CWL Alberta Mackenzie Provincial Council


COMMUNICATIONS WORKSHOP

-Cathy B., May 2010

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)

Welcome and Introduction

Good morning!

The topic for this workshop is Communications in the League, under the title of “Welcome Friend!” 

Let’s brainstorm for a minute: When you think of Communications under this “Welcome friend!” title, what springs to your mind?

This is critical for the future, if we are to market our League well.

· We need to be are equipped with the proper communication tools to do a good job.

·  National council has spent a significant amount of money on a marketing strategy that was undertaken by Manifest Communications. 

· Today you will discover the results of their analysis & advice. 

· #1: What do we have to sell? Any ideas?  Faith, fun & Fulfillment

· How can we promote these treasures to our sisters in faith?

This is where Communications standing committee springs into action!  

So, what is communication?

The Merriam-Webster Dictionary defines the word communication as “a process by which information is exchanged between individuals through a common system of symbols, signs, or behavior”.    

Someone else said, “Basically, there are 3 types of communication in business, Written, Verbal, and Non-verbal. 

Written includes letters, emails, memos, reports and formal documents. Verbal communication includes "chats", presentations and voicemail! 

Non-verbal communication is using signals to communicate and studying body language.”             ***Newspaper report re Olympics***

Communication …

· is a marvelous gift for all human relationships 

· it enables us to speak words of caring to one another

· share thoughts and experiences with others, and

· exchange information

Communication is a two way street

· Each person has an equal chance to reach the other to make certain that everything said or done is understood clearly.

· It flows back and forth from one to the other.

· It begins with feeling and sensitivity.

· We cannot assume that just saying something makes it clear.

· We must listen, really listen to the words and the feelings behind the words so the person’s message gets through

Communication is interaction

· What we mean to say

· What we actually say

· What the other person hears

· What the other person thinks he hears

· What the other actually says 

· What you think the other person said

Communication is non-verbal

· Eye contact

· Manner of speech

· Gestures

· Posture – body language

****ASK HOW BODY LANGUAGE SPEAKS TO THEM. 

ASK FOR EXAMPLES AS IN THE BOX – EXAGGERATE THEM, MAKE IT FUNNY.

Inflections of voice detect biases and prejudices for example:

***** Have different people read each sentence.                                   7 readers

I NEVER SAID YOU STOLE THE MONEY.

I NEVER SAID YOU STOLE THE MONEY.

I NEVER SAID YOU STOLE THE MONEY.

I NEVER SAID YOU STOLE THE MONEY.

I NEVER SAID YOU STOLE THE MONEY.

I NEVER SAID YOU STOLE THE MONEY.

I NEVER SAID YOU STOLE THE MONEY.

COMMUNICATION IS A JOINT PROCESS 

Look at the word: COM = together

Un=become one 

It is the act of bringing two people together, to understand one another, to be on the same page or playing field, so to speak.  

 IT’S IMPORTANT TO GET THE RIGHT MESSAGE: 

Choosing  – Sending – Listening – Understanding

Choosing the Right Message

1. Decide what we want to say

2. Decide how we want to say it

3. Consider the feelings of the message recipient

***Use the new postcards as an example***

>We must begin by clarifying our objectives – what do we want to achieve? >Then we have to think about what the other person is likely to want to achieve? 

>Then we choose the words – what is most appropriate and likely to be understood by that person.

Sending the Message
this will apply to oral as well as written messages: 

1. Say what we want to say

2. Ensure that our words and our non-verbal signals are consistent

Let’s think about oral interactions: (DON’T SAY ONE THING WHILE GESTURING OR POSTURING ANOTHER…. EXAMPLE? Perhaps we spoke from the pulpit and we said that all women are Welcome, then walk right by, not smile at the other woman  & not say hello the next time we meet at church or on the street_____)

Very often we find it difficult to say what we mean clearly 

– We “fluff” our words, 

– speak hesitantly, 

– too quickly or use jargon. 

Again, take care to ensure your body language is appropriate so that your real meaning is clear.

SOME EXAMPLES OF ‘FLUFF’ ARE WHEN WE DON’T WANT TO HURT SOMEONE’S FEELINGS SO WE SKIRT THE ISSUE, 

OR WE ARE AFRAID OF THE REACTION SO WE ‘FLUFF’ IT UP TO SOFTEN THE RESPONSE. 

