
The Practice 

Steps to Building Effective 
Communication 



Today’s agenda: 

Overcome challenges/fears  
 

Communication basics 
 

Take home tools 

Presenter
Presentation Notes
In today’s presentation, we will learn the following:How to address and overcome fears we may have about wellness promotion.  This may be a fear that if we let too many people know about the program/event/facility, that it will be “overused.”  It could also be a challenge we face about not having enough time, capability or the right tools to promote.Then, we will discuss some basic tips to keep in mind about communicating with employees that will help your promotion be as successful as possible.Finally, we will go over some “take home” tools you can start using right away to promote your wellness programs.



Two kind of wellness efforts… 



Screaming to be heard… 

Presenter
Presentation Notes
“We have all these amazing wellness programs and no one comes!”Hallmarks:�Mind-reading and osmosis / “If I know it, they should know it.”Promotion takes too much timeWe don’t have fancy toolsMono-approach to promotionLack of understanding that people “listen” in different ways



What is happening? 

 
 

In how many ways did we 
communicate the event/service? 

 
 

 
 

Presenter
Presentation Notes
Sending out one email or putting up a dozen flyers around the building is not enough to get an event or program noticed.  People are bombarded everyday by advertising messages and other visual and audio distractions.  At work, people often have an unending mound of emails in which to sift through as a part of their job.  When something comes to them that they view as “optional” reading, most people will ignore, delete or round-file the information.Individuals also “take in” or acknowledge information in different ways.  We will cover this more in depth later in the presentation, but keep in mind that a coordinated approach to promotion, using more than one way of communicating with employees, will increase the chances that your message will be received.



What is happening? 

 
Was our communication… 
Clear? 
Attractive? 
Provide needed info? 

Presenter
Presentation Notes
It is not unusual for agencies and companies to agonize over the fact that their employees did not read a vital email message or only skimmed an important memo they received.  This is a gentle reminder that, as promoters of the important message of health, it is our job to INDUCE people to hear our message.  I like to think of this as kind of a game.  How can I get them to read it?  Followed by, how can I get them to read it ALL?Following some basic principals, regarding how to engage people in your communication message, can help.  Do this simple “check” before you send an email, put up a poster or launch something on the web:Is what we are saying easy to determine?  Is it clear and simple?Does the piece look attractive? Does it draw the eye and make people want to read it? Do the graphics go with the message? Does the piece provide ALL of the information someone would need to come to the event, use the program or our facilities?  What potential questions go unanswered?�NOTE: It is important that you provide the BASIC necessary details that will get employees interested in what you have to offer.  DON’T overwhelm with details. DO provide ways they can get more information once you’ve captured their interest! (web links, phone numbers, email addresses)



What is happening? 
 
 
 

How far in advance did  
we notify people? 

 

Presenter
Presentation Notes
With the busy lives that people lead today, advanced planning is a part of daily life.  If you’re finding that your events are not well-attended, consider your promotion timeline.  We will discuss this in more detail later in the presentation.Following are some tips to help you give people ample notice:Consider making a “master” annual events calendar.  Note “roll out” dates so that you will have materials prepared in time.Make the calendar available to employees.  It may surprise you to know that some people will plan many months in advance to attend a brown bag lecture they are interested in or to make sure that there is no break in their fitness center membership.Give people at least 2 weeks notice minimum.  If you have given less than this, lower your attendance expectations.



Don’t ask, don’t tell… 

Presenter
Presentation Notes
“If we tell them, they will come! Then what will we do?”Hallmarks:FearSense of scarcity “Club” approach to wellness programsBelief that strong attendance = “used up” or “not enough”Lack of understanding that strong attendance = successA word about exclusionary behavior surrounding wellness programs and facilities:�Simply put, it’s unfair and it’s wrong.  It does not encourage a healthy emotional work environment and creates bad feelings between people in the workplace as well as a belief environment that promotes “scarcity” instead of “abundance.”  Remember, you are not the “gatekeeper” of health initiatives at your work, you are the facilitator.  That is a very important role you should take seriously and execute judiciously and without bias.



What is happening? 

 
 

What can we do if we have more 
demand than supply? 

 
 

 

Presenter
Presentation Notes
People sometimes feel “put on the spot” or “cornered” when their wellness programs and facilities are in demand and successful.  They may fear be that people will become angry with them if they cannot meet their requests. It may also be based in a fear that not having enough resources to go around might draw negative attention to their group, instead of the positive focus the group is working for.Let’s explore this fear by discussing a hypothetical situation: based upon square footage, work schedules and machines available, your wellness committee has determined that your office’s fitness center cannot accommodate more than 100 active memberships.  In January, you learn that you have 20 membership applications that you cannot accommodate because your fitness center is at capacity. Should you…



More members than space… 
A. Immediately remove all information about 

the fitness center from the web, hallways 
and employee orientation packets. 

B. Keep the information on the web, remove it 
from the hallways and orientation packets, 
but stop promoting your web site. 

C. Inform new applicants that they will be 
placed on a waiting list and notified when 
there is room. 

D. Contact your commissioner’s office about 
the success of the building’s  
filled-to-capacity fitness center. 

Presenter
Presentation Notes
Which of these statements best describes the action your committee or group would take?  Let’s talk about your answers and why you chose them.  Then we’ll discuss how you can make some really amazing lemonade out of the lemons in this situation.



