
[Title] 1 

 

InfoLink Policy 

Overview 

Purpose: 

InfoLink is the official online news and information source for employees of the Minnesota Department of 
Human Services. It provides a broad range of content, including information about DHS initiatives, information 
that helps employees do their jobs and employment-related information. As part of an agencywide employee 
communications strategy, InfoLink helps employees who are doing diverse work at multiple locations 
understand their connection to the agency’s mission, values and priorities. 

The two major components of InfoLink are: 

• DHS Today and related home page links. DHS Today is a daily news section that provides brief, timely, 
need-to-know news and information to DHS staff. 

• The major topic or “theme” areas. These areas make up the remainder of InfoLink. They include more 
complete information and documents that are less time-sensitive than the information on DHS Today. 

In addition, the division applications portal page is a centralized repository of links to Web-based applications 
that are used by divisions and groups of employees for business purposes. 

Governance and roles 

General oversight. InfoLink falls within the department’s overall Web governance structure. Overall parameters 
for InfoLink, as well as major changes, are under the purview of the Websites Steering Committee. 

Ongoing operation. Day-to-day management and operation of InfoLink is the responsibility of the following 
areas: 

• The Communications Office has editorial responsibility for DHS Today, develops and edits some content 
for theme areas, and ensures that all content meets standards and goes through the proper approval 
process. 

• MN.IT Services @ DHS manages ongoing technical support for InfoLink. 
• Human Resources is a major contributor of content and provides expertise on InfoLink’s overall role with 

employee communications and organizational development. 



[Title] 2 

• Management Services, Financial Operations and other agencywide functions develop content for the 
site. 

• Other programs and business areas develop content for the site on a more limited basis, based on need. 

Applicable standards 

In addition to the InfoLink editorial policy, InfoLink complies with the following standards: 

• DHS Web Standards 
• DHS communications policies and procedures 
• Associated Press Style Guide. 

Requests for an exception to the standards or templates may be sent to the Websites Steering Committee. All 
requests will be assessed on a business case basis. Requests to create a website outside of DHS’ four official sites 
follow the Review Process for Nonstandard Websites outlined in the DHS Web Standards. 

Content development 

DHS Today 

• The DHS Today editor solicits, selects, writes and edits content for DHS Today. 
• Agencywide functions are regular contributors to DHS Today and work closely with the editor. 

Communications officers are regular contributors. 
• Unless there is a compelling business reason to choose another communication tool (such as a phone 

outage or unforeseen building or technology repairs), information for all Central Office staff will appear 
on DHS Today rather than broadcast email, memos or another means. 

• Content from all locations is encouraged. 
• The selection of content is based on the number of employees affected, timeliness and general 

newsworthiness as determined by the DHS Today editor. 
• Any DHS employee can suggest an idea for DHS Today either through their communications officer or 

directly to the editor at dhs.today@state.mn.us. Include contact name, division and phone number. Any 
MNIT or MNIT@DHS employee should first send a draft article to the MNIT DHS IT Communications 
inbox at itcommunications.mnit.dhs@state.mn.us.  

• The deadline for all items is one week prior to preferred publication date. Items will be considered after 
that point as space and communications staff time allows. An effort will always be made to publish 
urgent items that were unforeseeable. 

Theme areas 

• Staff in business units are the primary developers of theme area content. 
• The Communications Office works closely with business units on new pages or content to ensure it is 

useful to users and consistent with the rest of the site. 

https://dhs.intranet.mn.gov/organizational-directories-info/agencywide-operations-and-info/communications-office/index.jsp
mailto:dhs.today@state.mn.us
mailto:itcommunications.mnit.dhs@state.mn.us
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• Content from all locations is encouraged. 

Division applications 

• To be added to a security group, employees should contact the InfoLink webmaster at 
Admin.Intranet@state.mn.us, who will route requests to the appropriate business area contacts. 

• To add a link, contact the InfoLink webmaster, who will forward the request to the Websites Steering 
Committee. 

Content requirements 

DHS Today 

• Information must be timely (at least two days in advance of upcoming events and a reminder on the day 
of the event). 

