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CORHA Communication and Marketing Monthly Call Notes
August 16, 2018 | 10:30 a.m. – 11:30 a.m. ET

· Participants: 
Matt, Bonnie, Joe, Michael, Kate, Steven, Martha

· Website Updates

	What
	Notes

	CORHA “News and Highlights Feed”
	· The purpose of the feed is to highlight partner news, events, as well as CORHA products. The newsfeed has become a short-term priority for the website.
· Include the feed in the slider on the homepage, so it draws more attention to users. 
· Archive news and articles on a separate page.   
· Engage the CORHA community by soliciting news and resources through a newsletter or digest. Collect 3 or 4 resources monthly.
· Model after the One & Only Campaign, where the newsletter helped drive traffic back to the program website.
· Refer to the attached newsletter example sent by Joe.
· In terms of vetting and approval processes, Joe will review, vet and approve news and resources for the feed. He also serves as the GC liaison on the Communication Taskforce. 
· Staff will collect resources and send to Joe for review on a monthly basis.

	ORTP Guidance
	· The SHEA website was tested by call participants and it appears to work for most. 
· Heidi will be asked to proceed with posting the ORTP link on the CORHA homepage.

	Scabies Resources
	[bookmark: _GoBack]Heidi to post.

	Updated CORHA Strategic Map and One-Pager
	Heidi to post.

	Interactive Strategic Map 
	Under development by Heidi.

	APIC, CSTE, SHEA Abstracts
	Requests to link the 2018 APIC and SHEA abstracts on the CORHA website were submitted through Mary Alice and Valerie. Awaiting directions for next steps.

	Resources Submission 
	Design and functionality to be assessed by Heidi.

	Product Feedback Submission 
	Design and functionality to be assessed by Heidi.

	Product Design/Format
	· Michael to draft scope of work for Amy and send to the group to review.
· Following the scope of work, he will invite Amy to discuss ideas and samples with the group.

	Staff Training
	TBA



· Open Discussion
· Michael gave a presentation on the poster he will be presenting at the upcoming ICEID conference. The poster highlights the results from a CORHA-led assessment on the type of data tools and sources used by public health and healthcare facilities to detect outbreaks.
· One comment was to include the CORHA website on the poster. CORHA postcards will also be available at the presentation site(s).
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CORHA Communication Taskforce Call
Thursday, July 19 | 10:30 a.m. – 11:00 a.m. ET

Summary:
· Workgroup A is interested in how products will be presented on the website. There is an opportunity for CSTE to engage their Graphic Designer to support the branding, design and formatting of CORHA products. Michael will discuss this approach with CSTE internal staff and get back to the communications group.
· The group agreed to provide Workgroup A with a few samples or templates to review. This task will follow Michael’s discussion with the Graphic Designer.
· Workgroup A is also interested in including references as superscripts and footnotes in the products. Superscripts and references will be reinstated in the scabies product and all future products. Need to distinguish “references” from “resources.”  
· Request from Heidi to engage with CSTE’s new Web Developer. Michael will follow up and initiate that connection.
· Michael is working on a poster on CORHA that’ll be presented at the ICEID conference in August. He will send a copy of the poster to the group for feedback.

Website Planning Discussion
Content and Features for July – December 2018
· Martha will meet with Heidi to discuss timelines for deliverables. Expected dates of completion will be updated after discussion with Heidi.
· Itemized notes below.

	What
	Expected
	Notes

	ORTP
	
	Submitted for posting to the website.

	Scabies Resources
	
	Steven sent the final, approved resources to Martha. Resources will be submitted to Heidi for posting to the website.

	Updated Strategic Map
	
	Submitted for posting to the website.

	Strategic Map Activities
	
	Design and functionality to be assessed by Heidi.

	CSTE (2018) Abstracts
	
	Michael will reach out to CORHA members to collect abstracts.

	APIC Abstracts
	
	Michael will reach out to CORHA members to collect abstracts.

	SHEA Abstracts
	
	Michael will reach out to CORHA members to collect abstracts.

