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Overview

Note: This plan can be altered or adjusted as needed.  This is intended to detail a path to move forward and a set of guidelines towards our communication policies.

The goals of communication are to:

reach all interested parties

keep maintenance and updating overhead to a minimum

do not flood participants with too much information

try to solve multiple issues or goals with as few tools as possible

have a means for members to communicate with each other

have a means for members to find information that they are looking for

have a presence in multiple places, while still keeping in mind minimizing overhead

Types of Communication

The types of communication are:

Email – events, notices, etc.

web presence – who we are, past and future events, contact information

social community website – who the other members are; allow communication among members

career or networking website – similar to the community website but with the goal of networking with other members

Goal A – Reach all interested parties

Interested parties include:

Students

Professors or other educators or assistants, staff, etc.

Outside parties interested in the club

It is a valid assumption that all extension school students, professors, assistants, and staff have email addresses.  Therefore these individuals can be reached through an email list.  This will be the only point of contact for many individuals.  For those who are more tech savvy, they can go to our website for information about the club, or to the social or networking sites to take advantage of those benefits.  For those individuals outside of Harvard that have an interest in the club, they can either find out information about the club through the website or through directly contacting the club through email or other methods.  In addition, there should be a way of contacting the club via traditional methods of phone or postal mail.

Goal B – Keep maintenance to a minimum

In order to keep maintenance to a minimum, the website(s) will have static content that will be updated infrequently (once or twice a year), and dynamic content related to the events.  The dynamic content will be edited through a tool, such as a blogging tool, in order to reduce the overhead.  HTML coding will not be required to do content changes.  Content changes will happen once a week or once every other week to update the upcoming events and to post photos or make comments on past events.

The newsletter emails will by nature be updated every time they are sent out.  The social and networking sites will be updated by the members of those sites.

Goal C – Do not flood participants

Emails (newsletters) will be sent out at most once a week except for those rare occasions of necessity, such as a room change for an event or something similar.  Notices via Email from the social or networking sites will be sent out once per event as reminders and will help with gathering RSVPs.

Goal D – Try to solve multiple goals with few tools

If a tool can be used for other organizational purposes, then we should try and use that tool for that purpose.  Examples would be to use internal Harvard disk storage to store board documents as well as website files, such as videos or photos.  Another example would be to use the email list tool as a membership tool; thereby our email list tool would serve as the source for membership information.  These examples would not only serve as a solution to an issue, but would also offer side benefits, such as formalizing the storage of club information on Harvard servers, automating membership removal and allowing for board access to member lists.

Goal E – Members communicating with other members

There are two ways that individuals can contact with each other – for social purposes and for networking purposes.  The use of Facebook has satisfied the need for members to communicate with other members on a social level.  They can view events coming up, post articles, comment on books, and participate in other on-line social activities.  This helps to build a community, especially with distance students.  The need for networking support has not been satisfied yet.  There needs to be a means for individuals to search among the members to see if there is someone with a particular industry experience or if there is someone in a company.  A potential tool to do this is LinkedIn.  More research is required to find a means to satisfy this need.

Goal F – Ease of finding information

The website will act as a repository for historical information on the club as well as upcoming events.  The need for ease of updating cannot be understated.  Any board member must be able to edit even though the responsibility will be assigned to one person with a backup.  The website will allow any user the ability to find what they are looking for regarding the club, and if they cannot find it, contact information will be given such that they can find someone to assist.

Goal G – Multiple presences

The club will have a minor presence in all Harvard club websites and locations.  These presences will be minimal and updated annually.  These presences will forward the person to one or more of our tools, such as the website, email list, facebook, or networking tool.  The current list of presences are the HESA website and the my.extension site.

Next Steps

Design and develop the website

Design and develop the my.extension site

Define and set up common email accounts, such as info@harvardec.org or rsvp@harvardec.org

Define what the HEEC Phone number should be

Define what the HEEC physical address should be

Decide on how to forward people from HESA and my.extension to us (i.e. the website)

Draft the role of the person responsible for maintaining the site

Draft steps on how to maintain the site

Investigate LinkedIn or other networking tools for forming an online networking group

Set up internal Harvard online storage for documents, images, etc.

Set up the email listserv

Define what a member is

Investigate the use of the listserv for a membership database

Investigate what the list of minor “presences” should be; draft and/or edit that content to forward them to us

