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Every year, thousands of employees participate in an extensive survey that vote organizations into an exclusive list of Best 
Workplaces, also known as Great Places to Work® for in India. Each of these workplaces is characterized by its unique work 
environment and identified by strong, cohesive working relationships that exist between their people. 

The Study in India is a part of the largest global Study of its kind with more than 3000 organizations and 1 million employees 
participating.

Robert Levering, co-founder of the Great Place to Work® Institute, in his book “A Great Place to Work” 2000 Edition, published by 
GREAT PLACE TO WORK® INSTITUTE, INC., defines a great workplace from an employee's perspective, to be one where “you 
trust the people you work for, have pride in what you do, and enjoy the people you are working with”. He refers to the three crucial 
relationships of Trust, Pride and Camaraderie  that exist in every workplace. It is the quality of these relationships that differentiates 
a great workplace from the rest. In his book, Levering further says “policies are the tangible manifestations of the relationships”. 

This report is an attempt to enumerate the unique cultural practices of organizations considered by their employees to be great 
workplaces. These practices are a result of the relationships that permeate these organizations and impact them in a positive 
manner. Through this report we hope to provide you with ideas, insights and references for evolving cultural practices that best fit 
the unique culture of your organization.

The contents of this publication are based on the actual practices of the Best Workplaces as identified by the Study conducted in 
India by Great Place to Work® Institute, India, since 2003, in partnership with the Great Place to Work® Institute, Inc. (Published in 
issues of Business World). This publication also shares examples of best practices from organizations in U.S.A. and Europe, 
based on the Best Practices Reports published by Great Place to Work® Institute Inc. U.S.A and Great Place to Work® Institute, 
Europe.

Great Place to Work® Institute, India is a company founded with the vision of making India a great place to work. We are an affiliate 
of the Great Place to Work® Institute, Inc. in US.

The Great Place to Work® Institute, Inc. is a research and management consultancy based in the United States with international 
affiliates throughout the world. For more than 20 years it has advanced the knowledge of what makes a Great Place to Work; 
recognized companies to work for around the world; and helped numerous companies transform their workplaces. 

The Studies conducted in India were based on the same model and methodology that is followed in carrying out similar studies in 
30 countries, including the US and UK where the results are published in the Fortune Magazine and The Financial Times 
respectively.

The list of Best Workplaces is primarily based on the opinions of employees working at participating organizations, who are asked 
to rate their workplace. It aims to identify and recognize companies that provide good and healthy work environments, and set an 
exemplary professional benchmark for others. 

Workplaces are ranked on a point scale based on a combination of quantitative and qualitative data, with two thirds of the score 
stemming from an employee survey and the balance one third of the score from a management survey and the supplementary 
material that organizations submit. 

While the employee survey comprises 57 rating statements and two open ended questions, the management survey comprises 
two parts. Part one requests detailed information about company structure, ownership, demographics of the employee 
population, and the types of benefits offered. The second part comprises open-ended questions on issues such as internal 
communications, distinctive workplace practices, various forms of employee recognition and workplace governance.

We hope that you find this publication both interesting and useful. We welcome any feedback that you might have, to improve and 
expand upon this report in future years. Please share your thoughts with us by mailing us at pbhattacharya@greatplacetowork.in. 
You can also reach us at 022-66105544.



TRUST

Credibility

Communications are open and accessible

Competence in coordinating human and material resources

Integrity in carrying out vision with consistency

Respect

Supporting professional development and showing appreciation

Collaboration with employees on relevant decisions

Caring for employees as individuals with personal lives

Fairness Impartiality - absence of favoritism in hiring and promotions

Equity - balanced treatment for all in terms of rewards

Justice - lack of discrimination and process for appeals

PRIDE
In work produced by one’s team or work group

In personal job, individual contributions

In the organization’s products and standing in the community

CAMARADERIE

Ability to be oneself

Socially friendly and welcoming atmosphere

Sense of “family” or “team”

STRUCTURE

Leadership Management
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Building a Great Place to Work – A Matter of Trust

What is a Great Place to Work?

Most of us can, without hesitation, answer the question, “Is your company a good place to work?” We have an implicit idea about what is and what is not a 
good workplace. Ask yourself this question- what is it about a company that makes it a Great Place to Work?  Many different answers would come to your 
mind.  Let us say that your list looks something like- A Great Place to Work is one where employees are treated well and looked after, where employees 
are paid well, where employees do meaningful work or where people are friendly.  No matter how big your list might be, there would be some 
characteristics peculiar to one company that may be truly unique.  

This underlies the difficulty we face in defining a “Great Place to Work” and in explaining why one employer is better than another.

However, as we delve a level deeper and probe further, we realize that while there is something different about each company and its culture, there is a 
commonality that connects them all. There are certain underlying principles at work that somehow bring to life a particular policy or practice in a great 
workplace while it fails elsewhere. And these principles do not change at great workplaces across industry, geography and cultures. This common 
thread is the nature of relationship between the company and its employees.

Great Place to Work® Institute has been working with large global and local firms in understanding this relationship. We know that some organizations 
help people to realize their own unique gifts and leverage them to give their best on a sustainable basis. People in these entities produce greater 
innovation and create more value for all stakeholders and demonstrate many more instances of 'Inspired Work'   

Over 22 years of research by the Great Place to Work Institute, San Francisco, reveals that it is the nature of this relationship that makes a company a 
great place to work. The relationship characterized between an employee and an employer can further be broken down into three fundamental 
questions.  Do I trust the people I work for? Do I take pride in what I do? Do I enjoy the people I work with? The relationship between an employee and his 
management- Trust, the relationship between an employee and his job- Pride and the relationship between an employee and his peers- Camaraderie.  A 
great place to work therefore is one where employees trust the people they work for, have pride in what they do and enjoy the people they work with.

