Communications Plan:
Making healthy casier. Best Practices

& Foundational Element:
CIBE WELL,

Communicating for change and to support your worksite
wellness initiative

Because you will likely have a lot of great news to share with employees regarding the organization’s
worksite wellness initiative, it is important to ensure that you send communications informing employees
about “why” the organization is developing the initiative and “what” is going on.

Keep in mind: the most common problem with communication is that there is not enough of it!

And the second most frequent communication problem is sugar-coating the information, over promising, or making
promises that cannot be kept in order to keep people from becoming unhappy. Unfortunately, the result is that
people feel deceived and trust erodes.

Follow these principles in order to ensure your communication
is effective:

e Be clear and honest. Share what you know, but do not make promises you cannot keep.

e Consider the frame of reference of the intended audience. What are they concerned about? What
language do they use? What questions do they have?

e Use the medium most likely to reach your intended audience. You will likely need to use more than one
medium to reach multiple stakeholder groups.

There are 2 major components in this tool:
Process and Content.

I. Process focuses on the logistics of the communication and delivering it in the most effective
method to impact the intended audience.
*  What is the approach to be used?
e How often will it be used?
*  Who is the target audience?
*  What is the method of communication?
e Who will deliver the communication?
* How will the effectiveness of the communication be measured?

2. Content focuses on what the message says and the results expected from delivery of the message.
*  What is the purpose or objective of the communication?
*  What are the key messages to be delivered?

You may consider tracking your communication efforts following according to these bulleted lists either for
your own internal purposes or for quality improvement process planning.
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Timing, process and content for creating effective
communications

There are several components to planning effective communication and there are no short cuts. Each
communication must be carefully planned. Things to consider:
Timing
*  When is the best time for the audience to receive the message!?
e Does it align with other initiatives as appropriate?
*  When will the message be sent?

Vehicle/Media/Medium
*  What vehicles do they have access to?
*  What will reach the greatest number of people?

Frequency
* How critical is the message and how often does the audience need to hear it?
*  Will different media be used for different messages?

Target Audience/Stakeholder
*  Who is the audience!?
*  What is their level within the organization?

Message
*  What about the message is relevant to them?
*  What level of detail is appropriate at this time?

Responsibility/Sender
*  Who is responsible for crafting and sending message?
* Who is responsible for message content?

Feedback Mechanisms
e  What mechanism will be used to collect feedback?
*  What is the timing for collecting feedback?

Create effective 10: All Employees

communication From: Top Leader

o . . RE: Healthy Choices
Use this simple six step process for crafting
well-thought-out messages. I am delighted to inform you of a new initiative that will
bring more healthy options to our workplace. [#1]
I. State the purpose of the

communication. We are participating in a local project that is teaching us
ways to provide more healthy foods, physical activity
2. Include 2 to 4 key messages. opportunities, and support for employees who are
3. State what you know. Fur]sing mothers and those who want to quit tobacco.
#2
’
4. Convey what you don’t know. We will be forming a wellness team to help make these
5. Identify next steps. changes — and every employee is eligible to volunteer.
6. More details on the wellness team to be shared soon.

Identify how to provide feedback. [43]

See the example leadership kick-off email What we don’t know are all of the healthy choices you’d
that includes purpose, objective, » like to see at work. Therefore, attached is an Interest
key messages, etc., for a worksite wellness Survey. Please complete and return (anonymously, if
initiative. This e-mail could continue with more desired) in the box at the reception desk by <date>. We

next steps and other ways to provide feedback. want to hear from you! We'll provide all employees with
a summary report in a few weeks ... [#4, #5, #6]




