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COMMUNICATION WORKSHEET

Goal:    Understanding what your employees really want

MHP – Toledo

Board Retreat Planning Notes  (continued)


	
Leader Name:  __________________________________      Department:____________________

Employee Name:  ________________________________     Date: __________________________


Instructions:  Using the questions below, gather information from each of your employees as to how to best communicate with them.  Record the responses on this sheet, provide specific feedback to the employee, summarize all the responses, develop 2-3 actions and communicate and connect back during your regular employee rounds
1) What does good communication look like to you?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2) What type of information is important for you to hear directly from me?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3) How often do you want to be communicated with? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4) What information materials, data, etc to you need to help with your communication? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5) How do you like to receive communication? 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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