What is special about these companies?

While each organization is different, in many ways trust is fundamental to a great workplace, much as love is fundamental to a great marriage. We would 
not consider a good marriage to be synonymous with two people having a house, a car, two children, a dog and a club membership. In the same way a 
great place to work is more than great policies, procedures and opportunities that an organization offers. Just as love characterizes the attitudes of both 
parties of a good marriage, trust characterizes the attitudes of both sides of a good employment relationship. Many of the organizations in our list have 
unlimited sick leave, no attendance recording system and self-supervision as a norm. This calls for significant level of trust. People of these companies 
respond by trusting their companies and owning the company vision.

Building trust is the biggest challenge in becoming a Great Place to Work©. Trust is built when management has Credibility – which is a factor of integrity 
and competence, management treats employees with Respect by recognizing their personal & professional worth and contributions, and the 
organization is perceived to be a Fair employer- with equitable sharing of opportunities and rewards.

In the following paragraphs we shall give examples of how organizations which have made it to the list, have built trust.

How can Management be perceived as Credible?

There are no shortcuts to building credibility. It presupposes that there is effective two-way communication . Management is both informative and 
accessible. Most organizations have some forms of employee newsletter. JW Marriott  has a newsletter published by Human Resources daily, which is 
read out to all associates at the commencement of their shift. It is called the daily packet. Intel's The Write to Know program allows employees to 
anonymously ask any business-related question about Intel and receive a prompt answer. Questions are sent to a confidential email account where they 
are logged and then forwarded, without identifying the originator, to the appropriate person within Intel. Questioners receive personal answers to their 
questions; those of a general interest are published in Circuit This Week, Intel's weekly electronic newsletter. Philips Innovation Campus  has a unique 
forum called 'Express yourself' through which employees can express themselves in an informal way by writing their thoughts on white boards provided 
in the cafeteria. Also PIC has provided 'Watch this space' boards on every floor near the lift to invite meaningful one-liners every day from employees.

OPENING ARTICLE
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Large scale interactions involving large groups of employees are held on a regular basis, wherein the senior management or the leadership team of the 
organization communicates with the employees. These interactions have various nomenclatures such as Town Halls, Road Shows and Open House 
sessions. Employee surveys skip level meetings, team huddles and open door policies are common among Great workplaces. A word of caution 
though- open door policies do not work with closed minds. FedEx has been one of the top 2 companies in the list for three years in succession. FXTV, the 
company's satellite television network (one of the world's largest private TV network) broadcasts information and updates to its employees across the 
world. Several times a year, Fred Smith FedEx CEO, holds live broadcasts and opens up the phone lines to employees' unscreened questions and 
comments.

Credibility is also built by employees' perception of Competence  of management. Displaying managerial competence means coordinating people and 
resources effectively, properly overseeing employees' work, and clearly articulating and enacting the vision and values for the company and its 
individual departments. When all this comes together, employees are more willing to trust the management's decisions and follow their lead.

One of the most important recognition programs in Sapient  is the core value awards. These awards are run globally every quarter. People are 
recognized for living the core values of Client Focused Delivery, Relationships, Creativity, Openness, Leadership and People Growth. Winners of these 
awards get their place on the coveted "Core Value Wall of Fame" in the office! Cadbury  has defined its vision as “Life Full Of Cadbury and Cadbury Full of 
Life”. This is reinforced through the Corporate Anthem based on the Lagaan song “Chale Chalo” and is played / sung at the beginning and end of all 
conferences and meetings to reinforce the values.

organizations are using powerful processes for developing and deploying vision and values. Great places to work© spend a lot of time creating shared 
vision and values using processes that gives each individual a chance to integrate her personal vision with the organization's. Aditya Birla Group  has 
created teams of Value Leaders and Value Facilitators – change agents who are in the forefront of role modeling and teaching values.

The third element of Credibility is Integrity  of Management. A strong sense of integrity, built upon a solid foundation of reliability, ethics and honesty is 
found in great workplaces. When leadership delivers what they promise and acts ethically, both within and outside the company, employees develop a 
heightened sense of trust in the integrity of the company.

MindTree's values are captured by the acronym CLASS:  Caring, Learning, Achieving, Sharing, Socially Responsible. Every candidate is assessed 
against the values at the interview stage to determine suitability of the profile to the role. As part of their annual performance appraisal, “MindTree Minds” 
have to assess themselves against these values. The value-assessment carry significant weightage in the overall performance appraisal. RMSI 
reinforces the value Transparency in diverse ways. For example, all the employees have access to the computation sheet, and can calculate their own 
performance bonus.

Employees judge integrity not by what Management says but more by what it does. In many great work places, managements have not hesitated in 
taking immediate action when there has been infringement of values. When a star performer has deliberately violated a core value, Great Workplaces do 
not have a dilemma on what to do. They take strict action, even if it means the sacking of stars.

Does your organization show “respect” for employees?

Respect is shown in many ways in Great Places to Work©. One of them is the Support  that employees receive, both in terms of practical support for their 
growth and development, and appreciation and recognition.  Companies support their employees in many ways: by providing the best equipment and 
resources for the job, offering training opportunities to encourage professional growth and by providing appreciation for good work while recognizing 
that honest mistakes may occur.

