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Template: Employee Survey Communication Plan

Use Stribe’s employee survey communications plan template as a starting point to build your strategy. You can use this if you’re just starting out on your employee survey journey, or are looking to refine your strategy for your next survey launch!

	1. Review previous employee survey launches. 

Use the following questions to help you review where you’re at:

1. Did employees understand the key messages we launched the survey with?
2. Did we reach the correct employee groups with our communications?
3. Were our communications accessible to all?
4. Do employees find it easy to access the communications?
5. Did employees trust the communications?
6. Was there anything about our communications that created confusion or surprise for employees?
7. Did we make it clear where employees could send questions if they had any?
8. Did we use the right internal communications channels?
9. Were our communications consistent across all our channels?
Identify any themes and write them into the relevant areas below!

	Wins:
· Point 1
· Point 2
· Point 3
· 

	Losses:
· Point 1
· Point 2
· Point 3


	Opportunities:
· Point 1
· Point 2
· Point 3




	2. Agree on your employee survey objectives.

Create a set of objectives that will help keep your stakeholders aligned. Remember - your goals should be SMART: Specific, Measurable, Achievable, Relevant, and Time-based. Write them out below so that they can create a foundation for your plan.


	· e.g We aim to achieve an employee response rate of 65% in the first two weeks of survey launch




	3. Identify your audience and any key groups e.g. dispersed or deskless employees
For your survey launch plan, you will need to consider the different groups of employees throughout your organisation. Use the questions listed below to help you build an awareness of their day-to-day working lives that will help you effectively communicate with them. 
1. What does their day/week look like?
2. How do they currently feel about working at your organisation? (Positives / Negatives)
3. What are the key messages they will engage with?
4. To reach this segment, what are the best channels?
5. What is the most likely channel they will use to engage with Stribe?
6. What’s in it for them?

	Employee Group 1:
· Point 1
· Point 2
· Point 3


	Employee Group 2:
· Point 1
· Point 2
· Point 3


	Employee Group 3:
· Point 1
· Point 2
· Point 3




	4. Gain buy-in from managers.
Before you launch anything new it’s important to bring your managers on board so that they can support the survey and raise awareness of the importance of employees participating. Use this section to create a set of key messages you can use to keep communications with them consistent. 


	e.g Employee surveys will give managers feedback that will help them solve current problems on their list. Visit our blog to learn more.




	5. Create a set of key messages.

Creating a clear set of key messages will help you be consistent throughout the survey launch. 

Confirming the points below will create a structure for employees and ensure that your communications effectively engage them.

· Why you're launching an employee survey (what themes/topics are you looking to enhance e.g employee engagement, benefits/rewards, mental health)
· What you're trying to achieve with the survey and how it will feed into organisational policy and development
· How the survey feedback will be collected and what employees can expect from participating
· How to access the survey
· How the survey software works and how it maintains anonymity
· Who to contact for technical support or training queries
· When they can expect to hear the results of the survey

	E.g We’re send surveys that gather feedback from employees about topics important to our team. Your feedback will be used to help us shape the future of [Organisation name] and contribute to making it a better place to work. 




	6. Identify your survey communication channels.

The channels you choose to communicate with your employees will depend on your audience and how your employees can access and interact with your communications. 


	Channel
	Purpose
	Owner

	All-Employee Email
	Notify employees about upcoming survey
	HR



	7. Agree on timelines for launch.

The channels you choose to communicate with your employees will depend on your audience and how your employees can access and interact with your communications. 


	Deadline
	Activity
	Owner

	All-Employee Email
	Notify employees about upcoming survey
	HR



	8. Agree on stakeholders for launch.

The channels you choose to communicate with your employees will depend on your audience and how your employees can access and interact with your communications. 


	Name
	Project Responsibilities
	Contact Email

	All-Employee Email
	Notify employees about upcoming survey
	HR



Supporting employee surveys with a blend of people science and software

At Stribe we work with some of the UK’s happiest workplaces. We help them to craft perfect survey launches whilst supporting their employee surveys with our award-winning survey software. 
 
Employee surveys are a great way to understand what your team are thinking. They will also give you the confidence to create change that matters. To achieve good survey engagement, and for your survey to make an impact, you need the right tools and strategy to support you. 
 
Stribe’s software gives your employees the confidence to share how they really feel. And, our people experts are always on hand to help you ask the right questions, communicate your surveys and maximise your response rate. 
 
Get in touch with our people experts here to see how Stribe can benefit your organisation!
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