ASK HERE FOR EXAMPLES –  . Everyone seems to know this one!

Listening and Understandin … on the part of the recipient:

1. Hear the words

2. Interpret the non-verbal signals

3. Listen actively

4. Cope with distractions  

It is at this point that the message is received or lost. 

As receivers, we must pay attention and listen to what is being said and the way in which it is being said. Only then can we choose the right response and continue the cycle.

To communicate well, we need to listen well and pay attention.

	Communication Problem

About five years ago the battery in my beat-up VW Beetle had died because I left the lights on overnight. I was in a hurry to get to work on time so I ran into the house to get my wife to give me a hand to start the car. I told her to get into our second car, a prehistoric oversized gas-guzzler, and use it to push my car fast enough to start it. I pointed out to her that because the VW had an automatic transmission, it needed to be pushed at least 30 mph for it to start.
She said fine, hoped into her car and drove off.

I sat there fuming wondering what she could be doing.

A minute passed by and when I saw her in the rearview mirror coming at me at about 40 mph, I realized that I should have been a bit clearer with my directions.


TIPS ON Active Listening Skills

Be prepared to listen.

If you have other priorities and time constraints, don’t pretend to listen. Reschedule to a better time or accept the need to listen. Then, listen.

(For instance: when my son was little:  He was speaking to me and I was nodding my head and every now and then murmuring “uha”, then I bent down to take a can out of the cupboard and he ran over to me, took my face in his little hands and said… “Mommy look at me!”  

We are no different – we need to know that the person to whom we are speaking is listening to us.)

Listen for total meaning.

Listen for the whole message by paying attention to both the verbal and non-verbal messages. Listen for what is not said.

This non-verbal part: there are some people with whom I find it very difficult to speak on the telephone (Nicola & Heather). I need to see their facial expressions and body reaction to my conversation with them. Have you ever had this experience?

Listen in an understanding and supportive way.

Use your whole body, eye contact and facial expression to convey true interest. Encouragement can be communicated by a simple nod of the head, a smile, or comment. 

Respect the speaker

Recognize personal biases and prejudices and remove them. Show respect for the speaker by avoiding interruptions and distractions. I have a new friend who, when he saw me speaking on the phone with my sister while I was emptying the dishwasher, actually came up to me, took the dish out of my hand and led me to the chair to sit down to listen…

LISTENING IS MORE THAN POLITELY GIVING SPACE SO THE OTHER PERSON HAS A CHANCE TO SPEAK WHILE YOU THINK ABOUT WHAT YOU ARE GOING TO SAY NEXT…

LISTENING CAN BE LIKENED TO THE TRAPEZE ARTIST THAT IS FLUNG INTO THE AIR, FALLING HUNDREDS OF FEET ONLY TO BE CAUGHT SAFELY BY HER CATCHER.

WHO DOES THE AUDIENCE WATCH THE MOST CAREFULLY? 

THE CATCHER OF COURSE.   WHAT WOULD HAPPEN IF HE DIDN’T CATCH HER? 

ONCE, SHE WOULD FALL AND LAND ON THE NET; 

THE SECOND TIME SHE WOULD ALSO LAND ON THE NET, 

BUT THE THIRD TIME SHE WOULDN’T TRUST HIM AND WOULD ADAPT HER ROUTINE TO BE MORE SAFE.

IT’S THE SAME WITH US. 

WHEN SOMEONE WE ARE TALKING TO, CUTS US OFF, OR APPEARS DISINTERESTED, WE NOTICE, BUT TRY AGAIN AND MAYBE AGAIN. 

BUT AFTER AWHILE WE RETREAT TO THE SAFETY OF INANE THINGS… LIKE THE WEATHER, THE HOCKEY TEAM, ANYTHING BUT WHAT’S REALLY ON OUR MINDS 

OR more importantly, WE SHUT DOWN AND GIVE THE RESPONSE THAT IS EXPECTED.

LISTENING IS LIKE CATCHING THE SPEAKER.

IT’S AN ART LEARNED FROM EXAMPLE. LIKE MOTHER TERESA WHO, WHEN SHE LOOKED AT KINGS, QUEENS, POPES AND BEGGARS, SAW ‘THE ONLY PERSON IN THE WHOLE WORLD.’