In order to support an individual's career aspirations, Sapient has introduced a Career Manager Program. Each individual in the company is assigned a 
career manager. This program focuses on an individual's long-term growth through frequent mentoring and developmental inputs provided by the 
Career Manager. Rather than taking pride in “weeding out” underperformers Sapient takes pride in their successful performance improvement 
programme that has been able to turn around 70 per cent of underperformers. Honeywell Technologies  provides employees with tools, which they can 
use to assess their current competency level and also get it ratified by their supervisors online. At Amex Team Members are selected as Subject Matter 
Experts (SME). In this role they continue to be a part of their original functional teams and based on any future ramp-up, they are deputed as Shadow 
Trainers. In this capacity they are solely responsible for managing the learning curve of the learners assigned to them. They are also required to coach 
and regularly share feedback.  At the end of the rotation the SME returns to their Team Leader. A certificate of successful completion of the job rotation is 
awarded. Godrej Consumer Products  has different cross-functional teams which operate at different levels. Membership into these teams gives 
exposure to Senior Management and opportunities to work in strategic or cross-functional initiatives. Notable among them is the Young Executive Board 
- an initiative intended to energize and motivate young decision makers

Respect for employees is visible in the Great Places to Work© in ways they try to make their employees succeed. Job rotations and international 
exposure is common, so is coaching, mentoring and structured leadership development. These organizations do not hesitate to invest in training with 
almost half of the list spending more than 6 days a year on training. Practical help like concierge services and Employee Assistance Programmes are 
offered by many, as is outplacement services for people who do not fit in spite of performance improvement plans.

Respect is also shown by Collaboration . Collaboration between employees and management requires management to reach out and genuinely seek 
and respond to employees' suggestions and ideas. Whether called upon to help reshape the benefits plan, name a newsletter or simply choose a spot 
for the office holiday party, employees who get to take part in their company's decisions develop feelings of ownership, pride and enthusiasm for the
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organization's long term goals.

Great Places to Work© often epitomize the qualities of a genuine democracy. Management genuinely seeks and responds to ideas and suggestions, 
and involves people in decisions that affect their job or work environment. True collaboration goes beyond employees setting the “menu for the canteen” 
or deciding the “colour of the day.” It requires an ability to share “real power” as is reflected in RMSI's decision to empower employees to calculate their 
own performance bonus. Traditional management literature often makes the unstated assumption of “us” and “them” – “Managers” who somehow have 
to extract the maximum productivity from “Employees”. Respect means a willingness to question such assumptions and trust your employees to do the 
best for the organization. Some years ago, when a company in our list had to take a decision between retrenchment and reduction in salaries, the 
Management of the organization involved all employees in taking this decision. Employees opted to voluntarily reduce their salaries!

Perhaps the oldest way of showing Respect is through Caring . Leaders at the best companies demonstrate caring by providing a safe and healthy 
working environment and by showing an interest in people's personal lives. Often, this includes providing support for employees to balance the 
demands of work and home life.

Almost all Great Places to Work© seek employee feedback on whether they perceive the organization as caring. For Example, Cadbury  measures the 
“care quotient” that it offers to its employees through the people care index (PCI). The PCI is a single metric score, which maps the extent of care and 
excitement in the workplace. Cadbury also nominates Care Champions across functions to help enhance the PCI. Care champions are a pool of line 
managers from across the organization who partner HR in augmenting the PCI score of their function. Infosys  has a confidential instrument aimed at 
increasing self-awareness and hence the ability to manage one's stress more effectively. Based on the response, further guidance is provided to identify 
ways of coping with stress more effectively.

organizations are offering yoga and meditation camps, employee counseling services, crèche and day care, extended maternity leave (even for 
adoption), paternity leave, concierge services, Employee Assistance Programmes, relocation services, fully or partly paid sabbaticals, flexi time, 
telecommuting and involving families of employees as ways to convey caring. No wonder 74 per cent of employees of organizations in our list are 
agreeing with the statement that there are special and unique benefits in their organization, up from 69 per cent last year.  Employees are responding by 
referring and encouraging other potential recruits to join the organization. 19 out of 25 Great Places to Work© in our list recruit more than 15 per cent of 
employees through internal referrals.

Do your employees perceive that you are a fair employer?

The third key element of building trust is employee perception on fairness. 

Fairness demands Equity . Equity in the workplace means paying employees fairly and considering everyone as a full member of the organization. A 
spirit of equity is conveyed through balanced treatment for all people in the distribution of intangible and tangible rewards.

While many organizations talk about giving employees a “sense of ownership” MindTree covers 100 per cent of its employees under its Employee Stock 
Option Plan. The Grant price is highly subsidized considering the rapid growth of the Company. Complete absence of position-based perquisites is one 
feature of Sasken, which prides itself for its “single status” policy.  For example, no one – including those at the top management positions – is provided 
perks like company car, chauffeur, telephone, housing etc. All employees are eligible for the same benefits while on travel.  For example, all employees 
are eligible for travel by economy class air travel or 2-tier a/c class train travel.  Irrespective of the level, employees are eligible for staying in a 3-star hotel.  
All employees are eligible for the same daily allowance while on travel. And yes, all employees also include the founder. Like many other Great 
workplaces FedEx has a strong promotion from within philosophy, requiring that all permanent positions be posted internally to existing employees 
before external hiring may begin.

