Communication management guidelines for philosophy students
(Eesti keeles allpool)

If you organize an event, why, how and to whom should you
communicate about it?

Department of Philosophy is small, but we want to look attractive for the whole
University and Estonia, so that people would want to take our courses and come to
study here. This means that if we are running an event then we must vigorously
communicate it outside our own Department. In addition to reaching our target
audience of the event, communicating is also important to increase the visibility of
our Department and of philosophy in general and also to show the practical value of
what we do here. It is important for people in the University and elsewhere to see that
philosophers here in Tartu are active and we have lots of interesting and international
events. So we must make sure that information on all our events would be easily
accessible and there would be a proper archive of events on our website. This is to
ensure that others could see that we take seriously what we do here.

Where and to whom should you send information?

A month before a bigger event:

e University wide information: you can submit an event into the University
calendar on the opening page of the University Intranet (siseveeb.ut.ee). There
you can also select whether the event will be visible on the main page of the
University. If you need help then email: siseinfo@ut.ee. If you do not have
access to the Intranet then email ruth.jurjo@ut.ee the relevant information,
she will add the event for you.

A month before an event if you expect participation from the Faculty of Humanities
and Arts:

e Faculty level: Every two weeks faculty newsletter reports on events. Please
send information to ruth.jurjo@ut.ee.

A month until a week before the event:

e Mailing lists: You should send information to departmental mailing lists about
a month before the event and then send a reminder about week or two before
the event. If the event is for all then send the info to the general department
list ut.filosoofia@lists.ut.ee (it has all the faculty, other personnel, students,
and people just interested in philosophy, every member can send emails). If
the event has a specific target audience then send the information to
ruth.jurjo@ut.ee along with the description of the audience (e.g., just the BA
students).
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e Website: as soon as you have some information about your event, the sooner
the better, send it to Mats Volberg (mats.volberg@ut.ee), and copy also
triin.paaver@ut.ee into the email. You can start with just preliminary
information and add details later on.

e Facebook page: Assuming you have taken the previous steps, no need to send
any info. But if the event has its own Facebook event then please invite Triin
Paaver.

The general approach is that final information on the event should be available and
sent out at least 1-2 weeks before the event. The same goes for posters, if there are
posters for the event.

Please make sure that the text is free of any typos and slangs (unless intentional due
to the nature of the event). If the event is partially or fully in English then the
information should also be in both Estonian and English.

Room bookings

If you are about to organize an event then book your rooms well in advance.
Especially if you plan to have the event on Monday to Friday. Ideally you would book
rooms in November for events taking place in Spring semester; and in April for
events taking place in Autumn semester. If you haven’t settled the dates so early in
advance, then book the rooms as soon as you have the dates. Send your request for
room bookings (which room, what time and date) to ruth.jurjo@ut.ee. If you wish to
use the staff common room or the Centre for Ethics seminar room (327) then contact
triin.paaver@ut.ee.

General notes

In case of a bigger event or a series of events it would be a good idea to have one
specific person who is responsible for all of the communication and the Department
would also know who that person is. Otherwise the info on the same event might get
posted to one source twice and into others not at all. Or somebody at the Department
has a question concerning the event and does not know whom to turn to. Also it is a
good idea to set your communication plan as soon as you start organizing the event.
We recommend to use the communication plan working sheet.

Questions and additional info:

e Mailing lists, room, Faculty level communication and University level
communication: ruth.jurjo@ut.ee.
Department website: mats.volberg@ut.ee.
Facebook: triin.paaver@ut.ee.
Practicalities related to catering, registration etc.: triin.paaver@ut.ee.
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Kommunikatsioonijuhend filosoofia iiliopilastele

Kui korraldad iiritust, miks, kuidas ja kellele sellest teada anda?

Filosoofia osakond on viike, samas tahame olla terve iilikooli ja Eesti jaoks
atraktiivsed, et tahetaks meie kursusi votta, meile Oppima tulla jne. See tahendab, et
me peame iiritusi, mida me korraldame, agaralt kommunikeerima ka viljapoole oma
kitsast eriala. Lisaks konkreetse sihtgrupi piitidmisele on oluline info edastada ka
laiemalt {ilikooli ja valdkonna sees, et tosta filosoofia nahtavust ja ndidata filosoofia
praktilist vaartust. Oluline on, et ka iilikooli sees ja iilikoolist valjaspool oleks niha, et
Tartu filosoofidel toimub palju huvitavaid {iiritusi, nad on avatud ja rahvusvahelised.
Et meie iirituste info oleks otsijale lihtsalt kiattesaadav. Et meie veebilehele jaiks igast
toimunud konverentsist vm olulisest tiritusest korralik jalg. Et oleks naha, et me ise
usume sellesse, mida me teeme.