What is happening? 

 
 

How can we turn great demand 
into employee motivation? 

Presenter
Presentation Notes
The lemonade, in fact, is already squeezed, mixed and right in front of your in a tall glass.There is nothing people are attracted to more than something they think everyone else wants.  That is why “wait lists” have a positive effect on programs.  They actually make the program itself seem more exciting: “If everyone else wants it—it must be amazing!”  Wait lists can not only help you manage demand, they can help generate even MORE demand. Yes, that is a good thing—let’s turn to the next slide and talk about why!



What is happening? 

 
 

What would happen if our 
leadership knew that  

our programs/facilities   
were in-demand? 

 

Presenter
Presentation Notes
Everywhere around us in the media, we keep hearing over and over that companies and government agencies are seeing the “Return On Investment” of having healthy employees in their workplace.  This was discussed within the Minnesota legislature as recently as February 2010, when Mn/DOT Commissioner Tom Sorel was applauded by legislators for developing a plan to improve the work environment for employees, called the “Workplace of Choice” project.  Legislators even went as far as to ask Commissioner Sorel to document the best practices Mn/DOT discovered while implementing the initiative and share it with other agencies.This trend may have, though is not likely, to have escaped the notice of those in power within your agency.  When your programs and facilities get high-volume use by employees, don’t miss this opportunity to give them “bragging rights” to this success by informing them.  Providing this information to your leadership may also help you leverage the assistance you need to grow your programs and facilities.



Communicating with employees… 

Presenter
Presentation Notes
This next session is designed to cover the basics of communicating with employees. Keeping just a few things in mind can help your wellness outreach and promotion be easier to implement and also increase the chances that your message will get through.



Different ways we absorb info… 
Visual: primary 
Pictures 
Words 

 
Visual Vehicles: 
Email 
Web page 
Flyers/posters 
Calendars 

 

Presenter
Presentation Notes
Different people “take in” or absorb information in different ways.  Many of us are “visually” oriented.  This means that we are more likely to understand information that is presented to us visually, such as through words and pictures.Among those of us who prefer visual communications, there can be many differences.  Some of us prefer to learn by reading emails, others by viewing web pages, still others are attracted to the colorful poster or flyer in the hallway or break area and other like the orderliness of structured calendars.



A word of caution… 
 
 

Emailing: 

when a good thing is  
too much… 

Presenter
Presentation Notes
There is no doubt that emailing is a fast, efficient and cheap way to send a message. Email has closed communication gaps by enabling us to communicate with each other from across the planet and made office communications quicker and easier to track.The danger comes when employees feel “flooded” by emails.  Because most office employees are required to read email as a part of their job function, they may view “optional read” emails, like those from their building wellness group, as something they simply don’t have time for.  The success of “enticing” employees to read your email communications lies in following some basic rules, and sticking to them, no matter how great the temptation.  Working with your group, develop a simple email communications plan.  A good plan could include the following elements: A list of the kind of topics that can be covered in your group’s emails, such as: class/event announcements, newsletter releases and monthly topic or focus.A list of the topics NOT ALLOWED to be sent by email.  This might include: unverified medical information, articles that may be considered discriminatory such those that cover religious or spiritual beliefs, emails topics that are not related to health and wellness.Designation of how many times each month wellness emails will be sent.  Setting a limit will encourage group members to gather their information and send it out in fewer messages.  This will help keep employees from feeling “flooded” by emails containing smaller, individual messages.Designation of which person(s) in the group will be in charge of composing, editing and releasing the emails.  This will keep your messages more streamlined and be less confusing than it would be if it came from multiple sources.



Different ways we absorb info… 

Hearing 
Word-of-Mouth 
Meetings 
Announcements 
Broadcasts 

Presenter
Presentation Notes
Other ways that some of us a take in information is audiably. We understand something better when we’ve heard it.This means that passing on information about your events and/or facilities by word-of-mouth or at the water cooler, during staff and building meetings and through verbal announcements and broadcasts that may occur in your building, is just as important as sending out the written word.



Stay in step with your audience… 

Social Networking Sites 
Facebook 
Twitter 
 

Text Messaging 
 Invitations 
Reminders 

Presenter
Presentation Notes
Other areas some wellness groups and state agencies are beginning to explore is the power of social networking through web sites like Facebook and Twitter.  Establishing a page on Facebook for your volunteer wellness site is free and can be used to notify employees about upcoming events, current facilities, as well as display event photographs that will be a great visual advertisement for your work.Many colleges have found that gathering cell phone numbers from their students is a good way to alert them to potential safety hazards as well as to remind them of assignments due and upcoming campus events.  Your group may want to consider doing something similar with your events.



Take home tools for you… 

Presenter
Presentation Notes
Following, we’d like to discuss some tools we created for you to take home today.  We hope that these items will make communicating with employees easier and take some of the guess work out of constructing materials that catch the eye.



Here you go… 
 
 

Event flyer template 
Brochure template 
Newsletter template 
Monthly email sample 



Lynn Frank 
Mn/DOT Wellness on the Web Master 

Wellness Communications Coordinator 
651-366-4170 

lynn.frank@state.mn.us 
 
 

We’re here to help… 

mailto:Lynn.frank@state.mn.us
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