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Introduction
A Communications Plan is a document that describes how our organization is going to communicate the right messages, to the right people, at the right time. It sets out the communications goals, stakeholders and strategies, as well as communications activities and timeframes. 

Our Communications Plan will describe:
· The communications objectives
· How those objectives will be accomplished with target audiences
· The timeframes and effort involved
· How OPRA will measure success

A clear Communications Plan is vital to the success of OPRA. At the direction of the OPRA Board and informed by input from the general membership survey, OPRA staff produced the following plan to formalize current communication vehicles and to generate new ideas for enhanced communication. By communicating in a more structured fashion, OPRA plans to ensure that the communications needs of its members and stakeholders are properly met.  Of course, this plan builds upon the current positive foundation of timely communication with members, stakeholders and staff.  

Going forward, our aspiration is to pursue methodically both formal and informal communication pathways to help OPRA achieve its collective goals.  The following plan strives to align member expectations with association resources to meet shared objectives.  

[bookmark: _Toc51749735]
OPRA Background
The Ohio Provider Resource Association (OPRA) is a statewide association of service providers who meet the needs of Ohioans with developmental disabilities.  OPRA was founded in 1974, and today its membership consists of more than 150 for-profit and not-for-profit organizations providing services to more than 15,000 Ohioans with developmental disabilities.  OPRA providers offer community-based services in supervised, residential settings day services, vocational services, supported employment and employment assistance as well as providing foster and respite services to adults and children.  OPRA represents approximately 70 percent of the state’s community-based providers.

OPRA’s mission is to support and provide advocacy for community-based service providers to ensure the availability of programs, services and funding adequate to support and assist individuals with developmental disabilities as they strive to achieve a life of increasing independence, productivity and integration.  

OPRA’s core strategies are...
· To work with legislators, administrative agencies and other stakeholder groups, including families and community-based organizations, to shape public policies that deeply affect people with developmental disabilities; and

· To protect the right of individuals and families to choose where and how their loved ones are cared for and supported, and our highest priority is providing and sustaining high-quality services for all Ohioans with disabilities; and

· To promote the creation of a statewide structure that is rational, equitable, fair and effective.
[bookmark: _Toc162764564]

Objectives
OPRA intends to pursue the following Communications Objectives over the next two years in support of OPRA’s Strategic Plan 2013-2014.  OPRA’s strategic Focus Areas will be
1. Efficiencies and Simplifications
2. Reimbursement Transformation for Workforce Sustainability
3. Future Opportunities and Unmet Needs
4. Membership and Member Services

[bookmark: _Toc162764565]Communications Objectives
1. Communicate the value of OPRA membership.
a. Demonstrate how OPRA represents the vital role of OPRA members in the system
b. Fully communicate OPRA strategic direction, goals, and initiatives as well as progress toward their achievement
c. Share the results of OPRA advocacy efforts with members and stakeholders 

2. Broaden our member communications to more fully engage membership.
a. Increase the frequency and reach of communication so all members, and potential members, know and participate in OPRA actions
b. Articulate and promote OPRA trainings, conferences and other learning opportunities

3. Clearly show members what an issue or initiative means to them from a risk and/or opportunity perspective.
a. Provide analysis of issues or initiatives, including potential positive or negative impact on providers, and suggested action steps

4. Ensure that members have ample opportunity to offer input and communicate how their input contributes to OPRA’s processes and products.  


Core Message
The message relates to an organization’s communication objectives.  A message delivers important information about the issue and compels an audience to think, feel, or act.  The proposed core message statement can be used as a touchstone for ensuring that all communications serve the needs of OPRA membership.  The core message is not a slogan.  The core message provides the perspective or lens for developing communications content.  

OPRA operates as the trusted voice of provider and an honest broker of information.  OPRA provides pertinent, timely information to deliver value to its members and to help members leverage business opportunities.


