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Document Information
	Purpose
	Disseminating information about the HMIS project is essential to the project’s success.  The project sponsors, the HMIS Steering Committee, the HMIS Project Team, the homeless provider agencies, the homeless consumers, the general public, the HMIS vendor, the King County and City of Seattle elected officials, the State Legislature and the U.S. Department of Housing and Urban Development (HUD) are all stakeholders in the project.  They desire to know the project status and how they are affected.  The more people are educated about the progress of the project and how it will help them in the future, the more they will participate and benefit.

	Audience
	The primary audience for this document is the HMIS sponsor and executive committees, the HMIS Project Team, homeless providers, and HMIS vendors.


Version History
This table provides information about revisions made to this document. 
	Revision Level
	Date
	Prepared By
	Description

	Initial Draft
	10/29/2010
	Sola Plumacher
	Initial Draft

	Final Draft
	11/22/2010
	Sola Plumacher
	Final

	
	
	
	

	
	
	
	

	
	
	
	





[bookmark: _Toc179596258][bookmark: _Toc191957847][bookmark: _Toc4479588]Communication Objectives

The objectives describe what the HMIS Project Team would like to accomplish through communication events.
	1. AUDIENCE
	Provide clear communication to the following audiences:
· Sponsoring partners
· HMIS Executive Committee members and designees
· HMIS Project Team (CTED and Safe Harbors staff) 
· Homeless consumers
· Homeless service provider staff and designees
· Vendor
· Elected officials
· Washington State Legislature
· U.S. Department Housing and Urban Development
· Public 

	2. SUCCESS
	Convey the progress, success and benefits of the project and any changes to scope, cost or schedule as they arise:
· Show challenges and successes to both internal and external audiences
· Provide HMIS Project Team with clear communications for a consistent message regarding HMIS to interested parties and the public at large

	3. CHANGE
	Describe how each audience will be affected by the changes to scope, cost or schedule, should they occur 
· What are the changes?
· What are the exact purposes for the changes?
· When will they be occurring?
· How will each group need to respond?
· Give detailed information on changes (where appropriate for specific audience)

	4. CLIENT FOCUSED
	Make sure we are client-focused.  Our clients are the agencies using HMIS, the homeless consumers (our agencies’ clients), and the policy makers using the output and outcome data:
· Let them know we want feedback from all people at all times
· Maximize buy-in to project by focusing on end results
· Minimize (negative) reactions, surprises – be transparent

	5. BIG PICTURE
	Let audiences know this is the start of something bigger:
· Focus on the big picture – a working HMIS that we can easily extract data from for our individual and collective reporting purposes
· Clearly define expectations and think about scopes of project: scope 1, scope 2 and scope 3 (differentiate between what’s coming now vs. what will come in the future)

	6. CHALLENGES
	When appropriate, acknowledge challenges associated with this project.  Focus on benefits, accomplishments, and opportunities arising from the challenges.  Communicate the answers to the following two questions:
· What have we learned from the challenge?
· How are we going to avoid this challenge in the future?


[bookmark: _Toc7929266][bookmark: _Toc179596259][bookmark: _Toc191957848]Communication Roles & Responsibilities
The following roles and responsibilities are required to execute this communication plan.  
	Role
	Name(s)
	Responsibilities

	Sponsoring Partners
	Dannette R. Smith, City of Seattle 
Jackie MacLean, King County
David Okimoto, United Way of King County

	· Ultimately responsible for all communications


	Executive Committee
	Al Poole
Linda Peterson
Mary Shaw
	· Participates in high-level communication events

	HMIS Project Team
	Tedd Kelleher
Mary Schwartz
Nicholas Mondau
Catherine Douglas
Jeff Spring
Sola Plumacher
Gregg Rocheford
Gwen Whipple
Julien Rust
Renee Lamberjack
Mei Lin Tangalin

