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Workforce Innovation Fund
Communications Plan
Project Overview 
The U.S. Department of Labor (DOL), Employment and Training Administration (ETA) administers the competitive grant program Workforce Innovation Fund (WIF) to test a variety of innovative workforce development strategies and gather evidence on their effectiveness, with the ultimate goal of integrating successful interventions into Workforce Investment Act (WIA) formula programs. The Fund seeks to improve the performance of the U.S. public workforce system by replicating successes and creating a highly visible and widely utilized body of evidence-based practices in the field of workforce development. The Department of Labor has contracted with Command Decisions Systems & Solutions (CDS2) to implement the WIF Technical Assistance initiative, a project that will create and deliver a series of technical assistance (TA) activities to engage with and collect feedback from current WIF grantees, and support broader workforce system adoption of successful strategies, policies, procedures, and best practices resulting from individual WIF grantee interventions and innovations.
Goals of the Plan
The communications plan will outline the strategies, tools and tactics proposed by the team to engage with and disseminate information to WIF stakeholders, including all WIF grantees, as well as the public workforce system at large. The CDS2 communications team will work closely with ETA to ensure that dissemination activities performed under this contract do not duplicate the efforts of other WIF TA contractors. Overall dissemination goals for the WIF TA initiative include:
Engaging WIF stakeholders, including grantee programs and the workforce system at large, in WIF Technical Assistance activities;
Disseminating information, lessons learned and promising practices from the individual WIF interventions and innovations to all WIF grantees and the workforce system; and
Disseminating short- and long-term overall outcomes from WIF grantee-applied interventions/innovations for consideration to be embedded into the WIA funding system.

This plan outlines dissemination activities supporting the following efforts of the project:

