
Sample Manager Email 
Staff Engagement Survey: April 8-May 2, 2025

Encourage staff to “Be Heard!” 
As the survey opens, managers have the opportunity to connect the dots towards encouraging 
their team to participate in and understand the importance of engagement activities. Use this 
3-step formula to craft and send your personalized leader message for your team:

1) Why does engagement participation matter?
Share what you took away from last year’s results and how they shaped your priorities,
actions, and requests.

2) What did the team do with last year’s survey results?
Refresh the team on when 2024 results were shared, what the team’s action plan(s) were,
which tactics are completed, and which remain to do.

3) What will happen with this year’s survey results?
Lay out your plan for action planning. Knowing that survey results will be available on
Gallup Access on May 14, when will your team gather to hear them? In what venue?
When will the team kick off action planning?

Thank you for serving your team as a manager who champions team engagement! 
Visit the engagement website for more resources.  

https://learning.ucsf.edu/
https://devlearning.ucsf.edu/sites/g/files/tkssra1956/f/2023%20Staff%20Engagement%20Survey%20FAQs.pdf
https://Learning.ucsf.edu/Engagement

	Why does engagement participation matter?: “I hope each of you will complete the Staff Engagement Survey launching April 8. I really value the insights we get in this survey and the conversations that it generates toward making an engaging place for us to work together.”
	What did the team do with last year's survey results?: Last year, our team’s engagement survey results showed that many of us were looking for opportunities to grow. When we debriefed the results, we decided that each team member would meet with their manager at least twice this year to discuss development plans. As a result, we ended up setting development goals for 80% of the team! And plan to stick with this process again this year. 
	What will happen with this year's survey results?: “I’m eager to hear from each of you this year, and I look forward to sharing the results with you during our team meeting at the end of May. This will help us kick off effective action planning to address our results!” 


