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Introduction
Decima Research is pleased to present the following report to Foreign Affairs and International Trade Canada (DFAIT) on the results of the initial Internal Communications Benchmark Survey.

Internal communications are crucial for a department to effectively manage and inform its employees.  At this time, DFAIT uses various internal communications such as internal communications strategies, advice on the use of the Intranet, Info 60 and Broadcast Messages.  However, recently, the department has launched a new Internal Communications program which DFAIT was interested in evaluating.  

DFAIT was interested in conducting quantitative research to evaluate the new program.  This evaluation would be used as a benchmark to measure future waves of research.

In order to further develop its communications plan in the years to come, DFAIT was interested in interviewing employees of the department to obtain feedback on the new Internal Communications program to address the following objectives:

· Determine what internal communications products are most used by employees;

· Determine if employees prefer certain tools over others;
· Understand how the Communications Bureau can improve internal communications to employees; and

· Understand from who employees want to receive communications from as well as their preferred channel and frequency.

At total of 700 employees were surveyed online and by phone from Decima’s facilities between March 29 and April 29, 2008.  DFAIT provided Decima with the contact information for the survey.  
This report begins with an executive summary highlighting the key findings from the research, followed by a detailed analysis of the results.  Appended to this report is the survey questionnaire in both English and French.

Executive Summary

This report presents the results of research conducted by telephone and online with 700 DFAIT employees between March 29 and April 29, 2008.  The objectives of this research were to set benchmarks for the internal communications function within the department,  to identify different communications vehicles employees most use to obtain information,  to understand their preferred methods of communication, and to evaluate new communications initiatives recently introduced (or potentially introduced) by the internal communications group. Outlined below are the major findings from this research.

· On the whole, employees believe they are well-informed about issues and initiatives (21% very well and 63% fairly well informed).  Just over one in ten believe they are not very well informed, indicating that the ways in which the group is disseminating information are usually working to reach their intended audience.
· Further, there is a relatively high degree of satisfaction with the communications function. Almost nine in ten employees claim to be very or fairly satisfied with the internal communications function.  This is related to the point above, the fact that most employees believe they are finding the information they are looking for at least most of the time.

· The research clearly points to the department’s Intranet as the single-most used resource for information.  In fact, over eight in ten employees surveyed say they use the Intranet to obtain information.  Positively, eight in ten are very or fairly satisfied with the Intranet.  Other methods of communication used by employees include Broadcast Messages, e-mail, and word-of-mouth, which are used by about half or less of employees.
· Employees point to areas where they don’t believe they are receiving enough information.  Specifically, these centre on organizational functions such as Federal Government policy changes, executive committee decisions, human resources updates, departmental changes, as well as staff accomplishments. 
· Staff distinguishes between information they believe should be sent to them directly and other information that should be available.   Critical information that they believe should be sent to them directly includes organizational information such as departmental changes and initiatives, administrative notices, and human resources updates.  A majority of employees believe that all other types of information should be available, but does not need to be sent to them directly.
· Employees clearly like the current method of Broadcast Messages and few would like to revise how these are sent.  In terms of Town Hall meetings, almost six in ten of employees claimed to have attended one and most of these individuals found the sessions to be very or fairly informative.  

· Our World/Notre Monde garners readership of four in ten employees.  Employees largely believe that it is a communication piece that is well-written and an appropriate length.  Areas where they indicate the publication could improve on are on the appropriate frequency, its efficiency, timeliness and interest.
Overall, this data suggests that the internal communications function is working quite well.  Looking specifically at potential areas for improvement, we suggest DFAIT focus on areas where employees feel they are not receiving adequate information.  This includes information specifically pertaining to executive committee decisions, government-wide policies and decisions, human resources updates, and staff accomplishments. It is these areas where a plurality of employees believes they are not receiving adequate communications.  As for the delivery mechanism, we would recommend that this type of information be sent to employees directly rather than be available, as a majority of staff identified this vehicle of communication for these kinds of information.
Résumé

