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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: 
� Not compelling or engaging 
� 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: 
� Goals and Objectives  
� 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: 
� Improve employee morale and awareness of agency-wide initiatives, specific efforts/programs and activities 
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� Inform all employees about operations, policies, changes and more 
� Understand the function and responsibilities of each division and individual 
� Give employees access to key documents and resources/ Tools to assist with operational and daily tasks 
� Provide supporting information, such as helpful hints, best practices, and technical support 
� Create a central information repository for all things Rhode Island Housing 
� 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 Feel using 
the site.  
 

Features and Functionality – “Do” 
People 
� Directory of employees and responsibilities 
� Organizational chart with headshots 
News and Announcements 
� Agency/Division/Employee news 
� Program and staffing updates 
� Happenings with other state agencies or municipalities 
� Industry news and trade publication articles 
� Technology news (e.g. new equipment, software updates) 
� New hire announcements 
� Executive messages 
Documents 
� Document repository for version tracking and working documents, including forms and reports (e.g. HUD, 

foreclosure) 
� Day-to-day forms and report templates for staff to ensure we are all using the most updated version and 

have these regularly accessible and “at our fingertips.” 
Calendar 
� Internal events (e.g. meetings) 
� External events (e.g. ribbon cutting ceremonies) 
� Holiday list 
� Employee birthdays 
For Fun 
� Trivia question of the day 
� Internal classifieds section for posting sales ads 
� Wellness page with nutritionist tips 
� Virtual bulletin board 
� Links to recreational activities (e.g. things to do downtown, free events) 
� Weather forecast with alerts for delays and closings 
Miscellaneous 
� Photo database (of staff and our developments and activities) 
� Portal links to the main website and other resources 
� Division pages 
� Automatic login upon logging into computer 
� Mobile application (future goal) 
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Content – “Know” 
Meeting participants brainstormed the following content areas for inclusion in the intranet: 
� Frequently Asked Questions 
� Instructional content and tutorials (e.g. how to schedule meetings, order supplies) 
� Glossary of terminology, acronyms and programs 
� Overview of agency programs and initiatives 
� Media center to aggregate all media coverage 
� 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: 
� Interactive and engaging 
� Compelling; make employees want to go there 
� The first resource employees turn to before resorting to email or phone 
� Simple, searchable, and easy to navigate 
� Not limiting in terms of design 
� 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 IT 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.  






































