
IT’S THAT TIME AGAIN: TIME TO START PREPARING FOR 
YOUR BENEFITS ENROLLMENT. 

MAKING SURE IT’S A SMOOTH, SUCCESSFUL EXPERIENCE 
FOR YOUR EMPLOYEES IS EASY WHEN YOU 

FOLLOW THESE EIGHT STEPS.

8 STEPS
FOR A SMOOTH, 

SUCCESSFUL 
ENROLLMENT



LEARN FROM THE PAST–
LOOK TO THE FUTURE01

“This is how we’ve always done it” doesn’t work with today’s changing benefits landscape and diverse 
workforce. To have a smooth, successful benefits enrollment, it’s important to not only learn from the 
past – and improve upon it – but also to stay up on the current trends to prepare for the future. 

This means understanding what worked well – and what didn’t – during last year’s open enrollment so you 
can incorporate the positive, effective aspects of the process and eliminate or change the less-than-successful 
ones, as well as understand which benefits have recently emerged as front-runners for employees.

       CHECKLIST:
To enhance this year’s enrollment, review last year’s process: 

• What worked well for you? For your employees?

• What could’ve gone better for you? For your employees?

• What was the most time-consuming part of the process? How can it be streamlined? 

• Did you formally or informally gather employee feedback during and after enrollment?

Talk to your benefits partner to understand which products and services have jumped to the top of the 
most-requested and desirable benefits from employees’ standpoint to see if you wish to incorporate 
any new options or modify your existing ones.



It may seem easier to conduct a passive enrollment, allowing employees to simply roll over their current 
benefit selections. In fact, this can lead to higher dissatisfaction down the road because employees often don’t 
understand their benefit options and may end up keeping or choosing coverage that doesn’t fit their needs. 

       CHECKLIST:
• To help employees better understand all of their options hold an active vs. passive enrollment.

• Determine if you will offer incentives to create an organic active enrollment (e.g., $500 off of their annual 
premium, free gym membership, etc.), or if you’ll require employees to speak with a benefits counselor 
to discuss their current and future benefit needs.

• Decide if, as part of a required active enrollment, you’ll incorporate a dependent audit or some other 
activity. This gives employees yet another reason to meet with the counselor – and can end up having a 
big impact on your bottom line.

ACTIVE IS BETTER 
THAN PASSIVE 02



YOUR ENROLLMENT 
METHOD MATTERS – A LOT03

Ensuring your employees have someone they can talk to before and during their enrollment process is 
critical to keeping them engaged, informed and confident about their benefit choices. 

The best way to do this is to have each employee meet in-person with a benefits counselor – even if you’re 
using an online benefits administration or HRIS system. If your workforce is decentralized (e.g., over-the-road 
truckers), opt for a telephonic enrollment. This still allows a discussion with a counselor.

       CHECKLIST:
Decide which method or combination of methods will work best for your workforce 

(centralized/decentralized).

•  In-person

•  Telephonic

•  Online

•  Combination approach



Oftentimes one of the first communications sent to employees is the new benefits guide – whether an old-
school PDF or a link to an online guide. Either way, this is typically multiple pages and filled with details, 
insurance terminology, details, tons of choices, details and…more details. It’s too much for most people to 
review, absorb and understand in one sitting.

Instead of overwhelming employees right off the bat, break up the content vs. delivering it all at once. 
Segment your content by topics and use that as a guide for your benefits communications 
editorial calendar.  
 
Each communication should direct employees to the entire benefits guide on your intranet for more 
information, but should stay focused on a specific topic so employees can better understand each aspect of 
your benefits offering without being overwhelmed.

STAY ON POINT, AND 
DON’T OVERWHELM 04



       CHECKLIST:
• Decide how you will segment your content.

• Develop an editorial calendar to follow for your communications.

• Stay on point with your communications. Always know what action you want your employees to take 
with each communication and craft them accordingly with a clear call to action so the employees know 
what you want them to do:

1. Read and learn?

2. Visit your intranet?

3. Attend a group meeting?

4. Schedule their benefits meeting?

5. Take some other action?



WIIFM?05
After you know how you’re segmenting your topics, it’s time to start thinking about the content itself. One of 
the most important things to define when planning your enrollment is the “What’s in it for me?” or WIIFM. 
And in this case, the ‘me’ refers to the employee.

This means moving beyond just listing the features of each benefit offered and, instead, explaining why they 
matter to your employees.

