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background
It was felt necessary by the Communications Department at Equal Brighton & Hove (EBH) to establish baselines with each Activity Provider (AP) with regards to the publicity and communications activities of their Equal project. Workshops were arranged in order to:

· inform APs of the requirements of the programme in terms of publicity, branding and communications

· gather information on each project’s publicity output and find out about any future plans they might have for publicizing their Equal project, in line with Equal and European Social Fund (ESF) regulations

· inform APs of plans by EBH regarding publicity and communications, and to request feedback on these plans

· allow APs who might not have ordinarily have cause to be in contact to meet and discuss their projects, thus widening their referral circle

Attendance was high, with only 4 APs unrepresented. An attendance list for each workshop is listed at the end of this report (appendix 1).

The report is laid out in accordance with the agenda for the workshops (appendix 2). A summary of the section is provided, after which comments and feedback from AP representatives are given.

EBH background summaries are presented in plain text; AP responses are presented in bold text.
1. brief description of roles  
Kellee Rich (KR), Communications Officer, described her role to APs. 
KR is responsible for:

· the communications and publicity needs of the Equal Brighton & Hove programme
· assisting with planning and providing content for the programme website, www.equalbrightonandhove.org
· providing any relevant information to APs 

· organizing events around the theme of the programme

· organizing team events, such as the ‘Meet the Team’ Social Event 

· supporting partnership working by providing an Equal Brighton & Hove directory, to enable Equal projects to refer clients to one another

KR handed out an organogram of the Equal Brighton & Hove Core Team. It depicts the structure of the team, and the job title of each person within the team. The purpose of this was to give APs an idea of how the Core Team works, as well as to give them a point of reference, should they wish to contact a member of the team on a specific issue. This document was also emailed to each AP.

Each AP representative gave a description of their role within their organization and pertaining to the Equal programme. They discussed the structure of their programme, personnel working on the team and gave summaries of their projects’ activity.

KR requested that each AP create a similar organizational chart for their Equal team, with contact details, to enable the Core Team to view the structure and personnel of each project.

Each project agreed to do this. So far there has been one response, from Joanne Hutchinson at the 50+ project.

APs explained that all the projects varied in size: some had only 2 people working on them, whereas others were partnered with several different organizations.

2. Publicity and communications
European Social Fund (ESF) Guidelines and requirements/Equal Brighton & Hove Communications and Publicity Policy
So far, no guidelines on publicity and communications have been distributed to Equal projects. APs had been provided with the Equal logos, but there had been no instruction on requirements as set down by the ESF.
KR created a Publicity and Communications Policy which outlines ESF requirements, as well as Core Team requirements of APs. It also states the responsibilities of the Core Team with regards to publicity and communications.
Ruth Morris from Brighton and Hove Community Initiatives’ ASpire project suggested that in order to cater for those with visual disabilities, documents should only be printed on cream paper. KR said that she would consult Philip Pool, the new EBH Equalities Officer, and get back to Ruth.
Monitoring and reporting of publicity output to EBH

KR introduced the new practice of each project recording publicity output, and that the findings would be entered into projects’ Quarterly Reporting. A baseline form was distributed to each project in attendance, and emailed after the workshop, to record the current status of this within each AP. Attendees were asked to complete the form electronically, so that it could be transferred to a spreadsheet which would then be monitored by the Beneficiary and Finance Monitoring Team.

Case studies of successful clients

KR created a form to capture information about clients on Equal projects. This information could then be used for publicity, in leaflets, newspapers and the programme website. KR also sent the form electronically.

KR highlighted that at the end of the form was a confidentiality clause, which guarantees the anonymity of the client, should they not wish to be named. 

Access newsletter
KR asked those in attendance their opinions on the Equal Brighton & Hove newsletter, Access, and for ideas on ways in which it could be improved.