	Resources Submission
	
	Design and functionality to be assessed by Heidi.

	Product Feedback Submission
	
	Design and functionality to be assessed by Heidi.

	Product Design/Format
	
	Michael will follow up. See notes in summary.

	Staff Training
	
	Heidi will train staff to post materials to the website, after final web pages are built and approved. Staff trainings are projected for end of the year.
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CORHA Communication Taskforce Call
Thursday, March 15 | 10:30 a.m. – 11:00 a.m. ET

Call participants: Kate, Steven, Matt, Bonnie, Michael, Martha

Website updates
· Phase 2 of the website is live. The scabies product is pending upload to the website. 
· Comments: Remove the draft watermarks in the data dictionary and rename the word document.
· Michael will send the letter to lead authors/presenters of the CSTE abstracts next week, after the HAI Grantees meeting.

Modified CORHA logo
· Heidi worked on modifying the existing CORHA logo to reflect the full name of the Council. The logo will be presented to the GC for awareness.

CORHA “Workgroup to Website” process 
· A draft process is available for review and comment. The draft will be presented to the GC on their April 4 call. 
· Comments: Martha to share the CORHA activity Smartsheet and CORHA master roster. Michael and Steven will establish a mechanism (through Smartsheet or other) to maintain the list of workgroup members and SMEs that contributed to a specific workgroup product.

CORHA Marketing Materials
· The postcards will be displayed/distributed at the HAI Grantees meeting.
· Comment: Use different language to distinguish “CORHA products” from “External Resources”.
· Bonnie will work on a CORHA infographic.
· Comment: Information in the infographic should be specific to HAI outbreaks.
 
Other
· The abstract on CORHA that was submitted for the CSTE conference was accepted.
· An abstract on CORHA was submitted for the International Conference on Emerging Infectious Diseases (ICEID).
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CORHA Communication Taskforce Call
Thursday, February 15 | 10:30 a.m. – 11:00 a.m. ET

Call participants: Bonnie, Kate, Michael, Matt, Martha

Website updates
· Phase 2 of the website development is underway. The work that has been accomplished so far is pending Joe and Elizabeth’s review. Following their review, the site will be populated with additional products and resources (when available), and will be routed through the appropriate channels for approval. 

CORHA products/resources
· The scabies product is pending final CDC SME review. Michael will follow-up with Steven about the status of the final document.
· Additional workgroup products should be available after the HAI Grantees meeting in March. Martha will share the “CORHA Activity Tracker,” which includes a list and status of anticipated workgroup products.  
· Matt and Michael will check with internal CSTE colleagues about reaching out to the authors of the selected CSTE abstracts.
· Kate is working on organizing the scabies resources that were collected from the public health survey. The plan is to streamline the review process with support from Joe and a few CDC SMEs.

[bookmark: _Hlk504741002]Communication taskforce charge document
· A draft communication taskforce charge document, as well as a CORHA communication activity tracker, is available on Basecamp. Everyone is encouraged to review and provide feedback.
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CORHA Communication Taskforce Call
Friday, January 26 | 10:00 a.m. – 11:00 a.m. ET

Call participants: Joe, Bonnie, Michael, Matt, Heidi, Kate, Martha

Website updates
· Phase 1 of the website is completed and live. Bonnie and staff to work on a few adjustments to the website, such as adding relevant images and editing text.
· Bonnie to look into whether CORHA products and resources can only be accessed upon subscription to CORHA’s mailing list.
· The development of Phase 2 is currently underway. It will include the buildout of the products and resources page, filters and associated functionality. 
· The Tracking System/Access Database and the Scabies definitions will be uploaded to the resources page. Staff will gather relevant conference abstracts to populate the resources page. Joe has sent a list of CSTE abstracts to include. In addition, staff will work on getting permissions to host/link the identified Michigan and LA County resources to the Scabies product. The third product that will be linked to the scabies product is from the CDC website, which will likely not require permission to link.