Kellele ja kuhu saata/panna info?

Kuu aega enne suuremat uritust:

o Uleiilikooliline info: kalendri siindmuse saab sisestada siseveebi avalehel
asuva kalendri alt. Samas on voimalik valida, kas seda kuvatakse vaid
siseveebis voOi ka vilisveebis. Kui vajate abi, kirjutage siseinfo@ut.ee. Kui
korraldajad ei ole TU td6tajad (st ise siindmust sisestada ei saa), palun saatke
teade tiritusest ruth.jurjo@ut.ee.

Kuu aega enne dritust, kui ootate osavottu valdkonnast (nt konverents,

ettekandepéaev, workshop, filmiklubi, joulupidu (!), rebaste iiritus - st. iga iiritus

kuhu on 6ppejoud oodatud):

e Valdkonna tasand: iga kahe nddala tagant ilmub valdkonna infokiri. Teade
iiritusest saata (Eva-Kaia Vabamaele edastamiseks) ruth.jurjo@ut.ee.

Kuu kuni nadal enne tritust:

e Meie oma listidesse suuremate iirituste eelinfo (nt kuu aega enne) ja hiljem (nt
nadal-kaks enne iga iiritust) detailse info edastamine: saatke ise teade
filosoofia iildlisti ut.filosoofia@lists.ut.ee (sinna kuuluvad ko6ik osakonna
tootajad, iliopilased, huvilised; listi kirjutada saavad listi lilkmed) voi kui
sihtgrupp on spetsiifilisem, saatke listidesse edastamiseks (koos selgitusega,
kes on adressaat) ruth.jurjo@ut.ee.

e Meie koduleht: niipea, kui korralik info on olemas, mida varem, seda parem
saata Mats Volbergile (mats.volberg@ut.ee), koopia panna triin.paaver@ut.ee.
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e Meie Facebooki leht: Juhul kui iiritusel on olemas eraldi Facebooki event, siis
kutsuda Triin Paaver sinna osalema.

Uldine loogika on selline, et TU kodulehed, listid jne peaksid saama 1opliku info ja
samuti tuleks plakatid iiles panna (kui plakatid tehakse) hiljemalt 2 nidalat kuni
nadal enne iiritust.

Palun hoolitsege, et iirituste info oleks keeleliselt korrektne; kui iiritus on taiesti voi
osaliselt kahes keeles, siis on ka veebi ja listidesse infot vaja nii eesti kui inglise
keeles.

e Ruumid on iiritusteks maoistlik broneerida pikalt ette, eriti kui plaanite tiritust,
mis toimub nadala sees (E-R): sel juhul kevadsemestri iiritusteks juba
novembris ja stigisesteks aprillis. Kui nii vara veel paevi ei tea, siis paar kuud
ette, igal juhul aga voimalikult kohe, kui kuupdevad selguvad. Saatke palve
ruumi broneerimiseks (millist ruumi soovite, mis iirituseks, mis kuupaevaks ja
kellaaegadeks) ruth.jurjo@ut.ee. Kui soovite kasutada ka puhkeruumi ja/voi
eetikakeskuse seminariruumi, siis ka triin.paaver@ut.ee.

Suuremate iirituste voi iirituste sarjade puhul oleks hea, kui kommunikatsiooniga
tegeleks iiks kindel inimene ja ka osakond teaks, kes see inimene on. Muidu voib
juhtuda, et saadetakse nt sama infot samadesse kanalitesse mitu korda ja monesse
kanalisse jaab saatmata voi tekib osakonnas moni kiire kiisimus korraldajatele, aga
pole teada, kelle poole poorduda. Samuti oleks hea juba iiritust korraldama asudes
labi arutada, kuhu, millal ja millist infot saata. Selleks soovitame kasutada
kommunikatsiooniplaani todlehte.

Kiisimused ja lisainfo:

e HVFI listid, ruumid, info edastamine valdkonna sees ja valdkonnast
valjapoole: ruth.jurjo@ut.ee.
HVFI koduleht: mats.volberg@ut.ee. Facebook: triin.paaver@ut.ee.
Praktilised nouanded toitlustamise, registreerimise jmt korraldamiseks:
triin.paaver@ut.ee.
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