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[bookmark: _Toc203729028]About this guide
This guide is intended to help you:
· Define the roles and responsibilities of your Welcome Committee
· Identify and recruit members
· Prepare members to fulfill their roles effectively
The French version of this guide is also available. 
[bookmark: _Toc203729029]The Welcome Committee – A key role
The Welcome Committee plays a vital role in helping employees navigate the new optimized work environment. It serves as a friendly, reassuring and informative presence during the transition period. 
You may choose to give committee members an inspiring title, such as ambassadors, champions, enthusiasts, etc.
The Welcome Committee should established a few months prior to Welcome Week to ensure members are well-prepared for their responsibilities.
[bookmark: _Toc203729030]Roles and Responsibilities
As key points of contact, Welcome Committee members are there to:
· Answer employees' questions
· Indicate the location of the quiet zones and other new features
· Explain how lockers work
· Assist with ergonomic workstations adjustment 
· Reinforce workplace etiquette in a shared environment
· Gather feedback and observations to support data collection

[bookmark: _Toc203729031]Who can join the committee?
The committee can include individuals from a variety of backgrounds:
· Change agents
· Employees assigned to the floor
· Project team members
· Anyone with an interest in supporting the transition
[bookmark: _Toc203729032]Committee visibility
It’s important for the committee members be easily recognizable. 
· Announce their names and roles in Welcome Week related communications
· Provide a distinctive identifier: t-shirt, jacket, badge, or a balloon at their workstation 
· Post their photos and first names at the entrance or on the intranet
[bookmark: _Toc201840524][bookmark: _Toc203729033]Recruit the Welcome Committee
Below is a message you can use as inspiration to recruit members.

[bookmark: _Toc203729034][bookmark: _Toc201840525]Join the Workplace Welcome Committee 

We need your support as we transition to our optimized workplace and shared spaces. 

As Welcome Committee member, you will:
· Be among the first to explore the new environment
· Stay informed about the workplace guidelines and procedures
· Be on-site to welcome and assist your colleagues

We will provide you with the tools you need to be a helpful resource during this transition. 

Interested in this joining? Email us at [insert email address] to express your interest.

We look forward to hearing from you by [insert date].


[bookmark: _Toc201840526][bookmark: _Toc203729035]Checklist – Welcome Committee
[bookmark: _✅_Voici_les]Here are some key topics to cover with employees.
1. Orientation in space
   ☐  Location of quiet, low-light areas  
   ☐  Location of lockers, printers, meeting rooms, etc.
2. Workstation use
   ☐  How to reserve a workstation (if applicable)
   ☐  How to adjust your workstation ergonomically (chair, screen, keyboard, etc.)
3. Locker use
   ☐  How the lock mechanism works
   ☐  Usage rules (duration, safety, cleaning)
   ☐  Reminder to note down locker number
4. Shared space etiquette
   ☐  Respect for quiet zones
   ☐  Cleaning the workstation after use
   ☐  Where to take calls and hold meetings
   ☐  Storing personal belongings
5. Welcome Week activities
   ☐  Remind employees of Welcome Week schedule
6. Useful Resources
   ☐  Show where to find the Employee Toolkit or provide a printed guide
   ☐  Refer to the FAQs for answers about the workplace transition
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