Rhode Island Housing
‘Who We Are and What We Do’ -- Creating an Informational Hub for Employees
Management Innovation: Human Resources
Page 2 of 4
‘Who We Are and What We Do’ -- Creating an Informational Hub for Employees
Management Innovation: Human Resources

Overview

With over 200 employees in seven divisions spread throughout three interconnected buildings, internal
communications can be difficult at best. Informed employees are more productive, have a deeper sense of
connection to their work and the work of their colleagues and serve as informed representatives of the agency.
Recognizing all of this and wanting to create an informative and fun central hub of information for staff, the
Human Resources department worked in collaboration with out IT and Communications staff to develop a
completely revamped employee intranet site. While these three key departments developed and launched the site,
we were able to effectively engage the entire organization with key representatives from each division providing
input, ideas, suggestions and feedback throughout the entire process. Our initial vision for the site was to
create an informational hub for all employees that defines who we are and what we do.

Process

With no budget for the creation of a revised employee intranet, we relied exclusively on internal staff and our
existing CMS to create the new site. We began by looking at our existing intranet, which was a static site limited
by its initial design, difficult to update and with limited functionality. Over the years the only updates were to a
handful of forms and documents used by staff, occasional messages from senior management and the posting of
information on staff changes and job opportunities. The site was not an effective or meaningful tool for our staff
and did not allow us to communicate effectively with them.

The existing intranet site was static with little room for development and improvement and does not attract
regular traffic. The site was described as:

e Not compelling or engaging

e Static and infrequently changing

The job announcements feature was identified as the main driver of traffic to the current intranet and it was
noted that very few employees check the intranet routinely.

As we were looking for fresh ideas and did not want to be encumbered by the existing site, we decided at the
onset that we would design an entirely new intranet vs trying to use a “bandaid” approach to improving the
existing site. Additionally, it was noted as our employees all have varying levels of technical expertise, this would
be considered when developing content and usability.

We began by identifying the following:
e Goals and Objectives
e  Brainstorming of

o Features

o Content

o Design Principles

Key stakeholders from each division met to brainstorm, explore, and prioritize features, content and design
elements. The meeting also included development of objectives for the intranet with the ultimate goal of
providing employees with timely and relevant information, work-related resources and tools and a central point
of communication. The intranet will increase and improve internal communication with the end result being a
better informed staff and a greater sense of community.

Goals and Objectives
The goals and objectives for the intranet were defined as follows:
e Improve employee morale and awareness of agency-wide initiatives, specific efforts/programs and activities
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e Inform all employees about operations, policies, changes and more
e Understand the function and responsibilities of each division and individual
e Give employees access to key documents and resources/ Tools to assist with operational and daily tasks
e Provide supporting information, such as helpful hints, best practices, and technical support
e Create a central information repository for all things Rhode Island Housing
e Better connect staff with one another and break down silos between divisions

Brainstorming
Representatives from each division were asked to brainstorm potential features and content for the site that
exemplify what users should be able to Do on the intranet and what they want to Know. Design principles were
also solicited to help guide the vision for the intranet and develop usability standards for how users will Fee/ using
the site.

Features and Functionality — “Do”
People
e Directory of employees and responsibilities
e  Organizational chart with headshots
News and Announcements
e Agency/Division/Employee news
e Program and staffing updates
e Happenings with other state agencies or municipalities
e Industry news and trade publication articles
e Technology news (e.g. new equipment, software updates)
e New hire announcements
e Executive messages

Documents
e Document repository for version tracking and working documents, including forms and reports (e.g. HUD,
foreclosure)

e Day-to-day forms and report templates for staff to ensure we are all using the most updated version and
have these regulatly accessible and “at our fingertips.”