Ce rapport présente les résultats d’une recherche effectuée par téléphone et en ligne auprès de 700 employés du MAECI du 29 mars au 29 avril 2008. Les objectifs de la recherche étaient d’établir des indices de référence pour les communications internes au sein du Ministère, de définir les différents véhicules de communication que les employés doivent utiliser pour obtenir de l’information, de connaître les méthodes de communication qu’ils préfèrent et d’évaluer de nouvelles initiatives de communication mises en œuvre (ou à l’essai) par l’unité des communications internes. Les principaux résultats qui ressortent de la recherche sont les suivants :

· Dans l’ensemble, les employés croient qu’ils sont bien informés sur les enjeux et les initiatives (21 % d’entre eux se croient très bien informés et 63 %, assez bien informés). Un peu plus d’un employé sur dix croit qu’il n’est pas très bien informé, ce qui indique que les approches adoptées par l’unité pour diffuser l’information réussissent habituellement à joindre le public cible.

· Parallèlement, le degré de satisfaction à l’égard des communications est relativement élevé. Près de neuf employés sur dix affirment être très ou assez satisfaits des communications internes. Ce résultat est lié au précédent, à savoir que la plupart des employés croient trouver l’information qu’ils cherchent au moins la plupart du temps.

· La recherche révèle clairement que le site intranet du Ministère est la ressource la plus souvent utilisée pour obtenir de l’information. En fait, parmi les employés sondés, plus de huit sur dix disent utiliser le site intranet à cette fin. Huit employés sur dix sont indéniablement très ou assez satisfaits du site intranet. Les autres ressources utilisées par la moitié des employés ou moins sont notamment les messages pour diffusion générale, les courriels et le bouche-à-oreille.

· Les employés indiquent des domaines pour lesquels ils ne croient pas recevoir suffisamment d’information. Ces domaines se concentrent principalement sur les fonctions organisationnelles telles que les modifications aux politiques du gouvernement fédéral, les décisions du comité exécutif, les Nouvelles des Ressources humaines, les changements ministériels, de même que les réalisations des employés. 

· Les employés font la distinction entre les informations qui doivent selon eux leur être transmises directement et celles qui doivent être disponibles. Les informations essentielles qui doivent selon eux leur être transmises directement comprennent entre autres les informations organisationnelles, par exemple les changements et les initiatives ministériels, les avis administratifs et les nouvelles des ressources humaines. En majorité, les employés croient que toutes les autres informations doivent être disponibles, mais qu’il n’est pas nécessaire qu’elles leur soient transmises directement.

· Il est clair que les employés aiment la méthode actuellement utilisée pour les messages à diffusion générale et ceux qui souhaitent une révision sont peu nombreux. En ce qui concerne les assemblées générales, près de six employés sur dix disent avoir participé à au moins l’une de ces assemblées et la plupart les ont trouvées très ou assez informatives.  

· Quatre employés sur dix ont lu le magazine Our World/Notre Monde. La plupart des employés croient qu’il s’agit d’un document de communication bien écrit et d’une bonne longueur. Ils indiquent que le magazine peut faire l’objet d’améliorations quant à sa fréquence, à son efficacité, à sa publication en temps opportun et à l’intérêt du contenu.

Dans l’ensemble, ces données laissent entendre que les communications internes fonctionnent plutôt bien. En examinant les domaines où des améliorations sont proposées, nous suggérons au MAECI de concentrer son attention sur les domaines pour lesquels les employés n’ont pas l’impression de recevoir suffisamment d’informations : les informations qui se rapportent précisément aux décisions du comité exécutif ainsi qu’aux décisions et aux politiques à l’échelle gouvernementale, les nouvelles des ressources humaines et les réalisations des employés. Plusieurs employés ne croient pas recevoir suffisamment de communications dans ces domaines. Quant à la méthode de diffusion, nous recommandons au MAECI de transmettre ce genre d’informations directement aux employés plutôt que de les mettre à leur disposition, puisqu’il s’agit du véhicule de communication qu’une majorité d’employés disent préférer pour obtenir de telles informations.

