Virginia Housing Alliance VISTA Project
Communication Plan for Program Manager and VISTA Leader

[bookmark: _GoBack]In order to improve the sustainability of the Virginia Housing Alliance (VHA) VISTA Project, this communication plan highlights and describes aspects of communications between the Program Manager and the VISTA Leader that lend themselves to facilitating a meaningful and productive VISTA experience.

Communication Plan Principles
· The focus of the VHA VISTA Project and the VISTA Leader is capacity building.
· The Program Manager will orient the VISTA Leader to the community for the VISTA Project.
· OSOT will address the vision of the VHA VISTA Project, how that relates to the project priorities, the action plan, training, professional development, and coaching.
· During the OSOT, the Program Manager and VISTA Leader will work together to conduct action planning and construct a schedule for implementing the priority activities.  The VISTA Leader will complete an IDP.
· 3 months in advance of each event, the VISTA Leader will propose strategies and schedules for completing the major activities.  The Program Manager will approve, provide comments, or extent the time frame within 10 days of receipt.
· Communication takes place through:
· Weekly reports and time sheets
· Weekly meeting agendas and follow-up items
· Weekly meetings to be planned ahead and focused on carrying out the work
· 6-month and end-of-year evaluations
Communication Responsibilities
· In preparation for the VISTA Leader’s OSOT, the Program Manager will leverage VHA’s resources, such as VHA Board and Advisory Council meetings, Continuum of Care/Local Planning Group site visits, and annual conferences,  in order:
· To introduce the VISTA Leader to the community of governmental and nongovernmental entities that have a role to play in ending homelessness in the Commonwealth and/or with whom any of the VHA VISTA Members works.
· To orient the VISTA Leader to the VHA VISTA Project and the larger context of ending homelessness in the Commonwealth.
· During the VISTA Leader’s OSOT, the Program Manager will describe the vision for the service term as a point of departure to discuss the VISTA Project priorities, the plan for accomplishing those priorities, and the training, professional development, and coaching that will empower the VISTA Leader to contribute fully to the VISTA Project accomplishments.   As part of this process, the VISTA Leader will complete an Individual Development Plan (IDP).
· Regarding the vision for the service term, the following language is adapted from the Action Learning Challenge Team Project in which the VISTA Leader participated:

“In embracing the VISTA Leader’s role in supporting the community’s efforts to overcome poverty, the Program Manager and the VISTA Leader work as a team to accomplish the VHA VISTA Project’s capacity-building goals, creating a productive and meaningful year of service.”

· Subsequent to the OSOT, the Program Manager will provide a list of priority activities for the VISTA Leader Assignment Description (VLAD) and the Program Manager and the VISTA Leader will conduct action planning and construct a timeline/schedule for implementing those priority activities.  The VISTA Leader will then develop proposed strategies for the major activities (such as those described in the Communication Expectations and Norms section below).   
· The VISTA Leader will submit weekly reports and time sheets to describe the work and professional development activities completed and the time required each week.
· The VISTA leader will submit each week a weekly meeting agenda and follow-up items from the prior weekly meeting.
· The Program Manager will remain actively engaged by responding to the weekly meeting agenda and follow-up items and will either confirm the time for the weekly meeting or provide an alternate meeting time in advance (that is, not at the last moment).  A major purpose of the weekly meetings will be to ensure that the major activities, professional development, and coaching are on track, to address any issues or challenges to completing those activities on schedule, and to adjust the activities and schedules as necessary.
· The Program Manager and the VISTA Leader will schedule and conduct 6-month and end-of-year evaluations to assess progress/accomplishments/outcomes and make any needed adjustments.
Communication Expectations and Norms
· The Program Manager and the VISTA Leader will keep each other in the loop regarding upcoming work and professional development activities, plans, and changes to them.   The VISTA Leader will also keep the Program Manager up to date on progress in completing the IDP activities.  At a minimum, they will share this information in weekly meeting agenda, prior to the weekly meeting, so that they may timely discuss the activities, plans, and professional development.
· For major VISTA Project activities, such as application/letter of interest process, creation of Memoranda of Agreement, VISTA recruitments, VHA trainings, and quarterly meetings, the VISTA Leader will provide a proposed timeline/schedule and strategy 3 months in advance of the commencement of the activity or the event and the Program Manager will approve the document, provide comments, or extend the time frame within 10 days of receipt.
Preferred Modes of Communication 
· As described in this communication plan, preferred modes of communication include the VISTA Leader’s time sheets and weekly reports (including updates of the IDP activities), weekly meeting agenda and follow-up items, and timelines/schedules and strategies for major VISTA Project activities.
· Preferred modes of communications do not include spur-of-the moment conversations although these may be necessary when there are tight time constraints for activities.   As they currently exist, VHA biweekly team meetings also are not considered a preferred mode of internal communication for the VISTA Project although they are important for keeping the VHA Team up to date.  However, relevant information from the biweekly team meetings, like relevant information from VHA Board meetings, will be included in the subsequent weekly meeting agenda.
Feedback Mechanism
· The feedback mechanisms for the VISTA Project include the action plans, proposed strategies and schedules, weekly meetings (including updates of the IDP activities), agendas, and follow-up items as well as the 6-month and end-of-service evaluations.
