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1.0 Introduction
1.1
The Northern Ireland Archery Society is the regional authority for archery in Northern Ireland and falls within the governance of the Grand National Archery Society. 
1.2
The need for a NIAS Communications Strategy (the Strategy) was first suggested by archers who generally felt that a coordinated strategy would help improve communications internally between the NIAS Executive and clubs.

1.3 Furthermore this plan will enhance communication with potential archers, sponsors and media publications

2.0 Aims & Objectives 
2.1
The main objective of the Strategy is to ensure that internal and external communications are used effectively throughout NIAS to enable it to play a key role in delivering organisational objectives and goals.

2.2
The Strategy aims to raise awareness and understanding among NIAS internal and external communication partners and to encourage engagement, acceptance, commitment and feedback.

3.0
Communication Plans

3.1
The Communications Strategy is supported by Communication Plans which are tailored to current needs.

3.2
The Communication Plans detail particular events which will take place throughout the year which the Executive should be able to clearly identify with and expect to see delivered. How Communication Plans are implemented will be a fundamental measure of the success of the overall Communications Strategy.
4.0
Roles and Responsibilities
4.1
The NIAS has overall responsibility for implementing the Communications Strategy. 
4.2
Individual Executive officers will have delegated responsibility for implementing the Strategy in their areas of control. The Evaluation of the communication strategy and plan has been delegated to the PR Officer.
4.3
Good communications cannot be delivered by the Executive alone; therefore, an important principle of the Strategy must be that of member’s feedback. Each archer must avail of any opportunity to provide feedback not only on the Strategy but on any issue affecting them or their club if communications are to be truly two-way.
5.0
Communication Partners
5.1
NIAS has a wide range of communication partners. Its internal communication partners include individual archers and clubs and its external partners range from GNAS, SportNI to local and national media.. 

5.2
It is important to the success of NIAS that its objectives and requirements are clearly communicated to its internal and external communication partners and that NIAS in turn understands their needs and requirements.
5.3
However, the NIAS Executive (including club representatives) are themselves a primary internal communication partner in NIAS and it is therefore fundamental to the success of NIAS as a whole that communications between Executive officers and clubs operate as effectively as possible.
6.0
Communication Channels
6.1
The choice of communication channel(s) will largely depend on the issue at hand and the stage of communication to be reached i.e. if the objective is to raise awareness and develop understanding or encourage engagement, acceptance and commitment to the issue being discussed. THE NIAS Executive and club officials should continually evaluate their use of communication channels to establish how they are responded to and must also keep up to date with the most effective ways of reaching their communication partners by asking them what they want. Some channels that can be used at various stages of communication are as follows:

· Raising awareness: Use channels which grab attention e.g. E-mail, noticeboards, newsletters.
· Developing understanding: Use channels that allow for discussion and further explanation e.g. audio/visual, staff meetings, away days, newsletters, business plans.

· Engagement: Use channels that allow for two-way debate and an opportunity for information to be absorbed e.g. face-to-face, staff conferences, team briefings, senior management visits, fresh ideas.

· Acceptance: Use channels that provide a wide range of information that allows for individual probing and acceptance e.g. Training courses, special seminars, membership attitude surveys.

· Commitment: Use channels that allow for reinforcement of messages and provide an opportunity to convince e.g. senior management meetings, team meetings, workshops.

7.0
Existing Communication Channels
7.1
There are a variety of established communication channels available to L&CP staff:
· Verbal: In a growing electronic world, face-to-face communication may be increasingly under threat yet it remains one of the most effective channels of communication allowing for in-depth discussion and immediate feedback be it face-to-face or over the telephone. 
· Written Communications: Despite the increased use in electronic communications there remains a considerable need within NIAS for traditional written communications between internal and external communication partners. In as far as is possible, any written communication should be in plain English and easily understood. 
All correspondence must clearly identify the author and provide a contact number, particularly for correspondence to external communication partners.

· E-mail: A quick, effective way of reaching the target audience through the use of e-mail. It can also be used to set up meetings and assign tasks. The danger with e-mail is the possibility of over-reliance leading to a lack of face-to-face communications or unanswered e-mails.

· Executive Meeting/Briefing: Face-to-face briefings are particularly effective in communicating information from higher up. The briefings work best when members are given the opportunity to discuss and give feedback. Whilst briefings would normally be held monthly they can also be called on an ad-hoc basis to relay important information on the day it is announced.

· ALL NIAS MEETING ARE NOW CLASSIFIED AS GENERAL MEETING WHICH ALL MEMBERS OG THE SOCIETY ARE ENCOURAGED TO ATTEND>
8.0
New Communication Channels
8.1
The NIAS Executive has introduced a number of new communication channels which will be used to support and reinforce existing channels:
· Quarterly Field Newsletter: The newsletter will report on the progress of new and ongoing developments specific to field archery and will be posted to subscribing members. 
· Induction Booklets: An Induction Booklet is to be produced for all new NIAS members. The Induction Booklets shall be made available on the Intranet.

· Modernising Services Information Bulletins:  Bulletins will be issued as required to keep staff updated on the work of Modernising Services in L&CP and how it affects them.
· Enhanced Use of Intranet: Whilst the Intranet has always been available to L&CP little use has been made of it. It is therefore intended that the Intranet will be used more widely to communicate with staff. 
· Learning & Development Strategy: Work is underway to produce a comprehensive L&D Strategy for L&CP staff. The strategy is expected to be completed by mid-year.