Communication Guidelines 
The following guidelines are applicable to the dissemination of communications messages.
OPRA Guidelines
· All messages will be audience-specific and will convey what we know.
· We will communicate what people need to know before they need to know it.
· Messages will be distributed through an appropriate channel to target audiences. 
· Accuracy matters.  Care must be taken on the accuracy of the content, the spelling, the grammar, etc. of messages to promote professionalism.
· Due to the timeliness factor in successful communications, OPRA staff will respond promptly in providing content and feedback for communications needs.
· External communications need to be vetted at the appropriate level.



· We will listen and act on feedback, using surveys, evaluations and other tools, to continuously improve communication.
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Stakeholder Communications

Target Audiences 
The following list identifies primary audiences or groups with whom OPRA must communicate its objectives.  An audience can consist of one person or a group of people with some affinity that binds them together.  The following list is not an all-inclusive or exhaustive. Depending upon the communication message, OPRA typically customizes its target audience within and among groups.  While this initial communication plan draft focuses largely on internal audiences, OPRA’s external audiences will receive many of the proposed communication vehicles.

	External Audiences
	Internal Audiences

	
· Governor’s Office
· Ohio General Assembly
· Office of Health Transformation
· Ohio Health Plans
· DODD Director / team
· Other Cabinet Agency teams (ODMH, ODAAS, RSC, Aging)
· County Board Association
· ARC
· APSI
· People First
· ANCOR
· Family Advisory Group
· Advocates for Ohio’s Future

	
· Board of Directors
· Provider Members
· Associate members
· OPRA Committee members
· OPRA member executive staff     (middle management and above)
· OPRA member direct support professionals
· OPRA LISTSERV (any individual whose e-mail is on file with OPRA or a subset tailored to specific messages)
· OPRA Association staff




Target Audience Requirements
The list below describes the information that a target audience generally needs to receive, how they like to receive it, and the timeframe in which they need to receive it.  This information guides our generalized work.  On any given issue or initiative, a target audience may require specialized information. This beginning work is focused on internal audiences only. 

	Name
	Information
	Best Vehicle
	Timeframe & Frequency

	External Audiences:

	TBD
	
	
	

	Internal Audiences:

	Board Members
	· Strategic Plan Implementation Updates
· Major issue / project updates
· Board materials, minutes
· Financial reports
· Committee Meeting minutes
· Policy Developments 
· Action Alerts
· Red Flags
· High-level organizational Issues
· General materials that member receive
· Annual Update
	One-on-One contact
Board meeting
Board packets
Video Conference
E-mail
Electronic Newsletter
	Weekly Touch

	Name
	Information
	Best Vehicle
	Timeframe & Frequency

	Provider Members (Executive Directors)
	· Strategic Direction
· Value for membership; Victories
· Interpretation of state policy, rules,etc.
· Updates on major issues / trends/ analysis
· Resources to access; ways to resolve issues; problem solving
· Opportunities to grow business
· Spotlighting members
· Sharing best practices/information sharing/new research
· Action Alerts
· Networking opportunities (state and district level)
· Future events
· Trainings (regional, state conference)
· Annual Update
	Conference
List Serve
District Meetings
OPRA staff briefings (some level of face-to-face)
Video Conferencing
Train-the-trainers
Webinars
Web

	Weekly Touch

	Member Executives (Middle management and above)
	· Project updates
· Rule compliance understanding/ audits
· Copies of Committee minutes to specific committee members
· Best practice recommendations
· Training (regional, state, webinar)
· Vendor offerings
· Action Alerts
· Annual Update
	More user-friendly feedback tools; rule input as an example
	Bi-Monthly Touch

	Member Direct Support Professionals
	· Basic newsletters
· Conference information
· Training opportunities
· Action Alerts
	Newsletter
Web
E-mail alerts
	Monthly Touch

	Associate Members (estimated to be 20 members who do not provide direct services)
	· Basic newsletters
· Conference information
· Training opportunities
· Action Alerts
· Annual Update
	Newsletter
Web
E-mail alerts

	Weekly Touch

	OPRA Staff
	· Strategic Direction / Progress
· General staff information/weekly calendar
· On all listserv: so awareness of OPRA activities
	
