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              HEADQUARTERS SQUADRON NAME
              CIVIL AIR PATROL 
              UNITED STATES AIR FORCE AUXILIARY
                 Unit Street Address
                  City, State, Zip Code


Public Affairs Plan 20xx

I.  Introduction	

This annual plan represents the Unit Name, Civil Air Patrol public affairs (PA) program and is required annually per CAPR 190-1 (7)(a).  The plan includes a squadron-wide evaluation of the program, objectives, goals, and strategies.  It was prepared by grade/name of PAO, title of PAO, and approved by grade/name of commander, Squadron Name commander.

II. Public Affairs Needs and Opportunities

The Unit Name encompasses the [geographic area unit supports – name of city, county, etc.],   which includes [highlight major urban areas and/or landforms, parks, military installations, etc., that make the area unique]. [List any challenges this area has, such as economics, population density, unemployment, etc.] present challenges to conduct the congressionally-mandated missions of CAP, and to recruit and retain members to conduct those missions.  

As of January 1, 20xx, the Unit Name has xx members (xx adults and xx cadets).  The squadron has xx public affairs officer(s) (PAOs), both primary and assistants, on the membership roster.

The squadron headquarters is responsible for oversight in program management and coordination to complete organizational missions. In an effort to develop a public affairs plan, the following elements are identified:

· Strengths:  [Consider the strengths in your members’ expertise, squadron size, location, training capabilities, PAO experience, current community involvement, and anything else that would be considered an asset for your squadron.]

Examples:  The squadron has a strong cadet program and members are active in CAP’s emergency services mission.  The unit maintains one aircraft and is actively involved in events at the local airport.  The squadron PAO has been in the position for three years and has success working with local media.  The local newspaper is supportive of community organizations.

· Weaknesses:   [Consider important situations that hinder the squadron’s ability to complete CAP missions, lack of training opportunities, location, squadron size, a lack of experience in staff and/or PAO, or anything else that could be detrimental to the progress of the unit.]

Examples:  The squadron’s aerospace education program is limited and currently only focuses on cadet aerospace modules.  The unit does not have an aircraft assigned to it, making aircrew training more difficult for the members.  The squadron’s small size and rural location make it difficult to recruit members.  The local newspaper does not support community organizations and often does not publish articles.  The squadron PAO is new to the position and is starting PA program from scratch.

· Areas for Improvement:  [Consider areas where improvements have been identified, such as needed training, community presence, communication, technology needs, increase in membership and/or staffing, and anything else that could assist the unit.]

Examples:  The squadron lacks a community presence, continuing the adage of CAP being the “best kept secret.”  The squadron needs to increase its senior members to support to growing cadet program and deter burn out with the current active seniors.  The unit needs to participate in the local events, such as the Memorial Day parade, county fair, etc.   There is a need to build a relationship with the local emergency responders.

· Opportunities:  [Consider the positive opportunities that surround your squadron, whether a population-dense community, supportive local officials, nearby military base, large membership, community events in which your squadron could participate, and anything else that could impact positive public relations within the community.]

Examples:  The squadron is located in an active community with ample opportunities to become involved in local events, either as volunteers or fundraisers.   The unit is located within 5 miles of a large Air Force installation and military leadership is open to partnering with the squadron for events.  The local area has three high schools and four middle schools in which the squadron could be recruiting cadet members.  

· Threats:  [Consider negative trends such as declining membership, community situations such as closures of military bases or large businesses, busy lifestyles of members, conflicting events, lack of active members willing to serve, or other situations that could impact the unit.]

Examples:  The squadron, like the local community, is currently experiencing a decline in members with the closure of the local military base.  This leaves the unit with fewer members to fulfill its missions.   The squadron’s meeting location is currently under review by the owners and the unit may need to seek a new location to meet in.

· Major Events:  [List events which are hosted by the squadron or group- or wing-level events in which the squadron is involved and can be used to support the squadron public affairs effort (such as conferences, encampments, SAREXs, air shows, etc.)]

Examples:  The squadron holds an annual open house each fall, supports the wing’s cadet orientation flight program using the local airport and unit pilots, and several of its members support the annual cadet encampment on staff.   The local airport hosts a spring air show which the squadron annually assists through flight line support and a recruiting table.

Summary of how the squadron PAO can improve public relations in the unit and community, assist recruitment and retention, and provide support for CAP missions.  Examples could be to improve training opportunities for assistant and/or cadet PAOs, providing resources and experiences to encourage PA activity and success, engaging in all aspects of PA activities (including, but not limited to, writing media releases, documenting activities through photographs), considering historical significance of PA work, engaging local members and community in social media, improving the PAO’s personal development and meeting personal goals, fulfilling CAP PA regulations and requirements, and creating an environment in which all members feel valued and appreciated.