Three 60-minute National Listening Sessions: Career Pathways (targeted for March 27, 2014), Databases and Online Tools/Transformational Data (June 2014), and Business Services (August 2014);
Grantee Video Case Studies (2);
White papers (Three white papers will serve as pre-session reading materials; a fourth will summarize the sessions;
A culminating project Prezi presentation; and
Additional activities, materials, news, and outcomes as directed by ETA.
Target Audiences
As communicated in the Performance Work Statement and subsequent working sessions with ETA, this TA initiative will target four distinct audiences:
Current WIF grantees;
Future WIF grantees;
Partner organizations of ETA, including but not limited to the Departments of Education (ED) and Health and Human Services (HHS); and
The nation’s public workforce development system, including organizations and individuals actively engaged or interested in the field.
All communications materials developed under this plan will be tailored to the target audiences indicated above, to help the project foster awareness and positive collaborative relationships with each audience and encourage maximum audience engagement.
Branding
While this contract is just one branch of WIF technical assistance activities, the CDS2 communications team recommends branding the series of national listening sessions and its accompanying materials. A basic branding treatment, including developing an initiative name and type-set logo, can be incorporated into all project materials to create a meaningful identity for this work among WIF grantees and other stakeholders. Because all of the project’s deliverables directly correlate with the content of the listening sessions, a simple yet strong brand will communicate to audiences that events and materials developed under this contract are not one-off technical assistance activities, but rather part of a comprehensive effort to disseminate information and best practices about WIF grantee efforts to the entire workforce development system. The communications team will conduct an internal project team meeting to determine three brief branding options for this initiative and present the options in a written/visual proposal to the COR for consideration. The team’s proposed designs will work within the look and feel already established by existing ETA and WIF websites and materials. The approved branding treatment will be utilized in the creation of all project materials, along with embedding the project’s key messages.
Key Messages
The CDS2 communications team will create an internal messaging matrix to provide project and DOL staff with an at-a-glance view of the key messages for the overall initiative and for each product. This matrix will be a working document that will be updated throughout the project. In conjunction with the content outlines for each listening session, video case study, white paper and Prezi, the team will synthesize key messages and submit them to the COR for approval. Upon approval, the key messages will be added to the messaging matrix and infused throughout all dissemination materials.
Strategies, Tools and Tactics
The most crucial step in successfully engaging with the workforce system is to gain awareness and buy-in of the importance of these TA activities from all WIF grantee programs, ETA’s staff and DOL’s partners. These groups can help lead other interested constituents to the materials and activities developed under this contract. To accomplish these goals in a manner that adheres to the Department of Labor’s procedures for communicating with the public, our team hopes DOL leadership will act as public champions for this work and as liaisons with WIF grantees, partner organizations, and the additional WIF TA contractors. Having the support of enthusiastic and knowledgeable champions within DOL will grow our connections with target audiences and motivate these audiences to spread the word to the field at large. CDS2 will employ several communications best practices to ensure the dissemination activities of this project meet and exceed ETA’s expectations. These practices and the tools we will utilize to implement them include:
Recruitment Letters and Print Materials for WIF Grantees
Initial direct email communications to WIF grantees, which can be distributed by either ETA or the CDS2 team, will describe the purpose of this work, as well as the benefits of participating in the listening sessions and accessing the online materials repository on Workforce3One (W31). Grantees will be asked to save the date for each listening session and will be provided the opportunity to register for the sessions through an online form. The CDS2 team is able to collect and manage registration information via its own online registration management system, which provides the opportunity to collect and sort registrant information such as state, professional role, and email address. Alternatively, audiences can register for the second and third webinars using the established registration tool available through the W31 platform for hosting webinars. Communications also can provide grantees with an option to sign up to join a project email distribution list (see below). The team will design a professional flyer outlining the TA activities to accompany initial email communications.
Direct Emails
Growing a list of direct contacts on a continual basis is a communications best practice commonly used to recruit target audiences to participate in activities and utilize resources. If this strategy is approved by DOL, the team could include an optional link for audiences to sign up for an email distribution list in all project materials. The distribution list can be maintained by CDS2 manually or in an online system. A direct emailing approach would allow the project to push out lessons in real-time to stakeholders and would allow us to build a broader workforce system audience base that may not already be included on other WIF, DOL or partner contact lists. All communications developed for email dissemination would be submitted to the COR for pre-approval and can either be disseminated by CDS2 directly or by DOL using the established distribution list.
Online Presence
The team will develop the framework and content for a web page on the Workforce3One.com website about the WIF TA initiative; this location will also serve as the materials repository/archive for the project. Additional online presence for the project will include announcements to be posted to the Announcements section of the WIF page on the DOL ETA website, the Workforce3One blog, and within the WIF Hub. If the technical feature is available on the Hub, discussion forums can be created prior to each listening session for participants to submit questions for the panelists; these threads can be continued after each event to answer follow-up questions and encourage conversations among grantees.
Partner Network Mobilization
Utilizing established communication networks is a crucial strategy for us to optimize outreach to the workforce system at large. Throughout the project, the team will create materials for DOL ETA staff to distribute to its own audiences via official DOL communication channels, as well as share with stakeholders including WIF grantees; additional WIF TA providers, including but not limited to Jobs for the Future (JFF) and Maher & Maher; and DOL partner organizations such as HHS and ED. For example, these materials could include blog posts to be published on the official blog of the Office of Vocational and Adult Education (OVAE) within ED. For each listening session, the team will submit a list of proposed relevant partner organizations and their communication vehicles to target for outreach, such as the National Career Pathways Network (NCPN) for the initial Career Pathways listening session.
Social Media
While this project will not create its own social media identity, the team will encourage the use of hashtags (#) to raise awareness of the listening sessions before, during and after each event. The team suggests using one hashtag based on the name of the listening session series for consistency and brand recognition among target audiences. Communications will encourage audiences to tweet questions and comments about each listening session using the hashtag developed for the series, and the team will monitor the use of the hashtag before and after each listening session and throughout the course of the project. The team will provide DOL with a list of suggested social media posts in advance of each listening session to be shared through official DOL social media channels. In addition, direct emails can include a share to social media feature to allow recipients to post the information received to their own social media networks.
Word of Mouth
Word of mouth is the most credible, effective and cost-efficient way to reach target audiences. For every communication that is sent out, content will be included asking recipients to forward the information to colleagues or to provide DOL with the name and email of anyone they feel would benefit from WIF TA information and products.
WIF Grantee Meeting in Conjunction with NAWB Conference (March 27-28, 2014)
The project will provide the flyer described above to grantees in person at the WIF grantee meeting, in order to engage with grantees who will not be participating as panelists in the listening sessions or in the video case studies. Facilitators of grantee conference sessions should be directed to encourage grantees to participate in the live listening session and sign up for the remaining sessions, as well as utilize the project’s web page.
Communications Processes
The communications team will collaborate closely with ETA staff to ensure dissemination materials reach and engage all WIF grantees, stakeholders, partners, and the workforce system at large. The team understands and will adhere to all ETA routing and approval procedures for all materials being distributed to the public under this project. Dissemination packages for each listening session/white paper, video case study and Prezi will be submitted to the COR no later than three weeks prior to the recommended start date of distribution. The table below provides a broad overview of the timeline for dissemination-related activities.
Projected Timeline for Dissemination Activities
The project timeline below covers the dissemination activities occurring prior to and immediately after the first listening session, targeted for March 27, 2014. Once the dates for the final two listening sessions are finalized, the team will expand this timeline to encompass the remaining project deliverables in similar fashion.
	Task
	Projected Date
	Responsible Party
	Notes

