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Communications Guide
Instagram Takeover Instructions 
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Instagram Takeover Tipsheet

Send a high resolution photo of
yourself to kuangg@mcmaster.ca
for promotion of the takeover on
our permanent social media feeds

Shoot vertically. This saves the
user from having to rotate their
phones to watch the story.

Introduce yourself. To start, include
your name, personal pronouns, and
the reason for the takeover.

Did you know you can use
hashtags in stories? Use a
few to get more outreach

There is only 15 seconds per
story, so be mindful of the
amount of text you add.

To increase accessibility, place
light coloured text on dark
backgrounds or vice versa

Keep it concise: Post a
maximum of 10 slides

If you can, take your photos
and videos ahead of time
and post them all at once.
This maximizes outreach.

If you are taking videos of
yourself speaking, be aware
of lighting. Stand in front of
a video for natural light.




Running events

1. Secure date, time, location 

2. Create marketing and promotion material

a. Canva is a great resource that is free! 

b. Once your posters, social media, and other promotion material is finished, send it to asp@mcmaster.ca and to other stakeholders, to ensure it is ok to post/print

c. Once approved, you can email your posters to the underground to be printed

3. Create a communication strategy schedule with all of your posts for social media written out, hashtags included, and any graphics and send to asp@mcmsater.ca and to other stakeholders

a. Be sure to include @macsustain on Instagram and Facebook on your posts or consider doing takeovers

4. Create an Eventbrite will all the details 

5. Create a Facebook event page and link to your Eventbrite 

6. Stay on top of your event! If people ask questions via Facebook, try to get back to them ASAP. You can also schedule posts on Facebook which makes it easy and convenient to stay on top of your posting schedule

7. On the day of the event, use Eventbrite’s website to check in guests or print the attendees list off the night before/day of

8. After the event, ensure you thank everyone for attending. This can be via email, or on the Facebook event page. 

Communication #1: Long Version

This is the first communication you should write, as you will reference it in all your subsequent communications. This will be the communication you will use to post on your webpage, Eventbrite, and/or Facebook event page. Note that example text in gray does not need to be included in the final version but is represented here to provide guidance.
Here’s what you should include, in order:

· Title of the event

· Purpose of the event (brief overview of who is hosting and what’s going on)

· Details (where and, when)

· Specific information (how can participants take part and prepare? RSVP required? rain plan? prizes etc.)

· Contact information (necessary in case someone has a question)

Example:

Title: Green Jobs Event: Bridging the gap between students and employers

Purpose:

To connect students interested in sustainability-focused careers with sustainability professionals and employers in Hamilton, McMaster’s Academic Sustainability Programs Office and Student Success Centre, in collaboration with Hamilton’s Sustainability Professionals Network, are hosting a panel discussion and networking breakfast to facilitate conversation around “green jobs”. Students from all faculties and all levels are welcome. 
To educate this conversation, Sustainability Student Intern, Connie Zhang, is surveying current students to explore perceptions of sustainability-related careers. The goal of the project is to better align the career goals of students with the needs of professionals in the field of sustainability. 

Sustainability Student Intern, Simon Webb, is surveying Hamilton’s top green employers and sustainability professionals to identify the types of sustainability-related employment opportunities available to graduating students, and the skills required to obtain such careers. 

Students and sustainability professionals/employers are encouraged to take part in the respective surveys prior to October 1st. Information from these surveys will be presented during the event, and will be used to guide the panel discussion. Student survey participants will be entered into a draw to win a $100 gift card to the McMaster Campus Store.

Event Details:

Friday October 12th, 2018
9:30AM – 11:30AM

Celebration Hall, Kenneth Taylor Hall, Room B116

Click here for a directional map: (http://www.mcmaster.ca/uts/maps/kth0.html)

Specific Information:

Suggested dress code: Business casual 

To register:

Students

Pre-registration is encouraged. All student attendees who have pre-registered will be entered in to a door prize gift draw. Please register via Eventbrite [active link].

Sustainability professionals/employers

Please contact Simon Webb for more information about taking part in this event

Contact Information:
For more information on this event, please contact Simon Webb via email at webbs3@mcmaster.ca 
Communication #2: Short Version

The information used in this communication is to be taken from the Long Version, above. This communication will be used for email and/or posters to invite people to your event. The subject line of your email or title of your poster should be the name of your event and perhaps date and time.

Here’s what you should include, in order:

· Title of poster/email subject line

· Short purpose of the event (max. 2-3 sentences)

· Details (where, what, when)

· Specific information (brief and to the point)

· A link to Communication #1, in case someone wants more information

It is good practice to ensure that the information presented in your Short Version does not require someone to scroll down in an email. Use short points with required information and direct people to your website (a.k.a. Long Communication) for all event details. Consider making a shortened URL. 

Example:

Title: Green Jobs Event: Bridging the gap between students and employers – October 12th, 2018 - Register Now!

Purpose:

To connect students interested in sustainability-focused careers with relevant sustainability professionals and employers in the City of Hamilton, McMaster University, in collaboration with Hamilton’s Sustainability Professionals Network, are hosting a panel discussion and networking breakfast. Students from all Faculties and all levels are welcome. 
Details:
Friday October 12th, 2018
9:30AM – 11:30AM

Celebration Hall, Kenneth Taylor Hall, B116

Specific Information:

Student registration is encouraged: LINK TO Eventbrite 

Interested sustainability professionals can contact Simon Webb at Webbs3@mcmaster.ca for more information on taking part in this event. 

Link to Communication #1:

Learn more at http://goo.gl/
Communication #3 Very Short Version

This is a very condensed version to be used for Twitter and/or Facebook posts. 

Here’s what you should include, in order:

· Title of the event

· Short details (where, when)

· A link to your website.

Example:

Students, interested in learning more about green jobs in Hamilton? Network with sustainability professionals at Mac on October 12th. http://goo.gl/L7tqiu 
Other Items to Consider
Here are some questions you should ask yourself when planning your event, prior to releasing communication:
· Is your event weather dependent? If yes, you should choose a rain date and/or a rain location.

· Is registration required? Be sure to include steps on how to register, the registration cap and the last date for registration, if applicable.
· Is there a dress code? Even if the event is indoors, consider what participants will be doing and how they should dress accordingly. E.g. if you’re hosting a cooking workshop, you do not want people to show up in formal clothes.

· Is there an incentive for attendees? Remember to let people know about prize draws and/or refreshments!
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