Society of Women Engineers – Section Vitality Training Modules


FACILITATOR INSTRUCTIONS

MODULE 7

COMMUNICATIONS
DESRIPTION

This module is designed to provide an overview of the section communications, including both internal and external publicity, newsletters, web pages, etc.  Exercises will lead participants through developing an audience message matrix, publicity plan, a sample press release, layout of a newsletter and modifying the Section Web Page Template.

OBJECTIVE

The attendee will be able to:

1. Prepare an audience message matrix 

2. Prepare a Publicity Plan

3. Prepare a Press Release

4. Create a newsletter

5. Create the layout and content for a section web page

TIME DURATION

The full version of the module is 2 ½ -3 hours.

A shorter version can be done by:  

· Eliminate exercises

· This module is pretty condensed already and covers a lot of topics.  To shorten, pick the topics that are of the most interest and concentrate on those.

MATERIAL AND RESOURCES

1. Communications module presentation slides

2. National level audience matrix

3. National level communication strategic plan

4. Sample Newsletters (recommend Santa Clara Valley and others)

5. Sample News Release Format

6. Blank paper (can use flip charts or just 8 ½ x 11)

All files will be made available electronically.  Files include this instruction sheet, the presentation slides and any handouts and materials.

EQUIPMENT

1. Flipchart and markers

2. LCD projector or overhead projector

METHODS

The Trainer should thoroughly prepare by preparing notes and view graphs as needed.  Make copies of reference and handout materials.

1. Class lecture – presentation of concepts and skills

2. Interactive group discussions

3. Exercise – develop an audience message matrix – do this as a group with flip charts

4. Exercise – develop a Publicity Plan – do this as a group with flip charts

5. Exercise – Develop a sample press release – small groups

6. Exercise – Layout a sample newsletter – small groups, critique results

7. Exercise – Create the layout for a section web page

EVALUATION

An evaluation form is to be completed by each attendee.  The Trainer is to submit to the Section Vitality Task Force Chair the following items:

1. Registration sheet

2. Evaluation forms

3. Training report

RECOMMENDED READING RESOUCE LIST

http://www.101newsletteranswers.com/

MODULE 7: COMMUNICATIONS
TABLE OF CONTENTS

· Seminar Outline

· Presentation Overheads

· Reference Material

· Handout Material

COURSE OUTLINE

	Time
	Content/Topic
	Method/Process
	Material  and Resources

	5 minutes
	Introduction

· Registration

· Course Objectives

· Course Outline
	Lecture
	Overheads



	10 minutes
	Audience message matrix
	Lecture
	Overheads

	20 minutes
	Develop an audience message matrix
	Exercise
	Flip chart and markers

	10-15 minutes
	Publicity
	Lecture
	Overheads

Flipchart and markers



	10-20 minutes
	Exercise – Develop a Publicity Plan

· Set goals

· Develop strategies

· Develop a contact list

· Determine what should be publicized where


	Group Exercise – 
	Flipchart and markers

Sample list of section events

	10-15 minutes
	Exercise – Prepare a Press Release

Share results and critique
	Lecture and Small Group Exercise
	Blank Paper

Sample News Release

	10-15 minutes
	Types of communications and Newsletter 
	Lecture
	Overheads

Boston Newsletter sample

	20 - 25 minutes
	Newsletter Exercise (10-15 minutes to layout the newsletter and 10 min to critique and share)
	Exercise (Small groups or individuals)
	Flipchart and markers or plain paper



	10 minutes
	· Distribution Lists

· Email Lists

· Phone Tree
	Lecture
	Overheads



	25 minutes
	SWE Section Websites


	Lecture
	Overheads

	20 minutes
	Web Page Exercise
	Small Group or Individual Exercise
	Blank Paper or Flip charts

	
	Questions
	
	

	5 minutes
	Evaluations
	
	Evaluation forms

	TOTAL: 

150-180 min
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