APPENDIX XXXX - COMMUNICATIONS PLAN

FAST-TRACK STAFFING PROJECT


Communication objectives:
· Continue to create awareness for PROJECT NAME, its objective and expected outcomes
· Educate on the process being used for PROJECT NAME
· Emphasize collaborative approach of model VS silos
· Position PROJECT NAME in the overall departmental change agenda and public-service wide HR changes
· Gain and maintain buy-in and engagement of key stakeholder groups through effective communications
· Provide regular progress reports and next steps to key stakeholders and clients (at project milestones or when required)
· Ensure ongoing, effective communications with the working groups
· Communicate the features and the implementation plan for PROJECT NAME
· Provide opportunities for effective, two-way communication (receive feedback, answer questions and concerns)
Considerations:

· Generic communication products (such as Powerpoint presentations) have been or will be developed to be used as the basis for standard messaging. These products will be adapted to suit the needs of each target audience as well as the needs of specific groups within each of the target audiences when required.
· Other recommendations from consultations:

· Messages should formally establish the new PROJECT NAME, focus on its benefits and associated roles and responsibilities
· Timing/roll-out of communications: the INSERT STAKEHOLDER should be informed, engaged, and trained prior to official communications with the client-managers. They can act as change agents, explain the new process, provide better support and guidance to their clients and facilitate the roll-out.

· Key messages should be delivered from senior management throughout the chain of command and involve all stakeholders

· Fast-track staffing actions should not be referred to as “administrative” or “low risk”
· Keep on the radar: 
· CONSIDERATION 1
· CONSIDERATION 2
	TARGET AUDIENCE: HR Community
(Staffing ops – Service Centres, FTS Teams, Corp staffing, Other HR areas – classification, compensation, Corp Svcs & Mod,  learning, official languages, HR Managers, etc)

	Key Messages
	Delivery Channel/Tactic (How)
	Timing and Frequency
	Sender/Delivery

(Who)
	Development OPI
	Status/Notes

	Context and objectives:

· Context, the case for change, desired outcomes, alignment with other change initiatives
	· Emails

· PPT presentations (Common deck)
· Website + FAQs
· Townhall

· Team meetings
	Ongoing, at project milestones
	Project Lead

	Project office
	

	HR-Civ BPR model :

· What it is, how it works (overview of methodology), how it fits in the PROJECT NAME – phases, milestones, etc., who was involved
	
	
	
	
	

	Project status reports: 

· Accomplishments/Milestones, next steps, timelines
	
	
	
	
	

	Features of the new process:

· What are the PROJECT NAME services, what changes, benefits, how it works(process flow)

· Roles and responsibilities

· Enabling tools (SOP, website, IT system, online forms, positional mailboxes, etc)
	All:

· Emails with links

· Website

· Fact Sheet

Stakeholder 1:
· Weekly conf calls

· Sharepoint site

Stakeholder 2:

· Info/training sessions and workshops (more details on training sessions in training & development plan)

	All:

· Ongoing, at project milestones

· Align and time with other HR initiatives’ announcements

Stakeholder 1:
· Ongoing

Stakeholder 2:

· Include in Lab/Pilot planning phase

· At pilot implementation

· Prior to full roll-out

	Various, drill down according to each target sub-group

	
	

	Implementation process/Roll-out plan

· How (pilot, progressive roll-out, etc.), timelines

· What will be required from them

· Where to find information/instructions/procedures
	
	
	
	
	


	TARGET AUDIENCE: Client Managers

	Key Messages
	Delivery Channel/Tactic (How)
	Timing and Frequency
	Sender/Delivery

(Who)
	Development OPI
	Status/Notes

	Context and objectives of the PROJECT NAME:

· Context, the case for change, desired outcomes, alignment with other change initiatives
	· Integrate to key msgs described below (new process, implementation)


	Ongoing, at project milestones


	
	
	

	The model :

· What it is, how it works (overview of methodology), how it fits in the FTSP – phases, milestones, etc., who was involved
	
	
	
	
	

	Features of the new process:

· What are the PROJECT NAME services, what changes, benefits, how it works(process flow)

· Roles and responsibilities

· Enabling tools (website, online forms, positional mailboxes, points of contacts for help, etc)
Implementation:

· When

· What will be required from them from now on

· How to use the new process/system

· How to get assistance during transition

· How to provide feedback/comments
	In Pilot region:

· Presentations at Regional mgrs meetings 
· Demos or  “How-to” workshops
· Links to website, FAQs, tools

· E-mail

· Fact Sheet
	Prior to start of pilot 
	
	
	

	
	Across DND:

· Presentations at Regional mgrs meetings

· Demos or  “How-to” workshops

· Aide-mémoire

· Fact sheet with links, tips, new process, POC
	Prior and during roll-out


	
	
	


	TARGET AUDIENCE: Senior Management

	Key Messages
	Delivery Channel/Tactic (How)
	Timing and Frequency
	Sender/Delivery

(Who)
	Development OPI
	Status/Notes

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	TARGET AUDIENCE: Other Stakeholders

	Key Messages
	Delivery Channel/Tactic (How)
	Timing and Frequency
	Sender/Delivery

(Who)
	Development OPI
	Status/Notes
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