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BoFEP Communications Strategy
1. Introduction:

The Bay of Fundy Ecosystem Partnership (BoFEP) is an inclusive and multidimensional organization for encouraging communication, coordination and cooperation among those who share an interest in the well-being of the Bay of Fundy and its watershed.  It functions as a knowledge network that promotes and facilitates creating, sharing and using knowledge about the Bay of Fundy. Membership in BoFEP is open to any interested individuals and groups who share its vision and principles.

The Bay of Fundy Ecosystem Partnership is dedicated to: 

· promoting the ecological integrity, vitality, biodiversity and productivity of the Bay of Fundy  ecosystem, in support of the social well-being and economic sustainability of its coastal communities

· Facilitating and enhancing  communication and co-operation among all citizens interested in understanding, sustainably using and conserving the natural resources, habitats and ecological processes of  the Bay of Fundy.     

Effective internal and external communication is important for achieving these goals.

2. Purpose:

This communications strategy is a framework for ensuring that BoFEP has effective internal and external communications. It also provides guidelines for carrying out specific communications projects.  It identifies measures needed to:

a) enhance communication with and amongst members

b) increase public awareness of the organization 

c) promote events sponsored or supported by BoFEP 

d) disseminate information and knowledge about the ecosystems of the Bay of Fundy and its watershed, both within the scientific community and among the general public.

3. Strategic goals:

Outside the marine science community, BoFEP is not yet widely known or recognized within the Bay of Fundy region. Public awareness of its objectives and activities is generally low. Even among the membership there may be some confusion about the specific role and aims of BoFEP. There are many different opportunities to raise awareness about BoFEP and its activities. More events and activities in communities throughout the region, and greater use of media and other communication tools would raise the profile and create a more accurate and positive public image of BoFEP. 

The Communications Strategy will support the aims and objectives of BoFEP, promote the activities that it organizes, and facilitate the efficient operation of the Partnership.

The key strategic aims of the strategy will be:

· to promote BoFEP and its activities in a coherent way; All communications products will aim to improve awareness, understanding and support for BoFEP and its mission.

· to improve communication between BoFEP and those with whom it shares interests, 

· to make it easier for people to find out about BoFEP activities and events, 

· to establish working groups and networks among the membership, 

· to consult regularly with members on particular issues, 

· to establish links with governmental bodies and other relevant organizations, 

· to make effective and appropriate use of Information Technology

4. Guiding Principles:

The Communications Strategy is based on the following guiding principles:

· communication processes must be clear, concise and known to all members; 

· wherever possible, communication must be purposeful and timely, particularly in relation to consultation and decision making; 

· wherever possible, communication must be open, honest and frank; 

· information will normally be freely available except in unusual circumstances such as preservation of personal confidentiality. 

· closed mailing lists or password protected web pages will not be used unless there is a good reason for restricting or limiting access.

· communication within the organization is a multi directional process: upward, downward and lateral communications are all equally important; 

· effective communication depends on information systems which are easy to use, accessible, robust and reliable; 

· decision making and the organizational structures will support effective communication wherever possible 

5. Policy:

BoFEP recognizes that communications plays an essential role in almost every activity that it undertakes. Therefore, The BoFEP Management Committee, Steering Committee, Secretariat and Working Groups will promote and encourage the use of the Communications Strategy and follow it themselves. The Steering Committee will approve the BoFEP Communications Strategy and the Management Committee will approve any expenditure related to it. 

When circumstances warrant, and finances permit, key BoFEP documents will be published in both English and French. Efforts will also be made to translate and publish particular BoFEP documents in the Mi'kmaq language.

The Communications Working Group will prepare an Annual Communications Plan (see Appendix I) that identifies and lists known activities or events that may require significant communications effort. This plan will be updated as needed. The individual responsible for any major event or program that BoFEP undertakes will ensure that a one-page Communications Needs Worksheet (see Appendix II) is completed and submitted to the Communications Working Group in advance of the event.

