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Internal Communications at NORC
Guiding Principles

Examples & a Case Study

Tools & Templates

Q&A and Your Case Studies



Hellol

A brief introduction to NORC

at the
University of
Chicago
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OOOOOOOOO : NORC AT-A-GLANCE *NORC 5

-2 400 & 3,000
Active projects Staff members
(at the height of data collection)

Ty :
& 250M* v# 100"

Annual revenue Countries




ABOUT NORC : LOCATIONS

Main Offices

 Downtown Chicago &
UChicago Campus

 DC Metro

Regional Offices
« Albuquerque

o Atlanta

e Boston

e Sacramento
o Silicon Valley
* Wichita




ABOUT NORC : RESEARCH AREAS

The breadth of NORC's
subject matter anc
methodological expertise
can help you ask and
answer—almost any
research question.

Education, Training
& Learning

Global
Development

*NORC

Economics, Markets

& the Workforce

Health &
Well-Being

Society, Media,
& Public Affairs



ABOUT NORC : NORC’'S IMPACT *NORC

NORC has conducted some of the nation’s largest and most
relied-upon studies, informing countless policies and programs.

National Survey of Early Care & Education



Internal Communications at NORC

Small but mighty!

at the
University of
Chicago
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INTERNAL COMMS @ NORC : ORG CHART

Alison Gross
Corporate Communications, VP

*NORC

Senior Manager, Internal Comms

Senior Comms
Associate, HR

Director DREI Communications &
Outreach

Senior Comms Manager, IT Comms

Associate,
Internal Comms
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Guiding Principles

at the
University of
Chicago



GUIDING PRINCIPLES : THE FOUR QUESTIONS

The gquiding principles for good communications are the same as
for internal communications

The three questions
 Who am | talking to?

 What do | want them to think, know, or do?

* Why should they care?

The fourth question

* What is the best way to reach my audience?

Campaign thinking!

*NORC
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GUIDING PRINCIPLES : METRICS & EVALUATION *NORC

The gquiding principles for good communications are the same as
for internal communications

Metrics and evaluation

* Determine what “success” means

* Do your systems provide analytics?
* Regularly review

o Trytesting

* Analyze results and make adjustments



-xamples

Mostly emails but a few other things thrown in to stir our creative juices

at the
University of
Chicago



EXAMPLES : EMAIL FOUR QUESTIONS

Email is reliable, but is it effective? Start by asking...

Who am | talking to?
What do | want them to think, know, or do?
Why should they care?

Is email the best way to deliver this message?

*NORC
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EXAMPLES : IS EMAIL THE RIGHT MODE OF COMMUNICATIONS?

Other considerations & questions to ask before committing to an
email communication...

The sender

e From a general email box, a system generated email, or from an individual?
e Do titles & position matter?
Subject lines

e They matter!

Scheduling

« Timing—day of week, time of day?

* What else is being communicated to the same audience?

*NORC
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EXAMPLES : EMAIL FROM HUMAN RESOURCES

*NORC
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EXAMPLE: EMAIL FROM OFFICE OF THE PRESIDENT

*NORC
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EXAMPLES :

EMAIL FROM A PERSON

*NORC
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SYSTEM EMAILS EXAMPLE

: NORC UPDATE

*NORC
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SYSTEM EMAILS EXAMPLE

: NORC IN THE NEWS

*NORC
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SYSTEM EMAILS & INTRANET

*NORC

23



THE HOTLIST

Targeted, actionable content yields high open
rates & positive responses

Bi-weekly “Hotlist”
Clear, targeted audience
Simple, direct instructions

Links to resources

*NORC
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NEWSLETTER EXAMPLE : DREI MONTHLY UPDATE

*NORC

25




NEWSLETTER EXAMPLE :

IT NEWS

*NORC
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NEWSLETTER EXAMPLE

: THE WEEKLY DIGEST

*NORC
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CASE STUDY : OPEN ENROLLMENT CAMPAIGN

Consistent messaging across time & channels

*NORC 28

Communications Campaign
e 10/24/20 - 11/15/20

* News posts/emails
 Weekly Digest Promotion
* Digital Signage

e Screensavers

e Paper flyers posted onsite



*NORC
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CASE STUDY : OPEN ENROLLMENT CAMPAIGN

*NORC
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CASE STUDY : OPEN ENROLLMENT CAMPAIGN

*NORC
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EXAMPLES : LIVE VIDEO WITH EXECUTIVES *xNORC 32

Monthly Mondays with NORC's
Executive Council

Report out on variety of topics...

e RTO
e Business
e Benefits

 DREI progress

Take questions

Follow-up email w/video
recording link



EXAMPLES : DIGITAL SIGNS & SCREEN SAVERS

Digital billboards good for...
e Short actionable messages
 Reminders & FYIs

e Celebrations & Congratulations

Supplemental, not primary
communications tool

*NORC
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EXAMPLES : STAFF APPRECIATION

Appreciation Gifts

*NORC

Branded envelope, notecard,
food delivery gift card & cloth
mask

We hope you're doing okay, all
things considered

Have a meal on us, and get it
delivered.

Your hard work and dedication
have kept us moving.

Stay safe, wear a mask, and
thanks for all you're doing.
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EXAMPLES : STAFF CONTESTS

Staff Contests

Reinforces messaging
Helps connect staff

Adds a human element to
otherwise dry activity

*NORC
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Image courtesy of Netflix

*NORC
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ools & Templates

Find what works best for you!

at the
University of
Chicago



TOOLS & TEMPLATES : WHAT DO YOU USE? *xNORC 38

Use branding throughout our communications to help guide users
and enhance their experience.

Tools & Templates
» Calendar/Scheduling tool

» Brand guidelines

e Branded templates

Free (or low-cost) Tools

e Canva
* Free & low-cost image sites

« Email marketing systems (MailChimp)



*NORC
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OUTLOOK EMAIL TEMPLATE :

IT COMMS

*NORC
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TOOL : BRAND GUIDELINES & TEMPLATES

Brand guidelines & materials
should be clear, easy to
understand & accessible to all
users.

https://www.norc.org/Guides/NORCB
randing.pdf _

*NORC
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BRAND GUIDELINES & TEMPLATES

Branded templates & materials

PowerPoint

Icon library

Outlook email templates
Social media posts

And more

*NORC
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TOOL: CANVA

Canva is free for non-profits

e Add brand colors & guidelines
e Share with all who need access

» Create templates, including digital
signage, social posts, flyers,
invitations, post cards & more

https://www.canva.com/

*NORC
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TOOL :

FREE & LOW-COST IMAGES

Unsplash.com

Blackillustrati
ons.com

*NORC

Pexels.com

Pixabay.com
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TOOL : EMAIL MARKETING SYSTEMS *NORC

Explore your options

« Many options are free or low-
cost

e Allows for
— Consistent branding
— Audience segmentation
— Choose your sender name
— Test subject lines
— Good analytics



Questions?



Alison Gross

VP, Strategic Communications
a | I yO U Gross-alison@norc.org
o

—)é Research You Can Trust’

at the
University of
Chicago
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