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Management Group Meeting

Learning at Work Information Service (LAWIS) – Marketing and dissemination
Following our discussion of the communication strategy at the last meeting, I thought it would be useful to summarise what we are hoping you can do for LAWIS, bearing in mind that we are aware that all LLN staff are very busy.  We are trying to develop contacts across the region but of course you have far more local knowledge than we do.  You have already provided us with mailing lists which we have added to our database.

	What you can do for us
	What we can do

	Use your newsletters to provide publicity.  If you work to a timetable it would be useful to know so that we can plan ahead.
	Provide text for you if necessary.

	Put Learning Opportunities on your website.
	Use our regional contacts, including those on our advisory group, to publicise our work, provide staff development and get on their websites.

	Flag up our work at your regular meetings.
	Attend meetings and events as suggested by you. 

	Use your staff to help us get marketing materials and booklets to the right people in FECs and other appropriate organisations –– they can contact Moira Monk – m.monk@brighton.ac.uk, telephone 091273 873102.
	We will provide an online ordering facility and Moira will send resources direct to the contacts provided – we just need a name and address.

	Let Joy/Lynne/Andrea/me know if you hear of events/conferences that we should attend or offer workshops for. 
	We will let you have feedback if it is on your patch. 

	Let Moira know if you have contacts who would like the LAWIS team to do a demonstration or some staff development.
	Moira will contact them and fix a time.

	It would help us greatly if individuals in your teams would be prepared to do quick 5 or 10 minute inputs on the project and resources as this would save us a lot of travelling.   
	The team can develop and provide resources for this.  

	Send Moira a quick email to let her know if you have demonstrated Learning Opportunities.  
	Moira will add this to our contacts database so that we get a sense of where we need to put our efforts.    

	Send Moira a quick email if you receive any feedback on Learning Opportunities, including suggestions for improvements.
	Moira will add this to our file for evaluation and the team will take account of suggestions as part of our regular maintenance.

	Let Lynne/Joy/Andrea know if you have contacts who might help us get Learning Opportunities on FEC intranets for students and staff.
	We will contact them and Maureen will provide a logo and appropriate text.

	Let Maureen know if you have other ways of keeping in touch with partners and relevant institutions and organisations.  For example, do you have regular meetings that we should provide updates for to help you with your reporting procedures.
	We will provide appropriate text or resources. 
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