14 July 2008
Massachusetts Wing Public Affairs Plan

I.  Introduction
This annual plan, required to be prepared annually by CAPR 190-1, represents the plans of Massachusetts Wing (MAWG) for its Public Affairs Program, including regular marketing communications, mission communications, and crisis communications.  It was prepared by Lt. Col Everett Hume, Chief of Staff, and Lt Col William Meskill, Wing Vice Commander, in consultation with other staff officers.

II. Situation Analysis

The MAWG encompasses an area that is diverse, geographically, ranging from major metropolitan areas to some rural and from mountainous areas such as the Berkshires with many open waterways to the Atlantic Ocean including coastal areas.
The Wing consists of 16 Squadrons and 336 cadet and 510 senior members. Many of the units do not have a PAO assigned, not many of the PAOs are MIO qualified.
The wing headquarters organization based out of Hanscom AFB.
· Strengths:   The wing has a diverse, experienced staff that is committed to the highest ideals of volunteer service. The members make excellent use of technology to promote collaboration at a distance such as the internet.  The wing is an acknowledged leader in all of its missions and is serving the local communities.  In Public Affairs, the wing is in a re-structure mode due to staff changes and is exploring new models for capitalizing on its opportunities.
· Weaknesses:  The wing does not presently have a PAO assigned and many local units either have no PAO or an ineffectual PAO. The wings need to work towards certifying more Mission Information Officers (MIOs) through their E/S programs.  
· Areas for Improvement:  The website is continues to updated by staff in the absence of an assigned PAO.  This could be more current with regard to news and current events.
· Opportunities:  This CAP wing is very much involved in Emergency Services and has been involved in many missions in the last year that reflected well on the organization. In fact the wing hosted IACE in 2007.  The accomplishments of this event were chronicled in local media (Springfield Republican) as well as NBC, ABC, CAP Online News. 
· Threats:  CAP units in the wing vary in their health, from active dynamic teams to small units that struggle to survive.  The need for further training and professional development is constant.  Many local unit PAO’s are relatively new members who are inexperienced at the functions of the program, this seems to be a familiar theme in other wings across the nation.  Poor PAO work equals poor community visibility which results in poor recruitment and community involvement.
· Major Events: Each year the wing conducts a Wing Conference, Cadet Encampment, Squadron Leadership School and Corporate Leadership Course, as well as numerous training opportunities such as the SAREX’s. 
III. Wing Goals

MAWG has established the following goals for 2008:

A. Good management and accountability of funding and resources. 
B. Coordination of training to ensure operability. 
C. Retention and the professional development of members.
D. Compliance with CAP regulations, directives, and requirements of higher headquarters.
IV. Public Affairs Objectives

MAWG has established the following PA Objectives for 2008:

A. Support the PA/Marketing Plan, Strategies and Goals of CAP National Headquarters.
B. Recruit more talented members to the PAO ranks.
C. Support and mentor the PAO’s of the wing, especially new PAO’s and MIO’s.
D. Increase public awareness of CAP, its local, state, and national missions and its contributions to our nation. 
E. Promote cooperation between CAP and other aviation organizations, the military, business, industry, and civic groups within the territory of the region.
F. Conduct more Wing-Wide PAO Workshops
G. Increase conference call meetings with subordinate unit PAOs.
V.  Public Affairs Goals and Strategies
The MAWG’s Public Affairs effort rests primarily in the role of program management and support.  

Most external media and public contacts in CAP occur at the wing and local level, MAWG’s effort is one of monitoring implementation of the program in subordinate units, and providing Public Affairs services that support the unit wing and the region headquarters.
MAWG has set the following goals for its Public Affairs Program. Each goal is described, the measures of success are provided and each goal lists which objective it supports.
As part of the routine reporting the MAWG PAO will summarize these measures and report to the Wing Commanders on progress and successes/failures on a regular basis.

