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Communications are at the centre of our daily lives. Regardless if
communications are verbal, non-verbal or visual, they allow us to share,
exchange, establish trust and build bonds, present our views and make
ourselves known to a group of individuals.

PURPOSE OF THIS GUIDE

This guide will offer ready to use tools to guide you in your communications.
While reaching a maximum number of members within your respective
organizations, it will provide you with methods allowing you to reach out to a
wider public.

CHOOSING BETTER COMMUNICATION

Promote our sport, your successes and your news;
Increase notoriety, the feeling of community and your members’ pride
toward your region, association and organization;

+ Help retain and recruit new members: players, coaches, officials and
volunteers.



IMPERATIVES QF
COMMUNICATION

QUALITY OF THE LANGUAGE

Your communications reflect the image of your
organization. It is therefore imperative to focus attention
specifically when writing them. Take the time to proofread,
to use tools dedicated to correcting texts (i.e. Antidote).
Your thoroughness will pay off. A publication containing
mistakes will lose a lot of credibility with readers.

V( EXCELLENT

GOOD

AVERAGE

100

THE IMPORTANCE OF PHOTOS/VIDEQOS

With the abundance of news and
publicity invading our platforms and
media (radio, Web, newspapers. TV,
social media, etc.), it is all the more
important to gain the attention of your
readers in the first few seconds. By
adding a picture or a video to your
communications, the likelihood that your
publication is consulted, read, then
shared greatly increases.

ACCURACY IN YOUR
STATEMENTS

Make sure your statements are accurate. The
credibility of your news will be assured by its
veracity. Do not hesitate to include credible and
respected influencers from your network. Apart
from bringing impact to your communication, it will
increase the probability that your press release will
be picked up by your members and local media.




BE ON THE LOOKOUT

You witness a situation that deserves to
be highlighted; a volunteer that has been
working for many years and is retiring or
a team that stands out while having fun,
for instance. All these situations are
excellent content and news sources that
feed the media. Do not hesitate to share
them; not only will it create a sense of
community and pride, it will improve the
likelihood of increasing your retention
and subscription rate.

THE MESSAGE TO BE COMMUNICATED

Do you have all the key messages you want to include in your news? Refer to the document
Writing a Press Release, in the ACES OF COMMUNICATION section, which includes the five
guestions that you must answer.

CHOOSING THE RIGHT MEDIA

Many tools are available for you. They each have their advantages and their target audience. The
website, for example, is the gateway and the first tool that people will use to be informed and to
contact your organization. Social media have a greater impact too rapidly and massively reach your
members, for instance; as long as they subscribe and follow your Facebook page or Twitter
account. As for emails, they remain a formal means of communication, often used for direct
communications, directed to one person or a specific group of people.




4 ACES OF
COMMUNICATION

In this section, you will learn a few tips that will allow you (let’'s hope)
become a master communicator!

Writing a press release
Regularly update your website
The importance of email
Managing social networks

*

*

*

*




Writing a press release

The press release is used to officially share information with your local media. Here’s a draft that
will enlighten you on how to build a press release.

After having read your first paragraph, your readers should understand the essence of your
message. You must answer these 5 questions:

Who is your news directed to, and who does it come from ?

When (what date) is your event or launch?

By planning a schedule, you can better forecast your publications and
media releases more efficiently, for instance.

Where is your event taking place? Where can readers obtain more
information?

What is the goal of your publication? By determining it in advance, it will
be easier to write your text (e.g. more popular for registration, more
informative for the announcement of a pilot project).

What is your news? This information must be summarized in one or two
sentences, concisely.

The is determined by the method you chose to share and communicate your news:
website, press release to media, social media, etc..

1]
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Regularly update your website

If you must put your focus on a platform, it should be your website. Instinctively, your
members will always refer to your website for information. Your information should all be
there and it should be regularly updated:

People will mainly access your site for schedules and results. If you're a league, an association or
an organization, the game schedules should be prioritized. As for the regions, the schedules of
your regional tournaments, for example, could be interesting.

frequently updated, especially if there is a change to them.

ACUN LU PYLRAMN Y o

Membres du CA - Saison 2018-2019

/J GALLERIE

0 1S SUMASTL (T CATRAM S

. ASSOCIATIONS

To ensure professionalism, it is important to
offer the contact information of your presidents
and administrators in charge of important
issues within tour organization, such as:
Master Coach, Regional Referee-In-Chief,
tournament presidents, etc.

It is important that they are



During the registration period, dedicate a section
on this topic on your portal/website, on the
homepage. Also for your tournaments and different
activities; the possibilities are endless. It is the
main reason people will go to your website.

You can also include news articles:

Start of the season;

Holidays;

Spring Break;

Try-outs;

Summer period;

Share some positive stories:

A long-time volunteer;

¢ A player that stands out.

This type of news is well received by your
members, it can pay off; the media loves R e o
this kind of story! B A K R QR SO R Y

* & & O O oo

The Importance of Emails

Emails remain one of the most popular ways to communicate, both BY YOUR members or to
REACH YOUR members. It is highly recommended:

¢ To and to the
public in the “Contact” section, for instance;

¢ Tohavea . Even before their first contact, your members will
get a first hand feel, just with your email address;

¢ Choose a more email address. This address should be timeless and it can be
used by other volunteers holding that role in the future. They will only have to change the
password when the time comes.

Here is an example of a credible and generic email address
presidentAHMV@hotmail.com

And here’s one to avoid...
dropthepuck1957@gmail.com




Every social network has its strengths and weaknesses. The most popular are
Facebook, Twitter, Instagram, Snapchat and YouTube. Here’s how we recommend
you use them. We invite you, in turn, to subscribe to our Hockey Québec accounts.

®
Instagram




Facebook @HockeyQuebecOfficielle

With more than two billion members, Facebook is the most frequently used social media.
First, you have to make sure that your members (players, parents, coaches, officials and
volunteers) follow your Facebook page, by clicking on the very popular “LIKE” button.

e Association de Hockey Mineur de Drummeaav|iie

You can share posts directly on your page:
¢+ Tournament updates;

’ Announcements; nscrre sera phus fache pour yous ge sunTe les I'P\':.',»F'mr". Merc
¢ Links; o arars
+ News from your website. ' e = P

The advantage: people regularly consult their news
feed. The notifications, if they’re activated, can also Q R
increase the number of people reached among your Rapond
followers. &

Bizrard Midgot
AN, Séennasine
Sairt-Frangos

S During your events, a simple and
very efficient photo album can be
created. People will recognize each
other and then, they’ll share the
pictures they want.

.....

rrrrrrr
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Videos are very popular on social media. They
can be:

+ A photo slideshow;

¢+ Captured moments; Associstion de

¢ A goal during a tournament; rae

+ Parents encouraging a team; '

+ Players’ celebration; e

¢ And even more
There are many free apps, like iMovie, that are A - e At
available to create videos. S ®

[ ot e e |

Facebook allows you to create events and invite
your members. Some teams use this to promote
their games and events. The advantages:
+ Notifications sent to all your followers when you create the event;
+ Your followers can then:
+ Mention if they will be present;
+ Invite their friends;
¢ Share the event.

