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1 Situation Analysis
1.1 Rationale

This communications plan has been developed to provide a shared understanding of key messages and reinforce the role of engagement between the project team and key stakeholders.
1.2 Project name and bye-line

Cascade – Developing new models to transform the delivery and support of learning for continuing and professional learners at the University of Oxford.
1.3 Project aims and objectives

The Cascade project aims to harness technology to enable the Department for Continuing Education to respond better to the challenges of the government’s Equivalent Learning Qualifications (ELQ) policy by:

· Undertaking its activities more efficiently, so that resources are focused on value-adding activities e.g. delivering improvements to the student experience and the creation of tools that support best practice.

· Developing new, or repurposing existing activities to support the Department in the delivery of its new vision and provide additional revenue streams as it seeks to maintain its position as an internationally-recognised centre for excellence for continuing and professional education.

· Supporting the Department’s ability to deliver academically superb courses to students of the highest calibre through the use of new tools and functionality to augment the services currently offered to students.

1.4 Project USP (unique “selling” feature)

Identifying and implementing technologies that help the Department do what we do better. With a focus on those that offer benefits that help us tackle ELQ challenge.
1.5 Stakeholder groups

· JISC

· Project team

· Academics at OUDCE

· Administrative staff at OUDCE 

· IT, learning technology and library support staff at OUDCE

· Senior managers at OUDCE

· Students of OUDCE

· University of Oxford staff (beyond OUDCE)
· Other universities
· External partners of OUDCE

· CIRCLE (the community network for the JISC Curriculum Design and Curriculum Delivery programmes)
1.6 Project phases
The project can be conceptually divided into the following phases: 

Phase 1:  (0-6 months) - Project awareness 

Phase 2:  (6-18 months) - Piloting & development activities

Phase 3:  (12-26 months) - Engagement within Department

Phase 4:  (18-26months) - Deepening engagement in Department and wider dissemination

Many of the communications activities apply to specific phases and these have been considered in generating the content of this plan; however for clarity only the activity plan (3.1) has been laid out under this structure.

1.7 Stakeholder needs

	Stakeholder group
	Needs

	JISC
	· input to policies/strategies

· marketing

· inputs into design studio

	Project team

	· input to policies/strategies

· facilitation in culture change and change management

· input to quality enhancement

· marketing

· facilitation of efficiency/productivity improvement

	Academics at OUDCE
(note can be divided into experts, majority and novices – these will require different approaches)
	· awareness

· support
· training

· mentoring

· consultancy

· input to policies/strategies

· input to quality enhancement

· facilitation of efficiency/productivity improvement

· awareness of pedagogic options

	Administrative staff at OUDCE 
(note can be divided into experts, majority and novices – these will require different approaches)
	· awareness

· support

· training

· mentoring

· consultancy

· input to policies/strategies

· input to quality enhancement

· marketing

· facilitation of efficiency/productivity improvement

	IT, learning technology and library support staff at OUDCE
	· awareness

· support

· training

· mentoring

· input to policies/strategies

· facilitation of efficiency/productivity improvement

	Senior managers at OUDCE
	· awareness 

· mentoring

· consultancy

· input to policies/strategies

· facilitation in culture change and change management

· input to quality enhancement

· marketing

· facilitation of efficiency/productivity improvement

	Students of OUDCE
(note can be divided into experts, majority and novices – these will require different approaches)
	· awareness

· support

· training

	University of Oxford staff (beyond OUDCE)
	· awareness 

· support

· training

· mentoring

· consultancy

· input to policies/strategies

· input to quality enhancement

· marketing

· facilitation of efficiency/productivity improvement

	Other universities
	· awareness

· input to policies/strategies

	External partners of OUDCE
	· awareness
· input to policies/strategies

	Circle community
	· awareness

· outputs

· requirements


1.8 Project SWOT analysis of issues
	
	Helpful

to achieving the project’s aim
	Harmful

to achieving the project’s aim

	Internal (Project)
	Strengths

· What do you do well?

· What do others see as your strengths?

· What resources can you draw on?
	Weaknesses

· What can you improve?

· Where do you have fewer resources than others?

· What should you avoid?

· What are others likely to see as weaknesses?

· What factors lose you support?

	· 
	· Percieved positively by majority of Department
· Existing relationships and channels of communication

· Skills in team (esp. web2.0 and multimedia)
	· Less good reputation with some
· Enough people to engage with project

· Fear of technology

· Miscommunication

· Using right language for audience

· Technology not working



	External

(to the Project)
	Opportunities

· What good opportunities are open to you?

