Communications toolkit for community groups
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This toolkit

This communications toolkit is aimed at Cycling Friendly Community groups, supporting them to share the great work
they’re doing. It includes some basic principles of how to promote your project including:
•

Audience: who do you want to speak to?

•

Message: what do you want to tell them?

•

Tools: what’s the best way to reach them?
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Audience

Who are you trying to speak to?
Think about the groups of people you need to engage with in order
to make your project a success. These could include:
•

People living / working near your project

•

Service users you want to attend

•

Other community groups and charities

•

Volunteers

•

Current and potential funders
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Messages

What are you trying to say?
You know who you need to speak to, but what do you need to
say to them? Your messages could be…
•

[to service users]: Cycling is making a difference to
peoples’ lives – and it can do the same for you too

•

[to funders]: Your funding means that our project is
delivering an impact. Thank you.

•

[to volunteers] We need your support: come and volunteer
with us

•

[to other community groups]: Partner with us and use our
services to support your work in the community
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Tools

How are you going to say it?
There are lots of tools at your fingertips to get your messages
out into the world, from traditional media to digital platforms.

This toolkit will cover top tips for…
•

Design e.g. leaflets, posters, brochures

•

Media: press releases

•

Digital: social media, newsletters
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Design e.g. posters, leaflets

Considerations for design:

•

Your target audience

•

Key messages they need to know

•

Benefits from engaging with your project

•

A call-to-action e.g. sign up, visit website

•

Accessibility: avoid font that’s too small or
on a background without contrast

•

Be engaging: design that is thought-through
and well-executed is more likely to catch
the eye and presents your organisation as
professional and trustworthy
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Do…
•

use a background colour that has enough
contrast against your logo

•

explore having a reversed colour logo for
darker backgrounds

Don’t…

•

place your logo over busy photographs as
it will clash

•

stretch your logo
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If you’re using the Cycling Scotland or Cycling Friendly logos, please…

•

remember to leave enough space around the logos – this is
called the ‘exclusion zone’ and should be the height of the
small letter ‘c’.

•

leave the same amount of space around the logo

•

make sure the logo isn’t smaller than the minimum size
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Press

Sending a press release to media is a good way to highlight your work.
Remember to:
•

Structure your release using the press release pyramid (right)

•

Keep focused on the human-interest angle of your story: how your
project is directly impacting and benefiting real people

•

Include decent photography to accompany the news article

•

Try not to go over one page

•

Add your details should journalists want to contact you
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Social media

Social media is a great way to engage with your audiences: you can get
your message out quickly, for free, and to people who care about and
are engaged with your work.
Remember to:
•

Use visual content: images and videos

•

Take advantage of hashtags, awareness days and @mentioning
relevant people / organisations

•

Engage with your followers and have a conversation

•

Share articles that your followers will find interesting and which will
generate conversations

•

Use polls, quizzes and ask questions

11

Newsletters

Get directly into the inbox of people who are interested in your work,
by sending out regular emails.
Remember:
•

Gather email addresses at events and add to your mailing list

•

Quality over quantity: send one brilliant email a month rather than
rushing to create one every week

•

People’s attention spans are short, so try to stick to three key bits
of content

•

Include a call-to-action to encourage readers to, e.g. volunteer,
fundraise, attend an event you’re running etc.
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Resources

There are lots of free tools and resources that can help you promote your work:

•

Communications planner template

•

Google Alerts

•

Design brief template

•

Google Analytics

•

Case study consent form template

•

Hootsuite

•

Social media policy template

•

Mailchimp

•

Canva

•

Awareness Days
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Communications plan

Audience

Message

Tool

Frequency

Results

Who are you speaking to?

What do you want to say?

How are you doing to say it?

How often are you doing to
contact them?

How are you going to measure if it’s effective?

eg. Volunteers

•
•
•

Newsletter

Monthly

•
•
•

Thank them for their support
Share updated safeguarding policy
Encourage continued volunteering

Open rates
Click rates
Acquisition analytics from volunteer registration
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