keep it 
moving

Make the
change stick

Makes people 
understand why the 
change is important 
and why it needs to 

happen now

Put together a 
group of people 

with enough power 
and influence to 
lead the change

Come up with a clear 
idea of what the 

future will look like 
and how you’re going 

to get there

Share the vision and 
plan with as many 

people as possible to 
get their support

Identify and get rid of 
things that are 

blocking progress

Identify and get rid of 
things that are 

blocking progress

Use the success 
from the early wins 

to tackle bigger 
challenges and keep 

pushing forwards

Ensure the new ways 
of doing things 

become part of daily 
life and culture so the 

change lasts
















