Aboriginal Action Circle

Executive Committee Meeting:

Saturday, December 5, 2009

In attendance: Charlotte Jacobs, Toni Mathews, Diane Haddad

These are the suggestions I was trying to bring forth at this morning’s meeting.  If you have time, can you please review, add to, delete, comment and return so I can incorporate your changes.

If we can put this on the agenda for discussion at our next time Executive Committee meeting, that would be great.  If we decide not to do it this way, that’s fine too.  Being a communications officer by trade, I have found that having a plan is the best way to go.

Development of a Communications Plan
A Communications Plan will:

•
Clarify our communications objectives

•
Solidify our message (what do we want to say and how do we want to say it?)

•
Target the right audience (who do we want to say it to?)

As an example, we talked about ways to increase our membership, so one of the items could read:

Increase membership 

•
Update web site to make it more inviting (Edward)

•
Facebook (Charlotte)

•
Message for all NCR local presidents to forward to their Aboriginal membership an invitation to attend the next AAC meeting (Diane)

•
Keep updated/current list of members and their email accounts (Charlotte)

•
List other ways that we can increase membership ‑ have an event of some kind etc.

Communications processes
Minutes

•
Secretary takes minutes of the meeting

•
Five days to get draft of minutes to Executive Committee for review

•
Executive committee has five days to review and provide secretary with comments.

•
Secretary incorporates comments and prepares a final draft, sends it to Charlotte for distribution to those in attendance at the meeting.   

•
"Approval of minutes" standing Agenda item at all AAC meetings

•
Once approved at our next meeting, Diane makes amendments if needed and sends .rtf copy to John for translation 

•
Once translated, Diane formats French and English version

•
Final approved minutes are posted on the web

•
Charlotte distributes to all AAC members

Email messages

•
Look at what we are sending by email

•
Decide what emails should come from AAC (my thought on this is that emails from PSAC ‑ human rights, etc.  should be sent out by Amelie.  The AAC should only be sending out emails that are about issues affecting the AAC membership, which Charlotte would send out.  In this way, duplication would be avoided.  Also, the number of emails from Charlotte would be kept to a minimum, and only AAC relevant information would be sent out.  Sending out to many emails loses it’s effectiveness because people just don’t read them.

•
No communication should go out without the AAC logo and the name of a contact person to respond to

•
As members join the circle, make sure the AAC and Amelie’s lists are kept up to date   

Messaging
•
Decide on the messages we want to give our membership and the best way to get our messages to them

As a new committee, these are a few examples of messages we want to send to AAC members:

•
Invitation to Albert’s breakfast at the 510 Rideau (Diane)

•
AFN Christmas party (Charlotte and Toni)

•
Invitation to honour Shirley at Jan 27 meeting (Edward)

•
Join Terms of reference sub‑committee (Edward)

Steps for Executive Committee (Charlotte, Toni, Edward, Diane) 

•
Committee decides a message needs to go out to AAC membership

•
Draft message (Charlotte, Toni, Edward or Diane)

•
Whomever drafts the message, then sends it to the rest of the committee for comments or suggested changes

•
Diane incorporates changes to document

•
Diane sends to John for translation

•
Diane does final layout in both languages and sends back to Executive committee

•
Executive committee decides to:  Post on web?  Facebook?  Email?  etc.

•
All postings done by Charlotte.  If being posted on PSAC website, Charlotte forwards to Amelie

Please add any other items we need to consider.  Do we incorporate this stuff in the Terms of Reference, or just as a guideline to the Executive Committee?

We can decide as a group the areas that need strategic communications planning.  Good communication is the key to success.

Best regards, Diane