Example:   The squadron PAO currently strongly supports internal media needs through the unit’s Facebook page and website; however, he/she needs to develop a stronger outreach program, making contact with local external media and community officials to introduce CAP and attempt to expand our visibility.   The unit’s declining membership needs to be addressed and active recruiting at local schools, community events, and word-of-mouth needs to increase.  The PAO will continue to progress through the PA specialty track and will begin training as a PIO, attending one FEMA PIO training course this year.   There are several cadets interested in writing and a cadet PAO program will be pursued during this year with the squadron PAO conducting several training sessions for cadets.  The PAO will look for ways to document the members, activities, and events of the unit for historical purposes.   

III. Effectiveness of 20xx Goals

Review of last year’s plan and goals:  Were the goals met?  What were the successes?  What improvements need to be made to achieve goals? 

IV. Public Affairs Objectives 

Unit Name has established the following public affairs objectives for 20xx:

[POSSIBLE OBJECTIVES FOR SQUADRON PLANS]
[Suggestions only – Select/Add to based on unit needs]

A. Support CAP national headquarters’ strategic plans, including the PA strategic plans for marketing and branding through interactive communication and sharing information internally and externally.
B. Increase visibility for squadron members and events through increased use of social media, external media releases, submissions to CAP’s Volunteer Now, and squadron website.
C. Establish a working relationship with the squadron IT officer and/or webmaster to ensure the unit website meets and/or exceeds the internal and external PA needs and general information needs as directed in CAP regulations.
D. Promote support for wing/group/region/national hosted activities as requested, including preparations for CAP’s 75th anniversary.
E. Develop a squadron PA crisis communications plan and ensure a broad understanding of duties and responsibilities in times of emergencies.
F. Increase squadron visibility within the community through participation in community events and activities.


V. Public Affairs Goals and Strategies

The squadron PAO has set the following goals for the unit’s PA program.  Each goal is described, the measures of success are provided, and each goal lists which objective(s) it supports.  The goals will be tracked by the PAO and reported to the squadron commander.

[POSSIBLE SQUADRON GOALS, STRATEGIES, AND MEASURES OF SUCCESS]
[Suggestions only – Select/Add to based on unit needs]

· Goal # 1:  The squadron will have an active, trained PAO [and assistant PAO] progressing in the PAO specialty track and complying with CAPR 190-1 through active recruitment and training.  

Measure of Success:  The current squadron PAO holds a [technician/senior/master] rating in the public affairs specialty track.  [The squadron assistant PAO holds a technician/senior/ master rating in the public affairs specialty track.] This goal will be successful when the assigned PAO(s) is/are actively training and progressing in the PAO specialty track .

· Goal #2:  Progression through the PAO specialty track requires PAOs to train as PIOs; therefore, the PAO(s) will be either qualified as a PIO or actively training to become a PIO.

Measure of Success:  The current squadron PAO is/is not a qualified PIO.  [The squadron assistant PAO is/is not a qualified PIO.] This goal will be successful when the assigned PAO(s) is/are qualified or training as a PIO.

· Goal #3:  The PAO will create an annual public affairs plan detailing the objectives and goals for the upcoming calendar year and will also create an annual crisis communications plan for the upcoming calendar year.  The plans, each approved by the squadron commander, will be submitted to the wing PAO no later than [date].

Measure of Success:  This goal will be successful when the PAO has submitted both an approved annual PA plan and an approved annual crisis communications plan by [date].

· Goal #4:  The PAO will review the goals from the previous year’s public affairs plan, evaluating each goal’s effectiveness and determining its success.  This evaluation will be submitted with the upcoming year’s annual public affairs plan to the wing PAO no later than [date].

Measure of Success:  This goal will be successful when the PAO has evaluated the effectiveness and success of the previous year’s public affairs goals and submitted the evaluation to the wing PAO no later than [date].

· Goal #5:  Recruit a cadet for the position of cadet PAO by [date].

Strategy:   Use social media, the squadron’s newsletter, website, and meeting announcements to promote the position.

Measure of Success:  This goal will be considered successful when there is an assigned cadet PAO by [date].

· Goal #6:   Increase external public awareness of Civil Air Patrol and its accomplishments.

Strategy:  The PAO will issue a minimum of [two (2)] media releases to local external media about the squadron’s community involvement, missions, and activities per [month/quarter]. Additionally, at least [one (1)] presentation will be made during the year to an outside organization, (i.e., schools, civic organizations, etc.) by a senior/cadet/pilot or all three (depending on the audience) about CAP.

Measure of Success:  This goal will be successful when at least [two (2)] media releases are submitted to local external media during each [month/quarter] and at least [one (1)] presentation are made during the year.

· Goal #7:  Establish, maintain, and monitor a squadron website.

