Scottish Cycling 

Communications Commission Meeting 4 August 2010
Agenda of meeting
1. E-Newsletter - content / ideas gathering, technological requirements, distribution list and timelines 
2. Communications Priorities - to include website content management, 6-month comms plan, Christina's work plan, annual report
3. Date of next meeting 
4. AOB 

Minutes and Actions

Present: Cliff White (CW), Sine Munro (SM)(Chair), Jackie Davidson (JD), Gary Willis (GW), Alison Lunn (AL) & Richard Ferguson (RF)(Scribe)
Action Log 

	Date of Action
	Actions
	By Whom
	By When
	Status

	4.8.10
	To make sure newsletter is complete and distributed within deadline
	Sine & Richard
	13.8.10
	New

	4.8.10
	Write a welcome/introduction to the newsletter.
	Sine & Alison
	05.8.10
	New

	4.8.10
	Create a newsletter timeline & link in Alasdair’s half term report article
	Sine 
	05.8.10
	

	4.8.10
	Create newsletter distribution list via excel
	Sine
	07.810
	New

	4.8.10
	To test the newsletter links and report any issues that need fixed before distribution
	Chris, Cliff, Jay, Richard
	10.8.10
	New

	4.8.10
	Chase up remaining staff members & send out test newsletter email
	Richard
	09.8.10
	New

	4.8.10
	Make sure content is up-to-date always
	Richard & Sine
	
	New

	4.8.10
	To create and share the website procedure with members, employees and event organizers
	Richard/Sine and Christina
	18.8.10
	New

	4.8.10
	Email staff issuing deadlines for content to be received for annual report & circulate core content to each department (mbla,RDC,etc) so they can update content.
	Sine/Christina
	26.8.10
	New

	4.8.10
	To produce a media diary, work on the annual report, newsletter and be involved in website management.
	Christina
	?
	New

	4.8.10
	It was agreed use the Operations Report as a Staff Bulletin (issuing an abridged version if confidentiality was an issue.)


	Christina
	Board meetings
	New


	Item
	Notes

	
	

	E- Newsletter

Website & Communications Update

Performance Communications

Annual Report

Christina’s Workplan
	
JD gave an update on the e-bulletin/newsletter. It was advised to the commission that the newsletter must be fully tested, completed and sent out on the 13 August, no later. A lot of interesting ideas were discussed relating to the newsletter such as: format, distribution methods and also deadlines. A newsletter timeline was also put forward by JD, SM agreed to create one by 5th august. AL handed out an initial template of the newsletter along with all the information –which will be included in the newsletter-collected to date. SM agreed to creating a member distribution spreadsheet by 7th August via excel and mailchimp. The commission agreed on the design, layout and testing/distribution of the newsletter. The commission discussed some immediate actions required:
· Newsletter must be 100% complete and distributed on the 13th August.
· SM create a timeline for the newsletter & include Alastair’s half term report by 5th august.
· Newsletter testing to be carried out by: CW, RF, Chris Bryant & Jennifer Pearson on 8th August, to ensure web-links function as they should.

· Test newsletter to be sent out by RF to four staff/board members by Monday 9th August.

· SM/RF – create excel distribution list for newsletter by 7th August

SM gave an update on current communications and website progress. Phase 1 of the website has now been cleared up - checking that all the links and menus are functioning properly. SM also completed the audit for the website and has forwarded it onto BC. AL proposed a procedure for turnaround times of information to be posted on the website. SM then discussed the ‘log for website content’ document, which she has recently created to help and inform everyone about what articles have been received and what stage of progression they are at. JD then asked for a website procedure to be made for content timelines, so results and event information can be published to the website as soon as possible. The procedure will make sure that content is always new and up-to-date. CW and SM further discussed the website procedure and it was agreed that SM, RF and Christina will produce and share the procedure with staff members, SC members and event organizers by the 18th August.  AL also suggested creating a team-members section on the website which would be sign-posted to profiles, and then in future, profiles for the board members of SC will be added. SM adds that both herself and RF have created most of the photos and text needed for the staff profiles, however there are still bits of information to collect from other staff members.  SM also mentioned the Scottish power renewables logo must be added to the SC website before the SPR meeting on 18/8/2010. This was agreed by the commission. CW suggested we double up the Operations Report as an Internal Bulletin to be issued to all staff. It was agreed to look at doing this, issuing an abridged version if confidentiality was an issue. 
· SM, RF and Christina to produce and share website procedure with staff members, SC members and event organizers by the 18th August
· Use the Operations Report as a Staff Bulletin (Christina - issuing an abridged version if confidentiality was an issue.) by the next board meeting

· RF - Chase up remaining staff members for staff-profile info & photos by August 9th.
GW provided a communications list for the next 6 months, outlining all the communication opportunities that will arise. The Commission all agreed with Gary’s work. SM then discussed the format of this years annual report.
· GW to create fresh content for the performance webpage’s by 8th September.
It was agreed that the old annual report would be used as a template and the core content and images would be updated. It was also agreed to have Christina involved in the annual report.  The deadline for the annual report to be issued was set for 20th September by JD. JD discussed with SM the timelines for printing the annual report and dates for receiving content (end of august). There is a 3 week deadline for content to be received from all contributing staff members. 
· SM/Christina to chase up staff members for annual report content by 26th August.
Jackie and Cliff then discussed Christina’s work plan.  Christina will be responsible for driving communications forward within SC. Christina’s work plan over the next 3 months will focus on addressing the identified priority areas: Regular Newsletters, Annual Report, Media / Communications Diary of events / opportunities and Website management. Christina will also work with the Senior Managers to ensure all key events are properly communicated. Christina will have involvement around supporting the relationship with SPR and associated marketing. 


	Date of Next Meeting
	Friday 3rd  September 2010 10:00-12:00 (TBC)