Detailed Findings

This report is divided into four sections.  The first section looks at employees’ overall satisfaction with internal communications at the Department.  The next section reviews the current communications tools that employees use.  This is followed by a discussion of the Our World/Notre Monde communications piece.  The last section of this report reviews satisfaction with communications with their manager.
Overall Satisfaction with Internal Communications

As a starting point, employees were asked how well informed they feel they are about internal issues and initiatives within the department.  The results reveal that the department seems to be doing a good job at informing employees. Two in ten (21%) employees believe they are very well informed and an additional six in ten (63%) feel that they are fairly well informed.  By contrast, a small minority (15%) say that they are not very well informed about internal issues and initiatives within the department. 
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Q4: 

Overall, would you say you are very well informed, fairly well informed or not very well informed about internal 

issues and initiatives within the department?
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Satisfaction is quite high with the internal communications function within the department.  Nine in ten claim to be very (29%) or fairly satisfied (58%) with this.  The remainder are not very (12%) or not at all satisfied (1%) with the internal communications function. 
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Q5: 

Overall, how satisfied are you with the department’s internal communication services?
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On the whole, it appears that a majority of employees are finding information on specific internal issues and initiatives at least most of the time.  Indeed, just under one in five (17%) believe they find it all the time and an additional three in five (60%) say they find the information most of the time.  The remainder say it is not often (19%) or very rarely (2%) find the information that they are looking for.  
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Q6: 

If you are searching for information on specific internal issues and initiatives, do you usually find it?
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Among those who are finding the information they are seeking, the Intranet is the most commonly cited source for this information.  In fact, almost all (83%) say they use the Intranet to get their information.  About half use other sources, such as Broadcast Messages (54%).  Slightly fewer use e-mail (45%) or word-of-mouth (42%).  Fewer receive their information from meetings (24%), internal office mail (15%), or Town halls (10%).  A variety of other sources are used by fewer employees. 
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Given the high use of the Intranet for information, it is positive to note that employees are largely satisfied with it.  Slightly more than two in ten are very satisfied (23%) while another six in ten are fairly satisfied (58%) with the intranet.  The remainder say they are not very (16%) or not at all (2%) satisfied with the department’s Intranet. 
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Employees were asked about a variety of pieces of information and if the amount they receive is too much, sufficient, or too little.  The results reveal that on the whole, very few believe they are getting too much information.  They also point to some areas where the department is providing a sufficient amount of information and areas where some feel they don’t receive enough.  
As that graph below demonstrates, a large majority of employees believe they receive a sufficient amount of information with respect to the following:

· Administrative notices (86%);
· Deputy Minister messages (85%);

· Departmental events/conferences (77%);

· Appointments (76%);

· Departmental initiatives/developments (64%); and

· Staffing notices (62%).

By contrast, employees are most likely to say they don’t receive enough information when it comes to the following: 
· Executive committee decisions (44%);

· Human resources updates (41%);
· Federal Government decisions and new policies (37%);

· Team/staff accomplishments (36%); and

· Departmental changes (33%).
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What is Essential Information?
Using the same list of information sources above, employees were asked if it was essential that the information be sent to them, be available but not necessarily sent directly to them, or not important information to make available.  The results indicate that employees make a distinction between wanting to receive some information directly and having it available to them but not necessarily sent directly to them.

Employees are most likely to want the following types of information sent to them directly: 
· Departmental changes (61%);

· Departmental initiatives (50%);

· Government policies (50%); and

· Human Resources updates (48%).
Others believe it is important for the following types of information to be available, but not necessarily sent to them regularly:

· Nomination announcements (62%);
· Departmental events/conferences (62%);

· Team/staff accomplishments (62%);

· Staff activities (57%); 

· Staffing notices (50%); and 

· Deputy Minister messages (50%).

[image: image7.emf]Information Topics

20%

22%

27%

26%

42%

43%

44%

46%

48%

50%

50%

61%

57%

62%

62%

62%

50%

47%

50%

47%

46%

46%

46%

38%

21%

14%

9%

12%

8%

8%

5%

6%

5%

4%

3%

1%

1%

2%

1%

2%

1%

1%

0% 20% 40% 60% 80% 100%

Staff Activities

Team/Staff Accomplishments

Departmental Events

Nomination Announcements

Deputy Ministers' Messages

Executive Committee Decisions

Staffing Notices

Administrative Notices

Human Resources updates

Departmental initiatives/developments

Governmental Policies

Departmental Changes

Essential to be sent to me Important to make available Not important to send or make available Don't Know

Q10: 

For that same list, please indicate whether you think it is a) essential information to be sent to you regularly 

b) less essential information that should be available but not necessarily sent to you regularly c) not important 

information to make available to you.

