
Return to the Workplace Guide
Equipping you with tips, templates and best practices
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Creating and Nurturing a Hybrid Workforce

2020 caused many organizations to go through their 
biggest change in the way they operate with little to no 
notice. This rapid change left many employees anxious, 
stressed and confused.

Organizations are beginning to pivot their teams to new 
ways of working as the pandemic vaccine rolls out.  
But this could further contribute to employee hardship  
and uncertainty if your internal communications aren’t 
properly planned and executed. 
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Preparing for Change

With many organizations implementing new ways 
of working or planning a return to the workplace, 
understanding your employees’ needs and sentiments will 
determine how successful your transition is. Preparation is 
key to avoid further anxiety or confusion – but how do you 
prepare for such sudden changes?

Preparing for this transition by getting employees onboard 
requires a well-thought-out internal communications plan 
that details what will be communicated at every step, taking 
into account your employees’ mindsets and ability 
to comply.

Setting out leadership communications, policies and 
guidelines, all whilst engaging your employees to be 
motivated in their transition, is key to nurturing your 
organization and employees to change.
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With SnapComms, you can:

Transparency and clear communications are critical when communicating 

major changes to your employees. Using a multi-channel approach will ensure 

your messages are communicated and reinforced to avoid confusion or 

misunderstanding.

Utilizing SnapComms, you’ll have access to a variety of channels to communicate 

your plan effectively, as well as ensure your employees are on board and able to 

express any concerns.  
Creating Awareness of Change

Phase 1

Send a video message from the CEO 
outlining the changes

1

Invite all staff to RSVP to an online 
townhall

2

Create an interactive Screensaver as 
a reminder for the event

3

Send out a Survey to gauge 
employees’ reaction to the news 
(anonymously) and to submit any 
questions they may wish to have 
addressed in the meeting

4
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After the initial release of information, it’s important to keep your employees 

reminded of the changes. This may require further education to ensure 

employees understand and comply with new policies or processes. Education Through Engagement

Phase 2

With SnapComms, you can:

Send out RSVP invites for employees 
to attend smaller group sessions 
about the changes in order to 
encourage open and honest dialogue

1

Create a Compliance Alert 
highlighting your policy around 
returning to the workplace and what 
your expectations of employees 
are (such as to stay home if sick), 
and notify them of this policy with 
mandatory agreement 

2

Send a Quiz on the contents of the 
policy to give you an understanding 
of how informed your employees 
are with the changes, and to 
highlight if you need to send further 
resources to improve understanding 

3

Utilize Lock Screen to summarize 
some of the key changes in a format 
that employees will see every time 
they log in

4
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Coming into the office will be a big adjustment for many of your employees, 

as they will have spent a great period of time working remotely and avoiding 

interaction with people outside their home. 

While it’s important to create that connection in the workplace again, the health 

and safety of your employees should be the highest priority. As they transition to 

a hybrid working model, you’ll need a range of measures to ensure Health and 

Safety comes first.Adjusting to Change

Phase 3

With SnapComms, you can:

Send out a Health Check-in Survey 
directly to your employees’ mobile 
phones before they enter the office 
to ensure they are symptom-free or 
have been vaccinated for Covid-19

1

Use Alerts and Tickers to outline 
basic information from your 
Health and Safety Policy, like social 
distancing requirements, to ensure 
employees are complying

2

Use Screensavers and Digital 
Signage in the office to promote and 
reinforce good health and safety 
practice around mask wearing, social 
distancing and more

3

Send out a Wellness Newsletter 
informing employees on how to 
stay healthy and active during their 
return to the workplace transition

4



07Return to the Workplace Guide 07

With employees returning to centralized work or transitioning to a hybrid 

model, it’s vital they’re informed of your corporate IT Policy and Cyber Security 

guidelines. Ensuring your IT department can cope with the extra demand that 

a hybrid model creates will require effective internal communications to avoid 

putting additional strain on your IT teams.
Ensuring Corporate IT is Running Smoothly

Phase 4

With SnapComms, you can:With SnapComms, you can:

Send out IT Alerts during 
network outages to minimize the 
productivity loss

1

Inform staff of updated Corporate IT 
Compliance

2

Alert staff of Cyber Security risks to 
increase organizational protection

3

Use Screensavers to educate staff on 
good Cyber Security practice 

4
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As your strategy and transition plan are becoming embedded into the 

organization, it’s important to create an office environment that employees want 

to be in when they are there – otherwise employees will return to working from 

home, or just feel isolated at work. Fostering Organizational Culture

Phase 5

With SnapComms, you can:

Send Animations to promote after-
work drinks and other events

1

Send out a series of People and 
Culture Newsletters to update 
employees of what’s going on in 
the business and new initiatives to 
establish teams and office culture

2

Utilize Screensaver and Digital 
Signage to celebrate birthdays and 
anniversaries

3

Use Sentiment Surveys to 
understand how employees are 
feeling about being back and identify 
other activities or initiatives you 
could introduce to improve their 
experience

4
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With employees getting used to the changes you outlined, it’s important that 

organizational goals, strategy and targets are still top of mind in their day-to-day 

activities. This will help employees stay focused and help with the ‘why we’re 

here’. Leadership must also use this phase to talk about ‘what happens next’ in 

terms of company strategy and goals.Encouraging Success and Productivity 

Phase 6

With SnapComms, you can:

Create Ticker updates highlighting 
results achieved so far and KPIs for 
the next period

1

Send Alerts on how to stay 
productive, whether working from 
home or the office

2

Utilize Screensaver and Digital 
Signage to celebrate birthdays and 
anniversaries

3

Have the CEO or key leadership 
team create Video Alerts to give the 
organization an update on strategy 
and goals for the coming months

4
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www.snapcomms.com

USA +1 805 715 0300
UK +44 (0)203 355 3152
NZ +64 9 950 3360

Managing a successful return to centralized working needn’t 
be daunting. SnapComms can help you launch your internal 
communications Return to the Workplace strategy.

Communications platforms like email and peer to peer messaging 
are easy to ignore. But the SnapComms suite of dynamic direct-
to-screen channels are guaranteed to get employee attention, 
either used on their own or as part of your overall internal 
communications stack.

With SnapComms, you can utilize our multi-channel platform to 
send communications in formats that can’t be missed.

Our platform is continually growing and offers customers key 
features to maximize communications effectiveness: 

Mobile App so your employees can receive messages 
on the go

Advanced targeting and reporting features

Easy drag and drop designer to create interactive and 
compelling messages fast

24/7, 365 support from our dedicated support teams

8 communications channels

More than 60 predefined templates for easy publishing

Benefits of SnapComms