• Material must tie into overall DHS mission and values. 
• Writing must not express an opinion unless it is within a quotation. 
• Photos may be submitted or will be taken by communications staff if time permits; use depends on 

quality, relevance and space availability. 
• All content must have a clear business purpose. 
• Content must be presented in a businesslike manner. Mascots, specialty logos and other gimmicks will 

be avoided. 
• Content must be consistent with relevant state and DHS human resources policies. 
• Nonbusiness items, including private sales, fundraisers and charitable events or campaigns are not 

included or promoted in DHS Today. Only officially sanctioned DHS- or state-sponsored events or 
campaigns are included and promoted. More information about fundraising is in the Fundraising 
Activities for Charitable Purposes Policy. 

• Information about retirements, employee and retiree deaths, awards and other milestones is included. 
No birthdays, wedding anniversaries, baby showers or similar information is included. 

• Content is straightforward, concise (three or four sentences maximum) and written in second- and third-
person style. 

• Content is edited according to Associated Press and DHS style guidelines. 

Theme areas 

• Material must tie in to overall DHS mission and values. 
• All content must have a clear business purpose. 
• Content must be presented in a businesslike manner. Mascots, specialty logos and other gimmicks will 

be avoided. 
• Content must be consistent with human resources policies as well as other all applicable DHS and state 

policies. 
• Information must be kept up to date by content creators. 
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• Content is straightforward and concise, keeping in mind best practices for writing for the Web. 
• Content should follow standard business editing practices and department norms. When in doubt, defer 

to Associated Press style guidelines. 

Division applications 

• Applications on the division applications page must be Web-based and be used only by a specific division 
or group of people within the department for business purposes. Examples include online databases and 
electronic interactive forms. 

• An application is a program (or a group of related programs) designed to perform a specific task or tasks 
for a computer user. A Web application is an application that runs in a Web browser window and 
doesn't require special code to be installed at a user desktop in order to operate. 

• Applications may be commercial, off-the-shelf packages, such as Excel, Magic or Pathlore OR may be 
custom-developed programs, such as MMIS, BillTracker or PolicyQuest. 

Content approval 

DHS Today 

• Contributors must have necessary approvals from appropriate managers and staff before items are 
submitted. 

• The DHS Today editor determines whether content meets editorial policy requirements. 
• The Human Resources director or designee reviews all material with human resources implications, 

whether or not the material was developed by human resources staff. For example, announcements of 
activities that occur during the work day but may not be directly related to someone’s job. 

Theme areas 

• Communications officers or designated staff work with people developing content to make sure it has 
been approved by appropriate managers and staff and that the content is appropriate for InfoLink. 

• The Human Resources director or designee reviews all material with human resources implications, 
whether or not the material was developed by human resources staff. For example, announcements of 
activities that occur during the work day but may not be directly related to someone’s job. 

Division applications 

• New links to Web-based applications will be brought before the Websites Steering Committee for 
approval. 

Links 

InfoLink provides links to other websites as a convenience to its users. The use of these links is not an 
endorsement as to the accuracy, completeness, adequacy, accessibility or usefulness of those sites. Refer to the 
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Web Standards for technical standards regarding links. The following standards govern the use of links in 
InfoLink content: 

• Links to material on the DHS public website and PartnerLink. Links to documents on eDocs, manuals and 
other publications and related information on these sites are encouraged. Links to related pages can be 
listed in the right-hand column or in the second column in the main content. 

• Links to individual employees. Links to individual employee email addresses may be used for specific, 
time-limited purposes, such as information about an event. Such links and individual phone numbers are 
generally not used in static content that has a longer life. Set up a group email mailbox that can be 
checked by more than one employee and list the unit or division phone number. 

• Links to elected officials. Do not include links to specific members of Congress or legislators as this may 
be interpreted as a “call to action” or lobbying. Links to the Revisor’s Office and main legislative website 
are permitted. 

• Links to other state agencies, governmental units. Links to county, tribal, city, state and federal sites are 
encouraged. 

• Links to advocacy groups and nonprofit organizations. Links to advocacy groups and nonprofit 
organizations are allowed as long as they are not used in a way that may be interpreted as a “call to 
action” or lobbying. 

• Links to commercial sites. External links should not direct users to commercial, for-profit sites. 
Exceptions include links to hotels or other venues where a DHS-sponsored event is being held and links 
to licensed, enrolled or contracted entities, or those entities that support DHS business processes. Links 
to professional or technical vendors are not allowed. 

• Links beyond our mission. InfoLink is not intended to be a comprehensive collection of all related sites 
on the Internet. Links to portals, such as the Legislative Reference Library’s Links to the World, are 
preferred over long lists of links. Use discretion in choosing links.  
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