	Daily Touch





Delivery Vehicles
“Delivery Vehicles” provide the mechanism for disseminating information to target audiences. The most important consideration when determining the appropriate delivery channel is to use whatever channel your audience prefers to use. Therefore, using the right channel is as important as drafting the right communications message for the right people at the right time.  Here are some examples of delivery vehicle:
	
	



· Advertising
· Awards
· Blogs
· Branding
· Brochures
· Business cards
· Conferences
· Direct Mail
· Directories
· Endorsements
· E-mail
· Facebook
· Flyers
· Fact Sheets
· Leaflets
· Letterhead
· Master Calendars
· Media packs
· Newsletters
· Newspaper ads
· News conferences
· Personal Meetings
· Public Meetings
· Quotes
· Signage
· Social Events
· Social Media
· Speaking Engagements
· Team Meetings (All-Staff, Unit Specific)
· Trade Shows (booths)
· Twitter
· Video Presentations /Webinar
· Websites
· Workshops / Seminar



Institutional Delivery Vehicles
For routine communication with OPRA’s internal audiences, 13 communication delivery vehicles have been identified.  The frequency of the identified delivery vehicles ranges from weekly or “as needed” delivery to an annual event.
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The following charts identify 17 communication vehicles that OPRA will routinely utilize for communications as well as description of basic communication supports.  The vehicles are listed from annual tactics to more routine frequency of utilization; not in priority order.

	Vehicle One
	Annual Update / Year in Review

	Audience
	All internal and external audiences

	Information Requirement
	Activity reports by strategic focus areas or major milestones

	Product Manager
	?

	Content/Information Provider
	Leadership Team

	Writer
	Leadership Team

	Production Responsibility
	Executive Assistant to Mark Davis, Director of Training & Prof. Development

	Delivery Timeframe
	October

	Resource Needs
	Design & Printing (outsource or procure software)



	Vehicle Two
	Membership Materials (formal packet / annual refresh) Renewal and New Member Specific

	Audience
	Existing and potential members

	Information Requirement
	What you need to know to be a member / marketing the value

	Product Manager
	Director of Training & Prof. Development

	Content/Information Provider
	?

	Writer
	?

	Production Responsibility
	Executive Assistant to Mark Davis, Director of Training & Prof. Development, Administrative Specialist, Temporary Help

	Delivery Timeframe
	September / October

	Resource Needs
	Design / Printing / Postage
Outstanding Issue:  Staff time to produce & Staff time to properly secure provider information for outreach (accurate list compilation is time-consuming)



	Vehicle Three
	Member Directory

	Audience
	OPRA Membership

	Information Requirement
	Contact information / profile

	Product Manager
	Executive Assistant to Mark Davis

	Content/Information Provider
	Data base

	Writer
	Executive Assistant to Mark Davis, Director of Training & Prof. Development, Administrative Specialist, Temporary Help

	Production Responsibility
	Executive Assistant to Mark Davis, Director of Training & Prof. Development

	Delivery Timeframe
	April

	Resource Needs
	Design / Printing / Postage








	Vehicle Four
	Electronic Holiday Card

	Audience
	OPRA All and External Stakeholders

	Information Requirement
	Happy Holidays!

	Product Manager
	Administrative Specialist,

	Content/Information Provider
	Leadership Team

	Writer
	Administrative Specialist,

	Production Responsibility
	Administrative Specialist,

	Delivery Timeframe
	December

	Resource Needs
	



	Vehicle Five
	Spring and Fall Conference 

	Audience
	OPRA All, County Boards, Stakeholders, Vendors

	Information Requirement
	Director of Training & Prof. Development

	Product Manager
	Director of Training & Prof. Development

	Content/Information Provider
	Director of Training & Prof. Development, Administrative Specialist, Temporary Help

	Writer
	Director of Training & Prof. Development, Administrative Specialist

	Production Responsibility
	Director of Training & Prof. Development Director of Training & Prof. Development, Administrative Specialist, Temporary Help

	Delivery Timeframe
	April and October

	Resource Needs
	Design capacity.  Promotions/Outreach and web-based processes associated with registration, the call for presenters, CEUs, etc. is time-consuming.  Staff time/capacity is an issue.