Base: All Respondents (n=700)


Preferred Communications Methods

Employees were asked about the current methods used to communicate with them, and how they like to receive information about DFAIT and its employees and the results reveal there are some clear preferences for the medium used for receiving information.  The Intranet (81%) is the most liked method of how they currently like to get information about the Department.  This is followed closely by e-mail and Broadcast Messages (76% and 75% respectively).
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Q11: 

What are current ways of receiving information about DFAIT and its employees do you prefer?

Base: All Respondents (n=700)


Meanwhile, employees are split about the other methods of communication used to obtain information.  While close to four in ten say they like internal office mail, a similar proportion says they don’t like to receive information this way (34% versus 36%).  A similar pattern emerges with the following methods: 
· Town halls (24% like, 31% dislike); and

· Employee magazine (22% like, 33% dislike).

When prompted specifically about Broadcast Messages, four in five employees like the current way of receiving these.  The remainder would prefer not to receive notifications but instead prefer to consult the information on the Intranet. 
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When asked about Town Hall meetings, almost six in ten (58%) say they have participated in such a meeting carried out by the Department.  Among those who have attended one, a majority believes that it has been at least fairly informative.  Indeed, more than one in ten employees (13%) found it to be very informative and another one in two employees thought it was fairly informative (54%). The remainder found them to be not very (29%) or not at all (5%) informative.
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Although Town Hall meetings are seen to be informative, a wide variety of suggestions are made by employees on how to improve Town Hall meetings, including: providing more detailed information (8%), holding them more regularly (7%), and having more time for questions (6%).  
Our World/Notre Monde
Less than half of DFAIT employees have read the Our World/Notre Monde publication.  Specifically, 40 percent of employees say they have read it versus 60 percent who have not.
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Those who have read the publication were asked to rate it on a variety of aspects using a 5 point scale where “5” meant “applies very well” and “1” meant “does not apply well at all”.  The results indicate that employees are most likely to agree that the publication is well-written (69%, giving a “4” or “5” rating) and the appropriate length (64%).  Slightly fewer gave high ratings that the publication is consistent with other information distributed and accurate (51% and 51% respectively).  Readers of the publication were least likely to believe that the publication was timely, efficient, and an appropriate frequency (32%, 31%, and 28%). 
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When asked about other topics that should be covered in the publication, few could provide any suggestions.  Indeed, a strong majority of employees (86%) were unable to provide additional areas that should be covered in Our World/Notre Monde.  Among those able to make a suggestion, the two most common ones related to policy decisions (2%).  A variety of other suggestions were made by fewer participants. 
Management Communications

At the conclusion of the survey, employees were asked to what extent they agree with five statements about internal communications.  There is a strong sense among employees that managers are accountable for communicating effectively with staff.  Specifically, six in ten strongly agree with this statement and an additional two in ten somewhat agree with it.  Meanwhile, employees are most likely to strongly agree that their manager is an effective communicator on internal issues and least likely to strongly agree that when their feedback requires action, action is taken (39% and 21% respectively). 
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Survey Methodology

Questionnaire Design

The questionnaire for this survey was developed by Decima Research, in close consultation with the Department of Foreign Affairs and International Trade.  The questionnaire was translated into French by Decima’s in-house translation

Sample Selection and Contact

The sample for this study was designed to complete interviews with a representative sample of 750 employees.  The sample was drawn from a list of employees provided to Decima by DFAIT.  All employees included on the list had an equal opportunity to be selected for inclusion in the survey.  

Survey Administration

In order to maximize the limited sample, a three-step approach was employed to recruit respondents: All potential respondents were initially invited to participate in the study over the telephone and were asked for their e-mail address; respondents were then e-mailed a password and a link to the survey; respondents then completed the survey using an online form.  Participants were given the option of completing the survey by phone or online.

All interviewing was conducted by fully trained and supervised interviewers, and a minimum of 10 percent of all completed interviews were independently monitored and validated in real time.  

A total of 700 surveys were completed by phone and online between March 29 and April 29, 2008.