Reserved parking slots, Executive canteens, Top Management Holiday Homes, separate washrooms for different levels in the hierarchy – are fast 
disappearing and performance and meritocracy is replacing these as the main differentiator. Equity also means that people are paid fairly for what they 
do. FedEx organizes road shows for the employees which are facilitated by the Compensation & Benefits representative and Managing Director to 
explain the pay review-for the year. While sharing details of salary packages is fairly commonplace, American Express Service Centre goes a step 
beyond in sharing details of the salary ranges (Called MRZ's internally), how these were evolved and what comparator companies that were used to 
determine their ranges.

Fairness has another important element – Impartiality . Favoritism, Politicking, Backstabbing – These practices are prevalent in many workplaces, but 
not at the best companies. When managers treat employees with impartiality, they support the bonds that keep teams and individuals moving forward 
together.
Leaders in the most impartial companies avoid favoritism in hiring and promotion practices and eschew workplace politics. Consequently, employees at 
these companies need not waste time jockeying for attention or defending themselves personally; instead they are free to work towards clear goals 
under accurate assumptions about what it takes to rise through the ranks. When impartiality prevails in a company's decision making employees have 
an easier time trusting their peers and going along with management's decisions.

Infosys  Women's Inclusivity Network (IWIN) is a team formed to address needs specific to Women and promotes an “inclusive” workplace where the 
potential of women is leveraged for growth and every woman feels valued, heard and fully involved with the company. Forbes Marshall  has policies on 
Equal Opportunity, Policy on Safety and Sexual Harassment at workplace. They have formal Committees consisting of senior members from across the 
organization to handle each of these. In Aviva the interview mix prior to selection comprises of 30% of the less represented sex in the designate function 
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for which the search is on. This ensures that equal chance is given to all potential recruits without any gender biases.

Meritocracy is the hallmark of a Fair Employer. Transparent processes with respect to performance appraisal, compensation and promotions mark 
these organizations.

However, even if politics, backstabbing and favoritism are reduced there could be implicit biases in organizations. This is why the third element of 
fairness is so important – Justice . Justice is experienced through a lack of discrimination based on people's personal characteristics and the presence 
and utilization of as fair process for appeals. Nine out of ten people in the organizations which have made it to the list agrees that people in their 
organization are treated fairly regardless of their age, race, sex or religion.82 per cent of employees agreed that in their organization if they are unfairly 
treated they will be given a fair hearing if they appeal. This figure is much higher than 66 per cent of employees who agree that managers in their 
organization avoid playing favorites. In other words even if there is some scope for favoritism by managers Great workplaces have mechanisms that give 
employees confidence that they will get a fair hearing. The employees trust the organization to deliver justice.

In Fedex, employees can openly discuss any general issues with any level of management without the fear of discrimination, under the Open Door 
Policy. The organization's grievance procedure is called Guaranteed Fair Treatment Policy (GFTP). This includes a hearing at the management level 
closest to the employee and the opportunity for appeals up through the system. The Supreme Court of FedEx is staffed by senior and executive 
management. Sapient  has a Global Corporate Ethics Hotline where employees can seek redressal of ethics violation in an anonymous manner.

We have worked with organizations where, for two to three days, all managers and supervisors are away for an annual Large Scale event leaving the 
factories at the hands of workmen. Till date there has been no mishap. In fact, the norm is that productivity goes up when managers are away! This action 
on the part of Senior Management matches our common sense notion of what trust is. At least for the duration of the event the organization trusts its 
workmen. Trust implies risk but the risks are not taken blindly. If the managers of these organizations did not have good reason to believe that their 
factories would run normally in their absence, they would be fools to walk away. Trust is not built overnight. All the organizations who made it to the final list 
have built it over a period of time. Fortunately we now know what it takes to build trust. Trust in workplace relationships is no different from trust in personal 
relationships. Our research shows that there is a combination of personal attributes and managerial attributes required to build trust in a way that 
converts human potential into performance and helps individuals and organizations realize their potential.

Great Places to Work© are almost always good at caring for people and caring for results. Great workplaces benefit from the higher level of trust that is 
developed between employees and management.  Organization leaders who foster a high level of employee trust in management see increases in 
employee commitment and cooperation which leads to increased quality, productivity, and profitability.  Typically, the following trends have been 
observed across Great Places to Work around the globe:

They receive many more job applications than others in their industry so they can select candidates with the most desired skills from a 
broad pool of applicants.

They experience a lower level of turnover than others in their industry (turnover cost for one mid-level position in the U.S. is estimated at 
$40,000 to $100,000).

They see reductions in health care costs due to reduced negative impacts of stress on employees.

They foster greater innovation, creativity and risk taking, supporting employees' efforts to be on the cutting edge of their industries.

They benefit from higher productivity and profitability than their competitors due to the higher levels of employee cooperation and 
commitment.

Most importantly, there is direct relation between companies that become Great Places to Work and superior financial performance.  An index of Fortune's 
100 Best Companies to Work for, from 1998-2002, yielded a return of 4.86%, if held for four years.  During the same period if an investor reset his/her 
portfolio, to update his/her index annually with the latest list of Best Companies to Work for, the investment would have yielded a return of 9.86%.  This is 
compared to a meager -0.56% by the S&P 500 during the course of the same period.

How does the future look?

