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DTSC COMMUNICATION PLAN 
1.0
INTRODUCTION
1.1
DTSC is a thriving and successful club with healthy membership numbers and enthusiastic and dedicated committees.  Several teams represent the club in county and regional tennis and squash leagues and in-house competitions are popular and well supported.  Important to the club is the quality training and coaching which is made available to junior and senior members.
1.2
This plan describes the objectives of the club in respect of ongoing communication with members and other key stakeholders.  It also details how this communication will be carried out and explains the role of the volunteers involved. 
2.0
OBJECTIVES

2.1
The club has the following communication objectives:

· To ensure that members and guests are kept informed of club competitions, activities, successes and issues affecting the operation of the club.
· To provide an opportunity for members to offer ideas and contribute to the running of the club.
· To promote the club by publicising the successes and achievements of members.

· To provide accurate and up to date information to prospective members.

· To provide an opportunity for positive promotion of the contribution of sponsors.
3.0
AUDIENCE

3.1
The Communication Plan will be aimed at key stakeholders including:

· Club Members

· Prospective Members

· Guests and Other Users

· The Media

· The General Public

· Existing and Potential Sponsors

4.0
TOOLS AND ACTIVITIES

4.1
The following are the main methods of communication used by the club:

· E-mail
· Website

· Telephone

· Notice boards

· Posters

· Leaflets

· Newsletter

4.2
E-mail is the quickest and least expensive option but not all members make use of this facility.  All members are regularly encouraged to provide their e-mail addresses and this will continue.
4.3
When using these methods of communication it is important that the message is concise, to the point and as interesting as possible.  Key messages will be repeated, often by more than one medium, and different elements may need to be emphasised for different audiences.

5.0
RESOURSES

5.1
Effective communication does not need to be expensive but there will be some cost and the General Purposes Committee has agreed that petty cash can be used for this purpose.
5.2
The club will appoint a volunteer ‘Communications Officer’ to replace the former ‘publicity officer’ and the communications responsibilities will be shared as follows:

5.3
The Communications Officer will be a member of the Management Committee and will oversee all aspects of communications.  This officer will also:

· Ensure that general information is readily available to members.

· Ensure that issues and suggestions raised by members are referred to the appropriate committee. 

· Prepare a bi-annual newsletter.
· Deal with any general press issues (together with the Management Committee chair in serious or important cases).

5.4
The Tennis Committee will nominate a member to perform the role of ‘Communications Officer – Tennis’ and the Squash Committee will nominate a member to perform a similar role for squash and racquetball.

5.5
The role of these post holders will be to: 
· publicise the club and individual player’s successes, both internally and externally, 
· maintain the tennis, squash and racquetball notice boards,

· provide information to the Communications Officer for inclusion in the newsletter,

· provide information regarding matches, tournaments, coaching, holiday camps and other events to the Club Administrator so that the website can be updated and e-mails sent as necessary.
5.6
General day to day communication by way of telephone, e-mail and notice boards will be dealt with by the Club Administrator.  

5.7 Website development will be the responsibility of the Treasurer.
5.8
A guest book will be held at the club and visitors will be invited to include their contact details to enable them to receive information that may be of interest to them.

6.0
TIMESCALES

6.1
To be effective communications must be timely and consistent.  It is important to deliver that which is promised.
6.2
The newsletter will be published in the spring and autumn of each year.  It will contain club news relating to general issues, tennis, squash and racquetball but will also provide information and invite feedback.  Circulation will be mainly by e-mail but hard copies will also be available at the club and on the notice boards.
7.0 REVIEW
7.1
This plan will be subject to review and amendment as necessary on an annual basis.
Prepared by Geoff Brazier (Communications Officer) and agreed by the General Purposes Committee on the 10th August 2009.[image: image2.png]
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