L The graphic below highlights some of questions that may help prime your thinking as you begin to draft
your own Message Boxes and use them. There isn’t a right or @ wrong way to use Message Box, though
some appraaches will work better for certain audiences. The important thing is to get started! '

You may also find yourself being asked some of these questions when you are sharing your science, so they
can also be a helpful way to prepare for those conversations.

AUdE@ﬂC@Z Wha is impacted by this? Who can chan

ge this? Who cares about this?

AT

- What specific dimension of the issue are you addressing?

Problems!?
Issue
| - Who does this help, Broadly, what are you What does your
e and how? working on? What keywords audience value?
“ - What improves in = would you search to find How does it impact

the short-term? your topic online?  ~ § them, or something
Long-term? B they care about it?

Solutions?

- What can be done to address the problem?

- Or what are you doing to address it?

COMPASS most often works with environmental scientists interested in becoming more engaged in the
public discourse. But we have helped scientists in a variety of disciplines, communicating with many
audiences and working toward different types of goals, to distill and frame their messages with the
Message Box.

The examples on the following pages provide a glimpse of that diversity of thought and approach. Note

how each Message Box identifies its audience up front, and provides a framework for sorting and distilling
ﬁ/ ‘omplex issues down to their essence, answering same of the questions outlined above.
ik,
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SMART GOALS — TEMPLATE

SMART goals help improve achievement and success. A SMART goal clarifies
exactly what is expected and the measures used to determine if the goal is achieved
and successfully completed.

A SMART goal is:

Specific (and strategic): Linked to position summary, departmental
goals/mission, and/or overall School of Medicine goals and strategic plans.
Answers the question—Who? and What?

Measurable: The success toward meeting the goal can be measured. Answers the
question—How?

Attainable: Goals are realistic and can be achieved in a specific amount of time
and are reasonable. '

Relevant (results oriented): The goals are aligned with current tasks and projects
and focus in one defined area; include the expected result.

Time framed: Goals have a clearly defined time-frame including a target or
deadline date.

Examples:

Not a SMART goal:

e Employee will improve their writing skills.
Does not identify a measurement or time frame, nor identify why the improvement
is needed or how it will be used.

SMART goal:

» The Department has identified a goal to improve communications with
administrative staff by implementing an internal departmental newsletter.
Elaine will complete a business writing course by January 2010 and will
publish the first monthly newsletter by March 2010. Elaine will gather input
and/or articles from others in the department and draft the newsletter for
supervisor review, and when approved by supervisor, distribute the
newsletter to staff by the 15™ of each month.




SMART Goal Planning Form

Specific - WHO? WHAT?

Measurement/Assessment — [TOW?

Attainable/Achieve — REASONABLE?

Relevant — EXPECTED RESULT?

By

Timed — WHEN?




