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Communications with Offer Holders 2013-14 

Schedule of applicant communications 2013-14
	Time from receipt of application
	Communication
	Format

	24 hours
	Acknowledgement of Application
	Email

	3-5 days
	UG Offer (formal)
	Print - letter

	3-5 days


	PG Offer (formal)
	Both print and email

	
	Significant communication from School (could take the form of an offer, invitation to interview, or chase for outstanding docs)
	Email

	Time from when offer is made
	Communication
	Format 

	1 week
	Head of School letter
	Either print or email

	1 week (mailing can only begin after publication in mid-October, so offers made in early October will have a slightly longer wait)
	Accommodation Brochure
Showcases our accommodation and provides need-to-know facts on each type. Advises on application process.
	Print

	2 weeks (mailing can only begin after the publication of the brochure so offers made in before January will have a longer wait)
	Manchester Advantage (International) 
Details the benefits of studying at Manchester, including the highly rated services and facilities. Includes messages from the president, Mike Gibbons and other key representatives. 
	Print

	3 weeks
	School Letter (conversion messages)
	Either print or email

	From April
	Arrival Guide (International and EU)
Similar to Crucial Guide, but with information specific to international offer holders to help them adapt to university life in the UK.
	Print

	From April
	Pre-CAS communications to UF offer holders
	Email

	From May
	Good luck in your exams postcard
A personalised postcard, wishing all home undergraduate offer holders, and those international students studying in the UK, good luck in their exams from The University of Manchester. No call to action, rather a simple gesture to our offer holders. Excludes UFs.
	Print

	From early July
	Orientation Guide (International and EU)
Informs international students of everything they need to know for the Orientation programme including the airport collection service, timetables of activities, and maps of the University and city. Sent with Crucial Guide: Get Ready and What’s on Guide– see below.
	Print

	From early July (for international offer holders/EU) and late July (for home UFs)
	Crucial Guide: Get Ready (UG and PG)
Gives new students a comprehensive guide to all key aspects of the University, the registration process, and the support and services available. 

Please note, Crucial Guide: Welcome, containing more detailed registration and Welcome instructions is given out by academic Schools on arrival in September.
	Print

	From early July (for international offer holders/EU) and late July (for home UFs)

and
On arrival in September
	The Manchester Welcome What’s On Guide: (UG and PG)
Full timetable of Welcome activities. Joint project with UMSU. 


Second copy sent with Crucial Guide: Welcome, which is given out by Academic Schools on arrival in September.
	Print

	From July
	IT sign-up invitation and confirm your place
	Email


	
	Academic School

	
	Central Admissions 

	
	Student Communications and Marketing Team

Marketing Team




Key:
* Please note that a proposal is currently in the process of being signed off, that suggests some changes to the timings and format of the above Orientation Guide and Crucial Guides. As soon as approval is gained, this schedule will be updated and recirculated. 

Schedule of e-advantage newsletters 2013-14

Please note, there are up to six different versions of each e-bulletin (home UG, home PG, EU UG, EU PG, international UG, international PG).
	Month
	Date
	Issue
	Additional communications for international offer holders

	
	
	
	Congratulations mailings for those with earlier results (when UF)
	Pre-departure briefing specials
	Telephone conversion campaign
	Pre-departure briefing events

	Dec 13
	3 Dec
	School e-bulletin
	
	
	
	

	
	16 Dec
	e-advantage issue 1 – Accommodation
	
	
	
	

	Jan 14
	4 Jan
	School e-bulletin
	
	
	
	

	
	16 Jan
	e-advantage issue 2 – Careers and employability
	
	
	
	

	Feb 14
	1 Feb
	School e-bulletin
	
	
	
	

	
	14 Feb
	e-advantage issue 3 – The city
	
	
	
	

	Mar 14
	1 Mar
	School e-bulletin
	
	
	
	

	
	13 Mar
	e-advantage issue 4 – Finance
	
	
	
	

	Apr 14
	1 Apr
	School e-bulletin
	
	
	
	

	
	17 Apr
	e-advantage issue 5 – Teaching and Learning at Manchester 
	
	
	
	

	May 14
	1 May
	School e-bulletin
	
	
	
	

	
	15 May
	e-advantage issue 6 – Sports and wellbeing, music and drama  
	
	
	
	