Overview of a Facebook event Overview of a notification on a cell phone.

o Zanm Sctens A Penmge

Evenaments 3 venir

Nouveau

Las Cantanniers de
Magog - midget

5 Red Wings de Saint-Lambert a
=3 ajouté un nouvel événement prés de

(3 ’ - . LA L]
AAA ft chez vous : Vente d'articles a I'effi
" A l'instant
Accwmil
A jriprs 2 Py
AR RONCORES DU SOMMEL vs. Laves - Ce venave. Vous connaissez peut-étre Masquer
Evbremarts B Agserdeus 9300 Lan Camtrment fehugng - e WanabN)
viNes Sawe-Hyacinthe vs. Cantonniers : Co samed
'. Domst 8 110 30 Les Cordomemes s Mageg - Tedge e

COMmImenaIne

083 @ @ & =

Dusbcasoos
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Twitter @HockeyQuebec

Journalists find and share a lot of information here. Users mainly use it as a news wire.

How does Twitter work?

+ Posts are called tweets, and they are limited to 280 characters.
Many tweets can be published simultaneously, from different users;
Adding a picture or a video will increase the likelihood of being read;
Subscribe to various accounts and users, depending on your interests;
There is no limit to the number of publications in one day;
You can add, or not, a text to your retweets.

* & & o o

‘ SQIdeuNord Tweets Abannements Abonnes Vaime
@Selects. du_Nord ; 1316 28 216 60

Sélects_ du_Nord S Selects du Naord 13 sept
selectsdunord.qcca/fr/publication

Présentation 2018-2019 des Sélects du Nord un suc...
Vendredi le 7 Seplembrre 'organisation des Sélects du
Nord dévoila 2 'aréna Rivieres du Nord l'alignement de
ces diférentes équipes dans chaque catégoriel Une

With a photo

Sélects du_Nord elects_du_Nor ept
Changement Organisationel
Suite au départ de Simon Brunetta, (entraineur du Midget Espoir} avec le dub

Juntor AAA de Montréal, I'organisation des Sélects du Nord ont nommeé Antony

W|th0ut a photo Charbonneau {ancen entraineur.. facebook.com/ielectsdunord/.,

Selects_du_Nord elocts_du_Nord apt
Voic quelgues photos de Alex Blais du bantam AAA des Sélects du Nord, lors de

5a visite auprés de son organisation locale de Lachute avec e Pee-Wee 88, lund)

le 10 septembre. Tous ont adores | expenencel..

facebook.com/15771774092025
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Instagram @ @hockey.quebec

Used to share photos and videos, Instagram is very popular among millennials. If you
decide to choose this social media, you have to make sure you have enough content
(photos and videos) to feed it on a regular basis. Unlike Facebook and Twitter, where
you can share/retweet posts from other pages, Instagram mainly uses contents posted
directly by its subscriber.

Beginning of the season/special event

54 Lame

v

During an event
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YouTube n @Hockey Québec

The current trend with our youth is streaming (broadcasting and watching/listening online
audio or video content live [or lightly deferred]). They mainly use their mobile devices and
tablets. The main streaming channels are YouTube and Netflix.

We invite you to subscribe to our Hockey Québec channel. We share a lot of information
and videos, as well as many capsules and tips, like player and official development
among other things.

s Hockey ueec e
ACCUEL
Linins & leclioe Croves
E o 3 o Hachey L Magazre
d 3 o SIEEDE
WSS G Vo SATRS Farateckey - Gevtes lectrt Mss o sctec Zgrvnaie Erzjet A frrmrtew paties R —— e
News video

Para hockey - Technical skills
Progressive checking
Physical contact
Drills for players
And many more...

Snapchat Q

Snapchat allows you to post content, temporarily, with stories, short videos or instant
photos. Subscribers than receive a notification. This app can be useful for an organization
or a team that is regularly out on the field or that wishes to bring forward their sponsors.

Snapchat in numbers:
+ 187 K active members daily;
+ On average, Snapchatters open their app :
¢+ 25+ times a day;
+ Spend 30+ minutes a day;
+ 60% and more of the publications are created with their own cameras (cell phone
among others)

15



ERRORS TO BE AVOIDED
IN COMMUNICATION

The rigour of the work resorts,
among other things, to proofreading
your communications; whether they
are emails or posts on social media.
As the proverb states: words fly
away, writings remain...

Every communication as a media to prioritize. If you choose
the wrong media, your message might not correctly
reach your interlocutor.

For instance, a delicate situation implicates a player’s
parent. It is preferable to use direct communication (phone
or face to face meeting) rather than a message sent by
email that might be open to interpretation.

In the field of communications, it is highly advisable not
to hide, voluntarily or not, information. The perception
derived will never be positive for the organization at
fault. It is better to favour transparency instead. People
will be more accommodating and understanding about
your situation which will earn you points.

16



This point is closely related to the previous
point. With the speed of today's news, fake
news spreads at high speed. As a region and
organization at the helm of minor hockey in
your territory, you need to check the sources
of the information published and shared on
your platforms. Your organizational
credibility ensures that they will be welcomed
as is.

Concise and clear information is the most
efficient. Avoid loosing yourself in long
explanations. It will only bring confusion and
you risk loosing the attention of your readers,
and you might contradict yourself.

Regularly and constantly update your platforms,
especially your web site. This will create a habit of
consultation for your members. In addition to
strengthening their sense of community, you will
increase their trust in your organization; a non-
negligible aspect desired by all.

L,
ll()ll

from everywhere. They might get lost in this amount
of information and your messages might not to be
read. It is recommended to share one or two news a
day on your platforms. On the other hand, Twitter, for
instance, allows to share several information
and ,messages, in short intervals

<Y> — ? — People are bombarded with messages and solicited

17



MEDIA RELATIONS

Relations with the media, when they’re mastered can be a valuable ally. First and foremost,
good relations rimes with respect; respect your local media and be aware of their reality.

L
¢

Facilitate their work by sending in complete texts with a photo.
Quickly follow up on media requests, even if you don’t have the complete
information.

Before accepting an interview request, make sure that:

*

¢
*
¢

You have a message to deliver;

Your message is clear and concise;

You determine three key messages, when possible;
Stick to your three key messages.

Medias communicate with a large audience, non only members of the hockey
community;
It is a way to attract new members et increase your membership.

Identify local media;

Draw up a list by including contact information, including an email address of the
sports journalists or more generic journalists;

Regularly update your list.

18



Demonstrate empathy and solidarity
¢ They'll treat you the same way in return.

Capitalize on these advantages
¢ You know your issues better than anyone else;
¢+ Communicate your successes;
¢ Put the spotlight on your members and volunteers.

Know how to evaluate the risks

Ask yourself these questions, and if the answer is not satisfying, you better not answer:
¢ Isitagood idea to reply to an interview request?
¢ Is this a win-win situation for your organization or for yourself?

It is important to be transparent and coherent
¢ Transparency is your best friend;
¢+ Sometimes, you won’t have all the details that the journalist asks for. You can mention
it and add that once you gather all the information, you will get in touch to
communicate it.

Maintain a direct link with all the stakeholders

¢ Your role is not to know everything;
+ Use your experts and those responsible of different matters within your organization.

19



CRISIS MANAGEMENT

The crisis management plan consists of four major concepts:

Crisis management;

Use of available regulations, documents and resources;

Training and information channels to minor hockey associations;
The implementation and use of web platforms and social networks.

First, it is recommended:

hON=

a. Form a standing committee in crisis management. It is important to find people who
exercise judgment, professionalism and a high level of discretion;

b. Establish an emergency communication channel (MHA, region, Hockey Québec)
for any potential crisis report or request for advice and guidance;

c. Maximize the efficiency of communication channels within the network;

d. To appoint, if necessary, a spokesperson or a communication officer.

