
CRITICAL COMMUNICATION:

3 WAYS TO ENSURE 
NO EMPLOYEE IS 
LEFT BEHIND



THE PROBLEM:

GETTING 
ATTENTION

We’ve all been there - an important communication you’ve sent has gone unread. Based 

on recent research, 40% of employees confess ignoring HR emails. With many employees 

more mobile, they often miss other types of notifications as well. Generally people aren’t 

motivated to change their preferences or habits around communication, which results in 

a lot of missed messages.

In some cases this might just be frustrating, but in the event of an emergency it can 

be life-changing. 

“Oh, I didn’t see that email”
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COMMUNICATION CHANNEL STATISTICS:

EMAIL 
60% don’t read your emails, 30% don’t check 

off hours and 40% ignore HR specific emails 

COMPANY APP 
Notifications or programs are closed so alerts are not 

sent, app not downloaded or multiple apps to download

INTRANET
Not an ideal not a place for urgent or critical information, and only 

13% of employees use it daily. 31% say they’ve never logged in

SMS/TEXT 
Overused, often ignored or not used at all

Yet 74% of employees feel they are missing out 
on important HR communication. In an emergency, 
this could be dire.
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PIC FPO

In order to solve the read rate problem, 

it’s critical to understand the challenges 

around it. 

It can be hard to ensure every employee gets 

critical messages in a timely manner, but 

it’s important that everyone hear the right 

message at the right time, no matter their 

location or role. 

This is compounded by the fact that employees 

consume communication differently and 

may or may not have access to various 

communication channels (email, text, etc.) if 

they work in the field or away from a device. 

When you do reach them, some employees 

can feel confused with the similar but different 

CHALLENGES AROUND INTERNAL COMMUNICATION

messaging via multiple channels (email, text, 

Teams) - especially in an emergency.  But 

remember, the goal is a clear message that is 

read and acted upon! Reiterating that will help 

employees appreciate the strategy behind the 

communication. 

And lastly, managing multiple channels can be 

complex if it isn’t set up right. Ideally you have 

one place to do it all, saving valuable time and 

ensuring nothing is missed. 

Luckily, there are proven methods to 

encourage recipients to not only open 

and read, but to also interact with 

your communications.
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1USE A STRATEGIC, MULTI-CHANNEL 
COMMUNICATION APPROACH

WHICH CHANNELS?

While it can seem there are too many options to choose 

from, thinking carefully about your organization and 

messages will help narrow down what channels will 

work best. You can think of channels and message 

types as tools in a toolbox - which ones are right for 

the job?

First, consider if you are currently matching the 

right channels for your audience and the type of 

communication. These might include traditional 

and digital channels such as:

THE SOLUTION

3 WAYS TO ENSURE 
NO EMPLOYEE IS 
LEFT BEHIND

• Direct mail

• Posters

• Flyers 

• Digital Signage

• Text

• Email

• Voice calls

• Microsoft Teams
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MESSAGE CHANNELS

Next, deciding who needs what kind of message will 
determine which channel is the best fit for the message.

WEATHER & 
CRITICAL EVENTS 

Past:
Phone calls, emails 

and managers

Current:
Notification sent via 

Text, Chat, Teams with 
acknowledgments

POLICY 
CHANGES 

Past:
Emails, bulletin board 

posting, managers, 
meetings

Current:
Digital Handbook 

link distributed via 
Text, Email, Chat, Teams 
with acknowledgement

OPEN 
ENROLLMENT 

Past:
Postcards, emails, 

meetings, managers, 
flyers, Bulletin Board 

postings, posters

Current:
Postcards, Digital flyers 
and resources sent via 

Text, Email, Chat, Teams, 
meetings, postings

COMPANY-WIDE 
ANNOUNCEMENTS 

Past:
Relied on emails 

and managers

Current:
Video message sent 

via Text, Email, 
and Teams

PROMOTION 
ANNOUNCEMENTS 

Past:
Bulletin board posting, 

emails and managers

Current:
Flyer sent via Text, 

Email, Teams, 
bulletin boards
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CONSIDER OTHER LESS 
TRADITIONAL CHANNELS

Consider using Microsoft Teams for 

HR messages – and if your employees are 

already using it, even consider sending 

critical/emergency messages through 

Teams. Because this platform can be easily 

WHICH PEOPLE AND MESSAGES?

Think of employee communication as an 

integrated project plan. Who is just as 

important as what, and making sure the 

right people get the right message greatly 

improves read rates. 

Putting recipients into groups is called 

segmentation. Research shows that 

segmentation can yield a 4%-12% better 

response rate to your message, even 

with employees. 