IT’S WHEN WE GET BEYOND THE TRIVIALITIES IN CONVERSATION, THAT WE BECOME VULNERABLE; 

WHEN WE ARE VULNERABLE WE NEED TO KNOW WE WON’T BE ‘DROPPED.’

HOW MANY TIMES, HAVE YOU HAD THAT KIND OF CONVERSATION AT CONVENTIONS OR A CWL MEETING?   

THE KIND THAT REALLY MEANT SOMETHING, WHERE YOU GO BEYOND THE WEATHER AND THE HOCKEY TEAM? 

TAKE A MOMENT TO THINK ABOUT THE LAST TIME YOU HAD A REALLY AUTHENTIC CONVERSATION. DID YOU ‘CATCH’ THE SPEAKER? DID HE OR SHE ‘CATCH’ YOU IN RETURN?

SHARE EXAMPLES IF YOU LIKE HERE:

“There was some blood on the sheet…”

“I was feeling vulnerable today…” 

               - Written by: Al Blesch, former School Superintendent for Archdiocese of Vancouver                 

.

Reflection Circle: (NEED SYMBOL FOR SPEAKING)

Participants sit in a circle and pass a symbol (rock, feather, rosary etc.).  Individuals reflect on one thing they would like to learn or take away from the gathering.  Participants are free to pass.  

CAN USE THIS ANY TIME DURING THE WORKSHOP

At this time we are going to have a Reflection Circle.  

How many are familiar with the talking stick?

The talking stick has been used for centuries by many American Indian tribes in council circles to designate who had the right to speak.

When the first speaker has finished, it is held out for who-ever wishes to speak next till each individual has had an opportunity to speak.  Participants are free to pass.  I would like you to reflect on the one thing you have learned or will take away from this workshop.  You have 5 mins.

  


Rules to live by: 

The Four Agreeements:

· Be impeccable in your speech

· Don’t take things personally

· Don’t make assumptions

· Do your best

THINGS TO REMEMBER ALONG THE WAY

Kindness always

Individual attention; interest to everyone and everything that is going on

Never fill a position just to fill a 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 of all committees

Sensitivity to everyone and items that are brought before a meeting

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 your own emotions

11.
Work at it

1.
Stop talking

Another important area in communications is Conflict Resolution.

 CONFLICT RESOLUTION

Definition of Conflict

*Conflict is defined “as a clash, competition, or mutual interference, of opposing or incompatible forces or qualities (such as ideas, interests or wills).”   

Brainstorm words and images associated with conflict: Inter-Action 

What words and images come to mind that are associated with conflict.

· Record the responses on chart paper   

· Debrief the list; discuss what the words have in common (all negative?)

Beliefs or attitudes often contribute to our idea about conflict

· An eye for an eye

· If you can’t say anything nice, don’t say anything at all.

· Put down others’ efforts in order to make yourself look like the Saviour

Types of conflict

· Intrapersonal: within the person, e.g. want to lose weight

· Interpersonal:  between two or more people, e.g. one car in the family and two people have planned to use it

· Intragroup: between individuals within a group, e.g. individuals divided over responsibilities for an activity with others lined up on sides

· Intergroup: between groups, e.g. two groups with the parish that wants the hall on the same night.

Conflict occurs when there is a difference or differences within an individual or between individuals of groups.  It can be positive when differences are aired and a resolution is reached.  Let’s face it: 

Resolving conflict can lead to a greater understanding of oneself and others.

Types of solutions to conflict Inter-Action    see page 4 of handout

· Lose / lose

· Win / lose

· Win / win

Ask the group for examples of each type of solution.

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

Possible answers:

· Cooperation

· Desire to solve the conflict

· Effective listening

· Controlled emotions

· Stay with it until it is resolved (a dog with a bone) 

Win/win In an ideal situation, you will find that the other person wants what you are prepared to trade, and that you are prepared to give what the other person wants. Compromise is needed on both sides. 


For a negotiation to be 'win-win', both parties should 

· Feel positive about the negotiation once it's over

· Keep good working relationships afterwards.