	Vehicle Six
	Training Communications (Brochures, web announcements, e-mail)

	Audience
	OPRA All (some targeted audiences upon occasion)

	Information Requirement
	General announcement and session content

	Product Manager
	Director of Training & Prof. Development

	Content/Information Provider
	Director of Training & Prof. Development, Administrative Specialist,

	Writer
	Subject specific

	Production Responsibility
	In-house design

	Delivery Timeframe
	As needed

	Resource Needs
	Limited ability to post to electronic venues / web / Facebook, etc.





	Vehicle Seven
	Quarterly E-Newsletter (proposed)

	Audience
	OPRA All (Internal & External Stakeholders)

	Information Requirement
	Many list serve announcements could be combined with other material and be presented in a more polished, professional manner with higher readership

	Product Manager
	Executive Assistant to Mark Davis

	Content/Information Provider
	Leadership Team

	Writer
	Executive Assistant to Mark Davis, Administrative Specialist

	Production Responsibility
	Executive Assistant to Mark Davis

	Delivery Timeframe
	Quarterly

	Resource Needs
	Staff time to complete, design and maintenance



	Vehicle Eight
	E-Newsletter Plus (proposed)

	Audience
	OPRA All (Internal & External Stakeholders)

	Information Requirement
	Supplement the Quarterly Newsletter with breaking news or time-sensitive information

	Product Manager
	Executive Assistant to Mark Davis

	Content/Information Provider
	Leadership Team

	Writer
	Executive Assistant to Mark Davis, Administrative Specialist

	Production Responsibility
	Executive Assistant to Mark Davis

	Delivery Timeframe
	As appropriate

	Resource Needs
	Staff time to complete



	Vehicle Nine
	DD News Around the Nation

	Audience
	Provider Members

	Information Requirement
	News clip / Research clip service

	Product Manager
	President

	Content/Information Provider
	?

	Writer
	?

	Production Responsibility
	Executive Assistant to Mark Davis

	Delivery Timeframe
	Weekly

	Resource Needs
	Staff time to complete












	Vehicle Ten
	Board meetings, including annual retreat

	Audience
	Board members

	Information Requirement
	Operational and policy information

	Product Manager
	President

	Content/Information Provider
	Leadership Team

	Writer
	Leadership Team

	Production Responsibility
	Executive Assistant to Mark Davis

	Delivery Timeframe
	Monthly and an annual two-day retreat

	Resource Needs
	Staff time for production, Leadership Team for content;  Video conferencing capability



	Vehicle Eleven
	OPRA Committees (Policy, Program Directors, Human Resources, Information Technology, ICF, Supported Employment, Member Services)

	Audience
	Committee members

	Information Requirement
	Policy content

	Product Manager
	Leadership Team

	Content/Information Provider
	Leadership Team

	Writer
	Leadership Team

	Production Responsibility
	Leadership Team, Executive Assistant to Mark Davis, Administrative Specialist

	Delivery Timeframe
	Typically monthly or every-other-month

	Resource Needs
	Varies by committee



	Vehicle Twelve
	Legislative Update (3 times each month)

	Audience
	Provider and Associate Members

	Information Requirement
	Legislative issues of interest to OPRA and PAC news

	Product Manager
	Director of Government Relations

	Content/Information Provider
	Director of Government Relations

	Writer
	Director of Government Relations

	Production Responsibility
	Executive Assistant to Mark Davis

	Delivery Timeframe
	Weekly during legislative session

	Resource Needs
	Timeliness focus b/c not now produced on a weekly basis.  Masthead?  Letterhead?