Most APs suggested that they liked the format of the newsletter. Some reported that they did not receive it, as it was not passed to them by the project lead, at which point they were informed of being able to sign up to the mailing list for the newsletter at www.equalbrightonandhove.org
It was suggested that a page be added to the newsletter which details issues of best practices and lessons learnt. This would be useful on the projects going forward, so that they can learn the lessons as an ongoing process, rather than at the end of the programme when the final assessment is made.
Ideas for maximising publicity for programme and its projects

KR requested ideas from those in attendance on how to promote projects to each other, as well as throughout the city.
It was suggested that a portfolio of leaflets from each project be put together and given to each AP. They could then use the leaflets as a quick reference for clients, as well as for their own reference.

An issue that was raised was that of ‘competition for space’ for leaflets, in such paces as local doctor’s surgeries and libraries, particularly if the projects were targeting similar groups.

Maureen Pasmore, of Brighton & Hove City Council Supported Employment suggested that KR attend the Supported Employment steering group in order to meet all 9 partners of the project, and to discuss ways in which to devise a single brand for all the partners, so that the project was identifiable throughout. KR agreed to do this.

One suggestion was that people advertise with ESOL providers, in order to promote projects to a wider group of people.
It was also suggested that a list of local newsletters be obtained and added to the mailing list for the newsletter, and ask newsletter editors to include stories from Equal in their publications.

Neil Robinson from Sussex Deaf Association told the group that he had created a DVD in British Sign Language (BSL) that gave potential clients/beneficiaries the background to the project. Neil suggested that he create something similar for the Equal programme that would be available on the front page of the EBH website. Neil suggested that Deaf people and people who are hard of hearing/deafened who use sign language would responds better to being able to see someone sign, than to reading text on the site. Neil would like a member of the EBH team to follow up this idea.
Neil also commented that publicity materials for Deaf people and people who are hard of hearing/deafened should contain more pictures and if possible, photographs of people involved in the project.

A comment was made that local newspapers should be approached with caution in terms of press releases, as their agenda for the story may differ from the message intended to be delivered. Mona Walsh, from Sussex Connexions, also commented that as far as local press were concerned, it would be better to present them with Client Testimonials as this would ensure that the text was not altered. EBH and projects should request that they check press stories before they go to print to ensure that the story reads as positive.

Mona Walsh also commented that it is sometimes difficult to include every logo from every organization that funds a particular project.

3. WWW.EQUALBRIGHTONANDHOVE.ORG
Attendees were given an update on the current status of the website. KR explained that the website was still in development, as there was no one person dedicated to its maintenance. KR explained that future plans for the website would be to have a page for each AP, which would be used to provide up-to-date information about its activities. KR distributed a username and password to each AP, as well as a list of functions each user was registered for. APs were invited to explore the site with the new usernames, and send back any relevant feedback to KR.

4. INFORMATION SERVICE
Attendees were informed of a new initiative by EBH to research current information systems within Brighton & Hove, and report on the findings. The aim of the research was to establish accessibility of information on adult learning in the city. Websites and phone services were the main focus of the study and the results have been analyzed an put into a report (please contact Tess Gill at tess.gill@brighton-hove.gov.uk for further details).

KR explained that at present, the APs contribution to the service would be to provide information about their projects and activities to go into an Equal Brighton & Hove directory. This directory could then be used for referrals, general information about the programme, and would be uploaded onto the programme website, to increase accessibility.
KR then distributed directory pages for each project with as much detail completed as was available to the team, and asked attendees to update their details. KR sent electronic copies of the documents to APs after each workshop. KR then requested that these pages be sent back ASAP, in order to complete the up-to-date directory in a timely manner.

