Communication plan – briefing and template
When Cathy Wills was preparing for volunteers at the Surry Hills Festival, what communication tasks did she consider doing first or before the event, on an ongoing basis, during the event, or at the end of the event? If you start to think about the kinds of communication that need to take place in order for you to prepare the rest of your event team, or parts of your organisation, (example, senior management, relevant boards or committees) for volunteer involvement, plus the volunteers themselves, you will see that you will need to consider the what, when, where, how, why, key messages, and responsibility considerations to include in your planning, and you will need to be:

· definitive (about the volunteer needs of the event), 

· persuasive (clarifying a genuine need to use volunteers), 

· supportive (upholding policies and procedures, as well as supporting paid staff), 

· inclusive (working closely with others to help determine the extent of volunteer involvement), 

· informative (about the benefits and costs of volunteers, as well as the value of all staff to work cooperatively), 

· creative (putting in place all those things to ensure your event/ organisation is ready for volunteers). 

Use the above ideas of communication skills, to design and develop your own communication plan or checklist. You should look at the Plan as way to document the kinds of communication (to include the what, why, where or when and how factor) that will be needed to cover a particular concern, theme, or idea, for example:

· Volunteers need appropriate reward and recognition from their supervisors, before, during and after the event, in order to maintain motivation as well as to show them how much benefit they bring to the event (includes the what, why, where or when and how factor).

· Training advice needs to be conveyed to volunteers and trainers, so that they can orient themselves to on-site aspects of the event, and are better prepared for their role as a volunteer at the event.

Prepare guidelines to have your event ready to receive volunteers, by documenting the kinds of communication required for volunteer involvement. The following template incorporates some shaded examples that may have been used at the Surry Hills Festival, and is designed to accommodate a 6 months lead-in. You can continue to use this Festival as your example, or your own event, and you can rearrange the order of your to suit your event needs and expectations, including a manageable timeframe. That is, do you want your plan to show weekly, fortnightly, or monthly communication situations?
Communication plan template
	Communication plan – Volunteer Involvement

	What

When

Where

How

Why
	Key messages
	Responsibilities

	Volunteers require ongoing and appropriate reward and recognition.


	Need to be:

· appropriate

· fair

· positive and energising

· not too grand.
	Volunteer Coordinator should have a designated rewards and recognition program, that includes contributions from sponsors.

	Training advice to volunteers

	Information needs to:

· be timely

· have clear instructions and details about time, place, date, parking, travel, refreshments

· include pre-training information if required.
	Coordination between:

Volunteer Coordinator

Pre-event Administration

Trainers.
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