The new generation in India that entered the workforce in the nineties does not have the baggage of the past. They think freely and boldly, and are willing to 
take risks. It is this generation that is making a big impact in the majority of the Top 25 Great Places to Work©. This group does not give importance to 
concepts such as 'career planning', loyalty and staying with one company for long. They stay as long as they feel that the organization is genuinely making 
attempts to go the extra mile. At the same time, opportunities are many and the “right” people very difficult to attract and retain. Even Great Places to Work 
have difficulty in retaining people. 20 of the Top 25 companies have an employee turnover of more than 10 per cent. The corresponding figure last year 
was 11 out of top 25.

Organizations are therefore realizing that they have to make special efforts to attract, develop, inspire and retain talent by improving trust, pride and 
camaraderie in their organizations.
 
We predict that the future will see an escalation of the war for talent. Acquiring and retaining talent will be the number one priority for CEOs and senior 
management. Successful CEOs have already realized that creating an outstanding work environment is no longer a “nice thing to do”, but, rather, is a 
'critical business process'. The Employer Brand will be a key part of the Corporate Brand for organizations and the CEO and the Board will spend 
significant time building and promoting the employer brand. The HR manager apart from being the strategy partner, change agent, and an administrative 
expert will have to be a radical employee champion who is the brand manager for the employer brand.
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Effective two-way communication is an important hallmark of the Best Workplaces, providing a corridor of information sharing between employees and 
their managers. Through a steady, two-way flow of information, leaders build credibility in the eyes of their employees.

In maintaining a steady communication flow, managers at most credible companies are both informative and accessible. They keep people informed 
about important issues and changes, share information (both good and bad news), and make their expectations clear while giving straight answers to 
employees' questions whenever possible. They use various forums on a regular basis as mechanisms for fostering a genuine exchange of ideas 
throughout the organization. The best companies do whatever it takes to keep everyone up-to-date, all the time, while actively responding to employees' 
questions and concerns

COMMUNICATION

The Cutting Edge Practices
Network Appliance Systems (India) Pvt. Ltd. Ranked in 2009
Industry : Information T echnology , Storage/Data Management

Candidate Interview Packet of NetApp:
At NetApp this packet is given to the candidate who comes for the interview. It contains information about company's culture, benefits, product and 
reputation in the industry.

Infosys Ranked in 2003, 2004, 2005, 2007, 2009: 
Industry: Information Technology -- IT Consulting, Software.

SPARK is a program conceptualized and designed to reach out to 30,000 students from schools and colleges (arts & science, professional) across the 
country and give them an opportunity to spend time at Infosys and interact with leaders of the organization. The students spend a day at one of the 
Infosys Development Centers, and go through a series of educational, developmental and knowledge sessions. During the fiscal 2008-'09, we have 
already reached out to 15,000 students and nearly 1000 faculty members through this program.

Qualcomm India Pvt. Ltd Ranked 2007, 2008, 2009
Industry: Telecommunications.

The External Website of Qualcomm is focussed on attracting candidates with lot of information on benefits, work experience and experiences shared by 
existing employees. This is an effective way of attracting people.

Network Appliance Systems (India) Pvt. Ltd. Ranked In 2009:
Industry: Information Technology , Storage/Data Management

NetApp uses an Online Tools for New Employees. Two department-specific New2NetApp pages namely Manager's Workbench and Employee 
Workbench, on the intranet are designed to provide a broad-brush stroke of information particularly useful for new-hires. 
Several functional groups at NetApp post their own New2NetApp web pages on their specific sites. These sites link to the main New2NetApp page, and 
complement it in providing more customized information relative to an employee's group.
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Kotak Mahindra Bank Limited Ranked in 2008, 2009.
Industry: Financial Services & Insurance, Banking/Credit Services

Post Joining Initiatives of Kotak Mahindra Bank include:

Mandatory induction program for all the employees called K-ONE (Kotak - Orientation of New Employees) 

Besides, there are K-BIT sessions for all employees which play a major role in the “welcoming” process for new joinees.  It includes Product and Process 
training for all new employees and provides critical product and business inputs to new joinees along with K-One.

PROMISE (Policy Roll-out and Online MIS Education). is a dedicated initiative for education of HR policies and processes. Handouts of policies in the 
form of the PROMISE Passport are given to employees. This forum helps the organization set expectations right with the new joinees.

Business Orientation Program wherein not only product process understanding is provided, but insights on how to perform effectively in our 
environment are also shared by the practicing managers. All Branch managers, VPs and above go through this structured program.

A welcome mail is sent to every new joinee as soon as his/ her e-mail id is created in the system. This mail has all the details of respective HR Relationship 
Manager, processes/systems that he/she needs to know along with a brief mention of K – One.

Qualcomm India Pvt. Ltd Ranked 2007, 2008, 2009
Industry: Telecommunications.

Story telling- 52 weeks at Qualcomm-
One story highlighting how Qualcomm's values are lived by its people,  is emailed every week to all new employees (and old ones if they wish). New 
stories for the next edition of 52 weeks are soght from employees all the time.

A book called Qualcomm Equation is given to all employees. This book highlights how Qualcomm beat all odds to be the leader in wireless technology.

Bajaj Capital Limited Ranked in 2008, 2009.
Industry: Financial Services & Insurance, Investments

At Bajaj Capital the HR News letter carries the articles of our team members who highlight the practices that they have been following and which has 
helped them along with the Organisation to grow. This helps in refreshing the existing team members to follow the Company's Code of Conduct in one 
hand and also helps new joinees to incorporate Company's Culture within a faster time frame. This also helps in inspiring the new comers to follow the 
route to success.