Steps in case of a crisis

Step 1 Take charge of the dossier;

Step 2 Immediately inform Hockey Québec;

Step 3 Identify the roles and responsibilities of everyone in the committee;

Step 4 Inform your team members of the situation;

Step 5 With the collaboration of Hockey Québec, dictate the communication strategy;

Step 6 Inform various stakeholders (Federation, region, MHA)

Step 7 Quickly gather all information related to the dossier;

Step 8 Validate information with those responsible;

Step 9 Define the issues related with the event;

Step 10 Identify the various affected and concerned publics;

Step 11 With your partners, draw up an action plan;

Step 12 With your partners, define and draw up the different messages;

Step 13 Mobilize resources for the implementation of the action plan and inform the
various stakeholders (Federation, region, MHA);

Step 14 Inform the affected and concerned public and members;

Step 15 Continuous assessment of the dossier.

Depending on the matter at hand, all of these steps might not always be necessary or their
order might differ

IMPORTANT In crisis management, it is always imperative to that confidentiality is
maintained.

20



2. REGULATIONS AND DOCUMENTS

= Itis important to know and to use all the available specialized resources offered to Hockey
Québec and its members. The committee must not hesitate to communicate with Hockey
Québec to inquire about the different services offered by the provincial organization.

e Legal counsel;

Expertise in the insurance sector;

Hockey Canada Programs;

Social services;

Etc.

= Arigorous and effective application of the rules on the verification of criminal records is
mandatory. Verification must be done for all coaches dealing with children and this
includes contractors contracted by an association or organization;

= Stakeholders must ensure optimal distribution and use of documents such as:
e Protect our Children;
o Safety Requires Teamwork & Safety for All
e Other relevant documents dealing with abuse and harassment.

= The stakeholders should promote to their members the use of the SPORT’AIDE platform.
This organization’s mandate is to:
1. Prevent and counter violence;
2. Offer assistance and guidance;
3. Offer assistance programs to victims of abuse and harassment.

3. INFORMATION AND TRAINING OF MHA

It is recommended that the region put in place some training and information plan for minor
hockey associations.

e The region should annually plan information sessions with its MHA;

e The region should provide an information system and continuous training with its MHA,;

e The region should maximize the effectiveness of the communication channel within its
territory.

4. WEB PLATFORM AND SOCIALMEDIA

The region must maximize the use of web platforms and social media;

Stakeholders must update their web platform to better meet the communication needs of

the membership;

= Stakeholders should not hesitate to use the specialized resources available to Hockey
Québec, like the specialized service such as Spordle, which is available to the regions;

= Stakeholders should modernize their communication methods according to the target

audiences (e.g. short stimulating educational videos) to spread their different messages

and promote existing tools (Region/Hockey Québec/Hockey Canada).

Uy
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CANVASES & EXAMPLES
Communication guide

22



In the next pages, you'll find an array of work canvases that will help you build
and write your press releases, texts and announcements before posting and
publishing in your community, And dont forget to share your
communications and successes with us!

Table of contents

Press Release ., G eI TE RS T 6o S 24 SRR B G D SO0 3
Press Release for Crisis Management ........oioiv s . KOO
News Announcement 8
Patnership Announcement 11
Season Launch .14
SHAt OF 3 TOUPMMBMIONT cerrsescusavusssnnsuiassesserensassswas sisrsasraspyvasesmmesassssureasnsva samsasstnss sastydevdopsssassassisab
Repistration Periot i i xiasiisiuiiiseiss i5haiamaims wioeiiss etk saiak 5065125 Ualsdsdssssoscisiaessh 20
Generlc Announcement 22
Nomination e 24
President’s Message 26
Facebook Post, . GistiaarsessendsscasilD,
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Nete: To use the canvases below, please refer to the Word document

Note: The mosculine gendar Is used s @ neutral gender with the sofe inteat of simplifying the text.
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Canvas

YOUR LOGO PRESS RELEASE

For immediate release

|[Title: Press Release II

“fQuote by the person in charge of the organization, region or MHAJ", acknowledges [Name of
the person + title of that person)]. }

[Additional and meaningful explications to the press release]

F304

L_--—" Commenté [MD1]): As soon as you send a communication

\ athers, this logo/mention is not necessary.

(City, Province), Date - [Name of the organization, MHA] + [press release subject]. .

"

\ mention a vislon o point of view that would be less

1000 or more media, you must use this tamplate, The
mention "Press refease for immediate release” confirms that
the mossage can be released and shared immedately. for all

1wmmmoswdmuwmmm
and condise.

1 Commenté [MD3]: Don't farget: your leac/first paragraph
must the § key questions: what, who, why, where
and whan.

Commenté [MD4]: The quote may menticn the benefits
af this announcement. Your “spokesperson” may alsa

welcome, less objective, in the communiqué itself.

Source: \ ‘
[Name of the person in charge| \

[Title/function] \

[Name of the organization, region, MHA]
[Contact information - email and/or phone]
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| | should not be cammunicated {contact detads, among

Commenté [MD5]: Other relevant information to be
shared to the public can then be included in this paragraph.
You can ako include several, depending on the amount of
information 1o share,

|| Onthe cther hand, always keep In mind: too much

| | communication kills communication. Avoid getting lost in teo
| | many messages,

Commenté [MD6]: The *- 30 -* confirms that your press
release s complete and that the following information

athers),

Commenté [MDT7]: “Source;” may aiso be replaced by “For
more information, contact:”™

The parson mentioned in this section will therefore receive
requests from local media and must be able to arswer of, st
least, follow up with the media about the press refease.




PRESS RELEASE

For immediate release

A first edition for the Development Day for Coaches in Québed

Exaompie

| Commenté [MD8]: TTLE

fn\ls great novelty will take place under the theme “Becoming better for our players.” __—{ commenté [MDA]: Subtitle (rarely used), completes the

(Montreal, Qc), Tuesday, August 14, 2018 — Hockey Québec, in colflaboration with the Ligue de
hockey midget AAA du Québec (LHMAAAQ), is proud to announce the first ever Development Day
for Coaches in Québec under the theme Becoming better for our players. The event of unparalleled
magnitude will be held on Monday, October 8, 2018, it is governed by each of the fifteen teams
of the LHMAAAQ, who are at the head of our men's integrated structures, |

| "We're very happy to be able to count on the support of the LHMAAAQ for the Development Day.
Offered to all the coaches, this seminar is part of the directions we aim in our strategic plan, which
is to offer at least one annual provinciol continuing education opportunity for coaches of all levels.
By bringing all these people together on a single day, we also ensure that everyone gets a
consistent message and encourages constructive conversations between the various
stakeholders, All of our players will benefit," said Paul Ménard, Hockey Québec’s general
manager.

“T'he Ligue de hockey midget AAA du Québec is very proud to offer, in collaboration with Hockey
Québec, this seminar to the entire province. This event will highlight the skills of the coaches of
the League, as well as promote a sharing of knowledge from the top of the development pyramid
of Quebec minor hockey,” says the director general of LKMAAAQ, Georges Marien. |

Every coach in the province, whether from women's or men's hockey, whether in elite,
competitive, recreational or school sector, will be invited to participate in this free development
day organized by the midget AAA team within its territory,

“This development day perfectly fits with the continuing education required by the National
Coaching Certification Program {NCCP)", says the technical director of the federation, Yves
Archambault.

