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1.0  Introduction and Overview
The Marine Environmental Data and Information Network (MEDIN) aims to work together with its partners and wider marine community to improve access and stewardship of marine data. This paper describes the communications strategy that has been developed for MEDIN. The aims of this strategy are:

· Identify different stakeholder groups and methods by which to communicate to them
· Provide guidance on style and circulation MEDIN documents
· Provide guidelines for the notification and organisation of meetings
· Describe reporting of the strategy 

This paper is in draft form and is therefore open to amendments and additions.

2.0 Methods of communication and stakeholder groups
The stakeholder groups of MEDIN can be categorised as follows:
1. MEDIN Sponsors board delegates (individuals in sponsor organisation are covered by points 4 and 5)
2. MEDIN Executive Team and Working Groups
3. MEDIN Partners

4. Individuals in government organisations not directly involved in MEDIN development but using MEDIN outputs
5. Individuals in non-government organisations not directly involved in MEDIN development but using MEDIN outputs
It is expected that groups 1-3 actively participate in the development of MEDIN and require information on activities whereas groups 4 and 5 largely require information on resources that have been delivered by MEDIN (users). These stakeholder groups require different methods of communication which are:
1. Sponsors board meeting and minutes

2. Annual report
3. Executive team and working groups meeting and minutes
4. Partners meetings

5. Forums

6. ‘Road-show’ presentations to sponsor organisations
7. Website

8. Conference sponsorship

9. Publications in marine themed magazines and e-newsletters
10. Presentation and participation at meetings/workshops/conferences 
11. Marine Data News

The interaction between the stakeholder groups and methods of communication are shown in Figure 1. Figure 1 shows that the wide range of methods of communications proposed would be effective at satisfying the information needs of the different stakeholders. 
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3.0 Details of communication methods
The below gives further information on the management, content and frequency of each type of communication, and user groups which it is aimed at.
3.1. Sponsors board meetings
The MEDIN Sponsors’ Board is the ultimate decision making body, responsible for approving budgets and work plans. It will meet at least once per year, as arranged by the MEDIN core team. The interest of the sponsors is aimed at primarily on the development of MEDIN and ensuring that it meets the aims of their organisation. It is anticipated that the sponsor representatives have high demands for their time and therefore meetings should be used effectively. The meeting will involve the individuals in the sponsor who are responsible for funding and making strategic decisions. Once finalised, the minutes of the meetings will be made available to the public on the MEDIN website. The MEDIN core team who attend the meeting will be responsible for highlighting any issues which require resolution and ensuring that the decisions made are implemented in the MEDIN work plan.
3.2. Annual report
An annual report will be produced at the end of the financial year and distributed in advance of the sponsors’ board meeting. In addition to the Sponsors’ Board meeting, this report will form the basis for sponsors to track progress of the MEDIN project. In addition it is expected that the MEDIN partners will also use the document to allow an evaluation of progress and expected implications for the organisation. The document will be signed off by the sponsors’ board at which point it will be made available on the MEDIN website and distributed to the MEDIN Executive Team.
3.3. Executive team and working group meetings and minutes

The WG and Executive Team meetings will be held according to the schedules agreed by those groups. At each Executive Team meeting the attendees will have reports from each work stream and will foster coordination between work streams and address any pertaining issues. The minutes of all meetings should be made available according to the guidelines in Annex 1. It is anticipated that the minutes of meetings will be used by interested parties to track progress and allow the working groups to develop in a coordinated manner.
To assist communication between MEDIN groups, e-mail forums have been setup whereby stakeholders can email one address and have that email forwarded to all those held on that list.  The forum addresses are:

· medin_dacs@ mailman.nerc-liv.ac.uk
· medin_fisheries_dacs@ mailman.nerc-liv.ac.uk
· medin_dacwg@ mailman.nerc-liv.ac.uk
· medin_standards@ mailman.nerc-liv.ac.uk
· medin_rad@ mailman.nerc-liv.ac.uk

· medin_executive@ mailman.nerc-liv.ac.uk
Inclusion to each forum can be requested by contacting the MEDIN executive team at enquiries@oceannet.org
3.4. Partners’ Meetings
Partners’ meetings will take place annually to review MEDIN activities over the previous year, to present new developments of interest, and to discuss MEDIN plans for the next year. This will be the main forum for individuals outside of the Executive Team who wish to provide input and be actively involved in the MEDIN development. 
3.5. Forums and workshops

