involver : inspiring pupil voice
Creating a communication plan

Creating a communication plan 
Target audience

Secondary, Post-16

Aims
For participants to understand the importance of good, regular communication to whole-school involvement in pupil voice.

Outcome

For participants to develop a communication plan with targeted, regular tasks that will improve incoming and outgoing communication and thereby involvement. This plan will identify:

· Groups who are not currently well included in pupil voice.

· Where communication between representatives (e.g. the school council) and the rest of the student body is happening, and where it is not.

· The advantages and dangers of a variety of methods of communication.
Group size

Ideally 9 to 15 (so that when split down each smaller group has a maximum of 5 members); up to 30 could be accommodated, which would split down into 6 groups with 2 working on each of the areas.

Resources and room set up
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3 tables with chairs round them.

· Felt-tips (at least one per person)

· Each table should have a large sheet of flipchart paper on and some pens. Each piece of paper should have a large word in the middle:

· Who (are all the people in your school)

· Where (are all the places in/around your school)

· How (do people in your school communicate)
· There should be a 'communications web' sheet for one of the groups (see last page).
· One of the other groups should have a sheet divided into 3 columns:

· Method

· Good for...

· Dangers
	Method
	Good for ...
	Dangers

	Assemblies
	Getting your message across to lots of people at once.

Can be interactive (votes, etc.)
	Can be boring

People might not feel comfortable talking in front of others.

	
	
	


· There should be a blank sheet of flipchart paper for the third group.

· There needs to be a flipchart or IWB for the trainer to write up the communications plan during the plenary.

Intro (10 mins)
1. Ask participants to take a seat, thereby splitting themselves into 3 groups.

2. Explain the one groundrule: we do not use names (it's much easier to figure how to engage or emulate someone if you look at their behaviour).

3. Tell everyone to pick up a pen and write down whatever they can think of that answers the question on that sheet. (The trainer should move between the groups prompting them, especially getting them to break down broad groups, e.g. 'pupils' could be broken down into 'football players', 'emos', etc.)

4. After a couple of minutes move the pieces of paper round on to a different table.

5. Ask the groups to read what the previous group put down and see if they can add any other suggestions.

6. A couple of minutes later move the papers on again (so each group has had a chance to write on each piece of paper).

Explanation (2 mins)

7. Explain that for a school council to be working effectively it has to be communicating with everyone on the 'Who' list, especially all the pupils.

8. Talk about advertising: why when you're watching a film do you get the same company advertising at the beginning and end of every ad break? Need to see an ad 7 times before it really goes in; associating themselves with something you enjoy; if they're funny you might talk about the ad itself; even if you've recorded the film and fast-forward through the ads, you'll still see those.

9. What methods (the 'How' list) could the school council use? Could you add any others?

10. Where could the school council communicate its message, but remember with the school council, it's not just advertising, it needs to be a two-way process.

Main (30 mins)

11. Hand out the second sheet to each group:

· How: Sheet with 3 columns

· Where: Blank sheet

· Who: Spider web

12. Ask each group to do one of the following tasks:

· Columns (How): Choose a number of methods for communication (e.g. assemblies, emails, newsletter, etc.) and work out what they would be good for, and what dangers might be inherent in them (e.g. assemblies might be boring, email could make people feel like they are being spammed). Encourage the group to come up with new ways to communicate that the school might not be using now (e.g. social networking sites, progress board, etc.)

· Blank sheet (Where): Ask the group to sketch out a ROUGH plan of the school. Get them to mark on it in one colour all the places where the school council gives information to others. In a different colour mark out all the places where the school council gets information from others. Get the the group to think about where the blank spaces are and in a 2 new colours add in where they could give or receive info in the future.

· Web (Who): Get this group to identify groups who don't normally get involved in student voice. Then get them to think about what methods could be used to ensure that they are communicated with (this is the first step to helping them to become more actively involved).

Plenary (15 mins)

13. Ask each group to choose the between themselves the best 2 ideas.

14. Get each group to feedback to the whole group what they've been doing.

15. Ask each group in turn to suggest their top idea.  The trainer should be writing up key points and asking people to volunteer to take responsibility for them. This becomes the communication plan for the council. The simplest way to do this is in columns:

· Action (what will be done)

· Target group (who is being communicated with)

· Purpose (is it to give information? Get people more involved? Listen to others?)

· By when/how often (By when if it is a one-off; how often if it will be recurring)

· Person responsible (Who will take charge and report back, not necessarily who will do all the work)
	Action
	Target group
	Purpose
	By when
how often
	Person responsible

	Give rewards/prizes for good ideas
	People who don’t think it’s cool to help the school council
	To get more ideas from a wider range of people
	Set up by next meeting.
Prizes given out after every school council meeting
	Zac

	
	
	
	
	


16. Ask someone to take ownership of this plan. They are charged with taking it to the next school council meeting for approval.
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