Two development components
1- i ic —
A clinic done in two steps, theory (in class) and practical (on the ice), it will be centred on
the development of indlvidual skills with the puck.

2- 5mall area games
This training, offered in dass, will be supported by videos coming from a league comity. The
master coaches will explain the importance of playing well in small areas, as well as share the best
drills they use with their LHMAAAQ team, both offensively and defensively. |

25

title by adding information.

| Commenté [MD10}: Leac

| Commenté [MD11]: Quate from the head of the
arganizatioe,

_—| Commenté [MD12]: In this case, since there are two
people in charge, we find a second quote - this time from the
LHMAAAG,

| Commenté [MD13): Additional and relevant mformation
2 1o the press release, including & quote from the technical
department, 1o add 1o the content.




Hockey Québec and the Ligue de hockey midget AAA du Québec invite all the coaches throughout
the province to take part in this first ever provincial Development Day. It's a great, unique,
accessible and free way to share and acquire new knowledge with the main objective to improve

for our players! | | Commenté [MD14]: Closing sentence
L3o0/ _-.——'{m [MD15]: -30- to imply the end of the press:

release

Source

Marie-Joél Desaulniers

Communications and regional support coordinator

Hockey Québec

3 U !

B: 514 252-3079, # Jﬁa' | Commenté [MD16]: Contact inforrmation for mare

information within the organization.

26



Canvas

For immeciate release

YOUR LOGO

| [Title: Press Release for crisis managementl[

= mmm‘;l:umnuwuma

communication 1o one of more media, you must use this
tempiate, The mention “Press refease for immediate:
refease” confirms that the message can be refeased and
shared immediately. For all others, this logo/mention is not

(City, Province), date - [Name of the organization, MHA] + [press release].

N
N

Commenté [MD18): In crisis managerment, your tiths must
be concise and quickly communicate the essentials.

“fQuote by the person in charge of the organization, region or MHAJ", acknowledges [Name of
the person + title of that person). 3

Commenté [MD19]: Don't forget: your lead/first
paragraph must answer the 5 key questions: what, who,
why, where and when.

{Additional and meaningful explications to the press release]

Commenté [MD20]: A quote can add information or give
the vislon of your arganization to the situation,

F30

Source:
lName of the person in charge]

Commenté [MD21]): In crisis management, you must
minimize the information provided and be very concise.
Often, it is better to say less than too much, We suggest
concuding with a short sentence reaffirming your
alignment/point of view of the situation.

[Title/Function]
[Name of the organization, region, MHA]
[Contact information - email and/or phone]

Commenté [MD22): The “- 30 - confirms that your press
refease is complete and that the following information
should not be communicated (contact detalls, among
others).

Commenté [MD23]: “Source’” may alsa be replaced by
“For more information, contact™
mmmﬁmdlnmbsmﬂmmm
requests from local media and must be able to answer of, &t
least, follow up with the media about the press release.
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Example

For immediate release

Hockey Quebec will make the officials’ training mandatory for

bantam players

1 lwmmq mmhwmmdmw

[Montreal, Qc), Thursday, October 11, 2018 — In the wake of the events that took place during a
bantam match between the Reds and the Greens last weekend, Hockey Québec will make a
condensed version of the officials’ training mandatory to bantam players who are starting their

first year. |

"A situation like this one Is unacceptable, We don't want any more of these in our arenas. By
forming all our bantam players, we firmly believe that it will help them understand what is
officiating and its profession, and it should prevent situations like this in the future,” says the

General Director of the Federation, Paul Ménard. |

This training will be offered at no cost to all our bantam players. It should begin in the coming
weeks for the present players and will be completed by the holidays, Starting next season (2019-

2020), the training will be given before the beginning of the regular calendar,

Hockey Québec will make no further comments on this issue,

ate the

Commenté [MD25): Lead: it refers to the situation/criss
management and positions the federation In the actions
undertaken.

~| Commenté [MD26]: Quote from the spokesperson of the

federation: the director general takes a position and ghwes
the point of view of Hockey Gudbec facing this situstion
{unacceptable).

| Commenté [MD27): Additional Infoemation s mentioned

there, without going into further details,

r30+4
Source
Marie-Joe! Desaulnlers
Communications and regional support coordinator
Hodtey Québec

midesaulniers@hockey, grea
B:514 252-3079 # 35%

**** This press release is purely fictional and was written for the sole
purpose of this guide. It doesn’t refer te any situation that happened in the
past or in the present.
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Commenté [MD28]: If you have no information to add or
do not want to commant on the situstion.

£x.: In the context of allegations of sexual abuse, fraud or
any other subject matter or legal process, we ask you not to
comment furthers.

.__‘]m

Commenté [MD29]: -30- implies the end of the press

il

Commenté [MD30]: Contact information for more
information within the organization.




Canvas

YOUR LOGO

[Title: News announcement]

~

(City, province), date — [Name of the organization, region, MHA] + [subject of the announcement).

“{Quote by the person in charge of the organization, region or MHA", acknowledges [Name of

Mﬁmﬂﬂ: Your tithe should be cm..mn;c ]
and concise.

i

 Commenté [MD32}: Don't forget: your lead/first
paragraph must answer the 5§ key guestions: what, who,
_ why, whare and when.

the person + title of that person).
[Addlﬁonal and meaningful information to the amomoementl

[Name of the organization, region, MHA] vdshes [subject of the announcement].

+304

For further information about this announcement, please contact;
[Name of the person in charge]

[Title/Function]

[Name of the organization, region, MHA]

[Contact information - email and/or phone]

Y
.I appredated and dases the announcement well.

Commenté [MD33]: The quote may mention the benefits
of this anouncement, Your “spokesperson” may also
mention their vision oe point of view, without it being the
 organzation/eglon/MHA that publishes the ad that says it

Commenté [MD34): Other relevant informatian to be
shared to the public can then be Included in this paragraph.
You can alio indude several, depending on the amount of
information to share.

On the other hand, dways keep in mind: 100 much
unicatian kills ication. Avoid getting lost in too
MY MessIges.

Commenté [MD35): A concluting sentence is always

Commenté [MD36]: The * 30 - confirms that your press
release s complete and that the following mformation
should not be communicated {contact detals, among
others),

Commenté [MD37): The person mentianed in this section
will receive requests from members relsted to this
announcement, It s also possible to put oaly the name of
the orgsnization and the general coardinates; the mention of
ATO50UrCo person & Not Necessary, contrary 1o 3 press.
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Playing half-ice for our novice players: “The most natural thing in
the world"|

{Montreal, Qc) - Monday, October 1, 2018 - Playing In small areas will be implemented to all
novice teams starting next season (2019-2020) across Canada. Hockey Québec wanted to talk with
players’ parents who are already taking place in one of the pilot projects installed this season.
Discussions on the benefits that playing in small areas will bring to the development of the players,

MAHG1 and MAHG 2 coach, Mathieu Hamelin considers this change to be completely natural for
the development of our young players,

ht’s the most natural thing in the world that our children play In an environment that is
proportional to their size. Just look at what is already done in other sports, for example in
basketball, it is not asked that a 6- or 7-year-old throw the ball in a basket that is three metres
high. Same thing In soccer; the players don’t cover a 120-metre distance during games,” says the
coach who also coaches soccer during summer. |

His comparison even continues with school, “In elementary school, chairs and desks are adapted
to the size of the children. It is proven that a better posture will greatly improve students’ listening
and attention in the classroom,” adds the one who hopes that this change will also ensure better
learning on the ice.

