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COMMUNICATION WORKSHOP

Opening Prayer: need 1 leader of prayer

Leader: Let us pray The League Prayer…

All: We humbly pray you, O God our Father, to bless…

Leader: 
For where two or three are gathered in My name, I am there among them.  (Matthew 18:20)

Left side
Lord, as we prepare to begin our workshop, we recall Your promise to be present when two or three are gathered in Your name.  We know that without You here among us, and within each one of us, we will labour in vain.

All:
Unite us, Lord in Your Spirit.

Right side:
We rejoice that we are blessed and called together to work in Your name.  We pray that we will respond generously to this opportunity to serve You and that we will grow in our Christian calling.

All:
Unite us, Lord, in Your Spirit.

Left side:
Inspire us with Your Spirit of wisdom; plant seeds of Your vision in our hearts and minds; give us humour and humility as we work with one another, so that we may know the privilege of participating in the coming about of Your kingdom.

All:
Unite us, Lord, in Your Spirit.

Right side:
We ask that working together will increase the communion among us as members of Your body on earth.  May the communion we experience give us new courage in all that we do for You.

All:  
Unite us, Lord, in Your Spirit.

Left side:
Grant us the willingness to be open to each other, to respect each other, to listen to each other, to be honest with each other and to be supportive of each other for the sake of Your kingdom.

All:
Unite us, Lord in Your Spirit.

Leader:
May the true business of this workshop be our spiritual transformation and the transformation of others through us.  We ask this as we begin in the name of the Father, and of the Son and of the Holy Spirit.

All:
Amen.

(Adapted from Prayers for the Servants of God, Edward Hays, 

Easton KS: Forest of Peace Books, 1980)

Things to Remember Along the Way

Kindness always

                  Individual attention, interest in everyone and everything that is going on

Never fill a position just to fill your slate.   Stop…….Pray

Don’t be opinionated or prejudiced, be neutral and listen to all ideas

Never make decisions at Executive Meetings – just recommendations

Encourage and expect good reporting from all committees

Sensitivity to everyone whose  item  is brought up at meetings

Spirituality first and foremost!

 12 Tips for Effective Listening

1. Stop talking

2. Judge content - not delivery

3. Concentrate

4. Show that you want to listen

5. Don’t jump to conclusions

6. Be patient

7. Listen for ideas – not facts

8. Take notes

9. Ask questions

10. Keep your mind open - check emotions

11. Work at it

12. Stop talking

RIGHTS AND RESPONSIBILITIES of the act of COMMUNICATION

Rights                                                                   Responsibilities

To speak up                                                            To listen

To have problems                                                   To find solutions

To work                                                                   To do your best

To make mistakes                                                    To correct your mistakes

To criticize                                                               To praise

To have your efforts rewarded                                 To reward others’ efforts

8 Tips for PR Success

1)  Advance preparation pays:  Do your Homework

2) Its Not What You Know….But Who You Know

3) Immediate Impressions Can Make-It or Break-It

4) Headlines Get You Half-Way

5) Newsworthy Makes Good News.  How newsworthy is your story?

6) Write for the Right Medium

7) What’s it “Really” About?

8) Ask For It!

Brainstorm words and images associated with conflict:

· ____________________________________

· ____________________________________

· ____________________________________

· ____________________________________

· ____________________________________

Brainstorm:  What conditions would lead to a win/win solution?  

· ____________________________________

· ____________________________________

· ____________________________________

· ____________________________________

· ____________________________________

Brainstorm:  What prevents win/win solutions?  

· ____________________________________

· ____________________________________

· ____________________________________

· ____________________________________

· ____________________________________

“I” Messages:

· State the feeling

· describe the specific behaviour

· describe the effect on the other person’s behaviour on you

I feel ………………………………………………………………………….. 

When you ……………………………………………………………………. 

Because ……………………………………………………………………….

GUIDELINES FOR COMMUNIQUES   

General guidelines for all communiqués, whatever the level, concerning what they should contain:

· Name of standing committee and chairperson

· Theme

· Date

· Communiqué number

· List of enclosures if any and who is getting them

· After a convention, the first communiqué should include

· A brief description of the person

· Updated lists of counterparts to encourage sharing of ideas

· Information on resolutions passed pertaining to that standing committee

· Communiqués may also focus on 

· Inspiring and motivating chairpersons to continue service for God and Canada through their particular standing committee

· Informing and educating on the status of previously adopted resolutions

· Information and education on current issues particularly of concern to the level involved

· Reminders of upcoming relevant deadlines

· Practical suggestions for action that diocesan counterparts can suggest to parish level

· What style is best?

