LA TROBE UNIVERSITY POLICY FRAMEWORK

COMMUNICATION STRATEGY FOR POLICIES
 
NOTE:  Staff responsible for developing or revising policies must complete this template as part of the development or revision process. It must be attached to the policy proposal submitted for approval, ready to be actioned as soon as the policy is approved. 

	Name of policy: 
	

	Target date for completion of rollout:
	

	Officer responsible for coordinating rollout:
	


	MESSAGE, PURPOSE AND CONSTRAINTS

	

	What are the key points to be communicated? 
	Communication has two goals:

· Share information

· Improve performance (which has a motivational dimension)
.

	With what frequency must they be communicated?

	Communications must be rolled out in planned phases over the life of a policy, from initiation to replacement or obsolescence.

	What are the desired outcomes of the communication? 
	For example, what behaviours, activities, processes or time lines must change?

	How urgent is the communication? What is driving the urgency? 
	The urgency may vary for different audiences; see below. It may be necessary to nominate a series of target dates.

	AUDIENCES


	

	Who are the audiences for the policy? 


	This should be clear from the policy itself, if it is well designed.

	Who are the frontline supervisors within each target audience?
	Substantial research literature indicates that employees learn best from their immediate supervisors, especially when a reinforcing message from senior management arrives shortly afterwards (i.e. about a week later).

	COMMUNICATION METHODS

	Because people differ in their preferred learning styles, use as many different modes as appropriate and practical.

	What is the strategy for reaching the frontline supervisors? 
	· Select a range of communication methods to suit, for example, the number and geographical location of the supervisors and the budget and technology available.
· Cover not only policy content, but how to disseminate the information further
 and give feedback on how the information is received. 

	What is the strategy for reaching the ultimate target audiences?

	· Links to the second dot point above.

	What is the timeline? Who will do the work?
	· Attach a document that shows clearly when each communication task will be completed and by whom.
· The officer identified at the top of this form is responsible for coordinating the work and keeping it on track.


� This strategy template is based on ‘Establishing a Communication Strategy’, Chapter Four (pp. 47-82) of Achieving 100% Compliance of Policies and Procedures by Stephen B. Page (Process Improvement Publishing, Westerville, Ohio, 2000). The model can be applied as required to all document types included in the La Trobe University Hierarchy of Governance Documents (e.g. Regulations, procedures, guidelines).


� This also implies, in some cases, training. Training strategy is a sub-set of communication strategy but will be dealt with in a separate template.


� For example: Meet with employees in person (individuals or groups); relate policy to local work area; ask for feedback; follow up.
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