E-Success Forums: This is an e-platform in which the team members (through e-mails) share their Success Stories and how their role can make a big 
difference to drive the Business. Such Communication is not only addressed to Peers/ Juniors/Seniors but also to Sr. Management.

Marriott Hotels India Pvt. Ltd. Ranked in 2005, 2007, 2008, 2009.
Industry: Hospitality , Management

Marriott's Short take (Daily Meetings)
The shift in every department in Marriott worldwide begins only after conducting the Short Take. In order to make it more meaningful and informative, the 
HR team and the department heads (other than their own department) attend the Short Takes.

Qualcomm India Pvt. Ltd Ranked 2007, 2008, 2009
Industry: Telecommunications.

Qualcomm has a "Daily News Website” which is updated daily. Employees can also opt for a Daily News email. 97% of employees opt to get this email.

Qualcomm India Pvt. Ltd Ranked 2007, 2008, 2009
Industry: Telecommunications.

Some of the interesting modes of communication at Qualcomm include:
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Employee Shareholder Videos - explaining financial results in simple language

Division overviews/Technology overviews/ Executive Profiles - profiling senior executives etc.

Internal presentation series- 1 hour presentations on topics demanded by employees or topical areas

"Insight"-articles by management explaining any significant change

Managers Network and E Brief to equip managers with managerial skills



All teams within the organization meet regularly to discuss issues relevant to their daily work and to update themselves on what is happening in the 
Process / Team. This is an important forum for cascading information from their Leadership as well as providing a chance to update employees on 
changes, which affect them. Such information may include changes in work practices, organization structure or other work related information. Other 
terminologies that are for such forums are: Employee Advisory Committee & Task Force Teams.

Team huddles

The open door policy has been used effectively by several organizations to make their senior management accessible to the lower level employees and 
gives them a sense of security. They serve as an effective mechanism for

Getting feedback 
Generating faith in management intentions
Seeking redressal for grievances
Discussing novel and creative ideas and new initiatives

Open Door Policy

Each Corporate Function has an annual process of goal setting and formal quarterly review of performance. These meetings are convened by the 
Corporate Function Head. While this is a formal process, the Head of the Corporate Function reviews the projects handled by the members periodically 
and the learning's are shared with other members. The process of periodic review and sharing of learning's helps the other members to learn from the 
success as well as the failures of other team members and incorporate the learning's.

Monthly/quarterly meets

Blue Print for Action
Large Scale Interactions

Large scale interactions are held on a regular basis, where the senior management or the leadership team of the organization communicates with the 
employees. These interactions have various nomenclatures such as Town Halls, Road Shows and Open House sessions. It serves as a platform to:

Share the strategy and future direction of the organization

Share the past financial results and achievements

Understand the ground level realities

Obtain employee suggestions

Enable employees to share areas of concern and seek responses

Enable employees to hold leadership accountable for targets/ promises made

Address any other critical issues

Reward the top performers and present them as role models before others.

Employee Surveys

Skip level meetings are held regularly at several workplaces, which enable employees to:

Skip level meetings

Share grievances and seek redressal

Seek clarifications

Obtain feedback on seniors from employees, which can be further conveyed to the people

Share new ideas 

A platform for informal interaction 

Employee surveys are increasingly becoming a popular mode for soliciting feedback from employees. Conducting employee surveys helps in:

Evaluating the impact of the various people related initiatives taken at the workplace
Understanding better what the employees might want from the management
Planning and taking action steps at both the organizational as well as the relevant demographic levels.
Giving feedback to management and training them in the required spheres 
Depending on their scope they help organizations assess the satisfaction and motivation levels amongst their people and understand employee 
perceptions better.
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Newsletters and Magazines

Both in their electronic and printed formats, Newsletters and Magazines have increasingly become an effective medium of information sharing. The 
major uses for which Newsletters are used are:

For sharing the activities of one department/ unit (through a department specific newsletter) with the other departments/ units.

A forum to share achievements and events

Communicate information on the performance/ business/ industry/ trends etc.

In case of multinationals, informing the people about the progress and position of the organization on a global scale, and where 
the Indian counterpart fits into “the big picture”.

Messages and interviews from top management.

To share information on celebrations, events and people across locations, 

An opportunity to the writers and poets and travelers at Adobe to contribute and communicate with their colleagues through 
Interesting articles and stories

This is yet another very effective and important tool widely used by organizations for the following such matters:

Intranet

Senior management uses our intranet site to post news stories or executive messages regarding the company. 

Suggestions by employees 

It serves as a reservoir of detailed and in depth information on issues, policies, announcements, career opportunities etc. that 
are of importance to employees. 

The intranet also provides an option to employees to post their feedback on key issues concerning them. 

Latest happenings and success stories 

Organize chat sessions and discussion forums

Stories about the recent wins, employee speak, senior management speak, customer satisfaction scored, monthly cascade of 
all departments,

Company's coverage in the media, quizzes, pen-sketch details of employees, 

List of holidays / birthdays, important customer's visit, link to on-line employee's request handling system etc. 

A special link on our intranet site for sharing his responses to frequently asked questions from employees, the press, and 
investors.

