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Set up an

Start an email list that includes the email
‘email list.

addresses for everyone who belongs to the
team—not just the representative group
members. Send out 5 weekly or bi-monthly
email with updates on the latest Mmeeting,
the team’s recent test of change and any
other important UBT news,

Put out a
newsletter.

Newsletters don'‘t have to be 12
Pages long—they can be just one or
two pages! You can include articles
about your team’s recent successes
and challenges. Click here for a
newsletter template that yoy can
modify, print out and put in every-
one’s mailboxes.

Designate one or two people in the UBT
to be “communicators.” Their job is to
check in regularly with each individual in
the department ang give them an update
on the team’s Projects. Start with some-
one who is already very social or wants the

OPportunity to meet new people in the
department.
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CO-LEADS OF
:ICE)I:’I\!’ESENTATIVE UBTS
CAN KEEP THE ENTIRE
TEAM INFORMED—
AND ENGAGED

Just how does a representative
UBT makes everyone in the
department feel they are part
of the team? Here are some
communications ideas for
representative UBTs.
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L onlse e on the same page Wit lleagues
get eVGWOﬂrk down. Huddles helpl Cosma”
i o n
slow1.ng Wi ed. review work and pla b e
stay |nf:r?anée_and because theythat
t?s-tlg tchey reinforce the message
visible,

. ..
.



http://lmpartnership.org/more-tools/1539
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. Organize
occasional unit-
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wide meetings.
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Design a story-
board for your
staff lounge.

tlines of your
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Storyboards are illustrated ou
. team’s journey: challenges, met
e o ‘P . change and results. Think of a stor
s - B 7 an illustrated flow chart. Grab a po :
; and use team photos, run charts an
; ' : illustrations to visually inform your tea
people R i
8 ¢ rogress.
P the phone and quickly : ; 2 UBT prog
to team members in
i ne trees are easy to
195'9”? (h)ne person calls two people, then
e ’
y €ach call two more people, and so on,

until every person in
the ph
been called. Ak

A phone tree is 3 network o
organized to pick y
spread information
outlying areas. Pho

Place a suggestion
box in a common area.

Encourage the feed back of your
colleagues. Make sure team members

on all shifts have input. Collect the

C ’
omments regularly. Provide answers to

Questions and report on the feedback in
your newsletter, emails and/or huddles