	Vehicle Thirteen
	PAC Activities (Golf Outings, PAC Auction, Legislative Activities)

	Audience
	Provider and Associate Members

	Information Requirement
	Legislative issues of interest to OPRA and PAC news

	Product Manager
	Director of Government Relations

	Content/Information Provider
	Director of Government Relations

	Writer
	Director of Government Relations

	Production Responsibility
	Executive Assistant to Mark Davis, Temporary Help

	Delivery Timeframe
	Weekly during legislative session through out the year

	Resource Needs
	Design, production of materials, staff time to complete




	Vehicle Fourteen
	Website

	Audience
	OPRA All and general public

	Information Requirement
	General information, strategic direction, updates, membership information, conference/training announcements, event calendar, PAC information, Legislative Updates, Member-Only Modules, Board-member Modules, Contact Us, Resources, Job Bank, Service Member Directory, etc.

	Product Manager
	Executive Assistant to Mark Davis

	Content/Information Provider
	Leadership Team

	Writer
	Executive Assistant to Mark Davis,  Administrative Specialist, Temporary Help

	Production Responsibility
	Executive Assistant to Mark Davis,  Administrative Specialist, Temporary Help

	Delivery Timeframe
	Constant Refresh

	Resource Needs
	Institutional web expertise.  May be time to assess web software; it is not intuitive and it is not the industry norm.




	Vehicle Fifteen
	Social Media (Facebook (new effort)Twitter and Pinterest)

	Audience
	OPRA All and general public

	Information Requirement
	

	Product Manager
	Executive Assistant to Mark Davis

	Content/Information Provider
	Fed from web information

	Writer
	Executive Assistant to Mark Davis

	Production Responsibility
	Executive Assistant to Mark Davis,  Administrative Specialist

	Delivery Timeframe
	Constant refresh

	Resource Needs
	Content, marketing budget for Facebook, staff technical expertise and dedicated staff time





	Vehicle Sixteen
	Special Projects (Compensation, Benefits & Turnover Survey, Turnover Summery, HR Policy and Practices Report and Summery, Topical Surveys)

	Audience
	OPRA Membership

	Information Requirement
	Content information / profile

	Product Manager
	Vice President

	Content/Information Provider
	?

	Writer
	Leadership Team, Contracted 

	Production Responsibility
	Vice President

	Delivery Timeframe
	Project based

	Resource Needs
	Content / Design / Production /  Printing / Postage




	Consistent Vehicle Seventeen
	Routine Communication 

	Audience
	OPRA All and general public

	Information Requirement
	Based on issue/project/communication challenge.  Power Points, Fact Sheets, Charts/Graphs, Quick descriptions, etc.

	Product Manager
	Executive Assistant to Mark Davis,  Administrative Specialist, Temporary Help

	Content/Information Provider
	Leadership Team

	Writer
	?

	Production Responsibility
	Executive Assistant to Mark Davis,  Administrative Specialist, Temporary Help

	Delivery Timeframe
	Routine to meet deadlines

	Resource Needs
	Design, production of materials, staff time to complete




Communications Capacity
To elevate the role of member communications to meet member expectations, OPRA may need to rebalance its personnel resources to make implementing the Communications Plan one person’s primary responsibility on a daily basis.  For successful, high-frequency communication, the entire OPRA staff must remain engaged in generating content and feedback for quality communication messages.  This may require matching individual staff member skills to prioritized communication tasks.  Additional staff / contract resources may need to be secured. 

Feedback
[bookmark: _Toc162764574]At the completion of major communications events or upon achieving a milestone, OPRA will garner feedback on whether or not it was successful.  Specifically, feedback processes will attempt to determine whether the right information was distributed to the right people at the right time and whether or not the message delivered was the message heard.  Feedback processes may include:
· General Questionnaires
· Event or Specific Vehicle Feedback forms
· Facilitated focus groups

Internal Communications




Weekly/As Needed
Legislative Update
Training /Event Communications
E-Newsletter Plus (Proposed)
DD News Around the Nation (Proposed)


Monthly
Board Meeting Materials
Board Committee            Communications


Quarterly/Semi-Annual
Quarterly E-Newsletter (proposed)
Spring & Fall Conference





Annual
Annual Update / Year in Review
Membership Materials (renewal & new)
Member Directory
Electronic Holiday Card
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