As for Francis Lahaie, who coached the Jaguars in the minor hockey association of Roussillon,
during the pilot project last season, the game in small area “contributes to the individual
development of each player, With a smaller surface, young players develop more team play and
are subject to making more decisions, and more quickly. Their learning of the collective game Is
improved. *

Touch the puck twice as much
The player's opportunities to be engaged in the play are doubled when the playing area is smaller,
All players are closer to the game and have much more opportunity to touch the puck.

“All the players are closer to the puck. They take possession mare often and are therefore more
engaged in the game. Their interest in the game will also increase. They also develop their
individual skills and are invited to make more decisions quickly, such as a pass for example, “said
David Gaosselin, dad of a young player who participated in the pilot project in Pointe-Lévy, during
the 2017-2018 season.

| really befieve that playing in small areas is good. Not only to produce better players, but, above

that, to better retain our players. It will allow players to increase their implication in the game.
This is a significant impact as it Is our national sport,” says Hamelin,

30

—
Example

- WM):mmofmm
inciividual,

" Commenté [MD41}: Quote




Example

Learn the rules: in time.
Certain parents argue that playing half-ice will delay the learning of hockey game system rules, A
theory that Mr. Gosselin denied from the outset.

“Your child only has to watch hockey on TV or play video games, for example, and he will be
introduced to the rules. And if that's not the case, he'll have plenty of time to learn them early in
his atom season, It Is much more important, in my opinion, to focus on the teaching of early skills

than on regulations. That is what will have an impact on his development,” he concludes. ’ = ~-’[M [MDA2]: Additicaal and meaningful
Information to the announcement-

Hockey Québec wishes to thank Francis Lahaie, Mathieu Hamelin and David Gosselin for their

collaboration and wished all the players an excellent 2018-2019 season. | | Commenté [MDA3]: Closing sentence
t304 | Commentd [MD44]: -30- implies the text is compiste
Source
Marie-Joé Desaulniers
Communications and reglonal support coordinator
Hockey Québec
midesaulniers@hockey.qc.ca | ,-.----1meskmmmd0-mmw
contact,

10
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Ca

PARTNER'S
L0GO

YOUR LOGO

nvas

[Title: Partnership announcement|

| Commenté [MD46]): In a partnership announcement, your

partner’s name will need to be there. Your title should be
catehy, evocative and concise,

(City, province), date - {Name of the organization, region, MHA] + [subject of the announcement],

“JQuote from your partner, its representativel®, says (Name of the person + his title].

Commenté [MDAT7): Dor't forget: your lesd/first
paragraph must answer the § key questions: What, who,
why, when and whaore.

“{Quote by the person in charge of the organization, region or MHA]", acknowledges [Name of
the person + title of that person).

Commenté [MD48]: The first quote should be from your
partner. You will put them farward, which Is more than
appreciated by the partners.

[Additional and meaningful information to the announcement]

N
S

Commenté [MD49]: The quote from your organization
mist be related 1o your partnes. You can mention the
benefits and advantages you get from having them by your
side. Your "spokesperson” can also mention his/her vision or
paint of view.

[Name of the organization, region, MHA] wished ta thank [name of the partner] for his implication
and devotion towards our

N

F304

For further Information about this announcement, please contact:

Commenté [MD50]: Other relovant information to be
shared to the public can then be induded in this paragraph.
You can also includ, al, depending on the of
information to share.

On the other hand, always keep in mind: 100 much
communication kills commanication. Avoid getting lost in too

| many messages.

{Name of the person in charge]
[Title/Function]

Commenté [MDS51]: A concluding sentence is always
appreciated and closes the announcement well,

[Name of the organization, region, MHA]
[Contact information - email and/or phone]

Commenté [MD52]: The “- 30 -* conliems that your peess
redease is complete and that the followsag information
shoald not be communicated [contact detalls, among
others)

[Name of the person Iin charge]
[Title/Function)

[Name of the organization, region, MHA]
[Contact information - email and/or phone]

g

Commenté [MDS53]: The person mentioned in the first
section must be that of your arganization. The latter will
receive requests from members in connection with this
announcement. it & also possible 1o put only the nama of
the organization and the general coordinates.

> Commenté [MD54): This second section Is nat mandatory,

Itis rarely acded. At the requess of your partnes, you can
include the contact details of the person responsible for the
partnership.

Example: Car dealerships offering a discount - Contacs
information for the sales manager in charge of the project.

1
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iHockey Québec, in collaboration with Opération Enfant Soleil,
produces 23 video capsules specifically for para hockey‘[

{Montreal, Qc), Thursday, November 30, 2017 — Hockey Québec, in collaboration with Opération
Enfant Soleil, has produced 23 technical skills video capsules specifically for para hockey. Created
to teach coaches and para hockey players, the design and work of these capsules were done in
oollabocaltion with the biomechanist of Laval University and former elite player Léandre Gagné-
Lemieux.

“} decided to participate in the capsule project in order to bring a scientific aspect to the practice
of para hockey (dledge hockey). Science is not really used in hockey in general, and athletes, like
coaches, would benefit greatly from better knowledge of these elements,” says the
biomechanicist. |

FLéandre’s participation allowed us to add a theoretical notion as well as transtate the technical
gestures shown In the different capsules, These will offer a lot of educational material for all our
coaches and players who want to improve their game, “adds the coordinator of the para hockey
program at Hockey Québec, Mariéve Blais.

Léandm Gagné-Lemieux mainly ensured that the moves were described correctly, both in terms
of the correct use of the descriptive terms and in the identification of the correct parameters of
the movement.

"As a sports biomechanist, | see the movement primarily in relation to the external forces that act
to create it. With such an approach, we can identify elements of the movement that are
sometimes invisible or barely visible,” says one who is a lecturer in medicing in the Department
of Kinestology at Laval University,

The 23 capsules can be viewed the Hockey Ouébec website, under the Programs tab, Para hockey.

Fonds Josée Lavigueur from Opération Enfant Solell

The capsules were made possible thanks to the Fonds Josée Lavigueur of Opération Enfant Soleil.
These funds, which aim to prevent illness among young people through physical activity, also aim
to provide access to sports activities, particularly for children with disabilities and children aged 5
and under, as well as the prevention of overwelght and obesity in the 18 and under age group.

Hockey Québec warmly thanks everyone involved in the production of these capsules. Starting
with the Josée Lavigueur Fund of Opération Enfant Soleil for their involvement and support In this
project; the biomechanist Léandre Gagne-lemieux ; Jean Labonté, who acted as a technical
consultant, being a former player and captain of the National Sledge Hockey Team; Not to
mention afl the volunteer players who lent themselves to the game during filming last winter
{Aurélien Bucquet, Sophie Forest, Francis Lacombe, Antoine Vachon-Lehoux, Vincent Lemay, Joey
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Example

Commenté [MD5S5]: Title

1

Commenté [MD56]: Lead

Commenté [MDS7]: Partner quote

Commenté [MDS8]: Organization quote

~

Commenté [MD59]: Additional and meaningful
information to the announcement of the partnership.




Leroux, Vanessa Racine, Benoit St-Amand, Raphaélle Tousignant, Etienne Tremblay and Alain

Tremblay - pusher).

