
Part of a series of self-help booklets to get your local Liberal
Democrat party really moving

The “How do we do that?” guide to:

Communications Made Easy

Effective Communication -

the Basics

What Communication Means

Communication is what happens when one person shares
something with another.  It can be information, advice, ideas
or concerns.  It is a two-way process, involving giving and
receiving, talking and listening.   Communication is the single
most important process in politics.  As Liberal Democrats we
need to communicate effectively with each other and with
the public so that we work together as a team to achieve our
goals.

How communication works

There are three ways in which we understand other people’s
message – we interpret their
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The purpose of this booklet is to help
you make a success of the things that
your local party does. This guide also
suggests some new things that could
help you be even more successful.

There are six guides in all.  Each guide
is written in non-technical, “plain”
English and should be easy to
understand  for any member.  The other
guides in this series are:

� Local Party made easy
� Membership made easy
� Teamwork made easy
� Campaigning made easy
� Fundraising made easy

Please contact the address below for
copies of any of the other booklets.
For more copies, or to comment on the
“Made Easy” series, please contact the

English Party
4 Cowley Street
London
SW1P 3NB
Tel 0207 222 7999 ext 525
englishlibdems@cix.co.uk

© 2006 English Liberal Democrats

So the biggest part of how we understand each other comes
from how we sound and our gestures and expressions.  That
means we need to think about the best way to communicate
important messages for maximum effect.
For example, if you need to ask an activist about what they
can do to help in an important local election campaign, you
should consider doing it either in person or over the telephone.
That way you will be able to give and receive more information
than by just writing to them.

Two-way communication

For good two-way communication, we need to listen and
observe as well as transmit.  Listening involves receiving,
interpreting and responding to what others tell us.  It uses our
mind, not just our ears!  We can also listen with our eyes.
By paying attention to what others have to say, we can make
sure we address what is most important to them as well as
what matters to us.

Words 7%Body language 57%

Tone of voice
36%



Top tip
Picking the right method
of communication
As a general rule – the more important,
or possibly difficult, the message you have
to communicate, the more information you
need to give and receive.  So

Do…

� Use a mixture of communication
methods – written, spoken,
internet and email

� Keep in regular touch – don’t just
turn up when you want someone
to help

� Make a plan for your
communications including who is
responsible for communicating
with whom

Don’t…

� Leave it to other people to contact
you

� Just write to people – personal
contact creates real two way
communication

� Imagine that other people are
psychic and are bound to know

Communication - with

members and supporters
Successful local parties have a strong membership base as
well as supporters who do work for us.  Ideally everyone who
does something for the Lib Dems would be a member – that
way they get to have a say in how the party is run locally and
nationally.  But not everyone who will help us wants to join.
Make sure everyone feels wanted and appreciated by
including them in communications about what we are doing
and inviting them to social events.

What success looks like
At the beginning of the year set yourself clear targets.  How
many mailings to members and supporters (at least four a
year)?  What target attendance for the annual general meeting
(AGM)?  How many social meetings per year?  Be realistic
but set a target slightly better than last year’s performance.

Review performance against targets
at the end of the year.

They match?  Success!!

Careful!!
Don’t set unrealistic targets.  You’ll never get all (or even most)
of your members to attend a social event, so don’t set a target
that you are almost guaranteed to miss.

Good member and supporter communications

Why not appoint someone to take responsibility for member communications?
It could be someone with marketing, journalistic or writing experience.  Encourage
that person to “own” local communications.  Ensure they are recognised for
their good work and ask them to come up with new creative ideas to communicate
with members, for example a photo-chronicle of the year’s work.

Using the internet and email
Many people are becoming used to getting information and news via the
internet.  Using email and a local party website is becoming more and
more common, but you still need to make it a two-way communication.
Make sure you allow people to control how much information you send
them by this route.  Becoming spam (electronic junk mail) does no one any
good!

For more information about creating and managing electronic campaigning
see LDO (Lib Dems Online) Guides available on the Extranet or at
www.online.libdems.org
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Communication –

with members and supporters
How to do it….