Brainstorm:  What prevents win/win solutions?  Inter-Action

Possible answers:

· Emotions out of control

· No will to solve the problem

· Over-reacting

· Power struggle

· Making threats

· Taking sides 

The style of the negotiation often governs the outcome:  

· Histrionics and displays of emotion are clearly inappropriate because they undermine the rational basis of the negotiation

· They bring a manipulative aspect to them.

Usually it’s not what you say but how you say it.

Some nonverbal blockers to conflict resolution:

         Crossed arms

· Eye rolling

· Raised eyebrows

· Facial expressions

Points to remember when trying to reach a solution to a problem

· Separate the person from the problem

· Focus on the problem not the person

· Avoid the use of “you” messages

· Use “I” messages

“You” messages

· Blame the other person            Examples??

“I” messages

· Focus on the speaker’s wants     Examples??

Put this on chart paper or overhead projector

I feel ………… (state the feeling)

When you …… (describe the specific behaviour)

Because ……..  (Describe the effect of the other person’s behaviour on you)

Example:

I feel frustrated


When you don’t send in your expenses


Because I cannot complete my report on time.

Ask the group:

What opportunities can you see for the use of “I” messages in your interactions with others?

Always remember to focus on the problem not the person.  The only person’s behaviour that you can control is your own!!

BREAK

Please stand.

Look over your shoulder


We look back to appreciate the past

Look down to the floor

We look ahead to envision the future

Look straight ahead

We look forward to check how we are doing  

Look up to the ceiling

We look onward and upward making it better as we go along.

Now keep going: It is said to be successful

Some areas of communications that we will be looking at this afternoon are: 

· Reporting

· Email Protocol 

· Public Relations & Press Releases

REPORTING

In relation to the League, there are two kinds of reports that most of us are familiar with: Communiqués and Annual Reports. There are also short update reports to meetings. 

The purpose of any report is to communicate, inform and recommend.  To broaden minds and give new ideas.  

Skill in writing and presenting reports improves with practice.  There are many styles for writing reports.  Choose the one you are most comfortable with using the following guidelines: 

· Narrative – list facts, points, comments and recommendations in paragraph form

· Outline – use number lists, headings and sub-headings for quicker reading

· Question/answer – covers an extensive report in a fast, interesting manner; organizes material logically; easy to write and easy to read

· Newsletter – list the subjects, underline all key words and phrases

           What is your preferred style to write? To read?

*These notes are in the handout and can be abbreviated. ***I FOUND THERE WAS TIME TO GO OVER ALL.

Note:  This next part has to be revised – depends on who your audience is.  

General guidelines for all communiqués, (an update report to a meeting, could almost e considered as a Communiqué too) whatever the level, concerning what they should contain:  These notes are contained on page 1 of the handout, so you don’t have to make notes.

· 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 – are you off the hook?

· Absolutely not! Go to the box that was handed on to you, see what your predecessor did, look at past communiqués, and offer ideas and/or inspiration of your own.

· Pray, realizing that God put you here in this position at this moment in time for a reason. He must have some message He wants you to deliver. Listen to Him, then “Just do it” as Nike says. 

· Always try to follow the guidelines for your standing committee. 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.)

NOTE: ****IF YOU USE SOMEONE ELSE’S MATERIAL OR QUOTE FROM A COMMUNIQUE, BE SURE TO DO HER THE COURTESY OF GIVING HER CREDIT.) And I will do that right now. Thanks to Marianna Caldwell, the current president of the BC provincial council (2010), I was able to cobble together this workshop for you today. 

THE SINGLE BEST FORMULA FOR A SUCCESSFUL REPORT OF ANY KIND HAS THESE THREE ELEMENTS:

1. What has happened?

2. What is planned?

3. What is recommended?

We prepare a report of committee activities, plans for the future and incorporate recommendations.

Note: It is important to always send a copy of your communiqué to your counterpart at the next level.

*QUESTIONS???? AND COMMENTS ON COMMUNIQUES – GOOD INTERACTION.



Annual reports – I can hear you saying “Ugh”

Annual reports are a compilation of the good works that are on going and also those undertaken on a one-time basis. 

The activity for each standing committee changes according to the goals that a council sets and the talents and gifts of the members.

A quick quiz.

What do you know about writing an annual report?

Question: Who sends the annual reporting forms to the Parish council?

Answer:  Annual report forms are mailed to parish council presidents by the diocesan chairperson of organization.