· What trends could you take advantage of?

· How can you turn your strengths into opportunities?
	Threats

· What trends could harm you?

· What threats do your weaknesses expose you to?

· Are the required specifications for your services changing?

	· 
	· Wider initiatives in the University
· JISC channels etc.
· Growing openness to technology

· Demand from students
· Management support for innovations
· Openness to technology


	· Cuts beyond our control
· Miscommunication
· Technology not working

· Lack of time and resource for change
· Protective of role as currently defined
· Perceived costs of using technology

· Students expectations (negative towards technology)


2 Communications Strategy
2.1 Aims
The aims of the project’s Communication Strategy are to:

· raise awareness of the project;
· get buy in from stakeholders;
· get feedback on project plans;
· evaluate project activities;
· raise awareness of what TALL can offer as partners in design process;
· keep stakeholders informed as the project progresses;
· disseminate the outputs of the project.
2.2 Objectives and key messages

<Define the objectives and key messages for each stakeholder group – keep the number of messages small, simple, jargon-free, positive and focused on benefits. When defining key messages, focus on What is it that you want to change?, What do you want the stakeholders to know?, What do you want them to feel - what perception do you want to create? What do you want them to do - what action do you want as a result?
	Stakeholder group
	Objectives
	Key messages

	JISC
	· Use the outputs of the project to support the sector more widely
	· What technologies achieved the aims of the Department and might have similar benefits for others

· How best to implement them

	Project team
	· To successfully complete project

· To support Departmental staff in using technologies
	· Requirements of project

· What support required by staff 

	Academics at OUDCE
(note can be divided into experts, majority and novices – these will require different approaches)
	· To understand how TALL can help and advise on how to use technology to deliver programmes
· To make timely and appropriate choices about using technology effectively on their programmes

· To engage with the support that is available to them
· To appreciate how technology can impact on pedagogical choices
	· TALL can partner with you to develop effective interventions for your programmes

· We understand what you do and have produced solutions and tools you can use

· How technology can help you to maximise use of resources (e.g. time) 

· How technology can allow you to improve your teaching

	Administrative staff at OUDCE 
(note can be divided into experts, majority and novices – these will require different approaches)
	· To understand how TALL can help and advise on how to use technology to deliver programmes
· To make timely and appropriate choices about using technology effectively on their programmes

· To engage with the support that is available to them
	· TALL can partner with you to develop effective solutions for your programmes

· What technologies are available to help you in their role

· Where you can access guidance and resources 

· How technology can help you maximise your resources (e.g. time)

	IT, learning technology and library support staff at OUDCE
	· To understand what support is available to them

· To support Departmental staff in using these technologies
	· What support is required by academic and admin staff

	Senior managers at OUDCE
	· To understand the benefits and costs of different technologies and which offer the greatest benefits to the Department

· To ensure innovations are appropriately embedded and sustained
	· What technologies achieve Departmental aims

· What changes in structures and processes need to be made to maximise the benefits of the innovations

	University of Oxford staff (beyond OUDCE) 
	· Work with project where common interests and outputs are being pursued (e.g. assignment submission/ generic content)

· Understand and use project outputs
	· What we are working on and how it fits into their interests

· What outputs might be useful to the wider University

· What new services we can offer with technology

	Other Universities
	· Understand and use project outputs
	· What technologies could help them in which ways

· How best to implement them

	External partners of OUDCE
	· Understand our new services
	· What new services we can offer with technology

	Students of OUDCE
	· Get them to use the tools and services we develop
	· How we are using technology to improve your learning experience

	CIRCLE Community
	· Avoid project mistakes 

· Benefit from project findings 

· Use project outputs
	· What lessons we learned in implementing these solutions

· Which technologies had what impact and how they were implemented


2.3 Key communication channels and tools
<Define the key channels e.g. journal/conference papers, Intranet, printed media, open-days, Faculty/School away-days/meetings, seminars, Internet, national/sector press

Define the key tools e.g. case studies, posters, wikis, discussion groups, expert system/decision support tools, multimedia exemplars, pod-casting, video, newsletters, e-mails, articles, core materials>

	Stakeholder group
	Key channels
	Key tools

	All stakeholders
	· Project website
· Journal/conference papers
· Printed media

	· Case studies
· Posters

· Project reports
· Newsletter articles
· Decision support tools (Phoebe)