The Communications Strategy will be reviewed and updated periodically by the Communications Working Group and reaffirmed by the Steering Committee. Comments about the strategy and suggestions for improvement and should be sent to: communications@bofep.org 

6. Target audiences for BoFEP Communications Products

Each event or activity undertaken by BoFEP should identify the key audiences that it is intended to reach. The following groups may be interested in some of BoFEP's activities:

General 

· Residents living the Bay of Fundy Watershed

· BoFEP members 

Government Departments/Agencies (Federal
)

· Parks Canada 

· Environment Canada 

· Fisheries and Oceans Canada 

Government Departments/Agencies (Nova Scotia)

· Agriculture and Fisheries

· Economic Development

· Education

· Environment 

· Natural Resources 

· Tourism and Culture 

· Transportation and Public Works 

Government Departments/Agencies (New Brunswick)

· Agriculture, Fisheries and Aquaculture

· Business New Brunswick

· Education

· Environment and Local Government

· Natural Resources and Energy

· Tourism and Parks

· Transportation

Municipalities and Local Governments

· Cities, towns and municipalities in the Fundy Region

· Councilors, Mayors

Politicians

· MLAs and MPs

Academic Institutions

· Elementary and Secondary Schools in the Fundy  Region

· Community Colleges in the Fundy Region 

· Universities in Nova Scotia, New Brunswick and elsewhere.

Private Sector

· Forest Industry 

· Fishing and Aquaculture Industries

· Agriculture Industry 

· Tourism Industry 

· Mining Industry 

· Environmental and resource consultants

Not-for-profit Organizations and other NGO's

· ACAP sites in the Fundy Region

· Special interest groups (Naturalists Clubs, Friends Groups, snowmobile clubs, hiking clubs, issue groups etc.)

Other interested sectors or organizations

· Media 

· Museums 
· Research Institutions
7.  Communication tools:

 BoFEP may use any of the following to communicate with its target audiences:

7.1  Newsletters 

7.2  Fact sheets 

7.3  Workshop proceedings 

7.4  Special reports 

7.5  BoFEP Web Site 

7.6  Brochures, business cards, other printed matter 

7.7  Displays at workshops and conferences; 

7.8  Announcements in publications produced by other agencies or groups 

7.9  Community consultation Workshops; 

7.10  Mailing lists. 

7.11  Minutes of Management and Steering Committee meetings 

7.12  Annual General Meetings

7.13  Media Contact 

7.14  Presentations to other groups or agencies; 

7.15  Public presentations 

 
7.16  Scientific and public interest conferences, workshops and symposia 
7.17  Word-of-mouth Referrals; 
7.18  Questionnaires and feedback.

7.19  Communications with Governmental bodies and other organizations

7.20 Posters. 

8. Notes on Communications Tools

8.1 Newsletters: 

This an important tool for making members aware of the activities of the Society as well as for disseminating information about the Bay of Fundy. The newsletter shall be named "Fundy Tidings" and shall normally be prepared and distributed quarterly (on or about: January 15, April 15, July 15, and October 15). If circumstances and resources permit it may be published and circulated in a paper format, otherwise it shall be prepared in a digital format and distributed by e-mail. A copy shall be sent to each registered member of BoFEP. Copies may also be circulated to potential members and other interested groups or individuals at the discretion of the Communications Working Group. Copies shall be archived on the BoFEP Website.

8.2 Fact Sheets

The Fundy Issues Series of fact sheets will be made freely available to anyone interested. Copies of new Fundy Issues will be mailed (in batches where appropriate) to each registered member of BoFEP. Copies will also be mailed to a list of libraries, organizations, institutions and agencies that have expressed an interest in receiving them. Copies of new Fundy Issues will also be distributed by means of the display booths set up at events sponsored by BoFEP or other organizations with complementary interests. Special arrangements may be made to obtain multiple copies of a particular Fundy Issue for educational purposes (e.g. university or college courses, Oceans 11 program in High Schools etc.) or other purposes deemed appropriate by the Communications Working Group. Copies of all Fundy Issues will also be posted on the BoFEP Website. Fundy Issues may be reproduced and circulated freely, except for commercial purposes, provided credit is clearly given to the "Bay of Fundy Ecosystem Partnership".