Newsletters
Send by post, email or deliver by hand a regular newsletter to every member
at least once every three months.  Give details of a variety of Local Party
activities and national activites which they can attend. Include:

� Forthcoming events

� Policy and campaign news (most
members will not have heard of our
latest policies – look in Liberal
Democrat News, Goldmine, the
main Party website for possible
topics)

� Local people features (Candidates,
Councillors, Local Party officers,
“famous” members)

� Contact details (how to get in touch with you and local
representatives)

Contact trees
Allocate active members to
keep in contact with three non-
active members.  They should
contact them at least once
every three months.  Active
members should

� Invite them to
forthcoming events
personally

� Collect their membership
subscriptions

� Help answer (or find
answers) to policy
questions

� Be a point of friendly
contact for the member
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General meetings
Are open to all members, and they all have a right to turn up and
vote.
Make sure:

� People are given plenty of notice (at least 21 days for
AGMs)

� The agenda has a mix of business and interest items

� A social event is organised afterwards where possible

� All members are greeted on arrival – don’t assume they
know someone

� People are encouraged to stand for elected positions,
and are clear what the position commits them to do

New Members’ Packs
New members need to be told what is going on in the local and national Party, they are less likely to be informed
than other members. They receive little local information with their membership card from Cowley Street and are
much more likely to leave the Party than other members.

New membership packs should include:

� A personal letter from the Local Party Chair (or other officer) welcoming them to the Party

� A contact list of Local Party officers, Councillors and others

� Information on policy, including our latest campaigns

� The latest members’ newsletter

� A personal invitation to the next Local Party event



Communication – with Councillors
Local Parties and Councillors need to work together to achieve their aims, but, frictions can arise.  These
are usually created by a lack of communication.  Sometimes problems can occur through a deep difference
of opinion. For instance the councillors feel one approach would be better for political reasons, while the
Local Party prefers another approach for, say, reasons of principle.  These disputes can waste time and
effort.  There are many ways to solve and even avoid them.

The symptoms of
poor communication

� Inconsistency between
Local Party policy and
Councillor policy

� Public arguments
between Councillors
and Local Party officers

� Falling attendance at
local meetings

� Feelings of impotence
amongst Local Party
membership

� In extreme cases,
motions of No
Confidence or
resignations

The outcomes of
good communication

� Key people consult
each other before they
make decisions

� The Local Party
meetings are well
attended by Councillors

� The media are unable
to report splits within
the local group

� Councillors and Local
Party workers help each
other with campaigns
and elections
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Membership
Kit

Membership
Kit

Membership
Kit

How to create good Party/
Councillor communications

1 Chair/Secretary formally invites Councillors along to Local
Party meetings. Councillors have representation on Local
Party executives - see model Local Party constitution.

2 Local Party asks for updates from Councillors on key
issues

3 Local Party feeds its views into Council group
4 Councillors are given space to explain reasons for deviat-

ing from Local Party line
5 Representative of Local Party attends Council Group

meetings
6 Councillors have a representative on Local Party Executive
7 Council group regularly asked to send a representative to

talk on council activities

What you can do
now…

� Get the Council Group
and Local Party to meet
to discuss their political
goals

� Write down the outcome
of the meeting, and
remind them of it if there is a dispute

� Set specific goals, which the Group and the Local Party can
agree on

� Appoint the liaison representatives to attend Council Group
and Local Party Executive meetings

� Introduce a Councillors’ column in the Local Party newsletter
� Always invite councillors to the Local Party socials
� Agree on how you will handle differences of opinion of policy

If a dispute between Local Party and
Councillors arises:

� Define the difference exactly
� Separate the personalities from the issue
� Sit key people down and TALK IT THROUGH
� Publicly summarise the outcome



Keeping in touch
between meetings

If we just rely on an evening
meeting once a month to get
everything done, then
progress will be very slow!
Make sure Executive members
keep in touch with each other
between meetings to progress
the jobs they have agreed to
do.  Include those contacts in
the action lists for the meeting
as a reminder.

Sharing good ideas
& getting extra help
If you find out about a good
idea or where to get extra help
– don’t assume everyone else
has seen it too.  It’s better to
hear about something good
twice than not at all!

The Lib Dem Website
and Extranet
One of the biggest resources
we now have for party activists
is the Lib Dem website and the
special area for campaigners
and activists – the Extranet.

