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MaineHousing 
Intranet  

 
 
OVERVIEW 
 

MaineHousing’s mission is to assist low income households in achieving and maintaining quality affordable 

housing. We do this through partnerships with developers, lenders, community action agencies, homeless 

services providers, fuel dealers, non-profits, and many more. Each of our departments are regularly in contact 

with its clients through letters, notices, meetings, and other forms of communication. 

 

In our own arenas of responsibility, the methods we choose to reach out work well. But, as we learned 

through our Strategic Plan effort in 2014, we did not communicate in a satisfactory manner with our most 

important clients – our employees. 

 

The Strategic Plan endeavor consisted of four groups each with a specific purpose, and to show how 

important it was to improve outreach to employees, one of the groups focused on internal communications. 

 

Two primary methods of communication were in use before the internal communications team made its 

recommendations. They were all staff emails, which could be disruptive when a little window appeared at the 

bottom of a computer screen to say, for example, that the quarterly parking passes were available or that 

cream was ordered for the coffee service, and a monthly newsletter that was designed, turned into a pdf, and 

sent via all staff email. It took quite a bit of time to produce, copy was hard to come by, events may have 

occurred at the beginning of the month and employees were reading about them at the end, or works in 

progress that were noted may have changed without notice to the newsletter editor. 

 

Communication was not the only problem. Insurance health forms were in one location on a share drive. 

Organization charts and phone lists were in another folder. Polices and handbooks in yet another folder. And 

so on. 

 

The Internal Communications team developed what it called a “tool box,” an intranet that would be the 

primary venue for news, information, forms, manuals, event pictures, and other “must haves” that make 

employee life easier. It needed to be interactive, like social media, with a section for employees to post 

messages, celebrate others’ accomplishments, and share  personal information such as school fund raisers, 

camp rentals, or other goods for sale. 

 

The Internal Communications Team worked with the Communications and Planning Department and its 

webmaster, as well as the IT Department, to design the MaineHousing Intranet. Its first full year of operation 

was 2015 after having been put online at the end of 2014 to work out the kinks. It has proven successful for 

those who use it. They have expressed their satisfaction with being kept in the loop. Our only hiccup is that 

some employees forget to use it.  

 

All staff email now is used only for major announcements. 

 

 



MAJOR UNDERTAKINGS AND EMPLOYEE NOTIFICATION 

 

One other major complaint from employees prior to the implementation of the intranet was that they were 

not being kept current on major undertakings take place by administrators or group. In 2015, MaineHousing 

began a compensation study, a building and facilities review, a continuous improvement tract, and others. 

Outside contractors met regularly with study groups – and still do. The intranet became a vehicle to keep 

employees updated. The intranet’s directory includes a link called “transformation tracks,” and on that page 

are the studies or initiatives that are underway. All reports pertaining to them is posted. 

 

DESIGN AND STRUCTURE 

 

Easy access to the intranet was paramount in its development. The IT Department placed a shortcut on each 

employee’s computer screen, including the laptops of inspectors who primarily are on the road. It’s also 

available on MaineHousing’s portal that is used by employees who telecommute.  

 

The front of the intranet is called the dashboard. The public information manager and webmaster have access 

to it to post important company-wide messages. Program updates, facilities and securities messages, headlines 

on work-related topics, fun activities, and other information are shared on the dashboard. It’s updated at least 

once a day. Some days may have quite a few posts.   

 

To the left on the front page is a directory, which includes links to pages that house the organizational chart 

and phone list, HR forms, expense and travel forms, an images library, department-specific pages, classified 

ads, and others. Also, the front page includes links to a page that specifically features “quotes of the day” and 

a page that includes headlines with links to media sites. On the right of the front page is an AccuWeather site 

that includes current weather and forecasts. It is viewed often during Maine winters. Sometimes it’s fun to 

read that rain will start in 16 minutes, and time it to see if it happens..  

 

Employees, too, can log in to the intranet to post or “like” posts. By logging in they have access to the second 

primary screen of the intranet, which is the activity feed. On this page, similar to a Facebook timeline feed, 

employees can post notices, see what new information has been posted on other pages, and, most 

importantly, give fellow co-workers “merit badges.”  

 

The “merit badges” feature was a priority to employees. During the Strategic Plan endeavor, employees were 

surveyed and many mentioned that they wanted a way to recognize co-workers who went above and beyond 

in their job, in their assistance with a project, or even to help another person in the parking lot who may have 

fallen on ice. The webmaster created numerous badges, and employees choose the appropriate one. Each 

employee has a page on the intranet that lists the hours they are in the building and the days they flex or 

telecommute. The badges appear on the individual pages, as do anniversary badges. 

 

NUMBERS 

 

MaineHousing has almost 160 employees, and our numbers show that not everyone goes on to the intranet 

each day. That doesn’t mean they don’t go on at all. In January 2015, the site got 1,803 total hits. By 

December, it reached 3,106 hits. The average length of stay is about 4 minutes. 

 



To increase traffic, we needed to change our approach in how information was posted. 

 

Initially, a daily blog was written and posted. It could be lengthy. Readers would get a cup of coffee, pull up 

to their screen, select the link, and read the blog. Others, however, felt that was too time consuming. Now, 

each post is focused on one topic and not a compilation of many. That’s proven easier. 

 

And, lately, to encourage participation, a co-worker is creating crossword puzzles, trivia contests, and 

requesting guest columns (such as restaurant reviews). The result has been a greater sense of community and 

friendship among co-workers. 

 

Now that we’re halfway through our second full year of the intranet, Communications and Planning is 

developing a survey to ask co-workers for their thoughts and ideas. We want to ensure that the 

communication that employees requested is being delivered, and what better way to do that than to ask our 

readers. 



MaineHousing
Our Intranet

MaineHousing’s intranet serves many 
purposes. It’s an internal newsletter 
of program updates, activities, 
announcements, and news, and its 
a source for company information 
such as forms, organizational charts, 
phone numbers, expense sheets, and 
other information. 

Major agency initiatives are posted 
under transformational tracks.

Weather updates are included, and 
viewed often during winter months.

It’s also interactive. An activity 
feed lets employees post personal 
events that may be of interest, such 
as a school fund raiser, give “merit 
badges” to co-workers, and share 
other announcements. Plus, the 
site includes a classifieds section so 
employees can share information 
such as camp rentals or items for sale.

Intranet home page



Intranet “dashboard” page
The intranet “dashboard” is updated by the Communications Department only and features news that is important 
and needs to be shared with the entire agency.



Intranet “activity feed” page

Intranet images library page

An example of a directory page. 
Our events are captured in pictures, 
and we share them via the intranet’s 
images library. Our IT Department 
appreciates that we don’t use email 
space to share pictures.

Once logged in, any employee can post information on the “activity feed” or award “merit badges” to co-workers.


	Entry Name: MaineHousing Intranet
	HFA: MaineHousing
	Entry Name_2: MaineHousing’s Intranet
	Must be HFA Staff Member: Deborah Turcotte
	Email: dturcotte@mainehousing.org
	Description: MaineHousing’s Intranet
	HFA_2: MaineHousing
	Subcategory: CM
	VA: Y