Question:  Who is responsible for completing the annual report?  What is the best way to accomplish this task?   

Answer:  They are completed by the parish council executive.  As a group, the executive determines the activities for each standing committee during the year.  The president chairs the discussion and one member records the responses.  The secretary should refer to the minutes of meetings for activities and projects.

Question:  What information should be included in the Treasurer’s Report?

Answer:  She prepares a list of charitable donations made by the parish councils.  These parish amounts are tabulated by the diocesan treasurer for a diocesan total, by the provincial treasurer for a provincial total, and then forwarded by the provincial treasurer to the national secretary-treasurer who calculates national totals.

Question: Who gets a copy of the Treasurer’s report? 

Answer:  One copy is sent to the Diocesan Chairperson, one copy to the council president for her annual report and one copy for the files.

Question:  Why should every council use the same reporting form/format when submitting their annual report?

Answer: Does your diocese have a uniform annual reporting form? One reason why this is a good idea: is that it helps the Diocesan Standing Committee Chair to complete her report without having to search each report for the information.  Peterborough diocese has how many councils? The format of such a report form is designed to assist in gathering information; not intended to deter people.

Question:  How does everyone benefit from the information in your report?

Answer:  

· To share information with others (the parish, the community)

· Documentation for the next executive

· To assist Diocesan, Provincial and National Councils with their reporting.

· To update all members

· To promote and share ideas and especially successes

· Did you know that annual reports are a By-law requirement of a non- 

     profit organization?

Most importantly, Annual reports bring accountability and credibility to the achievements of each standing committee.  Reports reflect the work of all members across Canada as they energetically pursue activities ‘For God & Canada.’

**ONE GREAT IDEA CAME OUT OF THIS; ONE COUNCIL HAS A YEARLY CALENDAR WHERE THEY MARK ALL EVENTS AND ACTIVITIES MAKING IT REALLY EASY TO REMEMBER WHAT THEY DID!

QUESTIONS/DISCUSSION

HOW TO KEEP MEMBERS TO STICK TO TIMELINES FOR REPORTS? DISCUSSION ON VARIOUS WAYS AND PREFERNCES. 

BOTTOM LINE: ONLY FAIR TO OTHER DELEGATES AS WELL AS OTHER MEMBERS TO KEEP WITHIN THE GUIDELINES FOR TIME.

 THE INTERNET & EMAIL ETIQUETTE

E-mail is a wonderful tool, but like everything else it is a unique way of communicating.

How many do not use the Internet or have a computer. ***REMEMBER HERE TO ACKNOWLEDGE THOSE WHO DO NOT USE INTERNET OR HAVE A COMPUTER. ASK FOR THEIR INDULGENCE – I CONGRATULATED THEM!

REMIND EVERYONE THAT TECHNOLOGY HAS TAKEN OVER THE WORLD FOR THE MOST PART.  

SOME ADVANCES ARE GREAT, BUT WE NEED TO KEEP UP AND BE AWARE OF THE PITFALLS.

List on page 2 of handout  -  

Don’t need to read everything - paraphrase

1. Be concise and to the point.

Do not make an e-mail longer than it needs to be. Remember that reading an e-mail is harder than reading printed communications and a long e-mail can be very discouraging to read. 

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

An email reply must answer all questions, and pre-empt further questions – If you do not answer all the questions in the original email, you will receive further e-mails regarding the unanswered questions. 

3. Use proper spelling, grammar & punctuation. 

This is not only important because improper spelling, grammar and punctuation give a bad impression, it is also important for conveying the message properly.  E-mails with no full stops or commas are difficult to read and can sometimes even change the meaning of the text. And, if your program has a spell checking option, why not use it?

4. Make it personal. 

Not only should the e-mail be personally addressed, it should also include personal i.e. customized content. For this reason auto replies are usually not very effective. 

5. Answer swiftly.

People send an e-mail because they wish to receive a quick response. If they did not want a quick response they would send a letter or a fax. Therefore, each e-mail should be replied to within at least 24 hours, and preferably within the same working day. If the email is complicated, just send an email back saying that you have received it and that you will get back to them. This will put the person’s mind at rest.

6. Do not attach unnecessary files. 

Wherever possible try to compress attachments and only send attachments when they are productive.  Moreover, you need to have a good virus scanner in place since your friends will not be very happy if you send them documents full of viruses!