Other CORHA communication and branding discussion
· CORHA representation and promotional activities are expected to occur at the following meetings and conferences:
· APHL IDPC meeting – January 31: Joe to present on CORHA via phone/video -conferencing
· CSTE annual conference – June 10-14: Various CORHA-related abstracts were submitted
· APIC annual conference – June 13-15: Joe and Linda Greene worked on submitting an abstract on CORHA. Joe will check with the conference coordinators for additional information and a status update.
· SHEA spring meeting – April 18-10: Joe was invited to present at SHEA’s spring conference on CORHA and preparedness-related topics. More information to come.
· Staff to provide Joe with PowerPoint slides that were used at the HICPAC meeting and fall 2017 CORHA meeting. Staff to review Joe’s slides and include appropriate CORHA branding.
· Suggestion to create CORHA postcards, similar to the “One and Only” campaign, that can be distributed at meetings. Kate to provide ASTHO sample to the group.
· Bonnie is set to present on the all-CORHA call on the CORHA website and other promotional activities. 
Communication Taskforce charge document
· Staff to draft a charge document that will include a CORHA communication plan, website rollout plan, upcoming conferences and a layout of promotional activities. The draft will be shared with the group for review and feedback.

Action items and proposed next steps:

	Activity
	Responsible party
	Timeline/Deadline
	Notes

	CORHA website: Phase 2 
	Hodgson Consulting
	Mid-February
	Draft version expected to be available for preview by February 8

	Conference abstracts for “Resources” page
	Martha, Michael
	February 2
	

	Obtain permissions to link Michigan and LA County resources to the Scabies product on the website
	Martha, Michael
	TBD
	We will reach out to the appropriate contacts the week of January 29. 

	Outline dates of upcoming, CORHA-related conferences and meetings
	Martha
	January 29
	

	CORHA postcards
	All staff
	Ongoing – should be available by Spring
	Kate provided sample postcards, and Bonnie provided language to use. Martha to work on postcards.

	Send Joe HICPAC and CORHA In-person meeting presentations
	Michael, Martha
	January 26 – 29
	Sent to Joe. Michael editing and reviewing the slides.

	CORHA Communication Taskforce charge draft
	Martha, Bonnie with input from group
	February 9
	Taskforce members and Governance Committee to review and approve.
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CORHA Communication Taskforce Call
Thursday, December 14 | 12:30 p.m. – 1:30 p.m. ET

Michael Anderson, Jeremy Arieh, Stephen Clay, Matt Cone, Bonnie Herring, Kate Heyer, Elizabeth Mothershed, Martha Ngoh, Heidi Satter 
· The group received helpful feedback about the CORHA website. Participant feedback included: using relevant images and reformatting the resources table. A report from the focus group activity is attached. 
· Website development and refinement (based on focus group feedback) is currently underway. More content copy is required to fully complete the task, which can be accomplished by January 5th.
· There are CORHA products available to post. Michael will work with workgroup B to identify additional resources to post to the website.
· The group is comfortable with the look and feel of the website, but would like to fine-tune additional elements of the website. 
· Clay will continue working on publishing the pages he is currently working on, while a contractor will be brought on to bridge the existing website to the final version, within the 45-day timeline.
· Said contractor will work to modify existing pages, develop additional pages and structure the clearinghouse, based on provided storyboards.
Next Steps and Timeline:
	Task
	Assignee
	Deadline

	Provide requested content for Clay to complete current work underway.
	Michael, Martha
	Friday, December 22

	Discuss resource review process with Workgroup B; Collect identified resources from the workgroup to post to the website.
	Michael
	TBD (deadline pending WG B discussion on December 15)

	Create website storyboards using existing mock-pages and other sources.
	Heidi, Bonnie, Martha. 
Final storyboards will be shared with the group for review/high-level awareness.
	Wednesday, December 20

	Clarify work order details and submit to contractor.
	Heidi, Bonnie, Kate, Martha
	Friday, December 22

	Ongoing communication with contractor to check-in, receive updates and product   
	Heidi, Bonnie, Martha
	Mid-January (Exact date TBD based on discussion with contractor)
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CORHA Communication Call Notes
Thursday, July 24, 12:00 p.m. – 1:00 p.m.