8.3 Scientific and public interest conferences, workshops and symposia [to be completed]
8.4 Workshop Proceedings

A report or Proceedings document will be published in paper or digital format after each Science or other Workshop organized by BoFEP. A copy of the Proceedings will be mailed to each fully registered (as specified in the workshop registration document) participant in the Workshop. Copies of any Proceedings may also be purchased at a price set by the Organizing Committee for the Workshop. Copies of the Proceedings may also be deposited in selected libraries or sent to any other organizations deemed appropriate by the Organizing Committee or the Communications Working Group. Proceedings of the periodic Bay of Fundy Science Workshops and other such reports shall normally be published in the BoFEP Special Report Series (see 8.4).

8.5 Special Reports

Reports prepared by BoFEP Working Groups or any other documents sponsored by BoFEP and deemed appropriate by the Communications Working Group may be published as part of a BoFEP Special Report Series. The Communications Working Group will develop guidelines regarding content, format, presentation, publication and distribution for contributions to this series.

8.6 Website:

The BoFEP website (www.bofep.org) will be the main place where people will be able to find current information about BoFEP, its organization and its activities. It will play an important part in advertising BoFEP events and Working Group activities, storing reports and surveys, presentations from workshops and links to other related material. Planned conferences, workshops and other meetings will be advertised on the BoFEP Website well in advance to alert members and to reduce conflicts with other events. The dates, description of the event, the program and, where possible, an online registration form will be available on the BoFEP Website. Each BoFEP Working Group will have its own area on the Website for posting any information deemed relevant by the Chair. The site will also feature current news items pertaining to the interests of BoFEP or to the Bay of Fundy. It will also serve as a public source of general information about the Bay of Fundy ecosystem. To make it easy to find information the website will have good navigational tools and a search facility. Passwords will only be required for web pages when it is absolutely essential to restrict access. Comments about the Website can be emailed to communications@bofep.org  .

8.7 Brochures and other printed matter

Informative tri-fold and other brochures will be prepared for each of the active Working Groups (jointly by the communications coordinator and working group chairs). These will outline the aims and objectives of the groups and highlight some of their accomplishments.

A BoFEP letterhead with the Society logo will be designed and used for all official BoFEP correspondence.

8.8 Displays at workshops and conferences

Wherever possible, events sponsored by BoFEP will feature the BoFEP folding display unit at which Fundy Issues, Newsletters and other printed material will be available for distribution.

8.9 Announcements in publications produced by other agencies or groups [to be completed]

8.10 Community consultation Workshops [to be completed]
8.11 Mailing lists

The BoFEP Secretariat shall create and maintain an up-to-date database of all members and their contact information for: 

- Registered Members of BoFEP

- Steering Committee members, 

- Management Committee members 

- Chairs and members of all Working Groups

Communications with these groups may be channeled through the Secretariat or preferably by using the list serves specifically set up on the BoFEP website for BoFEP Committees and active working groups. List serves currently active include:

management@bofep.org [all Management Committee members]

steering@bofep.org [all Steering Committee members]

minas@bofep.org [all members of the Minas Basin Working Group]

sublittoral@bofep.org [all members of the sublittoral ecology and habitat

conservation Working Group]

smarts@bofep.org  [all members of the salt marsh and restricted tidal systems 

Working Group]

Only members of the respective groups can post messages to these list serves using their normal e-mail address.

The mailing list information will not be publicly posted on the Website or otherwise distributed outside of BoFEP.