9.0
Communications Events
9.1
Each L&CP Section’s Communications Plan will have a range of events which will be carried out during the year to enhance communications. The majority of these events will be tailored to the needs of individual Sections; however, there will also be a number of mandatory events which Managers in all Sections must carry out, as follows:

· Management Team Meeting: Managers must hold a Management Team Meeting once a month and are encouraged to put the minutes of the meeting on the office shared drive.

· Staff Meeting: Managers must hold a staff meeting once a month to include Team Briefing and Executive Issues. Staff Meetings should comprise of 70% local and 30% organisational issues and the minutes held on the office shared drive. 

· Business Plans: Where possible staff should be involved in and consulted on the preparation of the annual Business Plan. The Plan should be distributed to all staff and held on the office shared drive. Managers are also encouraged to post their Business Plan on the Intranet.

· Staff Appraisals: Managers are required to encourage staff to participate in the staff appraisal exercise. For those not wishing to participate in appraisals, Managers must ensure those members of staff are aware of the Business Plan objectives and must also complete a Personal Development Plan.

· Learning & Development: Managers must as far as possible ensure staff attend training courses and avail of all learning and development opportunities made available to them.

10.0
Dealing with Ad-hoc Information

10.1
In the normal course of business Land & Property Coordination Unit will be required to issue information on an ad-hoc basis e.g. changes in policy, LPICs and manuals etc. 
10.2
Such information will now be retained on the Intranet for easy access by staff who will receive a memo from the Head of Land & Commercial Property to advise them of the new information and with a link to the Intranet portal.
10.3
Section Managers are expected to discuss all new changes in policy, LPICs and changes in procedure at the monthly Team Briefing to ensure that staff have accessed and understood the information sent. This will also provide an opportunity for Managers to receive feedback from staff.

10.4
If information cannot be posted to the Intranet, Section Managers will receive a copy by e-mail for distribution to staff and for filing on the office shared drive for access by staff. Managers will be responsible for ensuring each member of staff receives a copy of the communication sent and are again expected to discuss it at the monthly Team Briefing.

10.5 Any ad-hoc information which cannot be sent electronically will be sent to Section Managers for distribution to staff. Managers will again be responsible for ensuring each member of staff receives a copy of the communication sent and for discussing it at the monthly Team Briefing.
11.0
Communications with External Partners
11.1
The Land & Commercial Property Department has a wide and varied range of external communication partners who contact the various sections on a regular basis.

11.2 The majority of external partners will correspond either verbally or by letter, or in some instances by e-mail.

11.3
In all communications with external partners, and most importantly in any verbal communication, staff must:

· identify themselves at the earliest possible stage
· be polite at all times

· ensure they fully understand the nature of the query

· avoid using jargon

· deal fully with all the points raised

· provide a contact name and number if requested

11.4
When dealing with external partners it is important for staff to remember that they are representing the Housing Executive and should make every effort to ensure that a positive image is projected.

11.5
Section Managers are encouraged to meet with external partners on a regular basis to discuss areas such as performance, proposed improvements and changes in policies or working practices. Managers should include any such forums for engaging external partners in their Communications Plan.

12.0
Feedback
12.1
In order for any communication to be truly effective it must be a two-way process. Management can produce and implement any number of strategies or plans to promote and improve communications but they require feedback to ensure the message being communicated is timely and in the format needed by staff.
12.2
Staff should therefore make use of all opportunities to provide positive and negative feedback and are encouraged to do. Some of the channels for staff to provide feedback include:

· Through Line Managers: Speak to your Manager or put your comments in writing and make sure you receive feedback in return.

· L&CP Newsletter: Submit an article for inclusion in the quarterly L&CP Newsletter.

· Fresh Ideas:  If you have a suggestion or idea for improvement, the Fresh Ideas scheme provides an avenue for it to be properly recognised and rewarded.
· The Grapevine: Staff can use the Grapevine to put forward suggestions and ideas, to share best practices or just to comment on everyday issues. Contact the local Grapevine representative.

· Housing Centre – Colette Finnegan

· Belfast Area – Lydia O’Connor

· South Area – Joanne Boyd

· North East Area – Yvonne Montgomery

· The Intranet: The Intranet is not solely for Management. Staff may have examples of best practice, minutes, business plans or other documents they would like to see posted on the Intranet. Contact L&CP’s Intranet Content Author or Content Managers. 
· Content Author – Georgina Booth, HQ

· Content Manager – Paul Reid, HQ

· Content Manager - Andy Kennedy, HQ
13.0
Strategy Evaluation
13.1
The Communications Strategy will be evaluated and reviewed each year by the Head of Land & Commercial Property and an audit carried out of each Sections Communications Plan.
13.2
The audits will review how each Communications Plan has been implemented during the year and will include checks for minutes of meetings, enhanced use of intranet, shared drives and other communication channels and feedback opportunities. 
13.3
A new Team Briefing Survey being introduced in the Organisation should also help highlight any concerns employees have with the process.

13.4
A survey of Land & Commercial Property staff will also be carried out each year to assist in the evaluation and review of the Communications Strategy.