Appendix A: Survey Questionnaires

2008 Internal Communications Survey 

Final Questionnaire 

March 27, 2008

Hi my name is ___________, I’m calling from Decima, we are conducting a brief survey on behalf of the internal communications unit at Foreign Affairs and International Trade. The survey will take about 12 minutes to complete. All your answers are kept strictly confidential. 

IF RESPONDENT REFUSES:  Would you be interested in completing the survey online at your convenience?  We will send you an email with a link and a password to complete the survey. 

YES ( Send e-mail

NO ( Thank and Terminate

IF VOICE MAIL PLEASE LEAVE THE FOLLOWING MESSAGE:  Hello, my name is ___________, I’m calling from Decima, we would like to invite you to complete a brief survey on behalf of the internal communications group at Foreign Affairs and International Trade. The survey will take about 10 minutes to complete and can be done at your convenience online or over the telephone.  We will send you an email with a link and password to complete the survey. . Thank you very much and we look forward to hearing from you.

S1. Are you currently employed by DFAIT?
            Yes
            No ---> Thank and Terminate
 

S2.  Are you a permanent employee or a contractor?
        1.  Permanent
        2.  Contractor ---> Thank and Terminate
The respondent has now qualified for the survey. 

1. First, about how many years you have been with the department? (NUMERIC OPEN END) (PROVIDE DROP DOWN SCALE 1-40)

2. What is your employment classification?

3. Do you manage / supervise employees?

4. Overall, would you say you are very well informed, fairly well informed or not very well informed about internal issues and initiatives within the department?

	Very well informed 
	3

	Fairly well informed
	2

	Not very well informed
	1

	Don’t know
	99


I would like to ask you a series of questions about the internal communications function within the department. Specifically I am referring to the intranet site, internal communications emails, and other activities that disseminate information to you about the department. 

5. Overall, how satisfied are you with the department’s internal communications services?  

	Very satisfied 
	4

	Fairly satisfied 
	3

	Not very satisfied 
	2

	Not at all satisfied
	1

	Don’t know
	99


6. If you are searching for information on specific internal issues and initiatives, do you usually find it?

	Almost always 
	4

	Most of the time 
	3

	Not often 
	2

	Very rarely
	1

	Don’t know
	99


7. If yes, through which means?

	E-mail 
	1

	Meetings 
	2

	Employee Magazine
	3

	Intranet 
	4

	Broadcast Messages 
	5

	Internal office mail 
	6

	Town Halls 
	7

	Word-of-mouth 
	8

	Other (Specify)
	88


8. Overall, how satisfied are you with the department’s intranet?

	Very satisfied 
	4

	Fairly satisfied 
	3

	Not very satisfied 
	2

	Not at all satisfied
	1

	Don’t know
	99


9. Would you say that the information that you receive about each of the following is “too much,” “sufficient/the right amount,” “insufficient/too little,” or “none.”

ROTATE

a. Staffing notices

b. Human Resources Updates

c. Departmental initiatives/developments 

d. Appointments

e. Administrative notices i.e. building maintenance; systems updates/shut downs, etc. 

f. Staff activities i.e. social events 

g. Executive committee decisions 

h. Departmental changes i.e. changes in policy 

i. Departmental events/conferences 

j. Team/staff accomplishments 

k. Deputy Ministers’ messages

l. Federal Government decisions and new policies 
	Too much 
	4

	Sufficient/the right amount 
	3

	Insufficient/too little 
	2

	None
	1

	Don’t know
	99


10. For that same list, please indicate whether you think it is a) essential information to be sent to you regularly b) less essential information that should be available but not necessarily sent to you regularly c) not important information to make available to you. 

	Staffing notices 
	1

	Human Resources Updates
	2

	Departmental initiatives/developments
	3

	Nomination announcements 
	4

	Administrative notices i.e. building maintenance; systems updates/shutdowns, etc. 
	5

	Staff activities i.e. social events
	6

	Executive committee decisions
	7

	Departmental changes i.e. changes in policy 
	8

	Departmental events/conferences 
	9

	Team/staff accomplishments 
	10

	Deputy Ministers’ messages 
	11

	Governmental policies
	12

	Other (specify)
	88


	Essential to be sent to me
	3

	Important to make available
	2

	Not important to send or make available
	1

	Don’t know
	99


11. What are the current ways of receiving information about DFAIT and its employees do you prefer?: like; somewhat like; dislike, don’t know? (READ LIST) 