Call Participants: 
Bonnie, Clay, Heidi, Kate, Nicole, Matt, Martha

Call Notes & Materials: 
· All call materials are saved in Basecamp under:
CORHA Communications  Docs & Files  Comm. Call Notes & Materials  [Month]

Discussion:
· The CORHA website is currently hosted on Wordpress, which has basic/standard search capabilities (i.e. pages can be tagged with keywords)
· An advanced and more intricate, querable search feature may have to be built using an external source. Clay to find out more information and inform the group.
· The first round of workgroup products will be uploaded to a “Resources” page, with brief descriptions.
· Pages to be built out:
· Resources page 
· About us page – will include Governance Committee member Bios
· Subscription/ “Contact us” page – Link to staff outlook email addresses
· On the Horizon:
· Start planning additional aspects of the website:
i. Organizational structure to be replaced with partner logos
ii. How to display forthcoming products
iii. How to display the strategic map – CORHA staff to check with Joe Perz
· Soft launch – TBD after products are finalized and branded
· Short CORHA-member informational videos – Plan to film during fall in-person meeting
· Tentative Timeline: 
· Subscription page and info@corha.org information to be shared the week of the 11th.
· Approved and branded products should be ready for the website by the end of September.

Action items:
· Clay to share CORHA website admin rights with Heidi; To also schedule a follow-up call.
· Nicole to invite Clay and Heidi to Basecamp.
· Martha to reach out to CORHA Governance Committee members for bios.
· Martha to reach out to CORHA partners for logos.
· Remove social media icons on CORHA home page.
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CORHA Communications Call Notes
Thursday, July 20, 10:30 a.m. – 11:00 a.m.

Call Participants: 
Jeremy, Jessica, Kate, Nicole, Matt, Martha

Call Notes & Materials: 
· All accompanying call materials are saved in Basecamp under:
CORHA Communications  Docs & Files  Comm. Call Notes & Materials  [Month]

· Both documents on the CORHA product clearance process, and communication staff support needs are saved in Basecamp under:
CORHA Communications  Docs & Files  Admin & Managerial

· Logos and past presentations on CORHA are saved in Basecamp under:
CORHA Communications  Docs & Files  Communication Materials
The style guide, templates and other similar files will be saved here as well.

Discussion:
1. Timeline for activities and deliverables.
Below is an overview of CORHA communication timelines and deliverables. For detailed information, please refer to the June 30, Communications call notes saved in Basecamp.
	Activity
	Deadline

	Clearance/Approval Process Finalized
	July 5, 2017

	Phase 1 of Website to be completed
	July 14, 2017

	Communications Style Guide Finalized
	July 31, 2017

	Phase 2 of Website to be completed
	July 31, 2017

	Rollout of Website
	August 7, 2017

	Phase 3 of Website to be completed
	August 15, 2017



2. Staff Support Needs (please refer to the staff support needs document).

3. Clearance/Approval Process (please refer to the CORHA product review document).
All products, content and modifications to the website will have to go to the Governance Committee (GC) for approval or awareness. Formatting and similar edits will not require GC approval, but should be highlighted during monthly GC calls. The website rollout will occur the week following the August GC call, which will allow the GC the chance to weigh in.

4. Website Development – Bonnie (Please refer to the CORHA website addition Phase 2 document from Bonnie).

5. Style Guide Development – Martha.
Awaiting names of exact CORHA logo colors. Final guide will be posted to Basecamp prior to deadline for group feedback. 

6. Pending Items that Need Staff Involvement: 
· Talking points – Kate
· Dedicated email for CORHA inquiries & Subscription and partner list – Martha
· Website rollout plan – Martha, Jeremy and Matt, with input from the group 
Follow-up items:
· Update and arrange call with Clay – Nicole
· Reach out to partner representatives for organization logos and permissions to use – Martha

image1.jpeg
(O CORHA