Calendar

e Internal events (e.g. meetings)

e External events (e.g. ribbon cutting ceremonies)

e Holiday list

e Employee birthdays

For Fun

e Trivia question of the day

e Internal classifieds section for posting sales ads

Wellness page with nutritionist tips

Virtual bulletin board

e Links to recreational activities (e.g. things to do downtown, free events)

Weather forecast with alerts for delays and closings

Miscellaneons

e Photo database (of staff and our developments and activities)

e DPortal links to the main website and other resources

e Division pages

e Automatic login upon logging into computer

e Mobile application (future goal)
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Content — “Know”
Meeting participants brainstormed the following content areas for inclusion in the intranet:
e Frequently Asked Questions
e Instructional content and tutorials (e.g. how to schedule meetings, order supplies)
o  Glossary of terminology, acronyms and programs
e Overview of agency programs and initiatives
e Media center to aggregate all media coverage
e List of awards and recognition for both the agency and employees

Design Principles — “Feel”
In addition to containing the features and content listed above, we created the following guiding principles as key
success factors in the design of the intranet. The intranet must be:
e Interactive and engaging
e Compelling; make employees want to go there
e The first resource employees turn to before resorting to email or phone
e Simple, searchable, and easy to navigate
e Not limiting in terms of design
e  Visually interesting, with photos and graphics

The Results

The revised intranet includes almost all of the key elements designed during our brainstorming sessions. The
site’s design captures and articulates our message of “Who we are and what we do” throughout the site. The
header on each page features rotating photographs (each click through the site changes the photos shown) that
feature photographs on the left of staff (who we are) and images to the right of our developments and activities
(what we do).

We officially launched and unveiled our revised intranet at full staff meetings in mid-March 2011. We presented
the site to staff, walked them through the major sections and had senior staff from each division present their
divisional pages. We also offered times throughout the following week where all staff were invited to go to our
training room and meet with representatives from our I'T department who could walk them through the site and
answer any questions regarding the site. In order to get staff accustomed to utilizing the site as a resource, we
send out regular intranet e-news that present various features of the site. We also included a feedback page where
employees can anonymously suggest and offer their feedback so we can continue to make improvements to the
site. To date we have responded to each suggestion and made numerous improvements based on employee

feedback.

We have already witnessed many positive outcomes relating to this effort. Our employees are more aware of the
many activities and programs of the agency, they are connected to one another and the work each of us performs
in a deeper and more meaningful way and they are able to perform their work more effectively as they no longer
have to chase down the correct forms, or search for information. And more importantly, they now have a central
resource of information and a site that keeps them informed of important policy or program changes, updates to
industry efforts and standards, and other features to help them in their positions. Additionally, the “fun” aspects
such as daily trivia, updates on employees (birthdays, marriages, births, etc), wellness opportunities, classifieds,
local events and activities have provided for lively conversations and interactions among staff. It’s not unusual to
walk the halls of Rhode Island Housing and hear staff discussing the daily trivia question or commenting on a
recent program or development that has been highlighted via the intranet.
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Mary Kate Harrington - Intranet Facts from Rhode Island Housing

From: Rhode Island Housing <mharrington@rhodeislandhousing.org>
To: <mharrington@rhodeislandhousing.org>
Date: 4/1/2011 4:25 PM

Subject: Intranet Facts from Rhode Island Housing

RhodelslandHousing  Intranet Facts

waorking together to bring you home

Featured Tip Creating Community

By now we hope you have all had a chance to utilize our new
employee intranet site. We hope you are finding it helpful, user-

. friendly and informative. The ultimate goal of the intranet is to
provide employees with timely and relevant information, work-
related resources and tools and a central point of
communication. Ultimately, the intranet will increase and
improve internal communication, with the end result - a better
informed staff and a greater sense of community.

Spotlight On: Human Resources

Today, we wanted to draw
your attention to the Human
Resources page, included
under the "Resources” tab.
As you can see, the HR
page includes many
features such as staffing
news, a bulletin board with
upcoming activities, trivia
(which is posted in the
Money Management morning with answers and

winners announced each

afternoon), Things to Do,
employee's birthdays (click on the employee's name and you
can send them a Happy Birthday email), job postings and
many of the forms and tools you need.