Example

,f—-'T Commenté [MD60]: Closing sentences and
| acknowledgment of the partner.

~304
Source
Marie-Joéi Desaulniers
Communications and regional support coordinator
Hockey Québec |
midesaulniers@hockey.ge.ca

| Commenté [MD61]: -30- implies the text s complete

J

| Commenté [MD62J: Contact Information within the
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| organization
|
| Here wa have not Induded the contact detals of the partner.




Convos

YOUR LOGO

tSeason Launich (Years] + (Name of the Team] l[Tl‘t;l.e; Sga;c_mrlgqn_chﬂ s

.\\\

(City, Province), Date — [Name of the organization, region, MHA] + [meaningful information \

about the launch of the season - festivities, events, Xth season, etc.]/

\

Commenté [MDB3}: Kicker- by adding a kicker, you
Indicate to your reader the subject of your
text/announcement. In addition; it prevemts your titke from
being too long; it makes it conose. The team’s name Is
highlighted in yellow since It &5 not necessary (ex.; seascn
faunch of a league or region)

\
« [Quote by the person in charge of the organization, region or MHA]", acknowledges [Name of '\\

the person + title of that person),

[Additional and meaningful information to the announcement]

[Name of the region, MHA, organization, league] wishes an excellent DX(XX] season to all our

F304

Source:

[Name of the person in charge]
[Title/Function)

[Name of the organization, region, MHA]
[Contact information - email and/or phone]

\

| Commenté [MD64]: Your titio shauld be catchy, evocative
and condse,

Commenté [MDG5]: Don't forget: your ke /first
paragraph maust answer the 5 key questiors: What, who,
why, when and whore.

| Commenté [MD66]: Other relevant Infarmation to be

shared to the public can then be induded in this paragraph,
You can atso include severad, depending on the amount of
informastion to share.

On the other hand, always keep In mind: too much
communication kills communication, Avold getting fost In tog
mary messages,

Commanté [MD67]: A concluding sentence is aways
appreciated and closes the announcement well,
Commenté [MD68]: The " 30 ." confirms that your press
release Is complete and that the following informaticn
should not be communicated (contact details, smong

«_ | others}.
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y Commenté [MD69]: “Source" may stso be replaced by

“Far more information, contact:”

The parson mantionad in this saction will thecefore receve
requests from local media and must be able to answer or, at
least, follow up with the media about the press release.




Exomple

LNEQ,

\ 4

2018-2019 Seoson Launch

A Showcase to launch the first season of the feminine LHEQ[ _ _//{ m:-um: Kicker [2018-2019 Season Launch)

{Montreal, Qc), Friday October 2018 - The feminine side of the Ligue de hockey d'excellence

du Québec (LHEQ) is holding a Showcase, this Saturday, October 6, 2018, at the 4 Glaces in
Brossard. Twenty-six {26) games will be played on the four (4) rinks of this sport’s centre. ____,_,{ Commenté [MD71]: Lead

“The event is, in a way, the launch of our first season,” says Julie St-lean, director of operations

for the women’s component of the LHEQ. All of our Integrated structure AAA teams will play.”| | commenté MD72]: Quote from the person in charge of

)

Indeed, 24 teams, from our four (4) integrated structures (North, South, East and West), ranging
from Pee-wee AAA to Midget AAA, will each play two games. Two games featuring Bantam AA
teams will also be presented, The Showcase is open to the public. Admission is free.

ILHEQ, 50, auenee
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CEGEPs, colleges and universities will be present

Many CEGEPs, colleges and universities are invited to have an information booth on Saturday,
October 6th. The goal: to publicize thelr program in order to encourage the players to pursue thelr
sports and academic career in their school,

15

36



College and university recruiters will also watch the players during thelr matches of the day,

Exhibition games: U18 Team Québec

Exampie

To complement the Showcase, players from the U18 Team Quebec will jump on the ice, Sunday,

Octaber 7th to play exhibition games.

LHEQ ~ volet féminin - Website now online

The website for the feminine side of the Ligue de hockey d’excellence du Québec is now online,

Accessible through the official website

the news and activities of the LHEQ, both masculine and feminine, In one place.

| users will now be able to learn about all _,---‘[w [MD73]: Additioral and meaningful

Information to the announcemant of the start of the season

rlhe Ligue de hockey d'excellence du Québec, feminine league, wishes all its players an excellent

| Commenté [MD74): Additions and meaningful
[ information to the announcement of the start of the season

—--'; Commenté [MD75): Cosing sentence

2018-2018 season, |

-304
Source
Matie-loé] Desaulniers
Communications and regional support coordinator
Hockey Québec

midesaulniers@hockey.ac.ca|

,,--'1’ Commenté [MD76]: -30- implies the text s complete

| Commenté [MD77); Contact Information of the person

37
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who will be responding to requests,




Canvas

TOURNAMENT'S
YOUR LOGO LOGO

[Title: Startof 3 Tournamentl ~ Commenté [MDT8]: Your titls shoud be catchy, evocative
. ~ and contise, Your members should have the essence of the

| message by reading this tithe: Ex: Hockey Outacusis ready for
(City, Provinice), Dte - INAFR SE T SRl RIAR TeaR MU T o, Do
the start of the tournament: tournament dates, arenas, length, participating teams, etc.] | ' Commenté [MD79]: Don't farget: your lead/first
paragraph must answer the S key questions: What, who,
‘{Quote by the person in charge of the organization, region or MHAJ", acknowiedges [Name of | Why, when and where.
the person + title of that person),

" Commenté [MDBO): Atthough It s 1ot necessary, It is best

| toinclude a quote from the manages - president, director o

other - to the announcement.

. The main objective of “spokesperson” quote will be

[Additional and meaningful Information to the announcement] ‘ Premmpssutigonunims iy NM::O

\ jwdmmphmmdmmintmple.umm

[Name of the region, MHA, organization, league| wishes a great tournament to all the players,| | anowelty foc the or an gvent to p you can
TN | Ao inciude .

t304 \

' Commenté [MDB1J: Other refevant infarmation to be

|\ | shared to the public can then be included In this paragraph.
Source: \\ | You can also include several, depending on the smount of
| informatian to share.
[Name of the person in charge| \ | | On the other hand, always keep In mind: too much
[['“fllﬂelfu:::n] —— | \ \ | ‘comentinleation killé commurication; Avold getting fost I 00
ame of the organization, region, MHA

\ '.“,‘ many messages.
(Contact information - email and/or phone] || Commenté [MDB2]: A conciuding sentence is ahways
"|.| \ | appreciated and closes the announcement well.
|| Commenté [MDE3]: The *- 30" confirms that your press
“.\ relesse s complete and that the follawing information
| shauld not be communicated (contact details, among
\, | others),
s
1

Commenté [MDB4]: *Source:” may also be replaced by
*For more information, contact”

| The person mentioned in this section will receive requests

| from members related to the tournament. It is aiso possible

] to put only the name of the organization and the general
coordinates.
4
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Example

fThe Outaouais region will vibrate to the rhythm of the Dodge Cup | _—{Commenté pes}: rwe

'(Montral, Qc), Wednesday, April 18, 2018 ~ Until Aprif 22nd, some 3,000 hockey players, as well
as their families, will experience the Dodge Cup fever throughout the Outaouais region.