8.12 Minutes of Management and Steering Committee meetings

Draft minutes and an Action List for:

· Annual General Meetings, 

· Steering Committee Meetings

· Management Committee Meetings

· Working Group Meetings

Will be prepared in a timely manner and e-mailed to the members of the group in question. The draft minutes, clearly identified as such, may only be posted on the BoFEP Website with the concurrence of the chair of the group concerned.  

8.13 Annual General Meetings [to be completed]

8.14 Media Relations

A press release will be prepared and distributed in conjunction with each major event sponsored by BoFEP or its Working Groups. Selected representatives of the media may be invited to attend any such event at the discretion of the organizing committee. The Communications Working Group shall prepare, and maintain current, a database of media outlets (print, television and radio) that are appropriate channels for BoFEP communications.


8.15 Presentations to other groups or agencies [to be completed]

8.16 Public presentations (e.g. speakers, guest lectures).
The Communications Working Group shall create and periodically update a scripted slide and PowerPoint presentation about BoFEP and its activities that can be borrowed and used by any member to give a presentation about the organization to general audiences.

8.17 Word-of-mouth Referrals [to be completed]

8.18 Questionnaires and feedback [to be completed]
8.19 Communications with Governmental bodies and other organizations [to be completed]

8.20 Posters

Graphic and descriptive posters advertising BoFEP will be prepared by the Communications Coordinator and placed at selected locations accessible to the public at various sites around the Bay of Fundy.  


9. Guidelines for the use of the BoFEP Logo and Wordmark

9.1 Purpose

The goal of these guidelines is to create a consistent look for our logo that will enhance and project a long- term visual identity for BoFEP. The way we present our logo has a powerful impact on how we are viewed by our members, partner organizations and the public. We have specific guidelines that govern the colors to be used for the logo, and the types of backgrounds and the prominence to be given the logo. 
9.2 Description of BoFEP Logo and Wordmark

The BoFEP logo is a stylized image of the Bay of Fundy in a circular frame with the acronym BoFEP to the left and the words "Bay of Fundy" above and "Ecosystem Partnership" below and within the circular border. There shall be a blue dot on each side separating the upper and lower word groups. The upper word group shall be more prominent (i.e larger type size) than the lower group. All lettering in the logo is in Arial Rounded MT Bold font. The logo colour shall be a dark blue defined as follows:

R,G,B = 0,123,173

Hex = 0xAD7B00

HTML = #007BA5


CMYK = 100, 30, 0, 32

If required the BoFEP logo may be used in conjunction with the Wordmark 

"Creating ~ sharing ~ using knowledge about the Bay of Fundy" with an embossed  stylized wave pattern below the words as shown in the following:

[image: image1.png]Creating ~ sharing ~ using
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9.3 Protocol for use of the BoFEP logo

This protocol has been developed to ensure consistency in presentation of the BoFEP logo and wordmark to ensure clear organizational identity.
The BoFEP logo (with or without thewordmark) shall be prominently displayed on all published material prepared for or by BoFEP

When appropriate, logos of other sponsoring/contributing agencies or organizations should be included. This decision is to be made by the Communications Coordinator.

The logo and wordmark should be used by BoFEP, its committees and working groups for promoting and communicating all official BoFEP business. Brochures, publications, signage or banners, flyers, websites and newsletters sponsored by BoFEP and that describe and promote BoFEP activities and events are considered official business. 
Basic principles to remember: 

• Use the current logo, without modifications of any sort – you may not add graphic 

elements or take away any element from the official logo.

• Use the logo in the official BoFEP blue (PMS 293) or black only. On dark backgrounds, you can reverse the logo on a dark background so that it is white with blue lettering or white with black lettering. 

• Size the logo to be readable and prominent, and provide sufficient open space around the logo so that it does not butt into other type or graphic elements. By prominence, we mean the logo should appear on the front page of a newsletter and at the top of a web page. 

