Communication 2 – What To Expect 

Email Title Options:
- The ##Business## Employee Survey – What to Expect
- Important information regarding our Employee Survey

Dear Colleague
Our annual employee survey is due to be launched on ##Launch Date##.
How you will receive the survey:
On the morning of the launch, the survey link will be emailed to you by 8am by our survey partners, Listen to Your Team.
The survey will be open for ##Launch Period## and will close on ##Closing Date##, during which time we will receive regular information on completion numbers which will be shared with the leadership team.
If you are not working during the launch period, please notify ##Name##.
Anonymity:
This survey is anonymous.  The data we receive back will not be linked to any individual person.
About the survey:
This survey has been designed specifically for ##Business## and contains approximately 36 questions.  The majority of questions are statements which you will be asked to assess your level of agreement to.  There are also a number of free text questions where you will be invited to share your views and ideas.
It will take approximately 15 minutes to complete, and you will be allowed time within your working day to do this. 
Following the survey:
We will receive the survey feedback during week commencing ##Date##.  We know you will be keen to know the results, so we plan to communicate these to everyone by ##Date##.
What we need from you:
It is highly important that everyone takes the time to complete this survey.  Your feedback is very important to us as it helps us shape our plans, identify the good stuff we need to keep doing and understand what we need to change.
Please therefore look out for your survey link and answer the questions honestly sharing any ideas you may have.
I hope you see this as a great opportunity to have your say and help shape the future of this business.
If you have any questions, please contact ##Name## or you can contact our external consultants by email on enquiries@listentoyourteam.co.uk.
Regards
##Name##
