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Comox Valley Land Trust

Creating a local legacy of lands and resources

Who are we?

Welcome to the Comox Valley Land Trust! We are a registered Canadian non-profit organization dedicated to working with private landowners to conserve, protect, and enhance the human and natural environment in the Comox Valley. Almost all the land on the east coast of Vancouver Island, including the Comox Valley, is owned privately. It is vital for the preservation of wildlife habitat, water, and air quality, as well as the sustainability of local economy, that this land have responsible stewardship. The role of the Media and Education Team is to develop exciting promotional concepts, as well as establish and maintain relationships with the media, in order to raise our profile within the community, and promote our various projects. We are excited to have you as part of our team!  

what do media and Education have to do with land conservation?

Comox Valley Land Trust is involved in local land stewardship. Community awareness and support of our activities is very important. The Media and Education Team focuses on promoting our organization and its activities through establishing ongoing media and educational activities. Through community education and awareness, the Comox Valley Land Trust can continue to experience growth and development. Greater knowledge and awareness leads to more support in terms of community involvement and funding.  In turn, the Comox Valley Land Trust has a stronger voice, and can make a larger impact on local land protection issues. Working on its own and with the other Volunteer Teams, the Media and Education Team is an integral part of our organization.  

Choosing a project

If you are a new volunteer, check with your Team Coordinator to find out which projects are currently being planned or are in progress, and consider where you would like to get involved.  Also see the Media and Education Volunteer Assignment Outlines posted in the office and at our web site http://www.communitythings.com/cvlt.
project development

 In many of the Media and Education volunteer positions you will have the opportunity to create your own project. Possible projects may include, but are definitely not limited to: conducting nature walks, presenting to schools, businesses or other organizations, writing feature articles, designing advertising materials, creating signs, graphics, photos, displays and other promotional materials.  Your work may support other volunteer teams in need of educational materials and/or media coverage.  Let your imagination go, and see how many different ideas you can come up with! 
Through cooperative enterprises with the media, businesses and other organizations, we can reduce costs, and raise the profile of our organization. Here is a great example from the book “How to Shake the New Money Tree”:

“A high school band in Des Moines, Iowa, has made an annual event out of a fund-raiser at a miniature golf course in which the owner of the course donates all proceeds that are made on that night to the band. The band helps the owner staff the course for the night, does flyer posting, and gets publicity for the golf course (as well as for themselves, of course) on local radio stations and in the newspaper. On a nice night they claim that 300 people will play and that over $1,000 can be cleared when profits from homemade cookies and lemonade are added in. Again, both organizations together achieve far more than either could alone”

This illustrates perfectly how different businesses and organizations can benefit from collaborating on projects. Both groups received a large amount of publicity and neither of them paid for all of it themselves. Another advantage of collaborating with media, businesses, and other organizations is that you typically have access to a much larger market than you would have if working individually. The groups involved will want to promote as much as possible, and generate a captive audience that we can draw from. 
If you have an exciting idea for a media or educational project, below is an outline of how to proceed, from start to finish. In Appendix 1 you will find a variety of worksheets, which you may photocopy and use to help you through the steps.  Depending on the time you wish to commit, you may be involved throughout the entire process, or share the various tasks with other volunteers.

1. Decide on the goal of your project, whether it is for a specific Comox Valley Land Trust activity, a special project, or general promotion. 

2. Pick your target. Who do you want to be involved in this project? Is this designed to attract children, families, and/or business people? 

3. Once you have defined your target audience, you can develop an appropriate format for the project. 

4. Decide what media you will use for this project.

5. Next, put together a group of potential sponsors and contributors for this event. Also, decide on how to approach them to secure their involvement.

6. Decide what kind of resources, equipment, materials etc. will be needed for the project. Include any costs (free is better!).

7. The next step is to develop a few sample templates or programs for the project, as appropriate.

8. Choose some options for production of the project.

9. Pick some prospective dates, taking into consideration other media/educational activities going on around the same time. Sometimes it is beneficial to offer events at the same time, in order to draw from an existing crowd, and other times it is better to stand alone.

10. Decide if this is to be an ongoing or one time only project. If it is to be ongoing, determine the frequency i.e. will it be held annually, monthly, weekly?

11. Now, the project and all the preliminary information must be submitted to the Media and Education Team Coordinator, who may then present it to the board for approval.

12. If your plan is not approved, do not despair! It may just need some adjustments, or even to be put on hold for future planning. 

13. If your plan is approved, then here we go! Now the real fun begins!

14. Finalize the template or program for the project.

15. Finalize the date for the project. 

16. Develop a timeline for the project, and create a task list to correlate to the timeline. 

17. Present timeline and task list to your Team Coordinator, who will work to ensure that you will have enough people to help with the project.