	GOAL #1 Insure that every unit has an active, engaged and trained unit Public Affairs Officer.

	Description: The success of the CAP Public Affairs program rests with each unit having an active and engaged PAO. 

MAWG/PA will work with the unit Commanders to identify candidates for this position and assist where desired by the unit in finding a unit PAO for each unit.
MAWG/PA will work with the unit PAOs in order to develop training goals for their PAO; this will include the establishment of PAO Workshops and MIO classes.

	Measure of Success: Each unit, including the wing headquarters, has an assigned PAO that is or will be enrolled in the PAO Specialty Track. The number of unit PAOs that attend these workshops and the wing conference will be one of the measuring sticks. 

	Supports PA Objectives A, B, C, D, E, F 


	GOAL# 2 Insure that the wing has a cadre of trained and active Mission Information Officers

	Description: Brig Gen Courter in her March 2008 letter to the wing commanders stated the importance of having only qualified spokespeople speaking for CAP during operational missions. Having qualified members working this function can mean success or failure during a mission.

	Measure of Success: An increase in the number of MIO’s in the wing. This data comes from WMIRS. 



	Supports PA Objectives A, B, C, D, E


	GOAL# 3 Promote and create regular submissions to the CAP News Online news service.

	Description:  Because most news releases within the wing will originate from the local levels, local PAOs will be encouraged to take appropriate unit news articles and other releases be adapted and delivered to the Civil Air Patrol News Online.

MAWG/PA will promote the distribution of news stories and releases to CAP Online News and the MAWG website. This will be included in appropriate training and conference updates.

	Measure of Success: MAWG/PA will develop a semi-annual spreadsheet that tracks the number of releases/stories published in the Online News and web-site updates. This will be reported to the Wing Commander, Vice Commander and Chief of Staff.

	Supports PA Objectives A, B, C, D, E, F 


	GOAL# 4 Insure the MAWG Website is a valued source of information for CAP Members

	Description: The MAWG Public Affairs staff will collaborate, as needed, with the wing webmaster/IT Officer to ensure that the website’s direct and subconscious messages for the general public all reflect positively on the unit and the organization.    

	Measure of Success: The website is regularly updated with current content  and meets the needs of the Wing Staff, Unit Commanders and Wing Commander.

	Supports PA Objectives A, C, D 


	GOAL# 5 Mentoring and training of unit Public Affairs staff and others interested members by implementing the PA Training Plan 

	Description: Because training, mentoring and professional development is vital for wing and local PAO’s, the region PA staff will develop resources and training materials that are available via Internet/distance technology.
These materials will include practical resources for daily use by PAOs, as well as professional development materials geared to the Public Affairs specialty training track and the Mission Information Officer function.

The primary communication conduit between the region PA staff and subordinate units is through email and conference call meetings.  

	Measure of Success: Plan, organize and execute PAO Workshops around the wing, the number of participants will be the measure of success.

	Supports PA Objectives A, B, F 


	GOAL# 6 Promote and support the “Flight Plan” (Appendix A) as the basic unit Public Affairs strategy in MAWG.

	Description: The wing PAO uses the “Flight Plan” to guide PAO’s and helps Unit PAO’s establish a direction for their programs. The Flight Plan outlines the wing PAO’s goals for each squadron in the   wing. It is the measure that is used to determine PA program effectiveness for the Wing’s Unit and will be used in the Wing’s PAO Recognition Program. It is also the cornerstone for developing support and training for unit PAO’s

	Measure of Success: The metrics used will be the number of units with PAO officers, The number of qualified MIOs, and the number of quarterly reports submitted and the statistical information therein.

	Supports PA Objectives A, B


	GOAL# 7 Promote the recognition of PAO’s by units.

	Description: The Wing PAO will establish a process to implement the PAO Recognition program as outlined in CAPR 190-1. This process will be published at www.mawg.cap.gov.  The wing PAO will submit the name(s) of a unit PAO who based upon their performance during the previous year, will be designated as the wing PAO of the Year.  This award will be presented at the Wing Conference that year, in addition they will be nominated for national PAO recognition and awards.


