Wincanton MCTi

Towards a Communication Strategy

1. Who do we need to communicate with and how

Internally amongst staff/officers and the Steering Group
How and what:

· Email – for urgent communications and those needing a response, agendas, minutes of steering group

· Post – for above communications for those without access to the internet, and for urgent non electronic communications

· Intranet – for non urgent communications, notes of task groups

· Notice board and up to date filing system at Town Hall – paper copies of all above for those without access to the internet

· Oral information cascade – chair to brief staff immediately following each steering group, appropriate steering group member to brief all members of his/her task group at next opportunity

To the Partnership

How and what:

· By email or post, agendas and minutes of steering group meetings

· By email or post, quarterly update reports, prepared by chair/administrator

· Twice yearly half day meetings/conferences to ensure inclusion of wider partnership

Externally to other community organisations and the wider community

How:

· Twice yearly newsletter, published under the guidance of an editorial committee

· Website, to be updated at least every two months

· Press releases to local media (see Media Protocol and Dealing with the Media below)

Externally to specific customers/groups and regional and national organisations

How and what:

· Specific communications where appropriate

Media Protocol

All press releases should be approved by the Chairman

Dealing with the Media

There is a wealth of guidance available on writing press releases and dealing with the media and assistance is available from the Press Officers at SWERDA.

Newsletter

A twice yearly newsletter, with as wide a circulation as possible, will keep the wider community involved of progress with the Initiative, projects etc.  Ideally a volunteer will take responsibility for putting the newsletter together with contributions from steering group/task group members and under the editorial control of a small editorial committee.

Website

A basic website should be developed as a matter of priority, performing the dual function of promoting the Wincanton area, and giving information on the Wincanton MCTI.  The website is likely to contain much of the detailed information and research being collected by the MCTIs in Somerset.  Further developments of the website will enable interactive consultation to take place.

Intranet

It would be useful to have intranet for members of the steering group and task groups to communicate with themselves.

Minutes of Steering Group meetings

All steering group meetings should be minuted, with action points clearly identified.  These should be the responsibility of the administrator, in consultation with the Chairman.

Notes of Task Group meetings

Brief notes and action points should be taken of all task group meetings.  These should be circulated to task group members and posted on the intranet.

2.
Consultation
Questions to ask before consulting:

· Who am I consulting – reach all relevant groups, especially hard to reach groups

· What am I consulting them about

· Why are we consulting

· How should we consult – use appropriate methodology

· When should it be done

· Timescale

· Who owns the consultation

· Who fronts the consultation

· What will you do with the answers

· Is the issue properly communicated

· What has happened as a result of the consultation

· Have expectations been met

Techniques to consider:

· Citizen juries

· Opinion polls

· Standing panels (research and interactive)

· Community issue groups

· Consensus conferences

· Electronic techniques – eg bulletin boards, online polls

· Future search conferences

· Planning for real

3.
Identity and Image

Wincanton MCTI should have its own identifiable image/logo.

4.
Reporting on the performance of the Communication Strategy

Measuring success

· Volume of positive press articles achieved

· Extent to which key messages are communicated to target audiences using the channels those audiences have said they prefer

· Improvements in how well informed the community feels (measured through opinion research)

· More informed feedback from the community, measured through volume and quality of consultation responses.
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