18. Through your Team Coordinator, enlist the assistance of other volunteer teams as needed. 

19. Finalize the contributors and sponsors of the project.

20. Secure any resources, equipment, materials etc. required for the project.

21. Submit template or program for production, as needed.

22. Ensure everything and everyone is in place, have some back up plans in case something goes wrong.

23. Launch the project, and have fun!

24. After the project, it is critical that everyone receives a big thank-you and/or a follow-up. Consider a press release to list sponsors etc. 

25. Schedule a follow-up meeting to discuss how the project went, i.e. were there any problems, things to change, build on, or use again. 

26. Generate a report summary of the project, and submit it to your Team Coordinator.

27. Go back to step 1.

instructions for current projects

THE CVLT NEWSLETTER  - PRODUCTION & DESIGN

Our newsletter is issued twice yearly.  If possible, the mailout of the newsletter should coincide with other notices (i.e. notice of AGM in April, blitz of membership renewal notices / solicitation of new memberships). There are many tasks involved in successful newsletter production and we hope to find volunteers who will work as a team to accomplish this important initiative.

Tasks involved in newsletter production:

· Soliciting Ads 

· 4 – 5 ads are solicited from local businesses for each issue

· CVLT charges $20 to place an ad
· Written Submissions

Some board members are regular contributors to the newsletter (i.e.“One Yard at a Time” by Judy Walker).  Volunteer promotional writers may want to contribute to “What’s New,” “Project Highlights,” the “Bulletin Board” our “Special Thanks” section, or get even more involved by producing their own special articles and announcements.  A summary of the volunteer program will be a very important addition to the newsletter.

· Other Contributors

Photographers and artists are needed to spice up the newsletter by contributing their creativity and humor.

· Collecting and Editing copy

The task of collecting all of the newsletter contributions before the print deadline falls to the newsletter producers.  These key volunteers ensure that the submissions are collected, reviewed and edited in a timely fashion.

· Layout and Design

Newsletter designers are responsible for the layout of newsletter texts and graphics, they are the ones who, after several drafts, will come up with the newsletter’s final look – ready for distribution!

· Photocopying

When the final draft has been released, the newsletter production group goes to work photocopying. 300 copies is about right.

· Folding and Stuffing 

· Insert Membership/Donation form 

· Letters or notices as necessary 

· Newsletter mailout (see Office Administration Training Manual for more information)

· Print envelopes 

· Send newsletters to the following groups:

· Members

· Directors

· Advisory Board

· Other selected contacts

THE CVLT WEBSITE – CREATION AND PRODUCTION

The goal of our website is to engage peoples’ interest in our organization and give people an opportunity to get involved and become key supporters.  To achieve this goal, our website must be dynamic, informative and up-to-date.  At least twice a year, the website must be reviewed to ensure that: our latest newsletter has been added to the site; project information has been updated and is presented in an attractive manner; links to other organizations are operating; and our contact information (including the Board of Directors list) is up-to-date.  Other changes will need to be made periodically, as our organization evolves.  Website production volunteers will work with website creation volunteers to monitor the site, pass along any necessary changes and modify the content and design of the website.  Our current website creatior is Joka Belyk from ACS Computer Solutions (see contact below).  All changes should be sent to her in digital format, preferably in MS Word.

SCRAPBOOK CREATION AND NEWS CLIPPING

We would like to consolidate our written and photographic records of local land use, CVLT projects and initiatives, and the participation of our volunteers in the community.  To do this, materials such as special photos, news releases and events memorabilia will be assembled into scrapbooks.  Upon completion, the years’ scrapbooks will be used as important educational and promotional tools by our organization. 

As part of this initiative, we require someone to clip and collect relevant articles and press releases from local publications.  We collect articles on land use issues, especially CVLT press releases and articles, from local papers and publications.  The CV Echo is delivered to our office on Tuesdays and Fridays.  Articles should be cut out and filed in the filing cabinet drawer ‘CVLT Files’ in the ‘Newspaper Clippings and Press Releases’ folder.  The name of the newspaper and the date of publication must be written somewhere on the article so that it can be properly identified.
initial project concept

· Goal of the Project:

· Target audience:

· Format:

· Media:

· Potential Sponsor/Contributors:

· Resources, Equipment and Materials:

· Sample Templates/Programs:

· Production Options:

· Potential Dates: Be sure to research what, if any, other events are taking place at these times, and whether it would be an advantage or disadvantage to share dates with these events.

· Frequency/ Duration of Project:

At this point, the project must be submitted to your Team Coordinator who may present it to the CVLT board for approval.
finalized template/program

· Finalized Date of Project:

· Timeline:

· Task and Delegation List:

· Finalized Contributors/Sponsors:

· Costs of Resources, Equipment and Materials:

· Template/ Program to Production

· Final Review/ Last Minute Tasks

· Follow up/ Thank you Methods:

Project review meeting

Overall, how did the project go?

Were there enough volunteers coordinating the project?

Did it reach the intended audience?

What were some of the comments made?

Were the sponsors/contributors satisfied with the project?

What was the strongest aspect of the event?

What aspect needed the most improvement?

