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Making the Most of Spot’s Incident Reporting and 
Case Management 
Congratulations on investing in Spot to create a more inclusive workplace culture. Research 
shows that talking to a human is one of the biggest obstacles to speaking up about 
inappropriate behavior or other issues at work. 
 
That’s where Spot comes in—unbiased and nonjudgmental, Spot is available for individuals to 
talk through and document issues, feedback, questions, and complaints 24/7. Spot helps 
people capture the most important details about their experiences, on their own terms, and 
share them in a way that is comfortable for them and actionable for your organization. 
 
We want to help you get the most out of your investment; this guide contains everything we 
think you’ll need to roll out Spot across your organization and get your people using it. 
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Pre-Launch  

Policies and Procedures 
Before launching Spot, review your current handbook, as well as procedures and policies 
related to internal communication, workplace culture, harassment & discrimination, 
whistleblowing, fraud reporting, etc. Determine how Spot best fits and identify needed updates.  
 
Make sure that Spot’s report intake page is linked in the appropriate places.  
 
Spot can link to your internal documents or policies in the customizable FAQ on your landing 
page, so that employees have all relevant information in one place. Let us know if you’d like to 
add links.    
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Communication Strategy 
A thorough communication plan is essential for ensuring Spot awareness and success. Here 
are a few things that we recommend. 

1. Always include your link to Spot 
All communications should include your organization’s link to Spot so that employees can 
easily access the tool.  

2. Sample talking points 
When developing your communication content, here are some suggested talking points that 
you can play with: 
 

●​ [Organization] is intent on creating an inclusive workplace. If you’ve experienced or seen 
inappropriate conduct at work, let us know. 

●​ Spot provides employees a more comfortable way of speaking up about misconduct or 
other issues at [Organization].  

●​ 24/7 availability so Spot is always ready at a time and place most convenient to you. 
●​ Spot’s AI-guided reporting adapts as you enter information, so the experience is 

tailored to the issue you are raising. 
●​ If you choose to report anonymously, [Organization] can still follow up with you without 

having access to your name or contact information. Spot facilitates the anonymous 
follow-up. 

●​ Spot helps us investigate issues and concerns while allowing those who speak up to 
stay anonymous if they choose. 

●​ Report early and as often as needed. If you’re uncomfortable about something, no 
matter how small it may seem, it’s OK to document what happened with Spot. Don’t 
wait for things to escalate. 

3. Get leadership participation, when possible 
Messaging from the top is often effective because it indicates an organization-wide effort with 
real support behind it. Managers, department heads, and C-suite executives are valuable 
partners when it comes to encouraging individuals to speak up.  

4. Don’t be afraid of repetition 
You may need to say something 100 times before it registers—or before someone hears about 
Spot right at the moment that they need it.  
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Recommended Communications Channels 
Variety is helpful. The organizations that get the highest Spot usage typically use a range of 
channels to remind employees about Spot, to encourage them to speak up about issues or 
feedback, and to make it easy to access Spot (no combing through the employee handbook or 
wiki). 

Digital 

Email 

Organization-wide message announcing Spot, including direct link 

Organization Website, Intranet, Help Desk, Handbook, Wiki 

Link, QR code, and/or icons accessible in a permanent electronic space  
 
Examples: 
 
Yukon Human Rights Commission 
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http://yukonhumanrights.ca/


 
The Bar Council 
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https://www.barcouncil.org.uk/support-for-barristers/equality-diversity-and-inclusion/talk-to-spot.html


 
International Association of Wildland Fire 
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https://www.iawfonline.org/diversity-inclusion/


 
Internal Chat Tool 

Microsoft Teams, Slack, etc.  
 
Tip: Create a channel—e.g., #talk-to-spot or #raise-an-issue—and pin your Spot link and a 
brief explanation to the channel.  
 

 

Live 

Organization Meetings and Team Events 

All hands or town hall meetings, retreats, workshops, webinars 

Employee Onboarding 

Incorporate Spot awareness for new hires into employee onboarding plans and your employee 
handbook. 
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Post-Launch 
●​ After launch, it’s important to schedule ongoing communications to remind people how 

to access Spot.   
●​ We recommend a quarterly schedule at minimum. 
●​ Your post-launch communications can be as simple as targeting one or two channels, 

and you may want to use different channels each time so as not to over-saturate one. 
  

Tracking Metrics and Reporting Usage 

Analytics in Dashboard 

Go to Analytics in the sidebar of the dashboard for usage information that you can share with 
stakeholders. Each chart or graph on the Analytics page can be directly downloaded for easy 
addition to a deck or report or simple sharing. 
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CSV Export of Report Data 

To slice and dice the data any way you like, export all report data as a CSV from the 
dashboard. Click the three vertical dots at the top right corner of the dashboard’s main page, 
then click Export cases. 
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Get Support 
Please reach out to us if you need help! We generally respond to questions within 72 hours on 
business days.   
 
Email: hello@talktospot.com 
 
Submit a support ticket: https://spot.zendesk.com/hc/en-us/requests/new 
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