CHECKLIST - NEW PROGRAM LAUNCH COMMUNICATIONS PLAN
☐
DATE:  Meet well in advance with FGPA’s Communications Officer (Lin Moody) to discuss launch date. Before launching, your program must have gone through all development steps, including being approved by Carleton’s Senate Quality Assurance and Planning Committee, the Senate, and been given a green light by the Provost. In most cases, the program may also need to be approved by the Ontario Quality Assurance Council and the Ministry of Colleges and Universities
☐
KEY MESSAGES: Develop the “language” that you want to use to engage prospective students and others.  FGPA can help you with this project. Consider Carleton’s new “Challenge” campaign which is focusing on this idea to recruit new students.

☐
YOUR WEBSITE:  FGPA has a suggested template for your new program page, as well as buttons that you can upload. Assistance is available from FGPA and ITS. The website should be constructed well in advance of the program launch and kept as a draft until the day before the launch.  All requests for new websites are made via this website: http://carleton.ca/ccms/request-a-website/

☐
VIDEO:  FGPA can shoot a 15 to 30 second video of someone talking about the value of the new program for your new website. 

☐
PHOTOS ICONS:  Think of the banner image you will use on your website, the program template on the FGPA Admissions site and a university home page. Sometimes, this image can be reformatted as an image for your program page in the faculty viewbook. FGPA can provide suggestions for you.

☐
PROGRAM TEMPLATE:  FGPA has a template that you can follow for this page which will be located on FGPA’s Admissions site. The Communications Officer can provide you with draft text.

☐
CALENDAR:  This information needs to be in place before the program can be launched. 

☐
PROSPECTIVE STUDENTS:  Compile a list of prospective students who might be interested in the new program.
☐
BANNER & CARLETON 360:  FGPA’s Glendy Wong is in charge of building information about your program in Banner and Carleton 360. She will require specific information regarding topics such as program deadline dates etc. Plus, she will need all of your completed Required Documents uploaded into Carleton 360. Please note that you will not want to launch your program until this information is available when applicants Request an Application Accoun Select a Program. (https://graduate.carleton.ca/apply-online/)

☐
RESOURCES:  Consider other materials/resources that you want to hand out to prospective students.
☐
MEDIA TRAINING:  Check with University Communications (DUC) re . what kind of media training they offer. 
☐
PROGRAM LAUNCH DAY:  Consider if you want to organize an event on your launch day or do more of a “soft” launch. If an event, ensure that someone from your group creates a strategic plan. Also, consider if you want to invite media. If so, DUC could prepare a media advisory. 
☐
NEWS RELEASE (NR):  For “newsy” programs, FGPA and DUC may collaborate on writing a news release. It will be embargoed until the agreed-on launch date. 

☐
DISTRIBUTION OF THE NR:  DUC will distribute the NR to the media on the morning of the agreed-on date. You will also want to send the release to an email list that you have compiled in advance, including colleagues, alumni, associations, government contacts, social media sites, trade magazines etc. 

☐
TWITTER PROMOTION: FGPA can create a one-line teaser for newsletter/twitter promotion.  FGPA will then share with Communications Officers for the faculties, Research and Student Affairs for their relevant promotion vehicles. 

☐
OTHER SOCIAL MEDIA PROMOTION: Please contact Hillary Lutes from the Student Affairs Office to help you promote your new program via other university social media channels such as Instagram or Facebook.
☐
SOCIAL MEDIA PAID ADVERTISING:  Check with FGPA’s Communications Officer to see what assistance they may be able to offer re. including your new program in their annual social media ad campaign.