EAP Newsletter

_ — A unique feature of this page
Feedback " is the Wellness/ Education/
Upe oo Woedleeas §yents Classifieds box. Here you can
—— find upcoming wellness events
e g adu iy and contact information for our
wellness providers. Click on
the "Education Opportunities"
Pie Crovs Webade oo ANIUE IR By
Svvmaiy Care Wabsie tab and you can access our

Chack outl the Biae Crois Bverd Calendar

file://C:\Documents and Settings\mharrington\Local Settings\Temp\XPgrpwise\4D95FC85... 7/13/2011
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the oppertunlty for sta’ff te ; :

free). Ccntact genn Fgllgg if you are mterested m postmg
something. orovides updates on our annual Jea
Days total so staff can see how much we have raised for local
organizations.

Just in: we have a brand new section on the HR page

dedicated to posting volunteer opportunities. For those of you
looking to role up your sleeves and volunteer, check it out!

More to come!

Over the coming weeks we will be sending out updates on the
mtranet hlghllghtmg varlous areas and pleces-af mformatlpn

) pl y'
thoughts and sugges’uens!

Sincerely,

The Intranet Team

o & lusted Emall from

- aff Safelin.ul . Constant Contact”

HOSCT D

This email was sent to mharrington@rhodeislandhousing.org by mharrington@rhodeislandhousing.org |
Update Profile/Email Address | Instant removal with SafeUnsubscribe™ | Privacy Policy.

Rhode Island Housing | 44 Washington St. | Providence | RI | 02903-1362

file://C:\Documents and Settings\mharrington\Local Settings\Temp\XPgrpwise\4D95FC85... 7/13/2011
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From: Rhode Island Housing <mharrington@rhodeislandhousing.org>
To: <mharrington@rhodeislandhousing.org>

Date: 4/8/2011 4:46 PM

Subject: Intranet Facts from Rhode Island Housing

RhodelslandHousi rm Intranet Facts

waorking together to bring you home

| Creating Community - beyond our four

Featured Tip walls

Many of you may have never checked the intranet from outside
the office. As we want you to utilize the newly designed and
enhanced site to keep informed, we are providing some tips
and instructions on how to log onto the site from home.

Spotlight On: Logging in from home

While employees do not need to log in to the intranet from
Rhode Island Housing _you will need to do so when out of the
office. This is for security reasons and our IT staff have
worked hard to make ‘easy as possible for staff. Detailed
instructions on how to log in from home can be found on the

log-in page titled "Login Instructions."

K1 KeepSpace GroupWise Login Instructions

(=8)

~ To ensure that you are able to log in from home, you may
want to set up your login password while at work so our IT
staff can assist you if necessary. Here is the link to the login

page.

Ideas, suggestions welcomed!

We are looking for additional suggestions for the next phase of

file://C:\Documents and Settings\mharrington\Local Settings\Temp\XPgrpwise\4dD9F3BD... 7/13/2011
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- Feedback ~ our intranet enhancement project. For these of you who have
not yet thoreughly‘.expiered the site, please cl';' ound

yo,ur thaughts!

Sincerely,

The Intranet Team

waSafelUnsubscribo Constant Contact

This email was sent to mharrington@rhodeislandhousing.org by mharrington@rhodeislandhousing.org |
Update Profile/Email Address | Instant removal with SafeUnsubscribe™ | Privacy Policy.

Rhode Island Housing | 44 Washington St. | Providence | RI | 02903-1362

file://C:\Documents and Settings\mharrington\Local Settings\Temp\XPgrpwise\4D9F3BD... 7/13/2011
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From: Rhode Island Housing <mharrington@thodeislandhousing.org>
To: <mharrington@rhodeislandhousing.org>

Date: 4/12/2011 2:20 PM

Sub] ect: Intranet F acts from Rhode Island Housmg

j RhodelslandHousing  Intranet Facts

working together to bring you home

Creating Community - Contact Lists

Fea.tan:EEd Tip

We heard you loud and clear! An overwhelming number of the
suggestions we have received through the feedback form on the
intranet have been to ask us to create more user-friendly phone
and contact lists for staff. Well, as you can read below, thanks fo
the hard work of our HR and IT staff we have done just that!

