COMMUNICATION PLAN

Goal: To improve and enhance communication within the Division.  Ultimately, this will improve organizational culture and climate.

Vision Statement: Creating an environment that expects personal accountability to both give and receive information that results in a positive work atmosphere to enable us to accomplish our vision and mission.  Communication will be ethical, timely, consistent, clear and concise, open and honest.  The foundation of this vision is holding ourselves and each other accountable for communication.
	METHOD
	WHAT
	WHO
	WHEN
	WHERE
	HOW
	ACTION

	Environment
	Bulletin Boards –  Centralized location to post general information  relative to whole division (new employees and bios, resources, trainings, holiday calendar, general staff announcements (birth, graduations)
	Support staff 
	12/2005
	A visible area in the hallway around 250
	Regular updates of information.
	 - Purchase of bulletin boards.
 - Identify point person.

 - Coordinate with SOC training efforts.

 - Let all CYF staff know (including how to get info on it)

	Environment
	Unit Bulletin Boards – important info relevant to the team.
	Rotating staff responsibility – possibly lead worker.
	ASAP
	A visible area near the unit or team
	Regular updates
	 - Make sure all teams have bulletin board. 

	Group 
	All Child Welfare (CYF) meetings
	All staff attend.  Agenda set by director (with help of leadership team)
	Ongoing - Quarterly 
	Cafeteria
	 - Continue varied content.
 - Make it fun.

 - Provide food.


	Continue current efforts.

	Group
	Brown Bag Lunch meetings
	 - SOC takes the lead?
 - Standing Recognition Committee takes the lead?
 - Any interested staff would attend.
	3/2006 Monthly  
	Cafeteria
	 - Generate topics of interest and set the schedule for at least six months (same day, time, place.)
 - Could have unit presentations, outside presenters
	 - Decision regarding who takes the lead.
 - Schedule topics and get the word out.

 - Determine if any funds are available or needed.

	Group
	Concern and Solution Box
	 - Any CYF staff can submit legitimate concerns.
 - Mgmt team responsibility to review and respond.
	1/2006
	Located in rm 250 area.
	 - Box usage  requires identifying both a concern and if at all possible, a solution.
 - Box is secure & anonymous.
 - Support staff will weekly review comments and sends to management team.

 - Standing mgmt. team agenda item 
 - Results could be included in either the “Ask Director,” “Mgmt Team Minutes” or Director’s bi-monthly communication e-mail.
	· Make sure there is a secure, anonymous box available.
· Concern/Solutions are not screened – all are submitted to mgmt.

	Leadership -  Director
	Bi-monthly e-mail communication to all CFY staff.
	Director
	12/2005
	
	· Email content to Director’s discretion. Could include division updates, well-dones, new staff, pending audits, etc.
· Consistent (e.g. second and fourth Fridays)


	 - Director to send out inaugural e-mail and bi-monthly thereafter.

	Leadership - Director
	“Ask Director” column on Intranet
	· Director

· All CYF staff submit questions


	1/2006
	Intranet
	·  Use same format as “Ask Patrick” column.

· Work with IT to determine specifics.

 - Coordinate with SOC re: expanding their webpage and having the “Ask Director” there.
	· Contact IT.
· Contact SOC staff re: coordination.

· Once set up, advise staff.

	Leadership – Director
	Annual Unit Meeting Visit
	· Director

· Each unit in Division
	1/2006
	
	 - Director to visit face-to-face with each unit at least one time per year.
	 - Schedule visit to meetings.

	Leadership – Mgmt. Team
	Posting of mgmt team minutes.
	· Mgmt. Team members.
· Support staff.

· All Division staff

· 
	Ongoing
	· Post on CFY share drive.
· Send as email attachment
	· Continue timely posting of minutes and staff email notification.

	

	Leadership – Mgmt. Team
	Monthly visit to Unit Meeting
	 - All managers
	12/2005
	
	· Get on unit meeting agenda one time per month.
· Share and receive information.
	 - If not already on it, get on Unit meeting agendas.

	Unit Meetings
	Weekly Unit Meetings
	Supervisor and all unit staff.
	Ongoing
	
	· Create a standard agenda that includes opportunities for giving/sharing info.
· Suggested format:

·  Staff Updates

· Policy/Procedures

· Committee Reports (staff who are working on other committees)

· Dept/Division news.
Well-dones

· Training

· Create minutes that are available for review:

· Post on share drive.

· Email to unit staff.
	· Continue if this is already happening.
· Start if it’s not.

· Designate rotating responsibility for minute taking.

· Clarify expectation of staff attendance and responsibility of obtaining info if they miss a meeting.

	Electronic – share drive
	Continue/expanded use of CYF share drive to post information
	All CYF staff
	Ongoing
	Division Share drive
	· Use share drive as place to put necessary information.
· Increase staff expectation to go there to get information.
	· Make sure all staff have access to share drive.
· Make sure all staff know how to access and use it.

· Move towards posting important information there, as opposed to as e-mail attachments (e.g., mgmt team minutes, unit team minutes, etc)

	Electronic – intranet
	Continued/expanded use of Intranet
	All CYF staff
	Ongoing
	Intranet
	 - Use this as a communication vehicle.
	 - Make sure all staff know how to access and use it.
 - Highlight important information available on the Intranet.

 - Place important information on intranet so staff will be inclined to use it.

	Electronic – Email
	Purposeful and helpful use of email
	All staff
	Ongoing
	
	
	· Review county policy re: usage.
· Develop a CYF policy re: usage.  Include what and what not to use email for.  

· What to communicate:

· Work-related information between teams.

· Updates from leadership and mgmt, & supes. 

· What NOT to communicate:

· Personal info, jokes, 

· Client complaints.

· Be thoughtful about attachments, forwards, and need to know (e.g. if it is critical info – should it be communicated in person or some other way first)


Specialized Communication Concerns:

Communication of personnel issues:

1. Mgmt and HR come up with a standard way to approach people leaving the agency (including terminations).  How and when it is communicated.  
a. Try to inform staff of termination possibilities.

b. Time to say goodbye?

c. Timeline for decision and then communication to all staff.

Coordination of communication/timeliness of delivery of info

a. Clarity at leadership and supervisory levels of what “critical information” is and what/how quickly it can be communicated. PLAN for delivery.

b. Personal accountability.

c. Use chain of command.

d. Damage control when communication has not been effective (e.g., providing timely and corrective information) and review of possible learnings (what to do differently next time).
Communication of crisis or bad news
a. Develop a standard crisis response team and protocol for immediate crisis response for people directly involved.

b. Develop either a team and/or protocol for communication to all staff.
i. Protocol should include both giving information in as timely as way as possible (who, how, when), as well as opportunities for staff to ask questions, share feelings, etc (e.g., impromptu meeting in cafeteria)

ii. Include addressing on secondary trauma concerns.

iii. Include regular updates until crisis is resolved.

iv. Possibly build in the next available unit meeting as a structured time for information sharing and processing.