Fat Chrysler Automaobiles, the main sponsor of the Dodge Cup, is on its way to a 31st season. This
sponsor s valuable to Hockey Québec because he Is deeply Involved. The 41st edition of the
Provincial Ice hockey championships is held under the honorary chairmanship of Mr. Philippe
Demers, Honorary President of Fiat Chrysler Automobiles,

"Hockey Québec thanks this faithful partner for its support over the years at the Provincial
Champlonships,” observes Nicolas Minville, president of Hockey Quebec, “This company plays an
important social role with consistent and constant commitment. "

Hockey Québec, In collaberation with Hockey Outaouais, presents the masculine’s portion of this
41st edition of its major annual sporting event. The organizing committee of the Outaouals reglon
has selected 15 competition sites to welcome the 213 registered teams.

"We will have a busy edition again this year as more than 412 exciting games will be played across
15 competition venues over a five {5) day period. More than 1,000 volunteers have been and will
be on the job to ensure healthy competition on the various rinks In the region to encourage more
than 3,000 hockey players, numbers that do not iie about the unparalleled scale that is this day
this amateur sports event, “said Hockey Quebec's General Manager Paul Ménard.

In addition to the trophy awarded to the winner of eath category, Hockey Québec also honours
the region with the best performance (percentage of points collected in relation to the potential
total) on the ice during all the championships with the Raymond Lagacé Trophy.

Dodge players of the game

As part of the 2018 Dodge Cup, Hockey Quebec, through its main partner, Dodge, wants to
identify the players of the Dodge match, Dodge will generously offer the player of the game a
crystal puck with the Dodge Cup logo.

An official Dodge Cup ring produced by Graduor Sports.

The company Graduor Sports produces the official ring of the Dodge Cup. This high-quality ring is
available to all hockey players from the 338 teams participating in both parts of the competition,
as well as to all those working with these teams, officlals and members of local and regional
organizing committees.

Winning teams of the 2018 Dodge Cup will also be able to order a personalized ring, stamped by
the team or organization they represent, if they wish. Information about this promaotional product

will be available at the souvenir kiosk at each of the Dodge Cup venues or by visiting the Graduor
Sports website at www.graduor.com.
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All the teams that reach the semi-finals or finals of their division are automatically entitied to a
medal, while the champion team receives both the banner and the Dodge Cup trophy.

The champion teams identified in the CCM cap
Just like the professional sports championships, every Dodge Cup champlon team player will be
easlly identifiable as he or she walks out of the rink wearing a special CCM signature cap.

The image of the Dodge Cup 2018 appears with the mention Champions, The company CCM
Hockey graciously offers this cap to the event’s heroes,

For CCM Hockey, this contribution is an original way of highlighting the intense effort made by
the players of the teams participating In the Dodge Cup and highlighting the merits of the
champion teams,

Regional championship results online
Fans can follow the action of the championships by consulting the official website of the

competition at www.coupe-dodge.ge.ca.

All players and team statistics are regularly updated to allow fans to experience the 2018 Dodge
Cup.

Sodial networks to the forefront

Stay connected to Hockey Québec’s social networks - Facebook, Twitter and Instagram - in
addition to the Dodge Cup Twitter throughout the event. Images, results and Interesting stories
will be on the menu!

For more information on the Dodge Cup and to virtually live the event from April 18 to 22, 2018,
visit www.coupe-dodge.qc.ca.

—
Example

| Commenté [MDB7]: Addtiona and meaningful
inft ion to the of the
tournament/competition

| Commenté [MDB9]: -30- implies the text Is comlete

r304
For further information:
Marie-loél Desaulniers
Communications and regional support coordinator
Hockey Québec
mjdesaulniers@hockey.qc.ca
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Commenté [MDS0]: Contact mnformation for the persan

= |
| [ or organization who will be responding to requests.

!
\




YOUR LOGO

[Title - Registration period]

(City, Province), Date —iName of the organization, region, MHA] + [meaningful information about
the registration period: dates, length, location, conditions if applicable, etc.].

[Additional and meaningful information to the annauncement]

~ Commenté [MDS1J: Your title shousd be catchy, ovecative

Canvas

| and concise,

’I'M [MD92}: Don't farget: your lead/first
paragraph must answer the S key questions: What, wha,
- why, when and where.

\

[Name of the region, MHA, organization, jeague] would like to thank all those who will register

and wishes everyone a great [season, tournament, event x| to all our participating players.] )

\

F304

Source:

[Name of the person in charge]
[Title/Function)

[Name of the organization, region, MHA]
[Contact information - email and/or phone]

20
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'\_\ | many messages.

\\Lm'
' Commenté [MD96]: *Source” may also be repiaced by
| *For mare information, contact:*

b

—

- Commenté [MD93): Other redevant information to be

- sharad to the public can then be inchided In this paragraph.
inmmmdeqummmd
 Informatian to share.

 On the other hand, always keep In mind: too much

| communication kills commurication, Avoid getting lost in too

\
\

\\

" Commenté [MD94}: A conduding sentence s stways
'\I | appredated and closes the annauncement well,

' commenté [MD95]: The - 30-" confirms that your press ]

‘ release s complete and that the following information

shauld not be communicated (contact dotalls, among

e "

The person merttioned in this will q
. from members in relation to the tournament. It Is also
| possible to put only the nama of the organization and the
| ereral coordinstes..




Exemple

|Register your team to the seventh edition of the Super Festival
Timbits MAHG | Commants (MDS7: e J

{Montreal, Qc), Wednesday August 2018 — You are a pre-novice player taking part In Hockey
Québec’s MAHG program, then register and your team could win one of 12 invites to the 7th
edition of the Super Festival Timbits MAHG in Brossard. The event will take place Saturday, May
11, 2019, from 8:00 to 12:00 at the Bell Sports Compiex in Brossard. | | Commenté [MD98]: Lead

fThe selacted teams will participate in one hour of ice and several off-ice activities for all the kids.
In order to be eligible for the contest, you must be a member of a Pre-Novice team participating

in the Hockey Québec MAHG program,

Registration yvlll take place from February 20th to March 20, 2019. Click here to access the form

and register. | " Commenté [MD99]: Additionai information |

Hockey Queébec thanks everyone who signs up and wishes a great Super Festival Timbits MAHG

to all participants. _-—»—’{Conmm [MD100]: Closing sentance ]

F304 | Commenté [MD101]: -30- imples the text is complete |

Source

Hockey Québec

info@hockey.gc.ca | __— Commenté [MD102]: Contact mformation of the
organization (or the person) responsible for the
event/registration period,
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YOUR LOGO

[Title = Generic Announcement]
(City, Province), Date - [Name of the organization, region, MHA] + [meaningful information about
the announcement: answer the 5 key questions).

F{Quote by the person in charge of the organization, region or MHA issuing the announcement]”,
acknowledges [Name of the person],|

[Additional and meaningful information to the announcement]

[Name of the region, MHA, organization, league] would like to thank [mention the target audience
+ information about the announnement].l

304

Source:

[Name of the person in charge]
[Title/Function]

[Name of the organization, region, MHA)
[Contact information - email and/or phone]

Canevas

22

43

-~ Commenté [MD103]: Doer't forget: your lead/first

=1 Commenté [MD104]: This quote is not necessary. If you

| many messages.

\ | appreciated and closes the announcement well.
\
| Commenté MD107]: -30- implies the text i complete |

paragraph must answer the 5 key questions: What, who,
why, when and where,

wish, you can include a quote from the person respansible
for the announcemant within the organization. The quote
mary refer 1o & point of view.

