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FACULTY MORALE TOOLKIT

Diagnose Causes of Low Morale
Communication Templates

Use these templates and resources to announce the school’s
investment in faculty and communicate to faculty on how the school
plans to diagnose causes of low morale via collecting quantitative
and qualitative input from faculty.
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Legal Caveat

EAB Global, Inc. ("EAB”) has made efforts to
verify the accuracy of the information it provides
to partners. This report relies on data obtained
from many sources, however, and EAB cannot
guarantee the accuracy of the information
provided or any analysis based thereon. In
addition, neither EAB nor any of its affiliates
(each, an “EAB Organization”) is in the business
of giving legal, accounting, or other professional
advice, and its reports should not be construed as
professional advice. In particular, partners should
not rely on any legal commentary in this report as
a basis for action, or assume that any tactics
described herein would be permitted by applicable
law or appropriate for a given partner’s situation.
Partners are advised to consult with appropriate
professionals concerning legal, tax, or accounting
issues, before implementing any of these tactics.
No EAB Organization or any of its respective
officers, directors, employees, or agents shall be
liable for any claims, liabilities, or expenses
relating to (a) any errors or omissions in this
report, whether caused by any EAB Organization,
or any of their respective employees or agents, or
sources or other third parties, (b) any
recommendation by any EAB Organization, or (c)
failure of partner and its employees and agents to
abide by the terms set forth herein.

EAB is a registered trademark of EAB Global, Inc.
in the United States and other countries. Partners
are not permitted to use these trademarks, or
any other trademark, product name, service
name, trade name, and logo of any EAB
Organization without prior written consent of EAB.
Other trademarks, product names, service
names, trade names, and logos used within these
pages are the property of their respective
holders. Use of other company trademarks,
product names, service names, trade names, and
logos or images of the same does not necessarily
constitute (a) an endorsement by such company
of an EAB Organization and its products and
services, or (b) an endorsement of the company
or its products or services by an EAB
Organization. No EAB Organization is affiliated
with any such company.

IMPORTANT: Please read the following.

EAB has prepared this report for the exclusive use
of its partners. Each partner acknowledges and
agrees that this report and the information
contained herein (collectively, the “Report”) are
confidential and proprietary to EAB. By accepting
delivery of this Report, each partner agrees to
abide by the terms as stated herein, including the
following:

1. Allright, title, and interest in and to this
Report is owned by an EAB Organization.
Except as stated herein, no right, license,
permission, or interest of any kind in this
Report is intended to be given, transferred to,
or acquired by a partner. Each partner is
authorized to use this Report only to the
extent expressly authorized herein.

2. Each partner shall not sell, license, republish,
distribute, or post online or otherwise this
Report, in part or in whole. Each partner shall
not disseminate or permit the use of, and shall
take reasonable precautions to prevent such
dissemination or use of, this Report by (a) any
of its employees and agents (except as stated
below), or (b) any third party.

3. Each partner may make this Report available
solely to those of its employees and agents
who (a) are registered for the workshop or
program of which this Report is a part, (b)
require access to this Report in order to learn
from the information described herein, and (c)
agree not to disclose this Report to other
employees or agents or any third party. Each
partner shall use, and shall ensure that its
employees and agents use, this Report for its
internal use only. Each partner may make a
limited number of copies, solely as adequate
for use by its employees and agents in
accordance with the terms herein.

4. Each partner shall not remove from this
Report any confidential markings, copyright
notices, and/or other similar indicia herein.

5. Each partner is responsible for any breach of
its obligations as stated herein by any of its
employees or agents.

6. If a partner is unwilling to abide by any of the
foregoing obligations, then such partner shall
promptly return this Report and all copies
thereof to EAB.

eab.com
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Communication for
Diagnostic Survey

Use the following templates to provide context for the morale diagnostic
survey and invite faculty to complete it.

TEMPLATES
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EAB’s Improving Faculty Morale Toolkits: Diagnose Causes of Low Morale Communication Templates

Introducing the Diagnostic Survey Templates

Below are email templates that school leaders can use to introduce their school’s
investment in change and the morale diagnostic survey to faculty. Please adapt this
template as needed.

Initial Email from Head of School

SUBJECT: Our investment in improving morale—please take our survey
EMAIL:
Dear Faculty,

I want to thank each of you for all you do to support our students. These past few years have
been particularly difficult, and as we look ahead, we are investing in making systemic changes
that will create stronger systems of support. You are invaluable to our school—we know it’s crucial
that we constantly work to create conditions that enable you to thrive.

As a part of these efforts, we are partnering with a research firm, EAB, who will be guiding our
school leadership team through a process to better understand your needs and systematically
address the challenges you’re facing. Over the next year, I'll be attending several sessions with
independent school leaders from across the nation to learn how we can better support you all. The
crucial first step in this process is hearing from you. We can only work toward change if we
understand where our greatest problems exist, which is where we need your help.

We are starting by asking you to fill out a quick 5-minute survey about your experiences
working at our school. You can find the survey here [hyperlink] as well as a link below.

Keep in mind:

. This survey is completely confidential. You will not be required to provide any personally
identifying information and data will be aggregated.

. If you have any questions, or experience any technical issues, please reach out to <insert
name>

. The survey will be open today through <insert date>.

This survey is just one part of our investment. We will also be having follow-up conversations with
faculty to help us gain more clarity around what we learn in the survey. Those conversations will
begin starting <insert date>. Next, we will partner with EAB to conduct a deep dive into the
results and start to craft solutions. We will be in touch by <insert date> with our takeaways from
this process so far and our plan moving forward.

HKAARKKKKINSERT SURVEY LINK***HH%
Thank you in advance for your time in participating in this important step of the process.
Best,

Head of School Name
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Introducing the Diagnostic Survey Templates (Cont.)