	Determine goals/objectives and desired grantees for each listening session and video case study
	By COB Tuesday, January 14
	Andrala Walker (ETA)


	The Department’s vision/direction will inform and jumpstart content creation both of deliverables and dissemination materials.

	Obtain final production quote for listening sessions
	By COB Tuesday, January 14
	Sarah (Kratos)
	

	Maintain regular communication with production company
	Ongoing
	Sarah (Kratos)
	Sarah will serve as the liaison between DOL and the production company.

	Conduct branding session for initiative and submit proposal to DOL
	By COB Friday, January 17
	CDS2 team
	Sarah and Rachel to lead this effort with input from other CDS2 staff.

	DOL review and selection of branding option
	By COB Friday, January 24
	Andrala (ETA)
	

	Create and maintain messaging matrix for initiative
	Ongoing; overall key messages for this work will be developed by COB Friday, January 17
	Sarah (Kratos)
	

	Create all dissemination materials for white paper and listening session #1
	Weeks of January 27 and February 3, 2014
	Sarah (Kratos)
	

	Create, submit and publish web page for initiative on WIF Hub
	January 27 through February 14, 2014
	All
	

	Design and package dissemination materials
	Week of February 3, 2014
	Sarah and Rachel (Kratos and CDS2)
	

	Submit draft of dissemination package to DOL for white paper and listening session #1
	February 10, 2014
	Kristine (CDS2)
	

	DOL review, revisions and approval of dissemination package
	February 10-24, 2014
	Andrala and colleagues (ETA); Sarah (Kratos) and Rachel (CDS2)
	

	Begin dissemination for listening session #1
	Week of February 24, 2014 (approximately 4 weeks in advance of event)
	Andrala (ETA), partners, and Sarah (Kratos)
	The dissemination package will include detailed suggested timelines for distribution of materials within this timeframe.

	Dress rehearsal for Listening Session #1
	March 26, 2014
	All
	

	Conduct listening session #1
	March 27, 2014
	All
	

	Prepare listening session #1 for archiving and posting
	TBD
	Production company
	

	Announce availability of archived video to target audiences
	TBD
	Andrala (ETA)
	Timeframe for this will be determined based on length of time production company needs to generate 508 compliant version.



This workforce solution was funded by a grant awarded by the U.S Department of Labor’s Employment and Training Administration. The solution was created by the grantee and does not necessarily reflect the official position of the U.S Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. This solution is copyrighted by the institution that created it. Internal use, by an organization and/or personal use by an individual for non-commercial purposes, is permissible. All other uses require the prior authorization of the copyright owner.
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