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2.
Communications:  Newsletter Editor, Communications Secretary, Web 

Wizard, and Publicity Manager

a.
 Internal Communications


1)
Purpose:  A well-informed membership and good internal communications are essential to a healthy organization.  There is a need for both regular, routine communications with members and rapid communications in times of crisis.


2)
Newsletter:
 The Steward, our quarterly newsletter, is sent to all members, land stewards, and partner organizations.  Additional copies are placed in membership kits and distributed in the community in the hope of attracting new members.   The Newsletter Editor prepares the Steward with assistance from staff and volunteers.  As many people as possible should proofread each edition of the Steward before it is sent out.  Wherever possible, the Steward will be distributed by email.


3)
Notice and other communications



a)  
Whenever possible, notice of coming events and meetings shall be included in the Steward.



b)
Additional communications is by the easiest and least expensive means possible: email and telephone.  Mailed notice will only be used when no other method is available.  The Communications Secretary, assisted by staff and volunteers, organizes and maintains an email distribution list and telephone tree.


4)
Website:  



The CCLT website is kept up-to date and informative by the Web Wizard assisted by staff and volunteers.  In addition to being out face to the public, the website is a repository of many important CCLT documents.

b)
External communications


1)
Enquiries:
A logbook will be kept in the office and all telephone or personal enquiries from members of the public will be recorded, with the date, time and nature of the enquiry.  If follow-up is required, a record of the follow-up actions will be included in the logbook.


2)
Presentations:
Staff and board members are expected to make presentations from time to time, on behalf of the CCLT.


3)
Site visits.
For safety, at least 2 CCLT staff or volunteers should make site visits.


4)
Press coverage and public relations.  CCLT benefits from press coverage of its activities.  Press Coverage helps educate or motivate people about environmental issues.  The Publicity Manager deals with the press, prepares press releases, or edits press releases prepared by others.


5)
Before being sent out, all press releases should be reviewed by at least two people, one of who is the Publicity Manager, Executive Director,  or a Director.

6)
Staff, Volunteers, and members may respond to the press on non-controversial topics.  If there is any doubt about the CCLT policy or the controversial nature of a topic, the reporter should be referred to the Publicity Manager, Executive Director or a Director.

c)
Publications


1)
Creating and distributing pamphlets, brochures, and publications on a variety of subjects is a major focus on our public education effort.  This can include material produced by the CCLT or material from other sources.


2)
Before publication, every effort is made to ensure accuracy.  For this purpose draft publications should be open to revision and should be read by as many people as possible including the Executive Director or a Director, appropriate experts or consultants, and at least one member of the presumed audience for the publication.


3)
Each publication will include the date of publication or revision.


4)
A copy of each publication will be permanently kept on file.


5)
Most publications will be posted on the website.
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