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MISSION 

The Illinois Education Association-NEA’s mission is to effect excellence and equity in public education 

and to be THE advocacy organization for all public education employees. 

INTRODUCTION 

The purpose of the IEA Region 12 Communications Management Plan (CMP) is to define the 

communication requirements for the Region, to articulate how information will be distributed to the 

governance and members of the Region, and to assign key staff and governance roles in the 

dissemination of information to individuals at all levels. The objective of the CMP is to ensure that 

important information will be communicated to the membership in an accurate, reliable, and efficient 

manner. The implementation of this CMP will benefit Region 12 by increasing member engagement 

through the use of a consistent set of media, a consistent tone, an identifiable brand, and a professional 

image, thereby establishing the Region as a trusted and reliable source for information and organizing 

activity. To this end, the plan defines the following:  

 WHO - Which individual(s) is/are responsible for communicating information  

 WHAT - What type(s) information will be communicated 

 WHEN - When information will be distributed 

 WHERE - The medium(s) through which the information will be communicated 

This CMP will serve as a guide for Region 12 communications and will be updated as communication 

needs change. A directory of Regional Staff Members and elected leaders, along with contact 

information and individual responsibilities, will be included and updated as necessary.  

COMMUNICATIONS MANAGEMENT APPROACH 

The Region 12 staff and governance will take a proactive role in ensuring effective communications with 

all members. The communications guidelines are documented in the Communications Matrix presented 

in this document. The Communications Matrix will be used as the guide for determining what 

information to communicate, the medium(s) by which it will be communicated, who will be responsible 

for initiating the communication, when the information will reach the greatest possible audience, and to 

whom the communication will be targeted. Additionally, communication activities will occur in 

accordance with the frequencies detailed in the Communications Matrix to ensure maximum 

engagement and effectiveness without inundating members with unnecessary information. When 

possible standardized formats and templates will be used in communications to present members with a 

consistent and identifiable brand and format. 

As with most project plans, updates or changes may be required due to the constant evolution of 

technology and media. Additionally, changes or updates may be required due to changes in personnel, 

scope, budget, or other reasons. The Region 12 Regional Council will be responsible for approving all 

proposed changes to the CMP. Once approved, the plan and supporting documentation will be updated 

and distributed to Regional Staff and Governance and a printed copy will be filed in the UniServ 

Associate binder (red).  
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COMMUNICATIONS MANAGEMENT CONSTRAINTS 

All projects are subject to limitations and constraints as they must be within scope and adhere to 

budget, scheduling, and resource requirements. In addition, there may be organizational initiatives and 

directives, along with legislative, regulatory, technological, or departmental policy requirements which 

could shape or alter the Region’s approach to communications management. While communications 

management is arguably one of the most important aspects of project management, it must be done in 

an effective manner and within the constraints of the allocated time and resources.  

COMMUNICATION STANDARDS 

In order to achieve consistent and effective communications, standardizations of the regional 

documentation is a proven way to simplify the complexities of project management communication. 

The regional staff has developed standard templates and formats for the various communication tools 

used throughout (i.e. letterhead, newsletters, templates, etc.). Through this standardization, the Region 

will achieve consistent, effective, and recognizable communication. For the purpose of Regional Council 

meetings, the regional staff will utilize an agreed upon standard template for meeting agendas, reports, 

and meeting minutes.  

COMMUNICATION METHODS AND TECHONOLOGIES 

Often the methods and technologies used to communicate are just as important a consideration as the 

information being communicated. The varied technological skill sets of the region members must be 

taken into consideration when planning the integration of communication technologies. The region staff 

members will determine the most appropriate communication methods and technologies based on a 

variety of factors, including: time constraints, communication requirements, available technologies 

(internal and external), and organizational policies and standards.  

Upward Communication: A variety of upward communication tools will be considered and used, as 

required.  

 EMAIL: Email will be used for regular day to day communication as needed.  

 FACE TO FACE MEETINGS/INFORMATION SESSIONS: Meetings such as Regional Council 

Meetings, office meetings, and project/planning meetings may be necessary and will be 

scheduled at an appropriate time and location to accommodate as many individuals as possible. 

 MAIL CHIMP: Mail Chimp is a free web-based communication service that allows the user to 

track email opens and link follows. This service will be used to send out emails to current 

Presidents. The use of this service will enable the Region to track which members are regularly 

checking and reading information. Mail Chimp will be used on an “as needed” basis. 

 REMIND: Remind is a free online website that allows the user to send short SMS text messages 

to subscribers. These messages are limited to a finite number of characters and will therefore be 

limited to one or two sentences in length. Remind will be used to remind members of upcoming 

meetings/deadlines as needed and to announce emergency closures and schedule changes. 

Because Remind allows for members to unsubscribe from the service, it should not be used as a 

main source of communication, only as a complimentary form of communication.  
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One-way communication: A variety of one-way communication tools will also be implemented. 