· Everyone has their own

· Point form attracts attention

· Highlighting helps the reader focus – not everyone will read everything!

· Do not copy your counterpart – take her information and condense it accordingly to suit your members in your part of the country

· Try to remember that more information, if well worded, is better than less. When passing on information remember there are hundreds of members and not all have the same interest!

· Different is good. Our League thrives on our differences. As a chairperson, you choose what to focus on for your term without neglecting other pertinent information, you can present what you believe will invite participation and action.

· What to do if you don’t get a communiqué from your counterpart.

· Always try to follow the guidelines for your standing committee. Go to the box that was handed on to you, see what your predecessor did; look at past communiqués, offer ideas and/or inspiration of your own.

· There is enough natural overlap that we don’t need to deliberately cross into another’s area of concern. Check the Executive Handbook from time to time to make sure you are on the right track. It may not tell you how to write a communiqué, but it will tell you what you should be writing about

· Chairpersons of standing committees: summarize memos or directives from other levels and include summary in report. Prepare a report of committee activities, incorporate recommendations and plans for the future.




What has happened




What is planned




What is recommended

Note: Always send a copy of your communiqué to your counterpart at the next level.

Diocesan and provincial chairpersons should share with counterparts on same level. 

Email Etiquette 

1. Be concise and to the point

2. Answer all question, and pre-empt further questions

3. Use proper spelling, grammar & punctuation

4. Make it personal

5. Answer swiftly

6. Do not attach unnecessary files

7. Use proper structure & layout

8. Do not write in CAPITALS

9. Don’t leave out the message thread

10. Read the email before you send it

11. Do not over-use Reply to All

12. Mailings > use the bcc: field or do a mail merge

13. Be careful in forwarding chain letters.  Check www.snopes.com or don’t do it.

14. Think twice about “signing’ and forwarding e-mail petitions.

15. Do not copy a message or attachment without permission

16. Do not use email to discuss confidential information

17. Use a meaningful subject – Do not leave it blank

18. Avoid using URGENT and IMPORTANT

19. Avoid long sentences 

20. Don’t reply to spam

21. Use cc: field sparingly

Closing Prayer: A Psalm for New Wine Skins

Adapted from Prayers for a Planetary Pilgrim, Edward hays, Forest of Peace Publishing, Inc., 1989, page 147. 

Left side:  Comfortable and well-worn are our daily paths

Whose edges have grown gray with constant use.

Right side: 
Our daily speech is a collection of old words

Worn down at the heels by repeated use.

LS: Our language and deeds, addicted to habit,

Prefer the taste of old wine, the feel of weathered skin.

RS: Come and awaken us, Spirit of the new!

LS:  Come and refresh us, Creator of green life!

RS: Come and inspire us, Risen Son, You make all things new:

We are too young to be dead, to be stagnant in spirit.

LS: High are the walls that guard the old, the tried and secure ways of

 Yesterday that protect from us from the dreaded plague, the feared heresy of change.

RS: For all change is a danger to the trusted order,

The threadbare traditions that are maintained by the narrow ruts of ritual.

LS: Yet how can an everlastingly new covenant retain its freshness and vitality

Without injections of the new, the daring and the untried?

RS: Come O You who are ever-new,

Wrap our hearts in new skin, ever flexible to be reformed by your Spirit.

LS: Set our feet to fresh paths this day: inspire us to speak original and life-

Giving words and to creatively give shape to the new.

All: Come and teach us how to dance with delight

Whenever You send a new melody our way! Amen.

Leader: We thank You, Lord, for the gifts with which You have blessed each one of us.  We pray for an open heart, glad to appreciate the riches among us. We pray that we may build on what we are, to the realization of Your reign.  We make this prayer in the name of the Father, the Son & the Holy Spirit.  Amen. 

Peace Prayer of St. Francis

Make me a channel of your peace.

Where there is hatred, let me bring your love.

Where there is injury, your pardon, Lord,

And where there’s doubt, true faith in you.

Make me a channel of your peace,

Where there’s despair in life, let me bring hope.

Where there is darkness, only light,

And where there’s sadness, ever joy.

Oh, Master grant that I may never seek,

So much to be consoled, as to console.

To be understood, as to understand,

To be loved as to love with all my soul.

Make me a channel of your peace,

It is in pardoning that we are pardoned,

In giving to all men that we receive,

And in dying that we’re born to eternal life1

 


EVALUATION





1.   What have you gained from this workshop?























2.   How will this w/shop be beneficial to you?























3.   Have you learned something new?























4.   What would you like for future workshops?























5.   General comments - likes/dislikes on the workshop.







