Nikki Homewood, from Brighton Housing Trust’s Catering Project suggested that when completing the form, APs include ‘capacity’ details, to make referrals more effective. KR agreed to add this to the form, so that all APs would be able to complete numbers.
Referrals
APs were asked about their current referral processes, and if EBH could do anything to facilitate referrals, e.g. provision of information, networking space etc. APs were also asked about other referral activities within their organization as a whole, such as city for a for specific target groups etc.
APs commented that rather than have a space to come to the EBH offices, they would like an online forum that only they had access to. This could be ‘dipped in and out of’, making it more convenient for outreach workers, as it would not be taking extra time out of their day to attend another meeting, and would be an effective and innovative way in which to build an online community. 
Most APs agreed to provide a list of meetings they attend across the city, such as foray and steering groups.
5. general comments and feedback
Several APs requested minutes of the Equal Management Partnership (EMP) meetings sent to them, as they would like to gain a better understanding of the more strategic elements of the whole programme, rather than just those that affect their project directly. They would also like to know more about the mainstreaming side of the programme, and what elements will be put forward to effect policy. They felt that though the Equal team was very good on the detail of the projects, there was very little high-end information related to them, though this is what they have particular interest in. This sentiment was common across the board.
Many APs commented that they would like regular feedback on lessons learnt and best practices. They would also like more information about each different target group and the barriers they face. They expressed that they did not feel that there was enough of this at the moment, which would be helpful in the ongoing workings of the project.

Many APs also requested more detailed and ongoing information on the themes of the programme. They would like to hear good examples of empowerment, equalities etc.

Most APs said that they would like more information about what will happen in Action 3 of the programme, not only in terms of their specific projects, but what will take place in terms of the whole programme.
Many APs said that they would like other projects, and the EBH Core Team, to visit them to find out how their projects work. They suggested that this might be a Core Team responsibility, with a member of the team organizing timeslots with projects and then advertising to the rest of the programme.

Finding out more about other projects constituted the bulk of the feedback from the workshops.
Appendix 1: Attendance

In attendance:

Monday 8th
Gordon Cross



Sussex Youth Ltd - Motorvations

Maureen Pasmore

Brighton & Hove City Council Supported Employment

Raphy Reilly-Szostak
Friends Centre - ESOL

Tuesday 9th
Claire Mitchell


Brighton & Hove Business Community Partnership

Ruth Morris



ASpire

Mel Taylor



Care Co-ops Ltd

Cazzie Dare



Impact Initiatives – Young People

Wendy Akehurst


Brighton & Hove City Council Supported Employment

Glynis Morrison


Brighton & Hove City Council Supported Employment

Wednesday 10th
Nikki Homewood


Brighton Housing Trust - Catering

Neil Robinson


Sussex Deaf Association

Jo Hutchinson


50+ Project

Christina Kavanagh

50+ Project

Ellie Dobing



Earshot

Thursday 11th
Dawn Devaney


Brighton Housing Trust – Advice

Alan Wright



City College Brighton & Hove – Constructing Futures

Jo Martin




Teenage Pregnancy Project

     Lynne Thomas
Workability (representing the Impact Initiatives Equal Mental Health Partnership)

Friday 12th
Mona Walsh
Sussex Connexions

Phil Morgan
Brighton & Hove City Council Youth Offending Team (YOT)

Helen Lang
RNID

appendix 2: agenda
Items for discussion:

Brief description of roles

· Kellee Rich, EBH

· Each AP representative

Publicity  and Communications

· ESF guidelines and requirements 
· Equal Brighton and Hove Publicity and Communications Policy – to be distributed at workshop

· Monitoring and reporting of publicity to EBH 

· Case studies of successful clients

· How we can maximise publicity for projects and the overall programme 

· Questions, comments and feedback 
www.equalbrightonandhove.com 

· current situation

· plans

· Activity Providers roles

· Questions, comments and feedback 

Information Service

· General overview 

· Equal Brighton and Hove’s role

· Equal Brighton and Hove Directory

· Referrals

· Questions, comments and feedback 

Summary of workshop

· agree on issues raised

· agree on questions to be put to Equal team

· agree on actions for all, and follow-ups:

· KR to write summary of today’s workshop

· All summaries to be collated and distributed in a report 
Please bring with you:

· examples of your project’s publicity

· a copy of your own publicity plan

· questions on any of the above 
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