Notice Boards, poster campaigns and discussion forums are other tools used for communication

Classic Stripes: Ranked in 2004, 2005, 2006, 2007, 2008
Industry: Manufacturing & Production -- Rubber and Plastic Products

Morning Meetings:  “Morning Meetings” at Classic Stripes assumes a whole new dimension in sharing by the management. The Morning Meetings are 
not just forum for dissemination of information so that all employees are aware of what's happening in the organization. Management makes effective 
use of this forum to reinforce the values and mission by making the recitation of the Vision and the Core Values of the Company part of this platform.
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Great workplaces are increasingly coming up with a comprehensive set of practices devoted solely to the communication aspect. Some of these 
organizations are: 

FEDERAL EXPRESS

FedEx management establishes and maintains formal channels of communication in downward, horizontal and upward direction.
FedEx considers its People as its biggest asset as they are the ones who make FedEx succeed in every business strategy. No wonder it is in the Top 25 
list for three years in a row.

FXTV, the company's satellite television network (one of the world's largest private TV network) broadcasts information and updates to its employees 
across the world. Several times a year, Fred Smith, FedEx Global CEO, holds live broadcasts and opens up the phone lines to employees' unscreened 
questions and comments.
There is a department within the marketing umbrella called 'Communication Department', which is responsible for internal and external communication. 
One of its key focus areas is employee communications. Employees have the opportunity to communicate specific feedback upwards with their senior 
management through "Skip level" meetings.

Employees are given opportunities to interact horizontally and build their network while working on pan-regional projects, participating in Task force 
meetings etc. FedEx Management also uses informal channels of communication to mingle and seek feedback from employees. FedEx has a 
management based communication philosophy. Employees expect and want to receive information from their management. Management 
communicates through various formal and informal ways and addresses various employee communications needs like;

WHAT's MY JOB?

To make sure employees know what is expected of them, managers communicate individual job responsibilities to their team. This communication is 
supported by written material like “Professional Development guide ”, which details competency and skill sets required for each job and people 
manual which provides information on people policies and procedures at FedEx.

HOW AM I DOING?

Managers give constant and constructive feedback to employees on their job performance. There is a formal individual 'Performance Review' between 
the manager and employee at least every 12 months. This is then documented on the 'Individual Development Plan' form. New employees have a 
performance review after 3 months, followed by a 6 months review and then an annual review in the first year. This enables them to get a clear 
understanding of the job expectations and opportunity to focus in the right direction.
Good and outstanding performances are posted on the intranet, published in the in-house journal “FedEx Focus”.

DOES ANYONE CARE? / COMMUNICATION UPWARD

Senior management and managers regularly go on desk and check rides where in the employees can give feedback and updates to the management 
about the day-to-day work and business.
Another effective communication tool that FedEx prides itself on is that all employees have access to the company e-mail system, accessible worldwide. 
All 144,000 employees can be reached simultaneously; there is also a vast Intranet site for employees and a site for corporate communications.

HOW ARE WE DOING?

Regularly Scheduled work-group meetings - All India Managers, regardless of functional responsibility, are required to hold regularly scheduled 
workgroup meetings. These meetings are intended to bring employees up-to-date on overall company issues, discussions on communications 
received by the manager. Examples are like The Letter from the CEO or newsletters, performance or service issues which need to be addressed by the 
team, and open discussion of employee concerns including updates on action items form the SFA.

Each function/work unit goals are also posted on the intranet, i.e. each function has their own intranet site. 
FXTV the company's satellite television network is one of the world's largest private TV networks broadcasting updates to 1200 FedEx sites worldwide. 
FXTV is one of the more innovative ways FedEx keeps far – flung employees informed about corporate goals and initiatives. This is an interactive media 
where employees have an opportunity to share their ideas and feedback. Videos tapes are circulated communicating financial results on the company 
by and large, where senior management communicates the performance and progress of the company through effective use of audiovisuals.

Internal newsletters are also used extensively to communicate regional, divisional company goals All corporate newsletters are also posted on the 
intranet, and all the newsletters encourage feedback, articles and information from the employees, thus making them very participative.

Case
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WHERE DO WE FIT IN?

Balanced Score Card Approach - Employee performance goals are based on the People-Service-Profit philosophy. Thus ensuring that there is a 
seamless synergy between employee contributions with organization goals. Apart from meetings there are intra–region, inter-region and cross 
functional conference calls are hosted, which are used to discuss goals, status updates, brainstorming, feedback and action plan. In case of special 
projects or communicating the mission of the company often brief packs are developed, with clear instructions for the managers to present and seek 
feedback from the their respective teams. Road shows are conducted, where the team of senior management, VP's visit all staff and personally present 
work unit goals, roles and progress.
 
HOW CAN I HELP?

We encourage internal benchmarking using the network and learn from other workgroups' best practices.
Sharing of learning from successful projects globally, Task Force Meetings are held globally, where suggestions are encouraged from the employees 
representing the forum.
FedEx has developed a mechanism to collect, consider and reward employees' ideas which includes o An IDEAS intranet site to collect ideas like The 
Purple Promise reward for employee whose ideas are selected for implementation, o A prize draw for all those who submitted ideas that were not 
selected.

COMMUNICATING THE 

At FedEx, we believe that every employee plays a vital role in delivering outstanding experience to the customers and creating a differential service in 
today's highly dynamic business environment. This recently launched campaign acknowledges the contribution made by every function to deliver 
superior customer experience, with a single promise "The ". Each employee received a gift in a purple box. Every department received a 
different gift with a message on it.