It is anticipated that a minimum of 1 and maximum of 2 forums will be arranged each year however it will be based on a demand basis. It is expected that the all partners of MEDIN will suggest forum topics and the MEDIN executive team will agree any topic. Forums will not be held unless a suitable topic is found that will meet a demand in the community. The forums will engage with specific groups of people within a theme who may or may not be data managers.
Workshops and Forums will be expected to have tangible outcomes that will make a significant step forward in the aims of MEDIN within a specific theme. The outcomes, presentations and summary paper should at a minimum be publicised on the MEDIN website under specific pages. If the outcomes are of relevance to the wider community a publication in a relevant marine themed magazines and e-newsletters would be encouraged.
Workshops and forums should be advertised in Marine Data News, by an e-mail to partners and also by e-mail to any target audience a minimum of 3 months before the date.
3.6. ‘Road-show’ meetings and presentations to sponsor and partner organisations

Previously MEDAG and MDIP held meetings with sponsors and partners on a one-to-one basis to discuss progression of the projects and to ensure that they met the needs of the sponsor. The meetings often also included presentations to the individuals in the wider organisation to raise the profile of MEDAG and MDIP. 

 These meetings proved to be very useful and strengthened input between the sponsors and project team and helped raise the profile of the projects. It is proposed that these continue under MEDIN with the aim of meeting each sponsor at least once within the current 3 year lifetime of the project. The period Feb- May 2010 would be a suitable time in the project to review progress, as resources under MEDIN will have been delivered and further input for future development required. It is anticipated that D. Cotton as MEDIN project manager will be the primary presenter however this may be complemented or replaced depending on availability. 
3.7. Oceannet website

The MEDIN website will be the main source of delivered resources for MEDIN users and also provide information to those who are actively engaged in MEDIN development. The home page for MEDIN is: http://www.oceannet.org/.
The website will give access to the marine data discovery portal, information on how to submit data, marine data standards, library and archive, specific pages on initiatives such as INSPIRE, information on how to join MEDIN, as well as subscription instructions to Marine Data News. The terms of reference, meeting minutes and list of members, as well as other papers of interest for partners will be posted on the website on the “library and archive” page.  This will provide an electronic record of proceedings.  Partners and sponsors may also wish to make available meeting papers.
The role of maintaining the Oceannet.org website will be undertaken by members of the MEDIN executive team, who will endeavour to upload new documents and amendments within a week of receipt. Links on the website will be checked every 6 months by the MEDIN team and usage figures monitored and reported in the annual report.
3.8. Conference Sponsorship

Sponsorship and a presence in the form of a stand at meetings such as ‘Coastal Futures’ and ‘Oceanology’ will help disseminate information on MEDIN resources to the wider interested community. The distribution of MEDIN publicity materials such as pens and mugs which will then be taken away and used elsewhere will help publicise MEDIN further afield. It is expected that MEDIN will provide a stand and sponsor at least one large conference each year. A display may be provided within a larger stand under the Marine Science Coordination Committee.
3.9. Publications in marine themed magazines and e-newsletters
Publications in widely read marine themed magazines and e-newsletters is an efficient method by which the MEDIN user community can be informed of outputs such as standards and the portal that can be used to access and manage data more efficiently. These publications will be aimed at individuals and specifically geared towards the commercial sector who are not currently involved in the technical development of MEDIN. It is anticipated that 1 full length article will be published each year. The following are suggested publications that may be used:
· Hydro International Magazine

· Marine Technology Magazine

· Marine Scientist Magazine

· Challenger Newsletter

· Oceanbuzz e-newsletter

· CCMS mail listing
3.10. Presentation and participation at meetings/workshops/conferences

There are 3 main types of meetings whose participation aims are different. These are:
· Participation in meetings which discuss Spatial Data Infrastructures (SDIs) outside of the marine community which will transfer knowledge and experience from and into MEDIN (eg. INSPIRE, eSDI++, ERFF).

· Participation at themed meetings to provide guidance on use of MEDIN outputs such as on standards, access to data and data archiving (eg. marine protected areas development, aggregate levy sustainability fund meeting, MECN, UKMMAS evidence groups).
· Participation at meetings to gain additional information on specific initiatives and to then provide that information to MEDIN partners (eg SEIS).

