ANNEX A





             GOC 22.03.07









 C(14)07

Communications workplan 2007-8

	Ongoing work


	
	
	
	

	Item
	Detail
	Who
	Resource
	Timing

	
	
	
	
	

	Media monitoring
	Maintain and develop systems to receive and distribute relevant press coverage

Maintain the press cuttings file for GOC mentions
	Communications Manager/Officer
	Service costs, officer time
	Ongoing

	Parliamentary monitoring


	Maintain and develop systems to receive and distribute relevant parliamentary coverage


	Communications Manager/Officer
	Service costs, officer time
	Ongoing

	Reactive media relations
	Respond to media enquiries (local, national, optical press)
	Communications Manager/Officer
	Officer time
	Ongoing

	Proactive media relations
	Issue press releases and briefings to press

Communicate FTP decisions to local and national media

Promote GOC work & profile/establish the GOC as the ‘first port of call’ on a range of optical issues 
	Communications Manager/Officer
	Officer time
	Ongoing

	Media spokespeople


	Maintain the database of member and officer expertise for use in reactive and proactive media work
	Communications Officer
	Officer time
	Ongoing

	Website/members website


	Keep the internal and external areas of the members’ website up to date
	Communications Officer
	Officer time
	Ongoing

	Photo library
	Maintain and develop the photo library
	Communications Manager/Officer
	Officer time, photographic costs
	Ongoing

	Information provision
	Provide careers information about optometry and dispensing optics to enquirers

Provide information about the GOC to info/advice organisations, reference databases, websites etc
	Communications Officer
	Officer time, postage costs
	Ongoing

	Cooperation with CHRE/other health regulators
	Attend and contribute to CHRE and other regulatory forums and working groups as relevant
	Communications Manager/Officer
	Officer time
	Ongoing

	Cooperation with optical bodies/eye health organisations and charities
	Attend and contribute to EHA and other optical forums and working groups as relevant
	Communications Manager/Officer
	Officer time
	Ongoing



	Regular publications


	
	
	
	

	Item
	Detail
	Who
	Resource
	Timing

	Lowdown
	Continue to publish a weekly email newsletter for staff and members to ensure awareness of key issues and activities internally, and to promote ‘good news’
	Communications Manager
	Officer time
	Ongoing

	News digest
	Continue to publish a weekly email news digest for staff and members to ensure ongoing understanding of our media image and profile and to highlight key optical and regulatory stories in the media
	Communications Officer
	Officer time
	Ongoing

	Public affairs briefing
	Continue to publish a weekly report for Directors, members, hearings panel etc to promote awareness of parliamentary and public policy activity and developments in relevant areas
	Communications Manager
	Officer time
	Ongoing

	Bulletin
	Continue to publish newsletter for registrants and other relevant stakeholders three times a year to keep opticians up to date with developments that may affect them and to promote a positive image of the GOC
	Communications Manager/Officer
	Officer time, design, print, postage costs
	Publish: Feb, June, Oct

	Annual report
	Continue to produce a GOC annual report to promote the GOC’s work and achievements
	Communications Manager/Officer
	Officer time, design, print, postage costs
	Publish Summer 2007, Summer 2008



	Opticians handbook
	Continue to review and update the Opticians Handbook to provide a handy reference to the key legislation and guidance affecting practising opticians
	Communications Manager/Officer
	Officer time, design, print, postage costs
	As required

	Projects


	
	
	
	

	Item
	Detail
	Who
	Resource
	Timing

	Usability of the register
	Create a simple ‘guide to using the register’ online including explanation of qualifications, registration categories and what each is allowed to do

Improvements to website search options
	Communications Officer, IT Manager
	Officer time
	Spring 2007

	Protocols for communicating with journalists


	Develop a set of protocols and procedures for communicating with journalists through the FTP process (ie from complaint received through to hearing outcome)


	Communications Manager, Hearings Manager, Director of Legal Services
	Officer time
	Spring 2007

	Website redesign


	Continue and complete the project to redesign and relaunch the GOC website to promote greater transparency and accessibility and to support organisational needs
	Communications Manager/Officer, IT Manager, Director of Corporate Resources 
	Officer time, web consultancy, CMS purchase, design costs, editorial and technical training costs, accessibility checks
	Analysis, user consultation, scope CMS Spring 2006