• Do not place the logo on distracting backgrounds. A muted background pattern may be used if it does not distract from the photo. The key is that the logo is easy to read and stands out. 

9.4 Application for use of logo by other organizations

Any organization or group, other than BoFEP, its committees and working groups, that wishes to use the BoFEP logo for any purpose must obtain written permission from BoFEP.

Organizations interested in using the BoFEP logo should review the following guidelines and submit a request to communications@bofep.org including a short statement of organizational identity (membership, objectives, etc.) and an explanation of how and where the BoFEP logo will be used 

The Management Committee will consider the request and approve or reject it based on the following criteria:

· The degree to which the project of the applicant organization meets the objectives of BoFEP (The mission and principles of BoFEP are available on the website.) 

· How the logo will be used and in what context.

The BoFEP logo in various formats can be downloaded from the website at www.bofep.org 

Questions about logo size, color, placement or use should be directed to the communications coordinator at communications@bofep.org .

Approval does not include right the reproduce the logo on any materials (T-shirts, key-chains, etc.) or publications for which money is charged without permission from BoFEP. BoFEP reserves the right to request a fee when the logo is used on any article or publication for which money is charged.

The user organization agrees to send BoFEP copies of all printed material that shows the use of the logo or to produce such material if requested by BoFEP.

The user organization cannot assign rights for use of the logo to another entity and has no permission to do so.
The user organization agrees that it will not state or imply either directly or indirectly that its activities, other than those permitted by the agreement, are supported, endorsed or sponsored by BoFEP or its partners; and, upon request of BoFEP, shall issue express disclaimers to that effect. The user organization agrees not to use the logo except as authorized by this agreement.

Any organization, unless expressly prohibited by BoFEP, may use the logo as a hyperlink to the BoFEP website but only in a clearly marked directory or links section. Any other placement of the logo, especially on the home page or other prominent position, that might make it appear that BoFEP has endorsed the user organization and its activities is not acceptable. 

Appendix 1: BoFEP Annual Communications Plan

Anticipated events or tasks requiring communications activities for the period January 1 to December 31, 2003
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Appendix 2: BoFEP Communications Needs Worksheet (See over page for details)

1. Activity/ Event



2. Proposed Location



3. Date(s)



4. Purpose 



5. Communications Methods



6. Intended Audience(s) 



7. Principal Message(s) 



8. Contact(s) 



9. Support Materials 



10. Actions 



11. Budget


12. Approval

_______________________    ___________       ________________________         _________________
          Prepared by                             Date                           Approved by                                     Date Approved

Completing the Communications Needs Worksheet:

A Communication Needs Worksheet will be prepared for each major event or program activity that BoFEP undertakes. Each worksheet is to include the following: 

1. A clear statement of the nature of the event/activity

2. A Brief description of the proposed location of the event or activity

3. The date(s) of the event or activity

4. A clear, brief statement of the purpose of the event or activity.

5. Communication methods

 activities and products will be identified for each plan, i.e.:
· News releases 

· News conferences 

· Media relations 

· Brochures 

· Displays 

· Briefings 

· Phone calls 

· Invitations 

6. List audience(s) that the activity or event is intended to reach

7. Indicate major message(s) that BoFEP is trying to communicate by the event or activity. 

8. Identify contact(s) who can provide further information.

9. Identify any support materials required such as:

· posters, 

· signs, 

· banners, 

· business cards, 

· presentation materials and A/V equipment (slides, projectors, screens) 

· brochures 

· other printed materials. 

10. List actions required, timing and responsible person; Persons or organizations responsible for the distribution of specified materials will be identified, as well as where and when to distribute them.

11. Budget: Indicate projected costs to implement various parts of the plan, including any advertising costs and, where appropriate, the individuals or agencies accountable for the costs.

12. Approval

Prepared By: The person(s) who prepared and submitted the plan 

Approval: The Management Committee or its designate will approve the implementation of all communications plans and sign and date all plans.
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