Presenting and participating in meetings, workshops and conferences are primarily aimed at the wider interested community who may use outputs from MEDIN and also at knowledge transfer.
3.11.  Marine Data News

Marine Data News will be used for two main purposes: 

· to inform the wider community on marine data initiatives outside of MEDIN
· the be the main form of communication to the MEDIN partners and to the wider community on the development of MEDIN, outputs from MEDIN and notification of meetings. 

Marine Data News has recently been redesigned to incorporate a more engaging front page, providing immediate information.  Articles, news and events are clearly separated, resulting in an easier and more immediate access to the required information.  Links to partner/sponsor news sites will also be included.

Publication of Marine Data News is by means of an email circulation to all subscribers, and by printed copies available on request from the MEDIN executive team.  Copies are also available from the Oceannet.org website on the “library and archive” page. Marine Date News is set to a quarterly publication schedule (Feb, May, Aug, Nov). A list of subscribers to Marine Data News will be maintained and usage statistics provided in the annual report
Articles and news items are expected to be provided by partners and sponsors and suggestions for articles will be sought at each Executive Team meeting. A standing article on the MEDIN development and relevant outputs will appear in each publication.
4.0  Role of sponsors and partners in communications

Partners will be expected to disseminate MEDIN information within their organisations. In particular this includes the distribution of MEDIN approved standards. The distribution of publicity material such as leaflets, pens and mugs will also raise awareness of MEDIN which will in turn increase the reuse of data and information. Partners will also be expected to provide links to the MEDIN website from their own to increase web traffic.

In addition we encourage partners themselves to present  MEDIN at suitable forums. Some funding to support this activity is available, and the MEDIN core team can provide practical support in terms of providing suitable presentation and publicity material. 

5.0   Availability of MEDIN communication resources
There will be dedicated pages on the MEDIN website that will allow users to download or request MEDIN communication resources. This will include:

	Resources
	Download
	Request

	General MEDIN Poster A0 
	Yes
	Yes

	The MEDIN logo and guidelines for use
	Yes
	

	Branded mugs
	
	Yes

	Branded pens
	
	Yes

	Flyers
	Yes
	Yes

	Banner
	
	Yes

	Powerpoint slide design
	Yes
	

	Cover sheet for Minutes
	Yes
	

	Manuscripts of publications
	Yes
	Yes

	Marine Data News
	Yes
	


6.0   Standardised communications and meeting arrangements
In order that documents are readily recognisable as relating to MEDIN, and thus providing a corporate identity, they should all follow a standard format.  These standards include:

· a standard cover sheet layout for meeting papers.

· a standard header style to be used for minutes of meetings
For minutes of meetings, it is recommended that participants’ names be reduced to initials, and these initials then used throughout the body of the text for actions. The personalisation of comments should be avoided. Key points and actions (with actioner initials and approx due date) should be recorded.

Draft minutes to be made available to the meeting attendees within 2 weeks of the meeting and they should be given 1 month to provide comments. The final draft should then be made available on the MEDIN website. 
Annex 1 includes examples of suggested layouts for meeting papers and minutes.

The location of MEDIN meetings should be arranged to ensure that the geographic scope of the organisations involved in MEDIN is taken into account. 

7.0   Reporting of the Communications
Details of performance within each method of communication shown above will be reported to the Executive Team every quarter and each year in the annual report.

Annex 1: standard document formats
1. Example of Meeting Paper cover sheet.
2. Example of layout for minutes of meetings
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Guidelines for MEDIN Discovery Metadata Standard.
For discussion and comment by Standards WG for meeting 29th April 2009
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Minutes of MEDIN standard meeting
Tuesday 3rd March 2009

10:00am – 16.00 pm
Conference centre, Conference Hall, Conference Street, London, NW1 0ET
Present:

Joe Bloggs (JB)
Chair, DARDNI
Jane Doe (JD)

SOCS
John Doe (JDoe)
SAMS
Apologies:

Terry Allen (TA)
MEDIN

Minutes

Main body of text goes here

Summary of actions

	Task
	Actioner
	Action By

	DC to visit SOCS to discuss funding arrangements
	DC
	April 2009

	Comments on the draft MEDIN strategy to MC
	All
	March 2009

	Note date of next meeting agreed as 6th July 2009
	All
	6th July 2009






Fig. 2:	Example of layout of meeting minutes
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