The Extranet contains
everything from key quotes for
leaflets through to the Party’s
constitutions and admin forms.
If you are a local party officer
or campaigner, you can apply
to register for access.  Click on
the link on the Party website
and follow the instructions.

Recruitment
Every member is a recruitment
officer! Don’t let people thinks
it is someone else’s job  i.e. the
Membership Secretary.
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Communication –

with the Local Party Executive
At the Executive Meeting
A well run Executive meeting will help move your Local Party towards their
goals and achieve their ambitions.  For more information on running effective
meetings see ‘Teamwork Made Easy’.

Taking the minutes of a meeting clearly and concisely is a big help to good
internal communications.  It helps to get things done.

Minutes Should have:
� Clearly noted decisions

� Action points – things to do and who is doing them

� Circulated as soon after the meeting as possible to remind
members what they agreed to do.

Being an Effective Local Party Chair
The Chair ensures good communication and action within the Local Party.
The Chair can ease communication by

� Setting the agenda for meetings with the Secretary well in
advance.

� Making sure that Agenda points are clear and based around
firm proposals.

� Making sure that at the end of an agenda item all present are
clear on the decision taken, what action it involves, who is going
to do it and when.

� It is not the role of the Chair to do everything in the Local Party!
It IS their role to ensure that everything is done.  Much of the
work of the Chair can be progress-chasing, calling people,
asking how they are getting on and offering encouragement
and advice when required.  The Chair who tries to do every-
thing will end up tired and resentful.

Good Communications for Membership Secretaries
Membership Secretaries are THE link between the Executive and what’s
happening to the membership numbers.  Use the regular membership
lists (sent from Party headquarters) to keep track on changes to Local
Party membership.  The Membership Secretary should update the records
and send back to HQ details like address changes that have not appeared
on the lists.

The Executive should use details of new recruits and people who have
renewed to find activists and increase attendance at events.  The
Membership Secretary should give regular reports to the Local Party on
their membership, and also enable all-member mailings.

Some of the additional help available for Membership Secretaries include:
� Lapsed members lists

� Member labels

� Guidance for Membership Secretaries

� Renewal forms and much, much more.
For more information contact Membership Services on 020 7222 7999
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Where to go from here...
Your RegionAssociation of Liberal

Democrat Councillors
The Birchcliffe Centre
Hebden Bridge
West Yorkshire
HX7 8DG
Tel. 01422 843785
Fax 01422 843036
Email info@aldc.org
www.aldc.org

English Party
4 Cowley Street
London
SW1P 3NB
Tel. 020 7222 7999 ext 525
englishlibdems@cix.co.uk

Membership Services
Information on Members &
Supporters newsletter & New
Members Packs

Dave Hodgson
Membership Development
Officer
37 Kathie Road
Bedford, MK42 0QJ
daveshodgson@yahoo.co.uk
Tel. 07976 205116

or
Membership Department
4 Cowley Street
London
SW1P 3NB
Tel. 020 7222 7999
membership@libdems.org.uk

Communication –

with Region and Cowley Street

Regions
“Regional Executives” and “Regional Conferences” are held to help Local
Parties succeed.  There are between 14 and 80 Local Parties in each
region.  The Region has a Regional Chair and other officers and most
Regions have some paid staff.  Your Region can help you get things moving
and sometimes even provides legal, campaigning or media advice. Call
your Regional officers anytime.  It’s their role to help you!!

The English Party
The English Party consists of the eleven regions of England.  It has paid
staff and an English Party Executive.  The English Party and the regions
communicate through conferences with representatives from around
England and these are called English Council meetings.  If you want to
know more about how to communicate with the English Party ask your
Regional officers or ask Cowley Street on 020 7222 7999 ext 525.

Cowley Street
Cowley Street is the name of the Liberal Democrat UK headquarters.  This
is where the Party’s national officers work and most national meetings
take place.  There are departments covering conferences, membership,
policy, campaigns.  The English Party officers are also in Cowley Street.
Call Cowley Street if your Region is unable to help.

People are more

than willing to help

with information

Make sure you

inform both your

Region and Cowley

Street of your Local

Party officers and

conference delegates

following any

changes