7. Use proper structure & layout. 

Since reading from a screen is more difficult than reading from paper, the structure and lay out is very important for e-mail messages. Use short paragraphs and blank lines between each paragraph. When making points, number them or mark each point as separate to keep the overview. 

8. Do not write in CAPITALS.

IF YOU WRITE IN CAPITALS IT SEEMS AS IF YOU ARE SHOUTING. This can be highly annoying and might trigger an unwanted response in the form of a flame mail. Therefore, try not to send any email text in capitals.

9. Don't leave out the message thread.

When you reply to an email, you must include the original mail in your reply, in other words click 'Reply', instead of 'New Mail'. Some people say that you must remove the previous message since this has already been sent and is therefore unnecessary. However, I could not agree less.  If you receive many emails you obviously cannot remember each individual email. This means that a 'thread less email' will not provide enough information and you will have to spend a frustratingly long time to find out the context of the email in order to deal with it. Leaving the thread might take a fraction longer in download time, but it will save the recipient much more time and frustration in looking for the related emails in their inbox!

10. Read the email before you send it.

A lot of people don't bother to read an email before they send it out, as can be seen from the many spelling and grammar mistakes contained in emails. Apart from this, reading your email through the eyes of the recipient will help you send a more effective message and avoid misunderstandings and inappropriate comments. The same rules apply here as for ‘talking’ but no chance for the non-verbals!

11. Do not overuse Reply to All.

Only use Reply to All if you really need your message to be seen by each person who received the original message. 

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

When sending an email mailing, some people place all the email addresses in the To: field. There are two drawbacks to this practice: (1) the recipient knows that you have sent the same message to a large number of recipients, and (2) you are publicizing someone else's email address without their permission. One way to get round this is to place all addresses in the Bcc: field. 

However, the recipient will only see the address from the To: field in their email, so if this was empty, the To: field will be blank and this might look like spamming. You could include the mailing list email address in the To: field, or even better, if you have Microsoft Outlook and Word you can do a mail merge and create one message for each recipient. 

13. Be careful in forwarding chain letters – DON’T DO IT!

We can safely say that all of them are hoaxes.   Just delete the letters as soon as you receive them. ADVISE ON THE USEFULNESS OF THE SNOPES. COM TO CHECK OUT HOAXES. 

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

There are much more effective ways of bringing attention to a problem and registering your protest. You could contact a relevant person directly and outline your grievances. You could also write Letters to the Editor, start a legitimate petition or even organize a demonstration, to name just a few options.

If you still feel that signing and sending an email petition is worth the effort, then at least take the time to check if the information in the email is actually factual and current before proceeding.

15. Do not copy a message or attachment without permission.

Do not copy a message or attachment belonging to another user without permission of the originator. If you do not ask permission first, you might be infringing on copyright laws.

16. Do not use email to discuss confidential information.

Sending an email is like sending a postcard. If you don't want your email to be displayed on a bulletin board, don't send it. Moreover, never make any libelous, sexist or racially discriminating comments in emails, even if they are meant to be a joke.

17. Use a meaningful subject.

Try to use a subject that is meaningful to the recipient as well as yourself.   This is particularly helpful when you’re trying to find the message 6 months later.

18. Avoid using URGENT and IMPORTANT.

Remember the Boy Who Cried Wolf? Try at all times try to avoid these types of words in an email or subject line. Only use this if it is a really, really urgent or important message.

19. Avoid long sentences.

Email is meant to be a quick medium and requires a different kind of writing than letters.  If a person receives an email that looks like a dissertation, chances are that they will not even attempt to read it!

20. Don't reply to spam.

By replying to spam or by unsubscribing, you are confirming that your email address is 'live'. Confirming this will only generate even more spam. Therefore, just hit the delete button or use email software to remove spam automatically.

21. Use cc: field sparingly.

Try not to use the cc: field unless the recipient in the cc: field knows why they are receiving a copy of the message. Using the cc: field can be confusing since the recipients might not know who is supposed to act on the message. Also, when responding to a cc: message, should you include the other recipient in the cc: field as well? This will depend on the situation. In general, do not include the person in the cc: field unless you have a particular reason for wanting this person to see your response. Again, make sure that this person will know why they are receiving a copy.

