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Employee Interest Survey

Employer Instructions

Introduction

A major responsibility of the Wellness Committee during the Assessment step of the Program Development Cycle is to administer the Employee Interest Survey. This document outlines the steps you will need to take and provides you with supporting tools for use in communicating with your workforce.

Determining Timing and Logistics for the Survey
The Champion and the Sponsor should determine the best time to launch the survey after considering other organizational priorities such as business activities or other surveys. For example, school systems should avoid the summer and retailers the holiday shopping season. The Champion or a member of the Wellness Committee will input the final Employee Interest Survey into your organization’s online survey tool. If using a new online survey tool remember to test your survey link within your organization to make sure it works with any internal Information Technology (IT) firewall. Once testing is complete, you will launch the survey and make the link available to employees for a two to three week timeframe. 

Planning Your Communications for the Survey

The success of the survey, measured in terms of the number of your employees that participate, depends largely on how you communicate this to your workforce and the types of support provided. Communication and promotion is key to a successful survey. Aim for at least 50% participation rate and place your effort in communicating multiple times with all employees.
The higher the number of employees participating, the more information you will have on the interests of your workforce. This will be very helpful when developing your program goals and objectives in the Planning step. The following is a suggested approach for planning your communications:
1. The Champion and the Sponsor should meet to discuss the survey. If there is no precedence for surveying your employees, strong support from the Sponsor will be needed to help communicate why this is important for the business and to encourage employees to participate. 

2. The Wellness Champion and Wellness Committee should discuss the methods of communication that are most relevant for your workforce. Determine how you will reach employees in each work unit. Is email best or a flyer or electronic monitor posts? Ask supervisors to announce the survey and give reminders during the survey week. 

3. Customize the survey communications samples to your organization and distribute them in advance of the survey. See the checklist and timeline below in this document. 

4. Determine if a group incentive will be used to get employees talking and engaged. Be sure to mention the group incentive in your communications if you decide to offer one. Make it fun!

5. Launch the survey and make a splash. Place posters in high traffic areas. 

Using Incentives

One method of increasing participation in the Interest survey is with the use of incentives. Incentives are often used for this purpose in worksite wellness initiatives. These could take the form of a raffle, cash/gift card, merchandise, etc.  

There are pros and cons to using incentives in wellness initiatives. Research has shown that external motivators such as an incentive can actually diminish internal motivation. Offering incentives for this early step in the initiative can set a precedent and an expectation that incentives will be included in other or all aspects of the initiative. This can put significant strain on your program budget. If you choose to use incentives, we encourage you to not offer individual incentives, but instead consider offering a group incentive. For example, if 75% of the workforce completes the survey, a free, healthy lunch will be made available to all employees or a stress-buster treadmill will be installed in the break room.  

Protect Employee Privacy

· Make a computer with Internet access available for employees without designated workstations to take the survey that is private. 

· For employees with limited English who want to take the survey, provide enough time for them to seek assistance as needed from a trusted family member or co-worker to assist them.  Supervisors should not assist subordinates with translating the questions. 

· Respect employee decisions NOT to participate in the survey. While high participation is desired, it’s important that employees do not feel coerced into participating. Forced participation will probably not result in honest survey responses. 

Checklist and Timing

	Task
	By When
	Owner

	Download the survey and make appropriate edits. For example, if your organization has more than one shift, you will want to  customize question one about the best time of day to participate in wellness activities to ensure you capture the interest of all shift workers. 
	3 weeks before
	Champion

	Review the survey and roll out with Sponsor and discuss the role the Sponsor can play in the communications
	3 weeks before
	Champion

	Determine appropriate methods of communications for your workforce
	3 weeks before
	Champion and
Wellness Committee

	Input the survey into your organization’s online survey tool
	2 weeks before
	Champion or
Wellness Committee

	Customize Working on Wellness sample communications for your company 
	2 weeks before
	Champion or Wellness Committee member

	Determine specific timing, methods of communications and owner
	2 weeks before 
	Champion and
Wellness Committee

	Initiate announcement communications
	1 week before
	Sponsor

	Set up designated computers for private access to take survey
	Day before
	Wellness Committee

	Make link to survey available
	Survey start date
	Champion

	Ongoing reminders to complete survey
	Multiple times (up to 3 times)
	Champion (or Sponsor)


Sample Well-being Assessment Employee Communication

SAMPLE EMAILS

Sample First Communication
Subject: Your health matters

At [Company] one of our core values is to invest in our people and help them reach their full potential. One way that we can help employees reach their full potential is by creating a work environment that encourages and values healthy lifestyles. As you know this is a personal priority for me, and one that I’ve encouraged for others. 

Since many major diseases are preventable, we feel that it is important to find ways to help our employees’ lead healthier lifestyles, and to provide resulting benefits to you, [Company] and our clients. Benefits to you are to learn skills to help keep life in balance and make changes that will improve your health. 

We encourage your participation in the initiative and look forward to creating a healthier team at [Company].  

Signed by Program Sponsor

Sample Second Communication
Subject: Your voice counts! Take action today.

We all want to feel our best, be healthy, energetic and productive.  It can sometimes be daunting to know what to do or where to start on the path to a healthy lifestyle.  [Company name] cares about you and wants to support you on your path to living a healthy lifestyle. [Why company is doing this program.]

[One of the first steps we will be taking is to ask for your input to the initiative and to provide information about your health and wellness related interests. A summary report of this information will be used to help us design the wellness initiative. 
Let’s get started. Here is the link to the survey. 

We appreciate your interest in taking this important step in creating a healthier workforce at [Company].
Signed by Program Sponsor or Champion
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The Well Beings are Back! 





The survey must be completed by [insert date]   





To help us better understand your health and wellness interests, we are conducting a short survey. 





Please check the email from [Insert name here] on [Insert date] for the link! 








INVEST IN YOUR HEALTH, TAKE OUR WELLNESS INTEREST SURVEY TODAY! 





Our new worksite wellness program is conducting a short survey to gauge your health and wellness interests. The survey will help us plan wellness programs and activities throughout the year.


 


 


 


 





Please check the email from [insert name here] on [Insert date] for the link!








The survey must be completed by [Insert date]    





The survey must be completed by [insert date]   





PLEASE FILL OUT 


THE WELLNESS 


INTERESTS SURVEY! 


 


The survey is short and will help us plan wellness programs and activities throughout the year. 


 


Please check the email from [insert name here] on [Insert date] for the link! 


 


 









