Start an email Jist that includes the email
addresses for everyone who belongs to the
team—not just the réepresentative group
members. Send out 3 weekly or bi-monthly
email with updates on the latest Mmeeting,
the team’s recent test of change and any
other important UBT news,

‘email list.

Put out a
newsletter.

Newsletters don't have to be 12
Pages long—they can be just one or
two pages! You can include articles
about your team’s recent successes
and challenges. Click here for a
newsletter template that you can
modify, print out and putin every-
one’s mailboxes.

Designate one or two people in the UBT
to be “communicators.” Their job is to
check in regularly with each individual in
the department ang give them an update

on the team’s Projects. Start with some-
one who is already very
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Just how does a representative
UBT makes everyone in the
department feel they are part
of the team? Here are some
communications ideas for
representative UBTs.
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Place a suggestion
box in a common area.

Encourage the feed back of your
colleagues. Make sure team members

on all shifts have input. Collect the

= 4
omments regularly. Provide answers to

Questions and report on the feedback in
your newsletter, emails and/or huddles