	
	Like 

(3)
	Somewhat like

(2)
	Dislike

(1)
	Dk/Ref

(99)

	Email
	
	
	
	

	Meetings
	
	
	
	

	Employee Magazine
	
	
	
	

	Intranet 
	
	
	
	

	Broadcast Messages 
	
	
	
	

	Internal office mail
	
	
	
	

	Town Halls 
	
	
	
	

	Word-of-mouth
	
	
	
	

	Info 60
	
	
	
	


12. Thinking about broadcast messages specifically, do you like receiving a daily notification email for broadcast messages (current way), or would you prefer not to receive a daily notification and instead consult this information on the intranet homepage when it is suitable for you (if the list of broadcast messages was better categorized)? 

	Current way
	2

	No notification, but better categorized
	1

	Don’t know 
	99


13. Have you participated in any of the town hall meetings carried out by the department? 

	Yes 
	2

	No
	1

	Don’t know 
	99


(ASK Q’s 17 and 18 IF YES TO Q16)

14. Would you say that those meetings were very informative, fairly informative, not very informative or not at all informative?

	Very informative 
	4

	Fairly informative
	3

	Not very informative 
	2

	Not at all informative 
	1

	Don’t know
	99


15. What do you suggest to improve Town Hall meetings (OPEN-END)

16. The internal communications unit has launched a new magazine for DFAIT staff called Our World/Notre Monde. The focus of the magazine will be on employees and their lives at DFAIT. Have you read it?

17. If yes, how would you rate it based on each of the following criteria? Please use a scale from 1 to 5 where 1 means it “does not apply at all” and 5 means it “applies very well”.

ROTATE

a. Well-written

b. Sufficient detail

c. Relevant 

d. Appropriate length

e. Timely 

f. Appropriate frequency

g. Interesting

h. Accurate 

i. Efficient (gets you the information you need quickly and easily)

j. Consistent with other information being distributed

	1. Does not apply at all
	1

	2 
	2

	3
	3

	4
	4

	5  Applies very well
	5

	Don’t know
	99


18. Are there important topics that you think the magazine should cover? (OPEN END)

19. Please state whether you strongly agree, somewhat agree, somewhat disagree or strongly disagree with the following statements. 

a) My manager is an effective communicator on internal issues.

b) There are adequate mechanisms in place for me to provide feedback to my manager and those above my manager. 

c) When I provide feedback it gets to the appropriate people. 

d) When my feedback requires action, action is taken. 

e) Managers are accountable for communicating effectively with staff

	Strongly agree
	4

	Somewhat agree
	3

	Somewhat disagree
	2

	Strongly disagree
	1

	Don’t know 
	99


Sondage 2008 sur les communications internes

Ébauche du questionnaire

Bonjour, je m’appelle ___________ et je vous téléphone de la part de Décima. Nous effectuons un court sondage pour le compte de l’unité des communications internes d’Affaires étrangères et Commerce international Canada. Le sondage dure environ 12 minutes. Toutes vos réponses demeureront strictement confidentielles.

SI LE RÉPONDANT REFUSE : Accepteriez-vous de répondre à ce sondage en ligne au moment qui vous conviendra? Nous vous acheminerons un courriel qui comprendra un lien et un mot de passe pour répondre au sondage. 

OUI ( Acheminez le courriel

NON ( Remerciez et terminez

SI BOÎTE VOCALE, LAISSEZ LE MESSAGE SUIVANT : Bonjour, je m’appelle ___________ et je vous téléphone de la part de Décima. Nous aimerions vous inviter à répondre à un bref sondage que nous effectuons pour le compte de l’unité des communications internes d’Affaires étrangères et Commerce international Canada. Le sondage dure environ 12 minutes et vous pouvez y répondre en ligne ou au téléphone selon votre préférence. Nous vous acheminerons un courriel qui comprendra un lien et un mot de passe pour répondre au sondage. Nous vous remercions à l’avance de votre collaboration.

S1)  Travaillez-vous actuellement pour le MAECI?

            Oui

           Non ---> Remerciez et terminez

 

S2) Êtes-vous un(e) employé(e) permanent(e) ou un(e) employé(e) contractuel(le)?