	· Develops communication plan and schedule
· Coordinates communication development
· Identifies and collects communication content 
· Monitors delivery according to schedule
· Shares project documentation, schedule and plans






[bookmark: _Toc7929267][bookmark: _Toc179596260][bookmark: _Toc191957849]Communication Audiences
The following audiences will receive various forms of communication depending on their needs.  The “owner” identified is the HMIS Project Team member who is primarily responsible for communicating to each audience. The high-level communication content will be defined in detail by the owners and other content sources.
[bookmark: _Toc7929268][bookmark: _Toc179596261][bookmark: _Toc191957850]Safe Harbors Customers/Stakeholders
	Audience
	Owner
	High-Level Communication Content

	Sponsoring Partners
	Sola Plumacher
	· Overall project status
· Successes experienced
· Challenges and resolutions
· Schedule, scope or cost changes
· Escalated issues (all categories)
· Escalated risks management items

	HMIS Executive Committee

	Sola Plumacher
	· Detailed project status
· Successes experienced
· Challenges and resolutions
· Escalated issues (all categories)
· Escalated risk management items
· Schedule, scope or cost changes

	Safe Harbors Interested Parties
	Sola Plumacher
	· Milestone accomplishment
· Coordination efforts
· Long-range planning efforts
· Project status updates
· Detailed project plan (as needed)

	HMIS Project Team

	Sola Plumacher/Herb Widuschek
	· Detailed project status
· Challenges and resolutions
· Issues management (itemized by category)
· Risk management
· Communication management
· Stakeholder management
· Change management
· Schedule, scope or cost changes
· Feedback process/ results
· Work plan updates

	Homeless Provider Agencies
	Sola Plumacher
	· Overall project status
· Benefits of HMIS
· Resources available
· Successes experienced
· Challenges faced and resolved (where applicable)
· Feedback processes and results
· Expectation management (scope definition)

	Homeless Consumer
	Sola Plumacher
Gregg Rocheford Gwen Whipple
Julien Rust
Mei Lin Tangalin
Barb Lundstrom
	· Overall project status
· Benefits of HMIS
· Successes experienced
· Challenges faced and resolved (where applicable)
· Feedback processes and results
· Expectation management (scope definition)


	General Public

	Sola Plumacher
Gregg Rocheford Gwen Whipple
Julien Rust
Mei Lin Tangalin
Barb Lundstrom
	· Overall project status
· Benefits of HMIS
· Successes experienced
· Challenges faced and resolved (where applicable)

	Local Elected Officials
	Dannette R. Smith
Jackie MacLean
	· Data results upon request
· High-level project progress
· Dashboard reports

	HUD
	Sola Plumacher
	· Annual progress report
· Annual Homeless Assessment Report
· Other reports as requested

	HMIS Vendor
	Sola Plumacher
	· Project plan status
· Project work plan updates and coordination
· Milestone progress
· Contract deliverables progress
· Software issues management (tier 2 & 3 customer support)
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	Communication Event
	Audience and/or who will attend?
	In what form or how will meeting be held?
	Frequency
	Organizer (pre-meeting activities)
	Facilitator (meeting activities)
	Expected Outcomes

	1. Sponsoring Partners Meetings
	Sponsoring Partners
	· In person
	· Monthly
	Sola Plumacher
	Sola Plumacher
	· Informed sponsors
· Decisions made on strategic issues 

	2. Executive Committee Meetings
	Executive Committee
	· In person
	· Monthly
	Sola Plumacher
	Sola Plumacher
	· Informed members
· Uniform expectations
· Uniform communication
· Decisions made on strategic issues

	3. CEH Governing Board
	Governing Board member and community partners
	· In person
	· Quarterly
	Bill Block
	Bill Block
	· Informed members 
· Performance indicators

	4. IAC
	IAC members and community partners
	· In person
	· Monthly
	Bill Block
	Bill Block
	· Informed members 
· Performance indicators