Sometimes a segment of a message can 

be beneficial as well. Carefully determine 

what needs to be communicated to which 

groups of people - often not every detail is 

necessary. Also, frequency matters; some 

communication needs to be repeated, while 

some are only a one-time event. 

Consider using a system with channels 

that have the ability to easily track open 

rates and even the ability to send back an 

acknowledgement of the message. This helps 

to ease message fatigue and further segment 

and personalize resends and responses.

Messages designed for a location, 
department, manager or group of 
employees get noticed faster and 
more often.

configured for segmentation based on 

existing recipient data, set-up and security 

will already be in place. Teams can also be 

designed to disrupt to get attention more 

than some traditional channels, as well 

as providing consistent messaging that 

is archived. 

Benefits of using Microsoft Teams 

to communicate:

• Employees that already use Teams 
are more likely to see your messages 
without any change in their behavior 

      or preferences.

• If the Teams app is downloaded, 
alerts are already turned on. 

• Employee location or device 
type do not limit receiving Teams 
notifications, so it’s very likely 
all notifications will be received 
and read.
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Utilizing tools that encourage two-way communication engages your workforce. Finding ways 

to make it easy for employees to contact HR -  including Phone, Text, Email and Online Forms - 

gives employees a way to communicate back to you when you send out a message. This way 

you know not only that they saw the message, but you can answer or ask follow-up questions. 

Perhaps the easiest way to accomplish this is with a text chat feature. Research shows that 

employees are 50% more likely to open a text message. Also,  65% of survey respondents 

prefer to message and video chat coworkers through a single, centralized platform rather 

than toggling between e-mail and another platform.

You can use this tool to quickly and easily 

communicate with employees about:

• COVID protocols

• Welcome/Onboarding messaging 

• Happy birthday and service 

anniversary messages

• Absence follow-ups

• Benefits questions and updates

• Any time you want to “chat” with 
an employee, even just to say hello!

Getting creative and being more 

dynamic accomplishes several things.

FIRST, your messages seem more 

tailored and unique, guaranteeing 

they get attention. 
1

SECOND, finding personal ways 

to communicate initially and after 

the original messages makes 

employees feel heard and valued, 

inviting them to give feedback and 

ask questions. 

2

2GET CREATIVE WITH 
COMMUNICATION TO 
PROMOTE ENGAGEMENT



3LEVERAGE BETTER 
TECHNOLOGY TO REACH 
AND ENGAGE EMPLOYEES

ESPECIALLY IN TIMES OF CRISIS

Finding a software solution to communicate 

during a crisis involves several stakeholder 

groups, each with different needs and 

motivations. During a crisis when seconds 

count, it is critical that messages are sent 

to the right groups so they can be read and 

acted upon immediately.

CONSIDERATION FOR EACH GROUP

RECIPIENTS

• Need communication where they’re at

• Want dynamic channels they can easily 
interact with

USERS/SENDERS

• May not send mass notifications 
daily/often so ease of use is key

• Want various channels available to 
accommodate all types of employees 
and messages

IT DEPARTMENT

• Prefer to integrate with 
existing systems

• Simple set-up and interface so users 
do not need much assistance

• Secure and reliable, especially 
in an emergency
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As the number of communication channels has grown, it has become necessary to find 

an efficient way to manage them. Using one system to accomplish this ensures clearer 

communication, and the efficiency also saves time and money.

WITH A SYSTEM YOU CAN:

• Send multi-channel alerts to specific 
groups in seconds 

• Include a chat feature where you can 
see all communication in one place

• Send polling/surveys via multiple 
channels, including follow-ups only 
when necessary

• Manage all channels and messages 
in one portal, personalize with 
segmentation, aggregate data in 
one place

• Rely on a secure system that resides 
as standalone if email/internal 
systems go down.

WITHOUT A SYSTEM YOU MAY:

• Use just one channel to communicate, 
missing many employees

• Have no interactivity or ability to 
track who’s opened, received, or 
acknowledged critical messages

• Devalue messages by not using 
personalization and over-blasting one 
message and follow ups

• Have multiple platforms for channels, 
resulting in a disparate and manual 
process with unreliable data

• Not have a backup plan if internal 
systems go down

In some ways, having 
a solid communication 
plan that includes 
a mass notification 
system is like insurance. 
You hope you don’t 
need it, but when you 
do it’s life-saving. 



Request your demo today.

WANT TO LEARN MORE?
You can easily deliver action oriented notifications 

to groups of any size via text, voice, email and more.

Visit

Pocketsop.com/RedFlag