        1.  Permanent(e)

        2.  Contractuel(le) ---> Remerciez et terminez

1. Depuis combien d’années travaillez-vous au Ministère? (RÉPONSE NUMÉRIQUE OUVERTE) (MENU DÉROULANT DE 1 À 40)

2. Quelle est votre classification d’emploi? AS; IS; FS; PM; CR; etc.

3. Y a-t-il des employés qui relèvent de vous ou supervisez-vous des employés?

4. Dans l’ensemble, diriez-vous que vous êtes très bien informé(e), assez bien informé(e) ou pas très bien informé(e) sur les enjeux et les initiatives internes au sein du Ministère?

	Très bien informé(e)
	3

	Assez bien informé(e)
	2

	Pas très bien informé(e)
	1

	Ne sais pas
	99


J’aimerais vous poser quelques questions au sujet des communications internes au sein du Ministère. Je fais référence précisément au site intranet, aux courriels de communications internes et aux autres activités utilisées pour diffuser de l’information au sujet du Ministère.

5. Dans l’ensemble, quel est votre niveau de satisfaction à l’égard des services de communications internes du Ministère?

	Très satisfait(e)
	4

	Assez satisfait(e)
	3

	Pas très satisfait(e)
	2

	Pas du tout satisfait(e)
	1

	Ne sais pas
	99


6. Lorsque vous cherchez de l’information portant sur des initiatives ou des enjeux internes précis, trouvez-vous habituellement cette information…

	Presque toujours
	4

	La plupart du temps
	3

	Pas très souvent
	2

	Très rarement
	1

	Ne sais pas
	99


7. Si oui, de quelle façon?

	Courriels
	1

	Rencontres
	2

	Magazine pour les employés
	3

	Intranet
	4

	Messages pour diffusion générale
	5

	Courrier interne
	6

	Assemblée générale
	7

	Bouche-à-oreille
	8

	Autre (Veuillez préciser)
	88


8. Dans l’ensemble, quel est votre niveau de satisfaction à l’égard du site intranet du Ministère?

	Très satisfait(e)
	4

	Assez satisfait(e)
	3

	Pas très satisfait(e)
	2

	Pas du tout satisfait(e)
	1

	Ne sais pas
	99


9. Pour chacun des éléments suivants, diriez-vous que la quantité d’information que vous recevez est « surabondante », « suffisante/ adéquate », « insuffisante/inadéquate » ou « inexistante »?

ALTERNEZ

a. Avis concernant la dotation en personnel

b. Nouvelles des Ressources humaines

c. Initiatives/développements au Ministère

d. Rendez-vous

e. Avis administratifs, p. ex. entretien des immeubles, mises à niveau/arrêt des systèmes, etc.

f. Activités pour les employés, p. ex. activités sociales

g. Décisions du comité exécutif

h. Changements ministériels, p. ex. modifications aux politiques

i. Événements/Conférences du Ministère

j. Réalisations de l’équipe/des employés

k. Messages des sous-ministres

l. Décisions du gouvernement fédéral et nouvelles politiques

	Surabondante
	4

	Suffisante/Adéquate
	3

	Insuffisante/Inadéquate
	2

	Inexistante
	1

	Ne sais pas
	99


10. À partir de la même liste, veuillez indiquer si vous croyez qu’il s’agit a) d’informations essentielles qui doivent vous être régulièrement transmises b) d’informations moins essentielles qui doivent être disponibles, mais qui ne doivent pas nécessairement vous être transmises régulièrement c) d’informations qu’il n’est pas important que l’on mette à votre disposition.