	Measure of Success: Each unit submits a nomination for the Unit PAO of the Year Award.   

	Supports PA Objectives A, B


	GOAL# 8 Ensure 2 way communications between the Wing PAO and Unit PAO’s and National HQ

	Description: Good communications is very important between the MAWG and their squadrons.  

MAWG/PA serves as a representative of and as advisors to NER and National HQ.
The MAWG PAO holds on an as-needed basis, conference calls with all the Unit PAOs and encourages them to attend the Wing Conference.

	Measure of Success: A log will be maintained of the conference and Unit PAO calls and this log will be shared with the Wing leadership.

	Supports PA Objectives A, B


	GOAL# 9 Encourage PAOs to get the word out

	Description: Good press is essential for recruitment and for building community and CAP Partner relationships.  

The Wing will drive an effort to increase the number of unit PAOs press releases through training and support initiatives.

	Measure of Success: The metrics used will be the number of quarterly reports submitted and the statistical information documented in the reports

	Supports PA Objectives A, B


VIII. Annual Review
This plan will be reviewed each year in the month of January. This review will consist of a comprehensive review of the PA program as outlined in this plan. This review will go over successes, failures, areas for improvement and update goals/objectives for the next year. 
Wing Commanders and PAO’s will be asked for input prior to implementation of the revised plan of action.

VII. Promulgation 
This plan upon approval of the wing commander will be communicated to every commander and PAO in the wing via www.mawg.cap.gov.and by email.
APPROVED:







//////Signed//////
DAVID BELCHER, Colonel, CAP
Commander
APPENDIXES:

A. the PAO’s Flight Plan
B. Region PA Training Plan

DISTRIBUTION: 1 Each (Electronic)

MAWG Unit Commanders
MAWG Staff
MAWG Unit PAO’s
CAP NHQ/PA
CAP/PA

Record of Review:
	Review Date
	Commander’s Initials

	Initial Plan 14 Jul 2008
	Approved by CC on 16 Jul 08

	Modified Plan 30 Jul 2008
	Approved by CC on 30 Jul 08
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	The PAO’s Flight Plan
 “A Path to Success as a Unit PAO”


The PAO’s Flight Plan is a basic strategy that a Unit PAO can use to be successful. It is 4 simple objectives listed below:
1. Submit 1-2 releases/stories to local and CAP media monthly
2. Develop and Maintain a Unit Website

3. Publish a Unit Newsletter

4. Conduct an Outreach Event each year

1. Releases and Stories to Local and CAP Media

This is important because if no one hears about you no one knows about you. A Unit PAO should strive to get 1-2 releases out per month.

Suggested stories that the media may be interested in

· Cadet Achievements and Promotions (Milestones)

· Member successes (in and out of CAP)

· Significant Unit Events

· Actual and training Missions

Include Action Pictures if possible in your release. Nothing is more boring than a traditional Grip & Grin. Build a library of images of unit members for this purpose.

Don’t forget to send copies of your releases to your Wing and Region PAO’s as well as CAP Online News.

The Old CAPM 190-1 has some great ideas for releases. It and templates/samples of releases can be found on your resource DVD. CAP Online news has great examples as well.

2. Develop and maintain a unit website

It is critical for a unit to have a website that

· Tells the squadron story

· Does not duplicate materials from higher headquarters

· Has original content

· Has news and pictures of unit members doing CAP 
is updated regularly

3. Unit Newsletters

Successful units publish a regular newsletter. It tells the unit’s story to its members and outside customers/friends and family.

Now this news letter can take any form that you and your commander agree on. Some units do a printed version, some do it as a PDF file or on a list serve or as a web page. You are limited by your creativity and resources.