What are the three things you would not change?

What are the three things you would change?

Additional comments (please use other side if necessary):

project report

Name of project:


Name of project developer:


Names and contacts of project volunteers:


Date of project:


Duration of project:


Style/format:


Target audience:


Goal of project:


Resources, equipment materials:


Production of project template/ program:


Total distribution/attendance:


Total cost of project:


Follow up/Thank-you notices issued:


Brief summary:


media contact list

This list is a starting point only.

Comox Valley Echo, 407 D 5th Street, Courtenay, BC V9N1J7                                                    (250) 334-4734 (250) 334-3172 (fax) 


Contact/position:

Comox Valley Record, 765 McPhee Avenue, Courtenay, BC V9N7P1                                          (250) 338-5811 (250) 338-5568 (fax)


Contact/position: Matthew Plumtree/ Editor

C F C P 1440 Radio Station/Magic FM, 1625 McPhee, Courtenay, BC V9N3A6                          (250) 334-2421 (250) 334-1977 (fax)


Contact/position:

C K L R (The Eagle) 97.3 FM Radio, 801 B 29th Street, Courtenay, BC V9N7Z5
(250) 703-2200 (250) 703-9611 (fax)


Contact/position:

Magic 98.9 FM, 1625 McPhee Avenue, Courtenay, BC.  Free community announcements for non-profits, 5 times a day, 7 days a week.  Write out the information and either drop it off or fax it.

(250)334-2421 for more information, (250)334-1977 (fax)

CHEK Television – public service announcements. 4-5 times a day, 7 days per week.  Give 3 weeks to one month notice. 

Contact/Position: Tanya Smith (250)384-7766 (fax) or  tsmith@chtv.ca
BC Media Guide (organized geographically by community) www.gov.bc.ca/mediaguide.pdf or see C:\Land Trust\Media & Education\Media

Printing/graphic production contact list

A B C Printing, 416B Puntledge, Courtenay, BC V9N3R1                                                            (250) 338-6364 (250) 338-7677 (fax)


Contact/position:

Classic Printing, 823 McPhee, Courtenay, BC V9N3A1                                                                 (250) 338-8483 (250) 338-4520 (fax)


Contact/position:

Foil Expressions, 1155 Webdon Road, Courtenay, BC V9N9K7                                                   (250) 338-8092


Contact/position:

Havers Design Corporation, 391 11th St, Courtenay, BC V9N1S4                                                           (250) 334-2844 (250) 334-3244 (fax)


Contact/position:

Key Graphics Limited, 720 30th ST 5, Courtenay, BC V9N8P1                                                    (250) 334-4594 (250) 334-3144 (fax)


Contact/position:

Minute Man Press, 307A 14th St, Courtenay, BC V9N6P5                                                            (250) 338-8889 (250) 338-8818 (fax)


Contact/position:

Speedy Printing Centers, 2703G Kilpatrick, Courtenay, BC V9N6P4                                                                              (250) 338-4252 (250) 338-4292 (fax) (888) 338-4252 (toll-free)


Contact/position:

Sure Courtenay Copy Centre, 1255A Cliffe Ave, Courtenay, BC V9N2K3                                            (250) 334-2717 (250) 334-2796 (fax)


Contact/position:

Valley Computers, 2440 Cliffe Ave, Courtenay, BC V9N2L6                                                        (250) 338-0727 (250) 338-7234 (fax)


Contact/position:

Hitec Embroidery, 830F Cliffe Ave, Courtenay, BC V9J1T3                                                         (250) 334-3656 (250) 334-3656 (fax)


Contact/position:

Instant Signs, 560 Rye, Courtenay, BC V9N3R8                                                                            (250) 338-0001 (250) 338-0163 (fax)


Contact/position:

Quist-Studio.Com, Courtenay, BC V9J1M3                                                                                   (250) 338-1048


Contact/position:

Sign Design, 2760 C Moray Avenue, Courtenay, BC V9N7R7                                                                                                                                 (250) 338-7254 (866) 876-2266 (toll-free) 8 am-5 pm 
kemila@shaw.ca

Contact/position:

TNT Productions - A Division of Infocus Magazine, 2384C Rosewall Cres, Courtenay, BC V9N3W6 
(250) 338-4130 (250) 338-4131 (fax)


Contact/position:

Further Resources and information

· Explore the CVLT library for publications relating to media and education.

· Look in our computer files C:\Land Trust\ Media and Education for further information and resources.

· Look in our filing cabinet.  The ‘CVLT Files’ drawer, ‘Public Relations and Displays’ folder has lists of good places around town to promote our organization.

"How wonderful that no one need wait a single moment to improve the world."�Anne Frank
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“Never doubt that a small group of thoughtful, committed citizens can change the world; indeed, it’s the only thing that ever has” Margaret Mead, anthropologist
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� Thomas G. Dunn, How to Shake the New Money Tree (New York: Viking Penguin Inc., 1988), 43,44
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