	Jun 14
	3 Jun
	School e-bulletin
	
	
	
	

	
	12 Jun
	e-advantage issue 7 – Prepare for your results
	
	
	
	

	Jul 14
	1 Jul
	School e-bulletin
	
	
	
	

	
	10 Jul
	e-advantage issue 8 – Students’ Union and social responsibility
	
	
	
	

	Aug 14
	7 Aug
	Confirmation and Clearing special
	
	
	
	

	
	21 Aug
	e-advantage issue 9 – Preparing for University
	
	
	
	

	
	25 Aug
	School e-bulletin
	
	
	
	

	Sept 14
	1 Sept
	e-advantage issue 10 – Welcome 
	
	
	
	



*Visa specials to be sent to international offer holders as and when needed
Key:
	
	Academic School

	
	Student Communications & Marketing Team

Marketing Team

	
	International Office


How central and School e-bulletins work together

Communicating with our offer holders between the point of receiving and offer, and when they need to make their final choice of university is extremely important. It can be the deciding factor as to whether they accept their offer at The University of Manchester or not, so all communications during this time need to be planned, strategic and considered – with sensible intervals between communications to avoid overload and therefore disengagement. Communication should always be relevant, timely and engaging.

Research and past experience have shown that students like to be kept informed both from a university-wide perspective, including important information around accommodation and careers for example, but they also wish to receive more subject-specific information from their academic School.

The schedule of e-newsletters above outlines that applicants should be hearing from their school via an e-newsletter at the beginning of each month between the months of December and August. In the middle of these months (to ensure they are equally spaced out), they will also receive the central e-newsletter, the e-advantage, which is produced by the Student Communications and Marketing Team. 
We have devised this schedule to ensure that communications from the schools and from central university are co-ordinated, and give the offer holders a positive, professional impression of the University from the outset.
The e-Advantage newsletter
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The purpose of this newsletter is to provide need to know information for all offer holders, as well as acting as a conversion device to ‘sell’ The University of Manchester and the city of Manchester in a crowded marketplace. 

The e-Advantage newsletter is sent out monthly to all offer holders, with each issue focusing on a key theme that we feel is important to potential students when making their decision about what offers to accept. You can find a list of these themes above. Each month there are up to six different versions of the newsletter which gives us the opportunity to focus on key messages for each stakeholder group (home UG, home PG, EU UG, EU PG, international UG, international PG).
Within the e-newsletter are three main features, and two sub-features relating to the monthly theme, which link to relevant web content. In every issue, one of these features is a video, which is created specifically for each theme. There is also a short introductory paragraph which aims to draw the reader in, and give an overview of content.
All content relates only to the monthly theme, however, there are four signposts towards the bottom of the newsletter linking to various topics which offer holders may find useful, chosen from a bank of 12, including accommodation, finance, information for parents and visas. 
See above for an overview of the layout.
Links to the e-Advantage newsletters will appear in the Recruitment, Admissions and International Development (RAID) bulletin each month, and on the new RAID intranet site when it goes live in April 2014. 

School newsletter content guidance 
As the e-advantage covers much of the need-to-know information for applicants, the function of School newsletters should be to familiarise applicants with the academic School and provide them with subject-specific information that would be useful or interesting for them while they are still making their final choice about university. The purpose of newsletter is therefore to relay important information, but also carries a conversion role, to ‘keep applicants warm’, and keep the University of Manchester, and programme of study in their mind. If they feel that they are being kept well informed, in attractive, concise communications, this can have a very positive effect on applicants.

Articles may include an introduction, and links to information on your website about topics such as the building/s where they would study in the future, profiles on current students or members of staff (‘Meet the Lecturer’, for example), upcoming visit days or other events, and links to external articles of interest and developments in the field. You should also link to your web pages and social media accounts.
Following a recent review of our use of e-newsletter providers, and the decision to stay with Campaignmaster as our supplier, we are developing more advice and support for Schools to help with the production of e-newsletters. This will be in the form of good practice guides which will be available on the new RAID intranet site in late Spring 2014. 
We will keep colleagues up to date regarding this process through the RAID Bulletin and other staff newsletters. 

If you have any questions about the e-advantage newsletters, Campaignmaster, or any of the communications that are outlined in this document, please email Student Communications & Marketing on studentmarketing@manchester.ac.uk or call 67998.
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