· Videos
· Materials generated in course of project
· Blog posts

	JISC
	· Steering committee meetings

· Project dissemination events

· Journal/conference papers

· Project website

· CIRCLE

	· Email

· Verbal updates

· Case studies
· Posters

· Project reports

· Video

· Materials generated in course of project

· Blog posts

	Project team
	· Team meetings

· Individual meetings

· Internal project Moodle
	· Video

· Materials generated in course of project

· Blog posts

	Academics at OUDCE
	· Academic Board
· Assessment and Teaching Committee
· Workshops and training sessions
· Individual meetings

· Intranet

· Steering committee meetings
	· Email

· Verbal updates

· Case studies
· Posters

· Staff update (Departmental staff newsletter)
· Termly TALL report to Academic Board

· Video

· Materials generated in course of project

	Administrative staff at OUDCE
	· Workshops and training sessions
· Individual meetings

· Intranet
	· Email

· Verbal updates

· Case studies
· Posters

· Staff update (Departmental staff newsletter)

· Video

· Materials generated in course of project

	IT, learning technology and library support staff at OUDCE
	· Workshops and training sessions

· Individual meetings

· Intranet
	· Posters

· Email

· Verbal updates

· Staff update (Departmental staff newsletter)

· Video 

· Materials generated in course of project

	Senior managers at OUDCE
	· Directorate (the Department’s senior management group)
· Workshops and training sessions
· Individual meetings

· Intranet

· Steering committee meetings
	· Email

· Verbal updates

· Case studies
· Staff update (Departmental staff newsletter)

	University of Oxford staff (beyond OUDCE) 
	· Project dissemination events

· Journal/conference papers

· Project website

· Individual meetings 

· Workshops and training sessions
· OxTALENT meetings (the University’s forum for discussing the use of technology in teaching and learning)
· Steering committee meetings
	· Verbal updates

· Case studies

· Posters

· Project reports

· Termly TALL report to OxTALENT

· Video

· Materials generated in course of project

· Blog posts

	Other universities
	· Journal/conference papers
· Project website
	· Case studies
· Posters
· Video

· Materials generated in course of project

· Blog post

	External partners of OUDCE
	· Journal/conference papers

· Project website

· Printed media


	· Email

· Departmental newsletter

· Case studies
· Video 

· Materials generated in course of project

· Blog posts

	Students of OUDCE
	· Course materials
· Surveys

· Project website
· Printed media
	· Email

· Departmental newsletter

· Posters
· Video 

· Materials generated in course of project

· Blog posts


	CIRCLE Community
	· Sharing on circle
· Journal/conference papers
	· Verbal updates

· Case studies
· Posters

· Video 

· Core materials

· Blog posts


2.4 What we aim to achieve (measures of success)
<Define what you want to achieve (prioritised and by when) and what success will look like e.g. create templates for case studies in different media and convert x% of all e-learning projects into case studies using the templates.>
	Stakeholder group
	What we want to achieve
	By when?
	Measures of success

	JISC
	· Use the outputs of the project to support the sector more widely 
	· End project
	'Project outputs referenced/used in JISC publications/future activities'

	Project team
	· To provide services and support that enable Departmental staff to use appropriate technology effectively in their programmes
	· Throughout project
	Services in at least four or the five focus areas embedded and sustained beyond the end of the project.

	Academics at OUDCE
	· To understand what support is available to them 

· To get them to use technology effectively on their programmes
	· Year 2
	50% engage with project

	Administrative staff at OUDCE 
	· To understand what support is available to them 

· To get them to make best use of available technologies in their work
	· Year 2
	70% engage with project

	IT, learning technology and library support staff at OUDCE
	· To understand what support is available to them 

· To support Departmental staff in using technology to deliver their programmes
	· Throughout project
	All engage with project

	Senior managers at OUDCE
	· To understand the benefits and costs of different technologies and which offer the greatest benefits to the Department
	· By end project
	Turn successful project innovations into mainstream activity


	Stakeholder group
	What we want to achieve
	By when?
	Measures of success

	University of Oxford staff  (beyond OUDCE)
	· Understand and use project outputs
	· Year 2
	Relevant staff in University are aware of the project and engage with outputs

	Other universities
	· Understand and use project outputs
	· By end project
	Uptake of output by at least one other university

	External partners of OUDCE
	· Understand our new services
	· By end project
	External partners engage with new models

	Students of OUDCE
	· Students use new tools and services to study their programmes
	· Throughout project
	90% of students use services available to them