 Ask if there are any questions

I know there is lots of people here who are adept at computer skills are there any things here that you feel we did not cover, but we tried to give a quick overview. 

******************************************************

THE NEXT SECTION SHOULD BE OF INTEREST TO ALL LEAGUE MEMBERS. WHETHER YOU HAVE TO WRITE A PRESS RELEASE OR NOT. WE ARE ALL IN THE BUSINESS OF GETTING OUR MESSAGE OUT, OF MAKING OUR ACTIVITIES KNOWN.

Here are 8 tips on getting your message out and read.

PR & NEWS RELEASES – 8 Tips for PR Success

1)  Advance preparation pays:  Do your Homework.

· Check out the media calendar of the newspapers, magazines, radio and TV stations you’ll send your release to.  

· How much lead time do they need to provide the coverage you’re after?

The more information you have about who you need to send your release to, how they prefer to receive it and the special circumstances of their medium the better the chances of getting coverage.

2) Its Not What You Know… But Who You Know – LOCAL COMMUNITY PAPERS, DIOCESAN PAPERS, RADIO, TV, FREE CABLE STATIONS

Once you have a contact, name of the editor and/or decision maker, try and get to really know them.  Phone or make contact with them.  Make yourself available as a source/resource of reliable information.  Facilitate a win-win relationship.

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

What impression does the reader get when they glance at the overall appearance of your press release?

Is it professional? Does it have a catchy headline?  Or is the top of the page crowded and busy with unnecessary information and images?

Is it readable?  What fonts at what size and what imagery did you choose?

Is it intuitive?  Or will the reader have to search the release to find the important information?  Is the contact information easy to find?

And probably most importantly, can the reader discern in 5 seconds or less what the release is about?

4) Headlines Get You Half-Way

*The headline is the most important part of the release.  If you can give the reader an attention grabbing, catchy, interesting headline you’re half-way there.

5) Newsworthy Makes Good News

The screener/reader will try quickly to figure out if your story has information people need or would like to know.  They will also try to establish how much of a potential audience there might be for that information.  How newsworthy is your story? WHAT ARE YOU TRYING TO SAY AND WHY?

6) Write for the Right Medium

Write your release for the medium(s) you are targeting.  Ask yourself, “Who is going to be reading this, and what do they need to know from me?”

Savvy PR people take the time and specifically tailor a release to the medium they’re targeting.

The readers of your release typically look for news story ops that have characteristics that match their medium.

-  Newspapers, magazines and other print media look for the depth of the story.

- TV news wants visuals of people or something that is action oriented.

- TV/radio talk or “magazine” shows look for engaging guests to interview or topics to discuss at some length.

7) What’s it “Really” About?

*What is your press release really about”?  Many releases are written to sell a product and talk mainly about that product or their company and offer no news value.

Don’t insult the reader or waste their time.  Remember, a news release is supposed to be about NEWS. It should read like a newspaper article, not a promo flyer or brochure.

You need to convince the screener that there is something in the release that will compel their readers to look at the page long enough to notice the ad to the left of the column.

If you can give them information that keeps their audiences engaged, you’ve got a winner.

8) Ask For It!

Just like you might ask for the sale, follow-up on your release and ask when you might expect coverage.  As always, be professional and positive and remind them why your story is suitable for their medium and why it will engage and interest their audience.

LOOK FOR PEOPLE IN YOUR COUNCIL WHO HAVE EXPERTISE IN THIS AREA. PERHAPS A MEMBER WHO CAN’T ALWAYS COME TO MEETINGS OR TAKE A STANDING COMMITTEE BUT IS TALENTED IN THIS IMPORTANT AREA. ASK HER!

Headlines break.?????

*** Faith, Fun & Fulfillment: Get the participants to write each word on the top of an index card (each person has been given 3 index cards) ask them to write a headline for a success story under each heading,  REMEMBERING THE 5 SECOND IMPRESSION THING!

Ask:  Any questions?  Please complete the Evaluations.

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. 

Let us join together in either reciting or singing Peace Prayer.

Conclusion:  (recite or sing):    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 people that we receive,

And in dying that we’re born to eternal life

* drum fingers, twiddle thumbs, fidget, yawn, slouch, look bored, fold arms, role your eyes, fiddle with pages, read, whisper …












