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WAAC COMMUNICATIONS PLAN

INTRODUCTION
The purpose of the Club Communications Plan is to define the communication requirements for the Club and how information will be distributed to members, parents / guardians, stakeholders and partners.  

The Communications Plan defines the following:

· What information will be communicated
· How the information will be communicated
· When information will be distributed
· Who is responsible for communicating information

· What resources the club allocates for communication

· The flow of club communications

· Any standard templates, formats, or documents the cub must use for communicating

This Communications Plan sets the communications framework for the club.  It will serve as a guide for communications for the Board, Management Committee and Members and will be updated as communication needs change.  This plan identifies and defines the roles of persons involved in the club.  It also includes a communications matrix which maps the communication requirements of the club.  An in-depth guide for conducting meetings details the communications rules and how the meetings will be conducted, ensuring successful meetings.  
The Board will take a proactive role in ensuring effective communications are in place for the club.  The communications requirements are documented in the Communications Matrix presented in this document.  The Communications Matrix will be used as the guide for what information to communicate, who is to do the communicating, when to communicate it and to whom to communicate and any confidentiality constraints.
Board and Management Committee Directory

	Role
	Position
	Name
	Email

	Trustee
	Chair
	Graham Ravenscroft
	chair@whitemossaac.co.uk

	Trustee
	Secretary
	Mark Stringer
	secretary@whitemossaac.co.uk

	Trustee
	Treasurer
	Alistair Storey
	treasurer@whitemossaac.co.uk

	Trustee
	Coach
	William Sutherland
	Trustees@whitemossaac.co.uk

	Trustee
	Team Manger
	Stuart Gibson
	Trustees@whitemossaac.co.uk

	Committee Member
	Vice Chair
	Sandra Frame
	vicechair@whitemossaac.co.uk

	Committee Member
	Minute Secretary
	Elaine Martin
	minutesecretary@whitemossaac.co.uk

	Committee Member
	Membership Sec
	Ann Kelly
	membership@whitemossaac.co.uk

	Committee Member
	Team Manager
	Morag Craig
	teammanager@whitemossaac.co.uk

	Committee Member
	Kit & Equipment
	Kay McSkimming
	kit@whitemossaac.co.uk

	Committee Member
	PR & Media
	Vacant
	comms@whitemossaac.co.uk

	Committee Member
	Athletes’ Rep (M)
	Craig Whyteside
	athleterep1@whitemossaac.co.uk

	Committee Member
	Athletes’ Rep (F)
	Rebecca Tavendale
	athleterep2@whitemossaac.co.uk

	Committee Member
	Welfare Officer
	Barry Connal
	welfare1@whitemossaac.co.uk

	Committee Member
	Welfare Officer
	Catherine Wynne
	welfare2@whitemossaac.co.uk


WAAC COMMUNICATIONS MATRIX
The following table identifies the communications requirements for this project.

	Communication Type
	Objective of Communication
	Medium
	Frequency
	Audience
	Owner
	Deliverable
	Format

	Board Meetings
	Control the activities of the club; for example, monitoring and controlling the financial position of the club.  
	· Face to Face
	Quarterly
	· Trustees
	Chair
	· Agenda

· Meeting Minutes
	· Soft copy archived on web site



	Management  Committee
	Delegated Board responsibility
	· Face to Face


	Monthly
	· Committee Members & Trustees
	Chair
	· Agenda

· Meeting Minutes

· Club Development Plan
	· Soft copy archived on web site



	Coach Meetings
	Oversee the Athlete Pathway, athlete and coach development, including competition, education and training.
	· Face to face
	Quarterly
	· Coach Coord & Coaches x 2

· Above & Club Com. X 2
	Club Coordinator
	· Agenda

· Meeting Minutes

· Athlete Pathway

· Coach Development
	· Soft copy archived on website

	Athlete Selection
	Selection and notification of athlete selection for leagues and other events.
	· Email
	As Needed
	· Coaches, Officials, Parents and Athletes
	Team Manager
	· Team selection sheets

· Declaration forms
· Responses from athletes/parents/coaches
	· Soft copy archived and retained by Team Manager


	Monthly Press Articles
	Raise profile and awareness of the club, what it provides and its achievements. Articles are based around
· 3 Indoor League Matches

· 3 Outdoor League Matches

· Club Championships

· Athlete Standards, Performance and/or National Representation

· Club or Member Awards – Officials / Volunteers / Coaches / Administrators

· Hub Developments

· Funding Awards

· Stories of Interest


	· Press (EK News)
· Media (STV EK
	Monthly
	· Public
· Stakeholders

· Members
	PR & Media Coordinator 
	· 
Press and Media Articles
	· Soft and hardcopy archived and retained by Coordinator
· 

	CTO Steering Group Meetings and Progress Reports

	Report the status of the project including activities, progress, achievements against targets and issues
	· Face to Face
· Email
	6-weekly
	· Stakeholders
· Members

· Partners
	Vice Chair
	· 
Agenda

· 
Meeting Minutes

· 
Project Status Report


	· Soft copy archived and retained by Vice Chair.


	Member Meetings
	An AGM is held every year to elect the Board and Management Committee and to inform members of previous and future activities
	· Face to Face
	Annually
	· Members
	Secretary


	· 
Agenda

· 
Meeting Minutes

· 
Annual Report

· 
Annual Accounts

· 
Motions / Proposals

· 
Election of Board and Committee Reps
	· Soft copy archived on web site



	Website
	Provides accurate up to date information on the club, its services, achievements, policy and procedures and key contacts, as well as the clubs history.

Future – aims to support and improve administrative functions such as:

· online annual membership

· monthly subscriptions

· coaches reports

· minutes of Board and Management Committee meetings


	· Internet
	Weekly
	· Members
· Stakeholders

· Partners

· Funders
	Webmaster
	· 
Current club information.
· 
Policy & Procedures
	· Soft copy archived on web site




GUIDELINES FOR MEETINGS
Meeting Agenda

Meeting Agenda will be distributed 5 days in advance of the meeting.  The Agenda should identify the presenter for each topic along with a time limit for that topic.  The first item in the agenda should be a review of action items from the previous meeting.

Meeting Minutes

Meeting minutes will be distributed to all members of the Board of Trustees, all members of the Management Committee and all coaches, 5 days following the meeting.  Al email distribution list should be retained for this purpose and updated as and when required.
Action Items

Action Items are recorded in the meeting minutes.  Action items will include both the action item along with the owner of the action item.  Meetings will start with a review of the status of all action items from previous meetings.  

Meeting Papers & Procedures
The Club Secretary is responsible for distributing the meeting agenda, the Chair is responsible for facilitating the meeting and the Minute Secretary is responsible for distributing the meeting minutes.  The Chair will ensure that the meeting starts and ends on time and that all presenters adhere to their allocated time frames.

Minute Secretary

The Minute Secretary is responsible for documenting the status of all meeting items, and taking notes of anything else of importance during the meeting.  The Minute Secretary will create a typed copy of their note and provide this to the members of the Board and Management Committee.  Once Minutes are approved, the Minute Secretary should issue the approved note to the Secretary who will archive a soft copy to the club web site.

Meeting Chair Person

The Chair is responsible for ensuring agenda item presenters adhere to the time limits set in the meeting agenda.  The Chair will let the presenter know when they are approaching the end of their allocated time.  Typically a quick hand signal to the presenter indicating how many minutes remain for the topic is sufficient.
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