ADOBE

At Adobe  they realize that open and transparent communication processes have a huge impact on employee engagement and motivation. The intent is 
to give each employee a voice in the organization. Being a transnational company, there is a greater need to integrate people across geographies and 
functions.  Transparency in organizational processes, proactive participation and sharing of views, keeping employees abreast of all the organizational 
developments and community services are the palladium of Adobe's communication philosophy. To deal with distance and different time zones, the 
latest technology is used that seamlessly synchronizes people and processes across locations. 
 
The policy ensures that each of the employees gets to interact with his/her immediate superior and also the top management in a democratic way. It's a 
two way communication structure with emphasis on transparency. The usage of technology for extirpating distances is widely used at Adobe. There is an 
internal portal that has all relevant employee related information. It has been designed like this such that it takes the geographical location of the 
employee into account and displays appropriate information.

Adobe has a practice of Quarterly employee meeting which is addressed by the Senior Leadership team and all Adobe employees worldwide participate 
in it either in a live session, or through web cast. Other practices include site employee meeting, open house meetings, small group meetings, internal 
newsletter; each of the practice areas addresses the broad and specific needs of the employees. Adobe also has in place an employee communication 
team that engages the employees in a wide range of activities from community services to fun and frolic. 

The communication philosophy has impacted the work culture in a positive way, engendering more confidence in the employees, generating loyalty 
towards the organization, bonding with each other, feeling of bonhomie and above all commitment towards community which is a hallmark of Adobe 
employees worldwide.

CASE - EUROPEAN 2006 SPECIAL AWARD WINNER FOR BEST PRACTICES IN INTERNAL 
COMMUNICTION

The 2006 Special Award Winner for Best Practices in Internal Communication is Irma, a Danish grocery firm with nearly 1.700 employees spread across 
70 supermarkets and several administrative offices. Despite its broad geographic reach, 93% of the company's management is approachable and easy 
to talk to, while 83% agree that management always informs them about important issues and changes.

How do the company's managers sustain this high degree of credibility in the eyes of employees? By gathering frequently with employees at all levels, 
communicating through a variety of programs, and reaching out constantly for input and ideas.

For Irma, the practice is just part of upholding with the store's mission statement, which states, “Together with our products, employees are our most 
important resource.”

This open, receptive management style starts at the top: Irma's CEO, Alfred Josefsen, is a charismatic leader who understands the value of leaving his in 
the stores, speaking directly to the employees on the “front lines” and hearing first-hand about issues facing employees and customers alike.

PURPLE PROMISE

 Purple Promise
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office once in a while. Josefsen can regularly be found wandering the halls of the headquarters and, more importantly, the aisles in the stores, speaking 
directly to the employees on the “front lines” and hearing first-hand about issues facing employees and customers alike.

In these visits, Josefsen maintains a loose, easy style, in keeping with the company's informal atmosphere. Employees can address managers by their 
first names, and as a matter of tradition, everyone is empowered and encourages to deal with their own issues directly.

As part of his outreach effort, Josefsen also sends out a weekly newsletter, which provides business information, including a summary of the previous 
week and an overview of the near-term future. The newsletter also includes a candidate message from Josefsen, addressed “Dear Irma,” which conveys 
key business messages by relating his own personal experiences. The CEO's approach helps employees to regard him as an approachable, open 
person, not just as the company's boss.

Managers at the next level are also trained in the fine art of communication. Senior managers regularly pay visits to stores and, on a yearly basis, work for 
1-2 days in the stores as “interns”, to gain a first-hand understanding of the challenges facing store employees and to hear key concerns and ideas 
straight from the mouths of the troops.

While reaching out for input, Irma's main office also continually shares business results, to help employees play a part in their own success. Every 
morning, all stores receive information on the previous day's revenues as well as other data; these figures are displayed on each shop's blackboard, 
showcased for all employees. In some stores, employees have started to use these daily figures as a basis for friendly competition with other Irma 
stores.

Cross-divisional meetings are also frequent at Irma, further helping to get people on the “same page.” On a quarterly basis, shop managers and HQ 
employees gather together to discuss how the company is doing and where it is going. The meetings are followed up with small-group workshops where 
every individual has an opportunity to offer input and ideas. A similar model is used for Irma's “Strategy Days,” when several hundred store-level 
employees are invited to come together for three days and share ideas in large-and small-group forums.

And while Irma, like many companies, uses a survey to gauge the satisfaction of employees, the company takes the extra step of sharing the results with 
employees and asking them to propose solutions for areas that need improvement. Each store's suggestions are then presented at the company's 
quarterly meeting.

Irma's people also encourage credibility through the use of collaborative project groups made up of representatives from different stores, each 
representing a different “competence,” an area in which their store excels. These self-steering, cross-organizational project groups bring people 
together from different locations and different levels to find solutions to a variety of common issues. When it came time to evaluate the company's 
employee orientation program, for example, a project team was assembled, composed of HR employees, trainers, and store clerks.

“[Irma is] a nice and open workplace with great opportunities to be heard and to express one's self,” says one employee. “There are high level of 
information, a commitment toward employees, and mangers who are easy to talk to.”

As a result of this culture of intimacy, employees are not afraid to stand up to ask questions or criticise the company's choices. The consequence is an 
environment where misguided decisions are quickly corrected- and where great ideas are free to bubble to the top.

Either way, Irma's strong internal communication is surely a key part of its longevity and success. The year 2006 marks not only the third year that Best 
Workplaces in Europe, but also the 120th anniversary of the company's founding, making it one of the oldest grocery retailers in Europe.
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