	Avis concernant la dotation en personnel
	1

	Nouvelles des Ressources humaines
	2

	Initiatives/développements au Ministère
	3

	Annonces de nominations
	4

	Avis administratifs, p. ex. entretien des immeubles, mises à niveau/arrêt des systèmes, etc.
	5

	Activités pour les employés, p. ex. activités sociales
	6

	Décisions du comité exécutif
	7

	Changements ministériels, p. ex. modifications aux politiques
	8

	Événements/Conférences du Ministère
	9

	Réalisations de l’équipe/des employés
	10

	Messages des sous-ministres
	11

	Politiques gouvernementales
	12

	Autre (Veuillez préciser)
	88


	Informations essentielles qui doivent vous être régulièrement transmises
	3

	Informations moins essentielles qui doivent être disponibles
	2

	Informations qu’il n’est pas nécessaire que l’on mette à votre disposition
	1

	Ne sais pas
	99


11. À l’heure actuelle, lesquels des modes de communication suivants préférez-vous que l’on utilise pour vous transmettre de l’information sur le MAECI et ses employés? Veuillez indiquer si vous l’aimez, vous l’aimez un peu, vous ne l’aimez pas, vous ne savez pas? (LISEZ LA LISTE)

	
	Vous l’aimez

(3)
	Vous l’aimez un peu

(2)
	Vous ne l’aimez pas

(1)
	Vous ne savez pas/Refusez

(99)

	Courriels
	
	
	
	

	Rencontres
	
	
	
	

	Magazine pour les employés
	
	
	
	

	Intranet
	
	
	
	

	Messages pour diffusion générale
	
	
	
	

	Courrier interne
	
	
	
	

	Assemblée générale
	
	
	
	

	Bouche-à-oreille
	
	
	
	

	Info 60
	
	
	
	


12. En pensant précisément aux messages à diffusion générale, aimez-vous recevoir les avis quotidiens de diffusion des messages par courriel (mode actuel) ou aimeriez-vous mieux ne plus recevoir d’avis quotidiens et plutôt consulter l’information sur la page d’accueil de l’intranet au moment qui vous convient (en supposant une meilleure organisation de la liste des messages à diffusion générale)?
	Mode actuel
	2

	Arrêt des avis, mais meilleure organisation
	1

	Ne sais pas
	99


13. Avez-vous déjà participé à une assemblée générale organisée par le Ministère? 

	Oui
	2

	Non
	1

	Ne sais pas
	99


(POSEZ Q17 et Q18 SI OUI À Q16)

14. Diriez-vous que ces assemblées ont été très informatives, assez informatives, pas très informatives ou pas du tout informatives?

	Très informatives
	4

	Assez informatives
	3

	Pas très informatives
	2

	Pas du tout informatives
	1

	Ne sais pas
	99


15. Que suggérez-vous pour améliorer les assemblées générales? (RÉPONSE OUVERTE)

16. L’unité des communications internes a lancé un nouveau magazine intitulé Our World/Notre monde pour les employés du MAECI. Le magazine porte sur les employés et leur vie au sein du MAECI. L’avez-vous lu?

17. Si oui, quelle note lui accorderiez-vous pour chacun des critères suivants? Veuillez répondre sur une échelle de 1 à 5, où 1 signifie qu’il ne s’applique aucunement et 5, qu’il s’applique très bien.

ALTERNEZ

m. Bien écrit

n. Suffisamment détaillé

o. Pertinent

p. D’une bonne longueur

q. Publication en temps opportun

r. Fréquence appropriée

s. Intéressant

t. Exact

u. Efficace (vous donne l’information dont vous avez besoin rapidement et facilement)

v. En harmonie avec toute l’information transmise

	1. Ne s’applique aucunement
	1

	2 
	2

	3
	3

	4
	4

	5. S’applique très bien
	5

	Ne sais pas
	99


18. Y a-t-il des sujets importants qui devraient être abordés dans le magazine? (RÉPONSE OUVERTE)

19. Veuillez indiquer si vous êtes fortement en accord, plutôt en accord, plutôt en désaccord ou fortement en désaccord avec les énoncés suivants.

f) Mon supérieur est un communicateur efficace pour ce qui est des enjeux internes.

g) Il y a un mécanisme adéquat qui me permet de transmettre mes commentaires à mon gestionnaire et à ses supérieurs hiérarchiques.

h) Lorsque j’émets des commentaires, ils sont transmis aux bonnes personnes.

i) Lorsque mes commentaires appellent à l’action, les mesures nécessaires sont prises.

j) Les gestionnaires sont tenus de communiquer efficacement avec leurs employés.

	Fortement en accord
	4

	Plutôt en accord
	3

	Plutôt en désaccord
	2

	Fortement en désaccord
	1

	Ne sais pas
	99
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