Strategy:  Working with the commander and the IT officer, the PAO will establish a website, if required, and review the site [weekly/monthly] to assure current and accurate information is available to the public and squadron members. 

Measure of Success:  This goal will be successful when the squadron has a current and accurate website, with content checked on a [weekly/monthly] basis by the PAO to ensure accuracy and compliance with CAP regulations.

· Goal #8:  Promote the squadron and Civil Air Patrol through the production of one short video to be uploaded to YouTube.

Strategy:  The squadron PAO will produce a [xx minute] video promoting the squadron and Civil Air Patrol.  [If assigned, the cadet PAO, working under the supervision of the squadron PAO and squadron commander, can produce the video.]

Measure of Success:  This goal will be successful when the video is uploaded for public viewing to YouTube.

· Goal #9:  Increase internal wing, region, and national awareness of squadron activities.

Strategy:  Submit a minimum of [two (2)] articles per [month/quarter/year] to the wing website/newsletter/journal highlighting the squadron’s community involvement and/or activities during the year.  Articles will also be submitted to NHQ’s online VolunteerNow for consideration.

Measure of Success:  This goal will be considered successful when a minimum of [two (2)] articles each [month/quarter/year] are submitted to the wing website/newsletter/journal and CAP NHQ’s VolunteerNow.

· Goal #10:  Establish and maintain a squadron newsletter [with the assistance of a cadet PAO].

Strategy:  Publish a [monthly/quarterly] newsletter to update squadron members on unit activities, promotions, etc.  The PAO will act as the editor and monitor senior contributions and the cadet PAO will serve as assistant editor to monitor the cadet contributions.

Measure of Success:  This goal will be successful when at least [three (3)] newsletters are produced and distributed during the calendar year.

· Goal #11:  The PAO will increase the visibility of the squadron, its members, and its events through an increased online presence with social media.

Strategy:  The PAO will actively promote the squadron through regular postings on Facebook and Twitter.   Additional visibility venues will be explored, Instagram, Flickr, and emerging trends.  Additionally, these postings will favor driving traffic to squadron/wing/region/NHQ websites whenever possible through links. 

Measure of Success:  This goal will be considered successful when the squadron’s official Facebook and Twitter accounts have a minimum of [one (1)] posting [daily/weekly].  The PAO will track likes and followers on social media with a goal to increase these numbers. On January 1, 20xx, the official squadron Facebook page had [xx] likes and the official squadron Twitter account had [xx] followers. Increases of [xx%] for both accounts in 20xx will be considered successful (or an additional [xx] likes on Facebook and [xx] followers for Twitter).
· Goal # 12:  The squadron PAO, commander, and staff will embrace CAP national headquarters’ branding initiatives by using the tools and templates provided on the CAP NHQ PA website.

Strategy: NHQ PA has distributed a branding master plan and resource guide, including templates for signature blocks, business cards, media releases, and other tools used by PAOs. Squadron members will incorporate CAP branding into their official CAP endeavors by utilizing the CAP signature block and other branding initiatives recommended in the NHQ resource.

Measure of Success: The PAO, commander, and staff, will use CAP recommended branding resources, including the official signature block for all squadron communications.

· Goal #13:  The squadron will promote its activities and recruitment within the community by hosting an open house.

Strategy:  Working with the senior and cadet staff, the PAO will assist in planning and holding [one (1)] squadron open house during the calendar year.  The open house will feature displays and demonstrations of all three CAP congressionally mandated missions.

Measure of Success:  This goal will be successful when the squadron has conducted [one (1)] open house in the calendar year.

· Goal #14:  The PAO [or Assistant PAO] will update the [group/wing/region] PAO during the year.
 
Strategy:  A PAO update will be submitted [quarterly, semi-annually] to keep the [group/wing/region] PAO apprised of their squadron's involvement with the community, needs, and/or public relations activities.

Measure of Success:  This goal will be successful when the PAO or Assistant PAO has submitted an update to the PAO at the next echelon at the scheduled times.

VI. Summary

This plan provides an overview of the current squadron public affairs program, observations of the current PA environment, and goals and strategies for the program for the upcoming year.  It is not meant to be a final plan, but one that will evolve as needed.  

VII. Annual Review 

This plan will be reviewed each year in [November] for submission to unit command in [December]. This will consist of a comprehensive review of the PA program, its successes, failures, areas for improvement and update goals/objectives for the next year. 

VIII. Promulgation
 
Upon approval of the squadron commander, this plan will be communicated to the Wing Name PAO and the Region Name PAO via email and posted to the public affairs section of the squadron website.


Submitted:  Date					Approved:  Date


Name, Grade, CAP					Name, Grade, CAP
Public Affairs Officer					Commander, Unit Name
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