Make sure that your newsletter is available on your unit website.
Create and maintain a mailing list for the newsletter consisting of members, families, local and airport officials, friends and CAP partners.

4. Community Outreach Events
You can’t get support for your unit unless the community knows about you.

An outreach event or Open House can help with this. Units should do one each year to let the community know you are out there and to try and attract new members.


[image: image2.jpg]ttom Line

N 7N o~

The Bo

3

The Public Affairs program succeeds because we have a
great story and great storytellers to tell it.




APPENDIX B

Public Affairs Training – PAO Workshops
Purpose:

The purpose of this plan is to establish objectives, goals and a time frame for a regional PA training program and to meet the requirements for PA planning as set out in CAPR 190-1.

Time Frame:

This training plan is effective 1 July 2008 and expires on 1 July 2010. This plan will be updated annually to reflect changing priorities, needs of the field and task accomplishment.
Execution

MAWG/PA will provide support for Public Affairs Officers and Commanders that emphasizes resource sharing, mentoring, Mission Information Officer Support and training, support of the PA Specialty Track and individual learning to accomplish the CAP’s Public Affairs Mission as defined in CAPR 190-1.

This will be accomplished by the completion of 5 key objectives that support the Unit PAO’s Flight Plan that we promote to Unit PAO’s as a basic plan of action.
	KEY PAO OBJECTIVES

	Objective 1: PA Resource Website – www.mawg.cap,gov

	Objective 2: PAO Committee

	Objective 3: PA Online Training-To be Developed

	Objective 4: Mentoring and Outreach-Through Wing PAOs

	Objective 5: Wing PAO Workshops

	


	Objective 1: PA Resources Website - http://mawg.cap.gov


Objective: Manage a training/resource website that will deliver training and resources to interested members especially Unit PAO’s. To be updated regularly with new content. The domain name is http://mawg.cap.gov
The site is up and running.
· The site is an information and resource for PAO’s in the Wing. 
A key part of this objective is to drive traffic to the site -- to regularly remind PAO’s, commanders and interested members in the wing of the resources on the website. The website will be promoted during with regular e-mail communications to the Unit PAO’s.

	Objective 2: PAO Communications-PAO Committee


Objective: To foster communications with the PAO’s of MAWG.
All Unit PAOs email addresses are included in a MAWG PAO email distribution list and is used as the major form of communication with Unit PAOs along with the MAWG PA webpage.  Using motivated experienced PAOs from around the wing who will plan, organize and execute wing, region and national PA communications, training and mentoring.
The MAWG Website also includes a Calendar listing all key events which are upcoming within the Wing and links to Region and National.
	Objective 3: Online Training (TBD)


Objectives: 

· To develop knowledge of public relations and marketing skills as it relates to conducting an effective local Public Affairs and Marketing Program

· Provide a means by which the public affairs officer gains professional skills necessary to promote Civil Air Patrol, the United States Air Force Auxiliary.

· To provide specific skills training for the Mission Information Officer function in Emergency Services.

Methods:
Online Course Delivery - TBD
New PAO Orientation – Mentorship TBD
Developing a PA Plan that will be approved – TBD
CAP Crisis Communications 101 – Template for Unit to follow – TBD
	Objective 4: Mentoring and Outreach


MAWG PA staff makes itself available to PAO’s and commanders at all levels that seek advice and assistance. This is primarily done thru e-mail and other electronic communications. A primary focus is supporting/advising Unit PAO’s
PA team members will reach out to PAO’s and Commanders by active participation in the Wing Conference.  

	Objective 5: Wing PAO Workshops


The Wing PAO Committee will plan, organize and execute a series of PAO Workshops at the local levels which will then be copied and executed by those trained during the initial workshops and will continue until all the PAOs within the units have had the opportunity to attend at least one.  Thereafter further workshops will be held as refresher courses and update sessions.
	Approvals, Review and Distribution










//////Signed//////







EVERETT C HUME, Lt Col, CAP








Chief of Staff
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