       CHECKLIST:
• Answer: If I were receiving this as an employee, why would I care about each of the benefits offered? 

How does it help me (e.g., protects my family, saves me money, makes my life easier, etc.)?

• Incorporate these factors into ALL of your communications.



Now that you’ve defined the WIIFM for your employees, it’s time to plan your communications. And when 
it comes to communicating benefits, the more frequently you can share your message using a variety of 
methods the better.

Using different media to communicate with employees is key. Everyone learns differently. Some people 
are visual learners, others auditory and still others tactile. This means finding ways to engage each type of 
learner through the written word and visuals, speaking and tangible aspects.

COMMUNICATE, COMMUNICATE, 
COMMUNICATE 06



       CHECKLIST:
• Decide which channels to use for your communications – and how you will integrate them into a 

cohesive communication plan:

• Develop your communication timeline based on your editorial calendar, thinking about:

1. How many weeks/months before your open enrollment do you want to begin  
your communications?

2. How frequently will you send out your communications?

3. Who will be writing, designing, and coding and posting, if necessary, the communications?

4. Who will deliver/send the communications?

5. How can employees reach out with questions – and who will they contact?

6. How will all of the communications integrate into a holistic, clear and compelling story  
for your employees?

1.  Group meetings (auditory & tactile)

2.  Emails (visual)

3.  Webinars (visual & auditory)

4.  Phone calls (auditory)

5.  One-on-one meetings  
    (visual, auditory & tactile)

6.  Text messages (visual) 

 

 

 

 Social media (visual & auditory)

 Intranet (visual)

 Posters (visual)

 Table tents (visual)

 Desk drops/flyers (visual & tactile)

 Video (visual & auditory)

 Podcasts (auditory)



HAVE A PLAN 07
Just as you wouldn’t host a party without planning your menu, inviting your guests, securing a venue and 
preparing the food, you can’t expect your enrollment to run smoothly if you simply “wing it” and  
hope for the best. 

       CHECKLIST:
Based on what was determined in the previous six steps, define your benefits enrollment plan:

1. When will you hold it?

• Month

• Day

• Times

2. Where will you hold it?

• Home office

• Other locations

• Remotely

3. Which enrollment method(s) will you use?

• In-person

• Telephonic

• Online

• Combination



4.   Which media will you use to  
      communicate?

•  Group meetings

•  One-on-one meetings

•  Emails

•  Webinars

•  Phone calls

•  Text messages

•  Social media 

•  Intranet

•  Posters

•  Table tents

•  Desk drops/flyers

•  Video

•  Podcasts

5.   What are your key messages?

• What are the one to three things you want 
employees to know about: 

•  Their benefits? 

•  Your company? 

•  A new initiative?

•  Other?

6.   What are the new or changing benefits?

• How will you educate employees so they 
understand what’s new/changing?

• What will be the challenges behind the new/
changing benefits?

• What’s in it for the employee?

• Who do they contact if they have questions? 
Are there multiple methods for doing so?

7.   Communication timeline

•  Pre-enrollment

•  Enrollment

•  Post-enrollment

•  Ongoing

8.   Feedback mechanism

• How will you gather employee feedback during 
and post-enrollment?

•  Who will you share it with?

• How will you use it throughout the year and 
for next year’s enrollment?



Organizing and managing a benefits enrollment is a lot of work – and requires significant time. To help get 
some of that work off your plate and ease the open-enrollment headache, partner with a benefits expert 
you can trust.

       CHECKLIST:
Look for a benefits expert who:

• Has years of experience helping employers design effective benefits solutions.

• Will work with you as a true partner to understand your company’s and your employees’ needs. 

• Has enrollment expertise to ensure an efficient enrollment for you and your employees.

• Has insight into your industry to know what will work best for your unique circumstances.

• Will work with you throughout the year – not just during open enrollment – to consult and help with 
your benefits program.

LEAVE THE HEAVY LIFTING 
TO SOMEONE ELSE08



JONATHAN@DRURYGROUP.COM
615.628.3378

130 9TH AVENUE SOUTH, FRANKLIN, TN 37064

IF YOU’D LIKE TO LEARN MORE ABOUT 

DEVELOPING A BENEFITS PROGRAM 

FOR YOUR COMPANY OR WANT TO TALK 

ABOUT HOW WE CAN HELP CREATE 

AND MANAGE A SMOOTH, SUCCESSFUL 

ENROLLMENT, CONTACT US TODAY:

WWW.DRURYGROUP.COM


