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	PLAN: Describe Test & Objective for this cycle

Questions

1.  Will using the GCHD Communications Checklist allow for release of  important, audience-
      specific messages to targeted audiences within 3 hours of preparation of the information?
Predictions

1. Using the GCHD Communications Checklist will reduce the amount of time needed to develop and release messages to the public. 
Plan for change or test: Who, what, when, where
1. The GCHD was planning a last minute, local one day flu clinic, the list was used to direct marketing and communication efforts.
Plan for collection of data: who, what, when, where

1. When Health officer signs off on press release, clock the time it takes to complete all the communication checklist items.

	DO: Carry out the change or test. Collect data & begin analysis. Describe observations, problems encountered, and special circumstances.
Test:  On December 6 , at 10:00 am, a final decision was given from our Health Officer to send the press release and begin the communication cycle.    
Collect Data:  Carrie & Kathy got out checklist; time stamped for a start time and started completing tasks on checklist. 
Analysis:  A total time could be calculated for completion of sheet.  
Observations: There are several things that didn’t pertain to the completion of this activity. However, it was helpful to have a guide to brainstorm ideas of who to contact.
Problems:  The rest of the communication team is “out of practice” and were not able to be called upon. 
Special Circumstances:  none noted

	Study: Complete analysis of data; summarize what was learned.
1. The following items were completed on the checklist:  press release, an email was sent to all GCHD staff, Q&A sheets were finalized, 3 versions of marketing fliers were created, the hotline was enabled, the web page was updated, a request to the local paper was put in, several email to key partners were sent, local media was contacted.   
2. It took 8 hours, 2 staff people to complete the ENTIRE checklist.  Most pertinent info was release within 3 hours of approval.  

	Act: Modifications or refinements to the test?  What’s the next cycle?
Whole communications team must be convened to utilize and practice the checklist next time.  Different tasks must be assigned to a whole group of people for better response time.  The next cycle will be testing the checklist again using a weekly beach report as the agent, etc.  All items must be practiced for a complete time of completion to be computed.
Target Date of Next Cycle:  January 2007
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