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Writing a Policy Communication Plan

What is a communication plan?

A communication plan:
· identifies information you need to communicate
· identifies the audience to whom you need to communicate the information
· identifies resources available for communicating your information
· identifies the risks of not communicating the information effectively
· includes a timeline for communicating the information
· includes a plan for measuring your success

Why do we need a communication plan?

A communication plan is a tool to help you succeed in informing members of a community of only the information they need and when they need it.  The elements of a communication plan will answer the following questions:

· WHAT is the message?
· WHO needs to know it?
· HOW can we best get the info to them?
· WHY must we tell them?
· WHEN do they need to know?
· AND....how did we do?

What is the message?

The need for a plan to inform policy occurs when there have been significant additions or revisions to a process or policy, or the procedures, forms or other documents which support them.  You will want to communicate what the changes are and what their impact will be on the target audience.

Who needs to know it?
People who will be affected by the addition or change need to know the information.

Promoting awareness of critical policy efforts
Special communication channels may be needed that use multiple media (e-mail, voice mail, leaflets, etc.) for:

· Policy that mandates a significant change, or 
· Policy that reduces exposing DES to serious risk.  
For new policies and major revisions of policies and procedures, DES may decide to pursue communication channels beyond routine notifications.

Some examples of special communication channels include:

· Executive communication of policy critical to the entire state via broadcast email or voice mail
· Printing notices of newsletters issued by agency programs
· Notices in state-wide publications
· Getting on the agenda of relevant policy user groups
· Getting on the agenda of relevant committees
· Emailing information to relevant listserves