Relaunch Summer 2007

	FAQs
	Develop and publish the FAQ resource on the website
	Communications team, all GOC staff
	Officer time
	Publish core set Summer 2007

Review and update ongoing

	Visual identity
	Commission a review of GOC visual identity

Commission publications guidelines
	Communications Manager
	Officer time, design consultancy, photography
	Spring/Summer 2007 (to feed into website redesign)

	CET
	Update and develop the CET communications plan for the second cycle
	Communications Manager, CET Management Group
	Officer time, expenses, publication/postal costs etc as required
	Spring 2007 and ongoing

	Student registration and retention
	Update and develop the communications plan to support the student registration and retention
	Communications team, Registration team, Director of Corporate Resources
	Officer time, costs of roadshows (publications, travel, accommodation etc)
	Summer 2007 and ongoing

	Corporate folder
	Produce a corporate folder to send out on registration and for presentation of Council documents
	Communications Manager/Officer
	Officer time, design costs, print costs
	Summer 2007

	Briefing notes
	Produce briefing notes as required for key Council activities and initiatives to use (with corporate folder) at events etc
	Communications Manager/Officer, Directors
	Officer time, template design cost
	Autumn 2007 and ongoing

	Online press office
	Develop an online information resource for the media 


	Communications Manager/Officer
	Officer time
	Autumn 2007



	Registrant survey
	Develop proposals for and carry out a survey of registrants to test awareness/understanding/engagement with and expectations of the GOC and to gather demographic and ethnicity data
	Communications Manager/Officer
	Officer time, survey design and distribution (depending on format), analysis
	Autumn/Winter 2007

	Public and patient involvement
	To develop a public and patient involvement strategy
	Communications Manager/Officer
	Officer time
	Autumn/Winter 2007

	Contacts database
	Develop the contacts database and distribution lists for publications and consultations to promote the GOC to a wider audience


	Communications Officer
	Officer time
	Winter 2007 and ongoing

	Events plan
	Assess the objectives, costs and benefits of conference/exhibition attendance and produce a costed plan


	Communications Manager/Officer
	Officer time, costs of exhibition attendance, design/production of promotional materials, associated expenses
	Winter 2007

	Editorial house style
	Write and disseminate house style guidelines
	Communications Manager/Officer
	Officer time, possible consultancy costs
	Winter 2007

	Internal communications
	Review effectiveness of internal communications and develop


	Communications Manager/Officer, HR Officers, Directors


	Officer time, possible catering/resources for meetings
	Spring 2008

	Who we are and what we do
	Publish a core corporate leaflet to explain who we are and what we do

Develop a distribution plan if relevant


	Communications Manager/Officer
	Officer time, design costs, print costs, promotion costs
	Spring 2008

	Risk management
	Identify and advise on management of reputation risks as part of corporate risk management plan
	Communications Manager
	Officer time
	Spring 2008

	Crisis management
	Develop a communications crisis management plan
	Communications Manager
	Officer time
	Spring 2008

	Accessibility policy
	Agree and meet accessibility standards for publications

Roll out across organisation (eg key publications available in electronic, audio format etc)
	Communications Manager/Officer, all staff
	Officer time, possible consultancy costs, possible costs of alternative formats


	Summer 2008

	Speaking diary
	Create a diary of speaking opportunities for staff/members
	Communications Officer
	Officer time
	Summer 2008

	Communications advisory group


	Set up a group to advise on communications strategy/priorities and recommend approaches where relevant 
	Communications Manager
	Officer time, member/adviser costs
	Summer 2008

	Measurement
	Develop the range of qualitative and quantitative measures to test the success of communications

Eg Surveys of public and professions to test awareness and satisfaction

Bulletin readers’ survey

Website usage

Media evaluation
	Communications Manager
	Officer time
	Winter 2008

	Advertising
	To assess and advise on opportunities and need for advertising (eg Yellow Pages)
	Communications Manager/Officer
	Officer time, possible advertising costs
	Winter 2008

	Public/consumer information
	(eg) 

· Public awareness/perception research

· Developing/promoting/distributing patient information leaflets

· Creating online public information resource 

· Research/compile statistics and patient, consumer data

· PR campaign
	TBC
	Resources to be agreed as part of consumer info project


	Timescales to be discussed as part of consumer info project


