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Summerhill Group Employee Move Communications Plan 
 
Company Vision  
Our goal is to bring enthusiasm, insight, and innovation to help our clients engage their customers in order to build stronger 
relationships and encourage better choice 
 
Business Goals re: The Move 
1.  To retain the maximum amount of employees possible. Ideally lose less than the 10% of employees predicted by studies 
2.  To maintain a strong corporate culture where most employees feel positively engaged 
3.  To integrate Summherhill with the larger Leaside neighbourhood 
 
Business Priorities re: The Move 
1. Ensuring that employees feel appreciated, respected and heard 
2. Maintain the same levels of engagement and productivity before and after the relocation 
3. Build a better employee intranet that services the changing needs of employees 
4. Focusing on the long term benefits of the move 
5. Creating a positive relationship and reputation between Summerhill and the Leaside community 
 
Employee Communications Key Objectives  
1. To ensure employees are provided with up-to-date communications about the status of the move. 
2. To facilitate open communications between employees and management, ensuring the employees concerns are voiced. 
3. To promote the benefits of the Leaside area  
 
Strategic Employee Communications Priorities  
1. Create key messages around the move, the new location and how it aligns with business goals 
2. Ensure that employees have appropriate communication vehicles to voice their opinions to management 
3. Promote the Leaside community and its vision for the future to get employee “buy-in” 
4. Educate the employees on the new tools and initiatives that will help ease the transition and solve logistical problems 
5. Measure the effectiveness of employee engagement and job satisfaction 
 
Employee Communications Principles 
1. To communicate with employees in a symmetrical manner that fasters dialogue 
2.  Respect the opinions of employees and ensure they feel comfortable voicing their concerns 
3.  Use technology to create communication tools that are beneficial to both employees and management 
4.  Ensuring that employees have access to information that helps them plan their new commute 
5.  Providing information in a timely manner 



       

Communications Priorities 
1. Fostering open 
communication 
between management 
and employees 

2.  Implementing flex 
hours and 
telecommuting 
guidelines 

3. Developing a new 
communication 
channel on employee 
intranet 

4.  Creating a new 
employee 
appreciation program 

5.  Promoting 
Summerhill within the 
Leaside community 

 
TACTICS 

 Hold an all hands 
meeting to 
announce the move 

 Ask employees to 
send questions and 
concerns regarding 
the move via e-mail, 
so they can be 
adequately 
answered during 
the meeting.  

 Allow questions to 
be anonymous to 
ensure that 
employees can 
voice their concerns 
in an honest 
manner 

 Schedule 
subsequent all 
hands meetings 
one week after the 
move, and a few 
months after the 
move 

 
TACTICS 

 Communicate the 
advantages and 
disadvantages of 
telecommuting 

 Create employee 
guides and quick 
reference 
documents for 
connecting from 
home via secure 
VPN access 

 Create a schedule 
so employees know 
who is in the office 
and who is not 
based on the 
calendar 

 Create a schedule 
for employees 
working different 
flex hours 

 

 
TACTICS 

 Creating a new 
portal within the 
employee intranet 
that specifically 
deals with issues 
surrounding the 
move and the new 
location 

 Use intranet to host 
a forum where 
employees can 
communicate about 
carpooling 
opportunities 

 Promote the 
channel to 
employees as a 
new way to manage 
their transportation 
needs 

 Provide information 
on the benefits of 
walking/biking to 
work 

 
TACTICS 

 Create a series of 
events aimed at 
engaging 
employees and 
lifting morale 

  Implement an 
employee awards 
recognition program 
to foster positive 
engagement 

 Honour the 
recognized 
employees in office-
wide celebrations 

 Feature the 
employees on the 
employee intranet 
and internal 
newsletters 

 Create employee 
events that bolster 
employee 
engagement 

 
TACTICS 

 Create a new 
website about 
Summerhill’s move 
to Leaside. 

 Reach out to local 
restaurants to 
communicate new 
business 
opportunities that 
come with 
increased people 
in the area. 

 Promote local 
businesses to 
employees. 

 Communicate new 
and future 
developments 
within the 
neighbourhood 

 Promote local 
events that benefit 
the community 
through the help of 
Summerhill 
employees 



       

 Content/Key Messages: 
 
1.  The company is moving to a new location near Commercial Road and Industrial Street in the Leaside neighbourhood in 
September of 2014.  The move is being made as part of the long term goals of the company, which include cost savings by 
investing in a new building owned by the company, rather than renting the expensive mid-town location.  The Leaside 
community is currently in transition and Summerhill has the opportunity to create a positive social impact on the 
neighbourhood.   
 
 
2.   Management understands that the new location will create issues for employees who are used to having a more 
convenient location near a TTC subway station and other amenities.  The company is committed to its employees and wants 
to ensure that the voices and concerns of employees are heard.  New communication tools and guidelines will be 
implemented before, during and after the move to facilitate an easy transition.  Management is making changes to working 
hours, allowing for more telecommuting and flex hours to address the needs of its employees.  These changes and tools will 
be communicated to the employees in a timely and respectful manner as they are rolled out. 
 
 
3. The company has a long term view and is committed to supporting the Leaside community where it plans to operate in the 
future.  The company will be a proactive member of the community who strives to create relationships with local businesses 
and organizations to create a positive impact on the larger Leaside community.  Summerhill employees will play an important 
role in creating positive change in the community by taking part in local events that benefit the neighbourhood.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



       

 
Editorial Calendar 
 
Milestone 

 
Content 

 
Timing 

 
Desired Outcome/
Behaviour 

 
Tactics/Vehicles 

 
Responsibility 

Announcing 
the move 

An e-mail announcement 
plus information in the 
employee newsletter, 
followed by an all hands 
meeting.  Subsequent 
meetings will take place to 
address employee concerns 
and answer questions. 

January 
2015 (9 
months 
before 
move) 

Employees 
understand where 
they will be going 
and how they will 
be impacted by the 
move 

E-mail, newsletter, 
and all hands 
company meeting. 

Senior 
management in 
partnership with 
communicator. 

The month of 
the move 

A detailed plan about the 
specific logistics of the 
move.  The rollout of a new 
website for both employees 
and the larger community.  
The rollout of a new 
employee facing intranet 
portal that allows them to 
connect  

Mid-august 
to mid-
September 
2015 (the 
weeks 
leading up 
to the movie 
and during 
the move) 

Employees feel 
supported by the 
company and have 
had their concerns 
addressed in a 
suitable manner 

E-mail, new website 
launch, employee 
intranet portal 
launch 

The “Planning 
the Move” 
committee 

Celebrating 
the move 

A company-wide celebration 
taking place at the new 
location.  At this time the 
company will launch the 
new employee appreciation 
program, the new 
community engagement 
program, as well as new 
guidelines for 
telecommuting and flex 
hours. 

October 
2015 (after 
the move is 
complete 
and all staff 
are in the 
new 
location) 

Employees are 
excited about the 
new chapter of 
Summerhill and feel 
appreciated by the 
company. 

E-mail, employee 
reference 
documents and 
guides, new intranet 
functionality, and an 
event. 

The “Planning 
the Movie” 
committee 
specifically, but 
all employees 
generally 

Follow up A survey to measure 
employee engagement and 
satisfaction. 

March 2016 
(6 months 
after move) 

Employees provide 
honest feedback. 

An anonymous web 
survey. 

Communications 
and Human 
Resources 

 