	5. Funders Group
	Public and private funders in King County
	· In person
	· Monthly
	Bill Block
	Bill Block
	· Informed members 
· Performance indicators

	6. HMIS Project Team Meetings
	HMIS Project Team
	· Go to Meeting
	· Every other Tuesday
· 1-2:30 p.m.
	Mary Schwartz
	Mary Schwartz
	· Informed team
· Deliverable review
· Idea generation
· Issue resolution
· Task progress tracking

	7. HMIS Project Team/Adsystech Account Management Meetings
	HMIS Project Team and Adsystech Representatives
	· Go to Meeting
	· 2nd Wednesday of every month
· 10 .m. – noon
	Mary Schwartz

	Mary Schwartz
	· Project oversight
· Ensure adherence to project plans
· Monthly risk assessment

	8. Sola/Mary Weekly Call
	Sola Plumacher & Mary Schwartz
	· Go to Meeting
	· Every Tuesday
· 8-9 a.m.

	Mary Schwartz
	Mary Schwartz
	· Team issues raised
· Team successes highlighted
· System issues coordination

	9. Safe Harbors Partners Meetings
	· HMIS Users
· HMIS Administration
	· In person
	· Quarterly
	Gwen Whipple
	Gwen Whipple
	· Coordination
· Communication of system upgrades
· Training

	10. Statewide HMIS Users Group
	· HMIS Users
· HMIS Administration
	· In person
	· Twice yearly
	Mary Schwartz, Sola Plumacher
	Mary Schwartz, Sola Plumacher
	· Coordination
· Communication of system upgrades
· Training

	11. Data Integration Users Group
	· HMIS Data Integration users
· HMIS Administration
	· In person
	· Monthly
	Gregg Rocheford
	Gregg Rocheford
	· Coordination
· Communication of system upgrades
· Training

	12. HMIS project Status Report
	· Executive Project Sponsors
· HMIS Project Team
	· E-mail
	· Quarterly
	Sola Plumacher
	Sola Plumacher
	· Informed Sponsors and Project Team

	13. Safe Harbors Dashboard Report
	· CEH
· Executive Project sponsors
· Safe Harbors users
	· E-mail
	· Quarterly
	Renee Lamberjack
	Renee Lamberjack
	· Informed Sponsors and Safe Harbors users 

	14. HMIS Newsletter
	· HMIS Users
	· E-mail
	· Monthly
	Gwen Whipple
	Gwen Whipple
	· Informed Sponsors and Project Team

	15. Region X HMIS System Administrators Call
	· Region X System Administrators
	· Conference call
	· Monthly
	Louise Rothschild
	Louise Rothschild
	· Coordination of regionwide CoC/HMIS Administration