 NEWSLETTER: A Region 12 newsletter will be produced on a monthly basis coinciding with the 

meeting of the Regional Council. The newsletter should include sections written by various 

Governance and Staff members including, but not limited to the Chairperson, the UniServ 

Director(s), and the UniServ Associate. The newsletter may also include a calendar of events, 

membership anniversaries, regional news/updates, training opportunities, and community 

outreach efforts. The newsletter will be made available to our members through a variety of 

mediums. It will be emailed to all local presidents using the Mail Chimp service,  it will be 

available for viewing and printing on the Region 12 website, and will be shared through social 

media and the Region 12 mobile app.  

 WEBSITE: The personalized Region 12 website is already established and is currently being 

utilized. For the purpose of site cleanliness and ease of navigation, posts to the homepage 

should be limited to short, informational blog posts of 2-3 paragraphs. Should the post require 

more than 2-3 paragraphs, a “READ MORE” tag will be utilized linking the reader to additional 

information. Additionally, the website contains links to relevant Region 12 Information, Local 

Resources, Member Resources, Political Action and Region contact information. Information on 

the webpage such the calendar, scholarship page, and Crystal Apple Awards information will 

need to be updated periodically. To ensure that the webpage remain relevant to the 

membership, the home page should be updated on a weekly basis. 

Other Communication: The following methods of communication are primarily intended as one-way 

communication, however the reader has the ability to comment, respond, react, discuss and share.  

 IEA REGION 12 MOBILE APP: The Region 12 Mobile App will be the central hub for all 

information, including links to the Region 12 website, Facebook, Twitter and YouTube accounts. 

The mobile app will also include a calendar with RSVP options. The use of the app will allow the 

Region office to “push” notifications to members prompting them to check other mediums for 

information. Additionally, the mobile app will provide a venue for member to member 

communication through the use of instant and group messages. This app is currently in the 

development stages, and will be tested throughout the coming months.  

 IEA WEB SURVEY: The IEA Web Survey tool will be used to gather/collect information from 

members. It may also be used for scheduling purposes. The IEA Web Survey tool will be used on 

an as needed basis and every effort will be made to keep the surveys as brief as possible.  

 SOCIAL MEDIA: Region 12 has an established social media presence on multiple platforms. The 

purpose of these accounts is to share relevant news stories and regional updates as well as 

promote pro-public education and pro-union viewpoints. Ideally, the social media accounts will 

be updated at least once per week during the hours of 2pm-3pm to maximize exposure during 

the peak hours 3pm-4pm. 
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ROLES 

Role Name Phone Email 

Governance 

Region Chairperson Heather Becker 217-248-6217 Heather.becker@ieanea.org 

Region Vice Chair Sean Genovese 309-318-9209 seangeno@gmail.com 

Region Treasurer Diann Tolles   

Region Secretary Stephanie Mencel   

Staff 

UniServ Director Craig Burns 217-322-2101 Ext. 2403 craig.burns@ieanea.org 

UniServ Director VACANT 217-322-2101 Ext. 2402  

UniServ Associate Tiffany Maxwell 217-322-2101 Ext. 2401 tiffany.maxwell@ieanea.org 

 

COMMUNICATIONS MATRIX 

Media Frequency Guidelines Responsible 

Email As needed Used for daily communication. No 
minimum or maximum length.  

Governance/Staff 

Mail Chimp As needed Used for communicating information 
that is of high importance. Mail Chimp 

allows the office to track who has 
opened and viewed the communication.  

Governance/Staff 

Newsletter Monthly 
(coinciding with 
Regional Council 

meetings) 

Used to communicate to a broader 
audience. Provide updates, tips, and 

other useful information. Limit articles to 
a few short paragraphs and keep the 

information succinct and relevant. 
Posted to the website and shared 

through social media.  

Governance/Staff 

IEA Region 
12 Mobile 

App 

Daily Used for group specific communications 
and discussions, for sharing links to 
relevant information and web posts, 
scheduling and meeting attendance.  

Staff 

IEA Web 
Survey 

As needed Used as needed for event scheduling and 
information gathering.  

Staff 

Remind As needed Used to remind members of meetings, 
deadlines and emergency 

closures/changes. One or two sentences 
in length, not used for essential 

communication. 

Staff 

Social Media  At least once a 
week at 3pm 

Used to share local information, updates, 
and pictures, along with links to relevant 
articles, newsletters, websites or videos.  

Governance/Staff 

Website At least once a 
week 

Used to provide a repository of 
information for members. Limited to a 
few short paragraphs on the front page 

but may link to more information, if 
necessary. 

Staff 
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GUIDELINES FOR REGION MEETINGS 

Meetings arranged by the Region office staff will adhere to the following best practices guidelines.  

1. Meeting agenda will be distributed a week in advance or as soon as the agenda has been 

provided.   

a. Sample agenda:  

i. Call to Order-Introductions 

ii. Approval of Minutes 

iii. Approval of Treasurer’s Report 

iv. Reports 

1. Chairperson’s Report 

2. Regional Committee Reports 

3. UniServ Directors Report 

v. Old Business 

vi. News Business 

vii. Discussion and Ideas 

viii. Adjournment 

2. The secretary is responsible for documenting the status of all meeting items and taking notes of 

anything else of importance during the meeting.  
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Appenedix 

A. Branded Letterhead 

 

 



7 | P a g e  
 

B. Branded Newsletter 
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