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Distributing Communication Materials 

1.Electronic Distribution  ( we have an electronic communication policy in place – so this is your main option )

Depending which audience you are approaching with your communication we would use the web sites to distribute your publication electronically. This is in line with the no attachment policy for email and makes your document available for a longer period on its web page than if sent as a temporary addition to an email which could be deleted by the recipient. 

We use this strategy for a number of regular updates / emails including our own Schools E-bulletin. See Clusterweb / Policy / Information Resources menu.

http://www.clusterweb.org.uk/policy/pol_strat_guidance_home.cfm
where we list variou DfES updates,incl. Spectrum, Links to NFER and other management summaries.  

Clusterweb :We also attach various publications such as  newsletters and policy material in the section for each Unit on Clusterweb e.g. Health & safety section.

K-Net :Children’s Services business planning materials can also be found on Knet as can Directorate business plans and all KCC level plans and Strategies.

Kent.gov.uk :Material which is solely for the KCC audience can be posted on Knet and material for the public can be added to the units pages on www.kent.gov.uk 

Features & Home Page News : All the sites have a news or feature section section which can showcase a new initiative or highlight a publication for a limited time. Ask us about access to the home pages of each site. ( space is limited and under a lot of presure but we can negotiate this for you )

Email: There are also the email networks described in our other factsheets Global Emails  & Distribution Lists which explains how you can draw groups or all of KCC staff’s attention to your activity. We have access to the global lists for CFE and to the teams who manage the KCC and the other directorate lists.  

The Corporate Information Point based in The Wickham Room, Sessions House in the Members desk area can help get messages to senior managers and Members on their email list and through their Knet site. Contact Edward Thomas Tel: 01622 694125 
2. Hard Copy Distribution: to print publish you will require your Divisional Directors agreement

Depending on your publication’s target audience there are a number of routes you can pursue to get hard copy out to LA staff, customers in KCC directorates , to schools, selected clusters and the general public.

i) The General public 

The Kent Library & Archive service has 106 Library branches based in Kent communities and takes the service via mobile library to some 700 additional stops in rural areas. There are 3 archive offices. A distribution network exists via the County Central Library at Springfield, Maidstone to distribute materials to this network for the general public. Contact Springfield Tel: 01622 696511 or VPN  7000 6511

Depending on the content of your material other directorates with public offices maybe willing to assist e.g. try the Registrations Service in Communities Directorate and Environment & Regeneration may have relevant outlets e.g. Country Parks.

Corporate Communication :Use this method in tandem with a press release to alert the public to your publications availability.

BBC Kent – similary seek Press office advice by contacting the Corporate Communication Press Office for CFE at Sessions House. 01622 694019 
ii) KCC Corporate Communication have used various networks in the past to distribute large print runs of publications to all Kent households.

Contact them for suggestions and an idea of cost. Both the Post Office and some of the Free newspaper distribution networks are possible. Tel : 01622 694243 / 4050
An insert in one or all of the Kent Messenger’s editions would require press office agreement as it should be a part of KCC’s wider strategey of press & media management. See factsheet on Press Releases & the Media

Facilities Management’s public venues such as Oakwood House can display some selected KCC Material and reception areas for the public in many offices have a limted space for leaflets and posters.

ii) The KCC Community 

KCC Facilities Management have access to many of the the buildings we use - their reception areas and waiting rooms where there are often leaflet racks and coffee tables to leave material on. SHQ ( Sessions, Invicta, Cantium etc. )

The Members Desk in Sessions House will distribute leaflets etc to each Members pigeon hole 01622 694434 
The Education Area Offices have reception areas and Catherine Drury their County Business Manager will be able to advise on access to those buildings at Kingshill, Kroner House and Clover House. Tel: 01227 284401 
KASS reception in Brenchley House has a leaflet area as do other small offices around the County. 

iii) Professional networks, third party organisations, consultants and partners

Reaching these will be dependent on your own contacts and the groups you traditionally work with but we are also working on a factsheet about Networks which might help you make contacts across other relevant organisations sections of KCC works with. E.g Districts, Health & the Voluntary Sector 

iii) Schools 

It is possible to use the distribution network from the Area offices to all schools by contacting the Area offices at Kroner, Clover and Kingshill. Catherine Drury can co-ordinate Tel:01227 284401 

Other sections who post out to schools who might include material as a one off are the Advisory Service, Kent who mail out course details contact Debbie Mears, 01622 203803 

Individual Clusters may have strategies locally – contact the relevant LEO and their support officer. 

Address labels can be obtained ( although it is not encouraged that you mail out to schools independently ) by using the School Searchable Database on Knet which allows internal staff to print address labels from the application. Enquiries to Debbie Wright, Management Information 

Tel :01622 696005 
The danger is posters & leaflets get left out after their sell by date and someone in your team needs to take responsibility for retrieving them when the campaign is over……….

See Also: our factsheet on using Adobe pdf – as this is the best way to electronically publish a document which is published and past drafting.

Please Note: When printing material hard copy part of your specification to the print suppliers should always include a pdf version of your publication for electronic publication. This should not cause difficulty to a supplier and only attract a small extra cost. Remember larger publications ( over 12 pages ) should be indexed electronically from the contents page.
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