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Summary

From the Summary page you 

will be able to download 

posters to promote your 

entry into the Accreditation 

and Sunday Times.

You will also be able to 

download a copy of the letter 

that should be used at least 

7 days before you announce 

your survey.



From this page you will be 

able to choose how to 

survey your employees 

either by paper or online or 

a mixture of both. We 

always recommend that if 

you are able to survey on-

line that you choose this 

option as this tends to 

achieve a higher response 

rate.

You will be able to specify 

how many leavers you have 

had since the payroll date

submitted.

Tailoring Your Survey



There are several 

questions within the 

survey that refer to the 

leader and senior 

management of the 

organisation, you will 

need to clarify who these 

people or groups of 

people are. The text that 

you type here will appear 

in the covering letter as 

shown in the next slide.

Clarifying Leadership Roles



This is how the text 

you have entered will 

appear in the covering 

letter/email

Your Covering Letter

The survey will take around 15 minutes to complete, and your responses will help us to 
recognise what our organisation is doing well. It will also help us to identify what you would 
like changed or are currently unhappy about. Please be completely honest and include all 
your thoughts in the survey, whether good or bad.

Best Companies Limited guarantees the confidentiality of your responses and we will not 
have access to individual data. The unique ID number on the back of the survey is to identify 
which organisation you work for and to prevent duplication of survey responses. For your 
own protection please keep this confidential.

When completing the survey please use the following guidelines:

Dear Respondent,

Our organisation has registered to participate in the Best Companies Sunday Times List 2011 
and Accreditation 2011 survey. This survey is conducted by Best Companies Limited - an 
independent and authoritative research company that specialises in Workplace Engagement.   
The Sunday Times Best Companies To Work For list will be published in the Sunday Times 
during March 2011 and the annual Best Companies Accreditation list is published in January 
2011.

All employees have been chosen to participate in the survey. Please help by completing the 
survey on what it is like to work for us at ‘A Company’.



You must ensure the total 

headcount matches the 

figures you have given 

previously either at 

registration or at the 

‘Confirm Figures’ stage. 

From this page you will be 

asked to define your 

employment groups, this 

enables us to feedback 

data on the specific 

groups that you have 

defined within your 

organisation. 

The employment group 

text that you enter will 

appear in the covering 

letter/email exactly as it 

is typed.

Defining Employment Groups



Best Companies provide a 

number of generic job 

roles based on the sector 

you specified at 

registration, these are in 

addition to the 

Employment Groups which 

you have defined 

previously.  You can 

choose to omit these from 

this screen, if you do this 

they will not appear on the 

on-line survey and a 

message will be added to 

the paper covering letter 

‘Please Ignore Roles 

Option On The Employee 

Survey.’

Job Role Options



Once you have submitted 

section1 you will no longer 

be able to make changes to 

the data you have entered 

previously. 

PLEASE ENSURE THAT THE 

PREVIOUS INFORMATION 

IS CORRECT BEFORE YOU 

SUBMIT. 

If you need to make 

changes after you have 

submitted you will need to 

contact Best Companies.

Submit Distribution Section 1



You now have the option 

to test your filtering or 

anti spam measures to 

ensure the email survey 

from Best Companies will 

arrive safely.

Online Survey Distribution



If you have selected the 

online survey option, at 

this stage you will need 

to provide your employee 

email addresses. 

You must download an 

excel spreadsheet from 

your Best Companies 

webpage, add your email 

addresses and upload the 

same spreadsheet back 

onto the website.

Distribution Instructions



From this screen you 

can download your 

communications. If you 

decide to amend your 

covering letter you will 

be able to submit your 

amends online for 

approval. 

Communications Download



Many organisations 

make a charitable 

contribution for each 

survey returned; this 

has proved to be very 

successful in achieving 

higher response rates. 

If your organisation will 

be making a charitable 

contribution we ask that 

you provide details on 

this page.

Charitable Contribution



You can now choose the 

date on which to 

distribute your surveys. 

Email surveys will be sent 

between 9 and 5pm on 

the date you choose. 

Paper surveys will be sent 

to you 5 days prior to this 

date, for you to distribute

You will also need to 

confirm several things 

before submitting this 

page.

Set Date and Distribution Summary



Distribution Summary

You will need to confirm 

several things in order to 

submit distribution.

You have an opportunity 

to remove the 

employment groups and 

roles if applicable for the 

electronic survey, by 

doing  reduces the length 

of the survey invitation 

and is advisable. 



Congratulations Distribution Complete

Congratulations –

Distribution Complete.

Best Companies will now 

review and arrange 

delivery of any paper 

surveys required. 

At this stage you cannot 

make any amends to the 

data provided, if needed 

you must contact your 

client liaison office 

immediately. 


