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ENROLL TEAM COMMUNICATION PLAN

This resource documents a series of email communications that go out in an effort to enroll the team in filling out the survey.   Feel free to use this as a starting point to tailor your own communication plan.

Objective- Use a top-down delivery method to educate the organization on the Purpose, Partnership with Hay Group and high-level logistics 
(1) Go Live Date
(2) Close Date
(3) Time Commitment 
(5) Participants
(6) Format 

January 12th
· Email to department heads formally announcing survey 

Subject Line: The Employee Engagement Survey 

Body 

Dear Department Heads,

The Employee Engagement Survey begins on January 23, 2016. For a few of you this will be new, so I wanted to give you notice in advance to help you lead and encourage your team’s participation.  

This is one of our most important feedback mechanisms as a company, the survey measures both engagement (how happy people are) and enablement (how well equipped they are).  These two together show us how effective we are as a company.  When we do this well, we know it has a big impact on the performance, enjoyment, attraction, and retention of our teams.  All of this is designed to further our vision, values, and strategic objectives.
  
We will be sending out a full-time staff communication on January 16, 2017. 

As a leader, your team may have questions or concerns about the process: its purpose, how will it be administered, survey content, and what happens next. So that you are able to answer questions they may have, below are some of the key points about the survey:

· Participation is strongly encouraged and available for all employees who started before December 1, 2016
· The online survey begins on January 23rd and closes on February 3rd
· It will take approximately 10-15 minutes to complete
· Responses to the survey will be anonymous
· Survey results will be used to compare (benchmark) our organization to other organizations on key drivers of engagement, such as Direction, Respect & Recognition, Development and key drivers of enablement, such as Performance Management, Resources, Training & Collaboration. 
· An overview of the results will be shared with the entire company near the end of February after the leadership and department heads have had a chance to understand the findings and set priorities.

As a leader, we ask that you encourage your teams to participate.  Last year we had 86%, which is amazing.  We hope to improve on that this year.

Thanks, if you have any questions, please let me know.

Shane


January 19th
· Company Wide email announcing the EES 

Subject Line: The Employee Engagement Survey – Your Opinion Matters! 

Team,

I am happy to announce that our Annual Employee Engagement Survey will open on January 23, 2016! The feedback we will gather from this survey will help us understand how you feel about the organization and your job, and where improvements can be made. 

For us, this is one of our most important feedback mechanisms each year to help us further our vision, values, and strategic objectives.  When we do this well, we believe it has the potential to positively impact every team member in our organization.  

The survey will begin on Monday, January 23rd and close on February 3rd.  All individual responses will remain strictly anonymous. The survey results and our priorities for responding will be shared with the whole company near the end of February.  From there management at various levels will develop action plans to enhance team members work experience.
 
To make this process effective, it is important that we gather views from everybody in the organization, so we encourage you to “let your voice be heard” by participating in this initiative.  In doing so, you can play an important part in helping to make our organization a better, more enjoyable place to work.

More details to come as we get closer to the date, but for now, mark your calendars!! 

Thanks,



January 19th
· Companywide Reminder email for EES Survey

Subject Line: The Employee Engagement Survey – Your Opinion Matters!

Body

Team Aspen, 

It’s that time of year again where we want to hear about your experience of working here.  As a reminder, here are a few key facts from our 2015 Employee Engagement Survey (EES): 

1. Response Rate:  85%
The average response rate nationwide is approximately 30%.  This tells us you really care, and we want you to know we heard you.  We would love to meet or exceed that percentage this year.    

2. Engagement Score:  69%
Employee Engagement measures how excited our team members are to work here.  The global average for Hay Group companies is 60%. We saw an increase of 4% from last year, which is moving in the right direction, but our job isn’t done. 

3. Enablement Score:  68%
Employee Enablement measures how supported our team members feel in order channel their enthusiasm in to productive action.  Do they have the resources, training, and tools to do their job? We saw an increase of 5% over last year.  

Most Favorable Areas:
	Area
	Score
	Trend
	External

	I understand the relationship between my job and the organization's strategy and goals
	90%
	+7
	+6

	There is good cooperation and teamwork within my work group 
	87%
	+5
	+8

	The organization understands and appreciates differences among employees (for example, gender, race, religion, age, nationality, etc.)
	85%
	+11
	+8

	Its business prospects over the next 2-3 years 
	85%
	+18
	+7


The four statements where we performed highest are listed below.  You will see the absolute score, the ”Trend” which measures how this compares to last year, and “External” which measures how we performed against the highest performing organizations in Hay Groups database from around the world.  We were pleased to see the increase across the board, but also how we outpaced the highest performing organizations in these areas.  The “High Performing” benchmark is comprised of Hay Groups top 30 highest performing companies on engagement, enablement, effectiveness, and financial performance.  Companies include VISA, Hugo Boss, Nestle, and Gap.












Least Favorable Areas:
In 2015 we learned the areas that we needed to focus on the most saw some improvement, but nowhere nearly enough for our standards:

	Area
	Score
	Trend
	External

	I have a good idea of possible career paths available to me
	45%
	-3
	-20

	There are no significant barriers to doing my job well
	50%
	+1
	-14

	The organization provides training so that I can handle my present job well
	49%
	+4
	-21

	When changes are made where I work, communications are usually well handled
	46%
	+4
	-16



In some ways, these results are not surprising.  As a company, we have been in a season of building and refining more basic business needs, typical of a very fast-growing company.  This has meant we have been less able to focus on some of the more forward-looking areas like helping with career paths and training and development.  It shows here.  You have been patient as we work through these issues, but we didn’t take that for granted and worked to make some progress here.

How We Responded:
The first year we did this survey we attempted to create company-wide goals and initiatives to address these deficits.  However, we discovered that this approach didn’t target the areas of improvement effectively.  Every department was facing unique challenges and found some of the interventions less relevant. 

This year we took a different approach and worked with each department and departmental leader on their own terms.  We did action planning that was tailored for each department based on their unique EES results.  While this process was less public and therefore had limited visibility, we are hoping it made more of an impact this year.  The proof will be in the pudding.

As we look ahead to the next EES, we are eager to hear from you. Here are a few things to keep in mind:
· We strongly encourage all full-time employees starting before December 1, 2015 to participate
· The online survey opens on January 23rd and closes on February 3rd
· The survey takes approximately 10-15 minutes to complete.
· Survey results will be used to compare (benchmark) our organization to other organizations.
· Responses to the survey are anonymous; Hay Group will not provide us with individual responses and all results will be provided in aggregate form only.
· You will receive the survey link directly from the Hay Group with instructions on how to complete. Thank you in advance for your participation!  
· Results will be shared companywide near the end of February

Thanks,



January 23rd- SURVEY GO LIVE DATE

January 30th- Reminder Email- Via Hay Group 

February 2nd- Final Reminder Email- Via Hay Group 

Follow-Up 
February 6th
· Thank you email

Subject Line: Employee Engagement Survey – Thank you! 

Body
We would like to thank all of you who have taken the time to express your opinions and participate in the initiative: you feedback is very important to us and will enable us to make our organization a better, more effective place to work.
 
We had a participation rate of ___%.  The data is currently under analysis and results will be communicated near the beginning of March.
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