
INTERNAL COMMUNICATION



COMMUNICATING WITH STAFF

 Hold weekly or bi-weekly 

meetings to keep staff informed

• Keep staff informed of 

everything, good or bad

• Make sure staff 

understands overall vision

 Staff should hear news from you 

first – not others



COMMUNICATING WITH MEMBERS

 Newsletters – Create a weekly, 

bi-weekly or monthly newsletter. 

Make content relevant 

 Social Media – Post on social 

media daily. Be responsive to 

comments

 Meeting times – Designate time 

during the week to make 

yourself available to members

http://myemail.constantcontact.com/November-1--2016-Newsletter.html?soid=1117562960601&aid=EIm3qRCi4Bg


CRISIS COMMUNICATION

 Crisis Communication

• Please refer to this document when dealing with crisis 

communication.

http://www.usaswimming.org/_Rainbow/Documents/a07e0d27-808a-46a1-bd8b-69ec7382527a/Crisis Communication_Clubs.pdf


TAKEAWAYS

 Keep staff informed

 Staff are key advocates in sharing messages with 

members

 Use newsletters and social media to keep members 

informed