Initial Email from Division Directors

SUBJECT: Faculty Morale Survey Closing <INSERT DATE>
EMAIL.:
Dear Faculty,

In follow up to (head of school name)’s message, I also wanted to express my gratitude for
all that you have given our students and greater school community.

As mentioned, we are partnering with EAB to commit to a systemic investment in
improving your experiences at our school, which begins with hearing from you.

I want to encourage you to participate in this process. The more feedback we receive, the
greater we can understand where improvements must be made.

Below is the link to the anonymous survey that is being conducted schoolwide. The survey is
open until <INSERT DATE>. Thank you in advance for your participation in this crucial
process.

FRAKAXRKINSERT SURVEY LINK** k4%
Best,

Division Director Name
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Sending Diagnostic Survey Reminder Templates

Reminder Email from Head of School

SUBJECT: Reminder: Morale Survey Closes <INSERT DATE>
EMAIL.:

Dear Faculty,

I want to thank all who have participated in our survey.

For those who have not yet had the chance to participate, please consider taking 5 minutes to
complete the anonymous survey today. The survey will be open until <INSERT DATE>. As a
reminder, after the survey is closed, we will begin our follow-up conversations during the
week of <INSERT DATE>. Participation will be voluntary, but available to all.

Thank you again for your time. We are looking forward to involving you in our commitment to
investing in your experience, as integral members of our community.

Best,

Head of School Name

Reminder Email from Division Directors

SUBJECT: Reminder: Morale Survey Closes <INSERT DATE>
EMAIL.:
Dear Faculty,

So far, we have seen a strong participation from our faculty in the schoolwide faculty morale
survey—thank you! It is very important to me that all voices are heard in this process. If you
have not yet had the chance to take the survey, please consider taking 5 minutes to complete
it today. As a reminder, the survey will close on <INSERT DATE>.

Thank you again for your time.
Best,

Division Director Name
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Tips to Create Diagnostic Survey Awareness

Schools should consider other ways to generate awareness and excitement about the
survey. Consider the following ways to communicate about the survey and remind
faculty of the importance of their participation.

D Ask division directors to communicate with their faculty using the EAB-provided
templates

Post the survey link in any faculty communication portal the school uses (e.g.,
intranet, social media)

Distribute information about the survey and the school’s investment in morale via

D Suggest division directors provide time during faculty meetings to take the survey
D existing newsletters, already-scheduled town halls, etc.
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Communication for
Qualitative Input

Use the following templates to provide context for the qualitative input
conversations about morale and invite them to the sessions.

WORKSHEET
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Invitations to Qualitative Input Sessions

Below are sample messages for inviting faculty to take part in morale conversations.

Advance notice that division directors will ask morale questions during an
upcoming faculty meeting:

Email from Division Director:

SUBJECT: Planning to ask questions about your faculty experience at next faculty meeting
EMAIL.:

Hi all,

I wanted to touch base to share that during our next faculty meeting, I plan to take
minutes of the agenda to focus on some questions related to the faculty survey we recently
launched. This will be an opportunity for you to share some feedback on your experience as a
faculty member at our school. No need to prepare anything!

As you may be aware, our partner research firm, EAB, is guiding us through a process of better
understanding and addressing the challenges you're facing. Having these conversations is part
of this process. It is invaluable to hear your voices to be effective, so we wanted to set aside
time to listen. We are looking forward to the conversation!

Best,

Division Director Name

Incorporating the conversation into an existing meeting:

Email from Facilitator:

SUBJECT: Upcoming [name of typical meeting] will be focused on morale
EMAIL:

Hi all,

I'm looking forward to our next [name of] meeting on [date].

I wanted to share ahead of time that we will be pausing our typical agenda to focus on some
questions related to the faculty survey we recently launched. During this meeting, we will
spend __ minutes inviting you to share feedback on your experience as a faculty member at
our school. No need to prepare anything!

As you may be aware, our partner research firm, EAB, is guiding us through a process of
better understanding and addressing the challenges you’re facing. Having these conversations
is part of this process. It is invaluable to hear your voices to be effective, so we wanted to set
aside time to listen.

We are looking forward to the conversation!
Best,

Facilitator Name
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Invitations to Qualitative Input Sessions (Cont.)

Inviting faculty to take part in stay interview:

Email from school leader who will conduct stay interview

SUBJECT: Willing to talk with me about your experience as a faculty member?
EMAIL:

Hi [NAME],

I wanted to invite you to take part in a 30-minute conversation with me to share feedback on
your experience as a faculty member at our school. These conversations are related to the
survey we recently launched about your experiences.

As you may be aware, our partner research firm, EAB, is guiding our school leadership team
through a process to better understand our faculty’s needs and address the challenges you're
facing. It is crucial that we hear from as many voices as possible, and I want to create a space
for you to share about your experiences with me. No need to prepare anything!

If you are willing, please let me know, and we can find a time for me to come to your classroom
and chat. I'd come with a few specific questions, but I really want to use it as an opportunity to
hear about what’s most important to you. Thank you in advance for your consideration in taking
part.

Best,

School Leader Name
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ABOUT EAB

At EAB, our mission is to make education smarter and our communities stronger.
We work with thousands of institutions to drive transformative change through
data-driven insights and best-in-class capabilities. From kindergarten to college
to career, EAB partners with leaders and practitioners to accelerate progress and
drive results across five major areas: enrollment, student success, institutional

strategy, data analytics, and diversity, equity, and inclusion (DEI). We work with
each partner differently, tailoring our portfolio of research, technology, and

marketing and enrollment solutions to meet the unique needs of every leadership
team, as well as the students and employees they serve. Learn more at eab.com.