Spotlight On: Ph-o-ne- Lists

We have completely revised and updated the phone/email lists
available on the employee intranet. You will now find a
complete listing of all staff, inclu ng thenr phone numbers
division, title, department and office I

'supply you Wlth all the contact lnformatlon you will need to
cconnect with your fellow staff. We have also included a "Print"
button so you can also print out the list and keep it handy at
your desk. :

Feedback

Department Location

You will note that the employee name is also a hyperlink to
their email and that you can search for specific staff by first or
last name and division. To sort by a different column other than
name just click the column header, click again to reverse the
order. .

Please contact Human Resources if you have any unJstlons
.regardmg the phone list.

file://C:\Documents and Settings\mharrington\Local Settings\Temp\XPgrpwise\4DA45FA... 7/13/2011
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Sincerely,

- The Intranet Team

'4:' Wrusted Emall from
G ﬁ I.
e SafeUnsubscribe Constant

This email was sent to mharrington@rhodeislandhousing.org by

mharrington@rhodeislandhousing.org |
Update Profile/Email Address | Instant removal with SafeUnsubscribe™ | Privacy Policy.

Rhode Island Housing | 44 Washington St. | Providence | RI | 02903-1362

file://C:\Documents and Settings\mharrington\Local Settings\Temp\XPgrpwise\4DA45FA... 7/13/2011
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From: Rhode Island Housing <mharrington@rhodeislandhousing.org>
To: <mbharrington@rhodeislandhousing.org>

Date: 7/12/2011 11:06 AM

Subject: Intranet Facts from Rhode Island Housing

RhodelslandHousing  Intranet Facts

waorking together ta bring you home ™

| Creating Community - The Name Game

Naming Tips

It happens to all of us. You're walking down the hallway to a

. meeting and a colleague says "hello" and for some reason you
draw a blank. Can't remember his/her name? Perhaps it is a
new staff person and you've never even met? But it's even
worse when they say "hello" followed by your name. You slink
back to your office, feeling a bit embarrassed and just hope
they didn't catch on to the fact that you had no idea who you
were just talking to. Well, we are working toward addressing
this issue with a directory of staff that also includes
photographs to help us all become better acquainted with one
another!

More on this to come....

What others have
done While we are on the subject of names....

.....we realize it has been over two months since the launch
of our employee intranet and we have been remiss in
providing it with a proper name.

w}hy name our intranet?

engagemem Wl th S e SIte b
2 ‘e‘l'eetii’ng a name

émn their suggestions and we will post the suggestions and
let everyone vote on their favorite.

What's at stake?

file://C:\Documents and Settings\mharrington\Local Settings\Temp\XPgrpwise\4E1C2AC... 7/13/2011
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Feedback

More to come!

- We'll send out a call for ideas for the intranet nan
within the next week. In the meantime, put your creatwe hats
on and start thinking! '

Sincerely,

~ The Intranet Team

,,.-r vusted Emadl from
-
»af SafeUnsubscribe Constant Contact

T FREE teday

This email was sent to fzuckerman@rhodeislandhousing.org by mharrinaton@rhodeislandhousing.org |
Update Profile/Email Address | Instant removal with SafeUnsubscribe™ | Privacy Policy.

Rhode Island Housing | 44 Washington St. | Providence | RI | 02903-1362

/., THIS IS A TEST EMAIL ONLY.
This email was sent by the author for the sole purpose of testing a draft message. If you believe you have
received the message in error, please contact the author by replying to this message. Constant Contact
takes reports of abuse very seriously. If you wish to report abuse, please forward this message to
abuse@constantcontact.com.

file://C:\Documents and Settings\mharrington\Local Settings\Temp\XPgrpwise\4E1C2AC... 7/13/2011
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