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Today’s Objectives

Communications aims & objectives
Key messages

|dentifying key audience/s

Using best tools or methods

Tasks:
e Communications Plan Template
 Good News Story
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Situational analysis

Be aware of all the factors that will impact on your
efforts.

Staff ; Olrg T|_r|neb |
numbers olicies availlable
Resources Existing

tools
Senior
Messages

Existing LISTEN

Processes

Area for focus
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Establish Aims & Objectives

1st - be clear of your overall aim
2nd - set objectives for your aim/s
Follow the SMART principle

S = Specific

M = Measurable
A = Achievable
R = Realistic

T = Time bound
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Who are you talking too?

ldentify the key characteristics of
your target audience.
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Key messages

Make your messages:

e Clear and concise
 Based on strategy
 Relevant

o Attention getting

« Memorable

* Motivational
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Selecting the communication tools

* Do they support the objectives?

e How will these tools fit into the overall
nicture?

 How will these tools work together?

Interpersonal ___»Meetings
1\ C ¢ c\/ ra
4_ C (&
Newspapers ___—"> Posters / flyers
Radio 4/A/ ° \ﬂ O

—— Activities
Newsletters
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Examples of communication tools

 Brand

« Communications strategy
o Style guide

 Web site

 Newsletter
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Hot Topic Calls
Teleconferences

Learning Sessions

Posters

Storyboards

Good News Story template



Your team IS an asset for communication

The Prince Charles Hospital Health Service District, QLD
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Aims & Objectives
- SMART

Target Audience
- internal

- external

- characteristics

Methods / tools
- lead channel
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Key Messages
- supportive
statements



Dos and don'ts

* Always check with your organisation &
DHS team before speaking with media

* Be creative
o Listen and talk with your peers

 Repeat, repeat, repeat your key
messages

» A clear plan will avoid unwanted surprises
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What to do

« Communications Plan Template

 Good News Story
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In review

* Plan first, communicate second
 Don’t reinvent the wheel

* Pinch, borrow, ask for help
 Get feedback, feedback .....

« Have fun

— Consider all suggestions no matter and
make it memorable.
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