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Engage360 Implementation ChecklistDate of Kick Off Call: 06/01/2022


Client Information for Kick Off Call
	Company:
	
	Meeting Attendees:

	Industry:
	
	

	No. of Employees:
		
	

	Corporate Address:
	
	

	


Manager(s)
	
	

	Primary Contact:
	
	

	Primary Contact Phone:
	
	

	Primary Contact Email:
	
	



I. Employee Census
· HealthCheck360 takes your employee census file and maps it to the Engage360 system, so there is not a specific census template required. 
· We can use an existing census file you have with a few required pieces of information. 
· REQUIRED Fields: Employee ID, Employee First Name, Employee Last Name, Employee Email Address, Supervisor’s Employee ID, Supervisor’s First Name, and Supervisor’s Last Name
· If you have multiple survey question schedules, we need to know the selected schedule for each employee.
· We can include other attributes you want to further slice and dice data for reports.
· RECOMMENDED Fields: Location, Department, Hire Date (tenure), DOB (age), Role Type, and Gender Identity
· To ensure anonymity, we do not generate any reports for groups with fewer than five people.
· A full census file must be imported into the Engage360 system, as the previous records will archive and terminate employees by omission.
· You can manually add and term employees individually.
II. Define User Roles and Assign Access
User – Can answer survey questions but does NOT have access to the Engage360 reporting portal.

Client Manager – Has access to view results for their team and all sub teams and compare to company results. A manager or supervisors must have 5 or more direct reports to access the Engage360 reporting portal. Access is setup automatically based on employee census file.

Client Report Administrator – Has access to all reports for each manager. Please list individuals to grant this level of access to the Engage360 reporting portal below.
A report administrator is typically someone who is within HR, assigned ownership of the company’s employee engagement/satisfaction initiative, or at C-suite level.
If you need to add more reporting administrators than space provides on this table, please list them on the last page.


	Report Administrator:

	Contact 1

	First & Last Name
	

	Email
	

	Contact 2

	First & Last Name
	

	Email
	

	Contact 3

	First & Last Name
	

	Email
	



Client Executive - Has access to ONLY the Company Level Report page (Insights), but does NOT have the ability to see all other manager reports. 
This is done by either Client Report Admin or automatically for the Top Manager (CEO)
An operator is typically someone who is within HR or assigned ownership of the company’s employee engagement/satisfaction initiative.

	Client Executive:

	Contact 1

	First & Last Name
	

	Email
	

	Contact 2

	First & Last Name
	

	Email
	



[bookmark: _Hlk114838342]Client Operator - Has access to add questions and manage schedules within the Engage360 portal. Please list individuals to grant this level of access to the Engage360 system below.
An operator is typically someone who is within HR or assigned ownership of the company’s employee engagement/satisfaction initiative.

	Client Operator:

	Contact 1

	First & Last Name
	

	Email
	

	Contact 2

	First & Last Name
	

	Email
	



[bookmark: _Hlk114838395]Client Administrator - Has access to client settings and can manage users through full employee census uploads or individually within the Engage360 portal. Please list individuals to grant this level of access to the Engage360 system below.
An administrator is typically someone who is within HR or assigned ownership of the company’s employee engagement/satisfaction initiative.



	Client Administrator:

	Contact 1

	First & Last Name
	

	Email
	

	Contact 2

	First & Last Name
	

	Email
	



III. Billing Contact
Invoices sent monthly per details outlined in Engage360 agreement.

	First & Last Name
	

	Email Address
	

	Phone Number
	



IV. Survey Questions 
· Please select your survey question preferences.
· HeathCheck360 will provide our template questions for review and edit prior to uploading into the Engage360 platform.
	Preferred Cadence
	☐   Weekly (3x)
☐   Weekly (1x)
☐   Weekly (2x)
☐   Daily
☐   Weekly (4x)


	Days of Week
	☐   M
☐   T Spouses
☐   W Spouses
☐   TH Spouses
☐   F Spouses


	Time of Day
	

	Expiration Timeframe
	☐  ___ days Spouses
☐   1 day (recommended)
☐   3 days Spouses
☐   2 days Spouses
☐   Yes


	Allow Comments
	☐   Company Logo – Please provide logo image.
☐   Depends on Question
☐   No


	Logo Preference
	☐   Engage360 Logo

☐   Brand Color – Hex format # ____________ 



	Question Templates
	☐   Truck Drivers
☐   Schools
☐   Manufacturing
☐   Will provide custom list
☐   Office




V. Manager Summary Emails 
· Please select your manager recap summary preferences.
☐   Every 4 Weeks Weeks)

	Preferred Cadence
	☐   Every 2 Weeks 
☐   Every Week
☐   None 


	Day of Week
	☐   M
☐   T Spouses
☐   W Spouses
☐   TH Spouses
☐   F Spouses


	Time of Day
	



VI. Whitelisting Instructions
· HealthCheck360 will provide whitelisting instructions to ensure survey emails and other communications reach your population.


VII. Launch Communication Strategy 
· First, client announces Engage360 to their population (email, team meetings, newsletter, etc.).
· Next, HealthCheck360 sends introduction email, with link to manage survey preferences.
· Recommend sending a day or two prior to the initial survey question launching.
· You will have the opportunity to review this communication and provide any edits prior to the email going out to your population. 
· Lastly, it’s important for managers and top leadership teams to communicate survey results to their employees on an ongoing basis in a manner best fit for your organization.

VIII. Timeline for Deliverables
· The implementation process can take as little as two weeks, with a preferred timeframe being a month. This gives your team more time to provide the employee census, review the survey questions & schedule, and communicate Engage360 to your employees.

	#
	Deliverable
	Owner
	Deadline

	1
	Contract Executed
	Client
	

	2
	Implementation Kick Off Call
	HealthCheck360 / Client
	

	3
	Review Survey Questions & Schedule(s)
	Client
	

	4
	Plan Employee Communications
	HealthCheck360 / Client
	

	5
	Whitelisting Authorization
	Client
	

	6
	Training & Resources
	HealthCheck360 / Client
	

	7
	Launch – Start receiving actionable feedback!
	Client
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