	CIRCLE Community
	· Avoid project mistakes 

· Benefit from project findings

· Use project outputs
	· By end project
	Community aware of project


3 Communications Plan

3.1 Activity plan
<Define an activity plan for meeting your required achievements. Define the resources required e.g. 2 person days.>

Workshops/meetings
	Event/item
	Stakeholders
	Phase
	Responsibility
	Date
	Duration
	Notes

	Staff focus groups
	Academics at OUDCE

Administrative staff at OUDCE 

IT, learning technology and library support staff at OUDCE

Senior managers at OUDCE
	1
	MM/BL
	Spring 09
	2 hours
	Completed

	Steering committee meeting(s)
	Project team

Academics at OUDCE

IT, learning technology and library support staff at OUDCE

Senior managers at OUDCE

University of Oxford staff (beyond OUDCE)

Staff at other universities

JISC
	1/2/3
	SF/MM
	Biannually 
	3 hours
	Sept 09 completed

Feb 10 completed
Sep 10 to be scheduled 

	Moodle Assignment Submission System  (MASS) consultation
	Academics at OUDCE

Administrative staff at OUDCE 

IT, learning technology and library support staff at OUDCE

Senior managers at OUDCE

Students of OUDCE
	2/3
	BL
	Spring 10
	
	Process meeting

Wireframe meeting with users

Staff survey

	Assessment and Teaching Committee
	Nominated Academics at OUDCE
	1/2/3/4
	MM
	Bi Termly
	
	Introduce innovation in papers as appropriate 


	Academic Board
	All Academics at OUDCE
	1/2/3/4
	SF
	Bi Termly
	
	Project update provided in Termly TALL report

	Project team meetings
	Project team

IT, learning technology and library support staff at OUDCE
	1/2/3/4
	MM/BL
	Fortnightly
	45 mins
	Report on project and requirements on team as required

	OxTALENT meetings 
	e-learning staff in wider University of Oxford
	2/3/4
	MM
	Termly
	2 hours
	Project update provided in Termly TALL report

	Moodle template workshops
	Academics at OUDCE

Administrative staff at OUDCE 


	2/3
	BL/MM
	Spring 10
	2 hours
	Template moodles for review by staff

	Course design workshop 
	Academics at OUDCE
	2/3
	MM
	Spring 10
	1 day
	

	Moodle template training
	Academics at OUDCE

Administrative staff at OUDCE 


	3/4
	MM/BL
	Spring 10
	2 hours 
	

	Moodle Assignment Submission System  (MASS) training
	Academics at OUDCE

Administrative staff at OUDCE 
	3/4
	BL
	Spring/

Summer 10
	1 hour?
	

	Generic content use workshops
	Academics at OUDCE

Administrative staff at OUDCE 


	3/4
	MM
	Spring 10
	2 hours
	Chance to see content developed and learn how to incorporate it into courses

	Workshops for wider University or external audiences 
	Staff at other universities

External partners of OUDCE 

CIRCLE Community
	4
	MM
	Summer/

Autumn 10
	½  day 
	Disseminate project outputs


Communications
	Item
	Stakeholders
	Responsibility
	Date
	Notes

	JISC reports 
	· JISC
	MM/BL
	As required
	

	Project website
	· All
	MM/BL
	Ongoing
	Updated at least monthly

	TALL Blog
	· All
	MM
	Ongoing 
	Regular posts about the project (at least monthly)

	Email
	· All
	SF/MM/BL
	As required
	Key project announcements

	Staff update (Departmental staff newsletter)
	· Academics at OUDCE

· Administrative staff at OUDCE 

· Tech, LT and library support staff at OUDCE

· Senior managers at OUDCE
	NW/MM
	Termly
	Key project news highlighted

	Departmental Newsletter
	· External partners of OUDCE

· Students of OUDCE
	NW/MM
	Termly
	Trinity term item on Project

	Case studies
	· All
	MM/BL
	Autumn 10
	Confirm format spring

	Cascade Moodle
	· Project staff
	BL
	Ongoing 
	Updated at least monthly

	Cascade staff portal (Intranet or Moodle TBC) – access to project outputs
	· Academics at OUDCE

· Administrative staff at OUDCE 

· Tech, LT and library support staff at OUDCE

· Senior managers at OUDCE
	MM/BL
	Spring 10 onwards
	Not yet sure of best mechanism for this; Moodle or intranet

	Journal and conference papers
	· JISC

· Staff at other universities

· CIRCLE Community
	MM
	Summer/ Autumn  10 
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