	16. Training
	· HMIS Project Team
	· On site
· Conference call
	· As needed
	Mary Schwartz
	Adsystech
	· Training for HMIS System Administrators
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[bookmark: _Toc179596265][bookmark: _Toc191957852]Communication Audiences and Events
This section describes each general communication event in more detail.  Each project may vary in how the communication events are implemented.
[bookmark: _Toc191957853] Sponsoring Partners’ Meetings	
On a monthly basis, the Safe Harbors Manager will meet in person with the Sponsoring partners to ensure the direction of the project is actively and appropriately being managed.  The Sponsoring Partners will also act as the final authority of escalated policy issues and project budget.
[bookmark: _Toc191957854][bookmark: _Toc4479592]Executive Committee Meetings 
Monthly, the Executive Committee will meet in person with the Safe Harbors Manager to present the current project status and request approval of decisions when applicable.  Specific requests may receive approval, reprioritization or risk management/mitigation actions as necessary.  The Executive Committee acts as the authority on escalated issues or risks that cannot be decided at the operational or project team level.
[bookmark: _Toc191957855]Committee to End Homelessness Governing Board, IAC and Funders groups
Quarterly, the Safe Harbors Manager will prepare and disseminate status or work plan reports to the CEH planning staff.  The purpose of the meeting is to share information with CEH membership on performance indicators and measurement under the Ten-Year Plan to End Homelessness.  
HMIS Project Team Meetings
These meetings are held via conference call on a bi-weekly basis for the duration of the contract.  The meetings are held every other Tuesday from 1:00 – 2:30 p.m.  Once a month, the team will meet in person.  The purpose is to coordinate the state’s procurement activities and responsibilities of its contract with the Balance of State and Safe Harbors HMIS Project Team’s activities related to training, vendor issues/management and data integration.
[bookmark: _Toc191957857]Adsystech/CTED/Safe Harbors Project Management Meetings
Monthly, the Adsystech Account Manager, the Adsystech Project Manager and the CTED Project Manager and the Safe Harbors Program Manager will meet to discuss contract issues, deliverable issues or any other project aspect that is outstanding or needs to be highlighted. The purpose of the meeting is to coordinate task accomplishment, issues management, tech support and enhancement priorities.
[bookmark: _Toc191957859]Commerce/Safe Harbors weekly leadership call
On a weekly basis the Statewide HMIS Manager and the Safe Harbors Manager will discuss systems coordination, team issues and set agendas for team meetings.
[bookmark: _Toc191957860] Safe Harbors Partners Group Meeting
On a quarterly basis, a user group meeting will be held in person for all current HMIS users via the Safe Harbors Partners Group to discuss overall project status, resolve user training and software issues, make enhancement priority decisions and facilitate shared learning experiences for HMIS users.
[bookmark: _Toc191957861][bookmark: _Toc4479600][bookmark: _Toc179596273]Statewide HMIS Users Group
Twice annually, leadership from the HMIS implementations across the state will meet to coordinate system strategies and data collection practices.  
Data Integration Users Group
Quarterly, the Safe Harbors System Administrator will conduct a users group meeting for data integration agencies.  The purpose of this meeting will be to discuss technical issues related to uploading of client files and to gather information about potential changes to the system of operating procedures.
HMIS Project Status Report
A quarterly project status report is prepared by the Safe Harbors Manager and Project Manager in coordination and collaboration with the HMIS Project Team.  The status report is shared with all interested parties.  The report will be specifically emailed to the Executive Committee and Sponsoring Partners.
[bookmark: _Toc191957863]Safe Harbors Dashboard report
A quarterly Dashboard report will be created and delivered to the Executive Committee and Sponsoring Partners for review prior to being shared publicly with all stakeholders.
HMIS Newsletter	
On a quarterly basis, the current HMIS users and any homeless consumers they so choose to inform will be updated with information regarding issues management, accomplishments, enhancements, upgrade notices and privacy issues.
[bookmark: _Toc179596276][bookmark: _Toc191957865]HMIS Users E-mail Listserve	
E-mail notices are sent prior to a patch release, in the event of a system outage, or system maintenance that may affect their ability to complete data entry.  Users of the Safe Harbors HMIS need to be informed about anything that affects their ability to use the application to add or update data in their individual program. This is also a good place to inform current users of upcoming changes to the system that will affect them.
Region X  HMIS System Administrators Call	
Monthly HMIS administrators participate in a conference call facilitated by HUD consultants at Abt. Associates.



[bookmark: _Toc4479603][bookmark: _Toc179596278][bookmark: _Toc191957867]Communication Tools & Templates
The following templates have been developed to support project communication.
	Template/Tool
	Purpose
	Location

	Quarterly Status Report
	Prepared quarterly and sent to Sponsoring Partners and Executive Committee.
	Safe Harbors


	Project Log
	Keeps a running log of issues, risks, decisions and activities.  Selections from this log are reported on the status reports
	Commerce

	Web site
	Updated bi-weekly or as needed for announcements, general related information and status reports
	www.safeharbors.org


	Newsletter
	Updated Quarterly with user tips, FAQs and announcements.
	www.safeharbors.org 
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