Commenté [MD105]: Other refevant information to be
shared to the public can then be Included in this paragraph.
Yau can also include several, depending an the amount of
information to share.

On the other hand, always keep I mind: too much
communication kills commurication. Aveid getting lost in too

Commenté [MD106]: A contluding sentence is always

Commenté [MD108]: “Source:" may also be replaced by

"For more Information, contact="
The person mentioned will recen quests from b
In connection with the 1t Is also possible to put

only the name of the organization and the general
coordinates,




_\) Example

IHockey Québec will hold a specialized clinic for goaltenders | ,_/‘me‘m"*

(Montreal, Qc), Tuesday, October 9, 2018 — Hockey Québec will hold a speclalized clinic for
goaltenders, this Sunday, October 28, 2018, at the Bell Centre In Montreal. The development -
activity will be offered free of charge to all those who register before Friday, October 19th. | | Commenté [MD110]; Lesd

I"As a Federation, we want to provide the best coaching to our Quebec players and coaches,
Bringing together many goaltenders from across the province under one roof will certainly
generate a good exchange and sharing of knowledge for all, "says the technical director of Hockey

Quebec, Yves Archambault. | " Commenté [MD111}: Quote from the person In charge
from the orgamzation,

Hoclzev Québec offers various specialized clinics to its members: Puck Control, Skating, Developing

Defencemen to name only those. You will find more on this subject anline here] " Commenté [MD112}: Additional Information

Hockey Québec wishes an excellent clinic to all the participating goaltenders. " Commenté [MD113}: Closing sentence

304 | Commenté [MD114}: 30- implies the text is complete.

Source

feves Archambault

Technical Director

Hockey Québec

yarchambault@hockey.qc.ca _—| Commenté [MD115]: Contact information fram the
person In change or the person avallable 1o answer

{ Questions.

23

44



YOUR LOGO

[Title — Nomination]

(City, Province), Date — [Name of the organization, region, MHA] + [meaningful Information about
the nomination: Name of the person, their title, who the replacement is for, etc.].

FlQuote for the hired person, newly in this role]” says [Name of the person and title].

Canevas

| Commenté [MD116]: Your titke shoutd be catchy,

evocative and concise.

| Comments [MD117): Don't forget: your lead first

paragraph must snswer the 5 key questions: What, who,
 why, whan and where.

{Information about the professional background or experiences within the organization and
contact information to contact the person]

| Commenté [MD118]: The quate from the newly

appointad person should demonstrate his/her pride and
desire 1o take up these new duties,

FfQuote from the person hiring or making the announcement]”, says [Name and title of the
quoted person]|

{Entry Into office is Immediate \ Entry Into function is effective as from DATE]. |

\

lName of the region, MHA, organization, league] congratulates [Name of the nominated person]

for their position [name of the position] and wish [him/her] well in [his/her] new responsibilities.
r304

Source:

[Name of the person in charge]

[Title/Function]

[Name of the organization, region, MHA]
[Contact information - email and/or phone]
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\

\

\
\

\ Lﬁom your choixe and his/her skills.

Commenté [MD119]: Add other relevant information to
Justify the appointee. Maention his/her gualifications,
pravious expenances and courses, If he/she k an active
participant in minor hockey,

Always koop In mind: too much communication kills
communication. Avald getting lost In too many messages.

Commenté [MD120]: Duote from the person who

At

d the new

Do nat forget to

| Commenté [MD121]: Indicate when he/she will start -

| either immediately or the date on which he/she will start.

‘rtomcﬂ [MD122]: A concluding sentence is always
| sppreciated and dloses the announcement well.

| Commenté [MD123]: The *- 30-* conflems that your

press release is complete and that the following information
should not ba communicated |contact details, among
others).

| Commenté [MD124}: “Source:" may slso be replaced by

"Far more information, contact”

The person mentioned will receive requests from members
in connection with the It is also possible to put
only the name of the arganization and the general




bean-Simon Marchand appointed reporter for the LHEd

Montreal (QC), Friday, October 19, 2018 - It is with great pleasure that the Ligue de hockey
d’excellence du Québec (LHEQ) announces the appointment of Jean-Simon Marchand as a
reporter for the LHEQ.

Fit is with a sense of pride and interest that | am oining the LHEQ today, This new challenge fits
exactly with the goals of my professional development and | can’t wait to get started,” says newly
appointed Jean-Simon Marchand,

In the process of obtaining his college diploma in Arts et technologie des médias from Cégep
de Jonquiére, Jean-Simon Marchand Is passionate about sports, Since high school, he has shown
a desire to get involved with student sports teams, starting with the Harfangs du Triolet. Then, he
used his expertlse sporadically for the Jonquiére £lites, his adopted city during his college studies,
in the Ligue de hockey de développement midget AAA du Québec. A former hockey player, Mr.

Example

| Commenté (MD125]: Tivee

| Commenté [MD126}: Lead J

" Commenté [MD127]: Quote from the newly appointed I
{ parson.

| expedence and peofessional qualifications related Lo this

Marchand is also an official (referee and linesman) for his home region, Hockey Sherbrooke, = 1cw [MD128]: Additional infarmation, work l

FHis knowledge of the environment, his experience in the LHEQ and his desire to leamn and
contribute to the success of the LHEQ make him the Ideal candidate to occupy this position,” sald
Paul Ménard, General Director of Hockey Québec. |

| position.

llean-Simon Marchand's main tasks will be to conduct intendews with the various LHEQ
participants, write the stories and publish them on the league's platforms. He will also manage
the LHEQ social network accounts. You can reach Mr. Marchand by email at
journafistet HEQ@hockey.qc ca. |

' Commenté [MD129): Quote from the person wha
| appointed the new employee/valunteer.

| Comments [MD130}; additional information and contact

His entry into function Is immediate.

Please join the entire LHEQ team to congratulate and welcome Jean-Siman Marchand to the LHEQ
team as a journali

Unhrmnim to reach the newly appointed person
" Commenté [MD131]: Start date [

Source

Marie-Joél Desaulniers

Communications and regional support coordinator
Hockey Québec |
midessulniers@hockey.qc.ca
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= ---‘fcm [MD132}: Closing santences and welcoming
[ words for the newty appointed persan,

{
i ] person in charge of the nomination or for additicnal

Commenté [MD133]: Contact information from the
| Information.



Canvas

YOUR LOGO

[Title — President's Message]l ' Commenté [MD134]: Your title should be catehy, J
_ evocative and concise.
[Name of the organization, region, MHA] + (purr_my infermation you want to share about the 5 =
launch of tournaments, season, encouragement, etc.]. | Commenté [MD135]: in the case of a president’s
message, your kead will intraduce information refated to the
| MessaEe You want to communicate (fun, change in a cartain
[Additional information to the president’s message] Qi lpeciiokigiey

[Name of the region, MHA, organization, league| wishes [wishes related to your president’s \[CMIIOINWMMWMM ]
message] to all our participating players, Soiiodesdnici

Commenté [MD137]: A concluding sentence is adwiys
appreciated and closes the announcement well, You can
| rafer to your principal message Introduced In your lead,

Electronic signature | " Commenté [MD138]: i you have an eloctronic sgnature,
you can integrate it. To produce one, just sign on & blank
sheet, scan & and export/save it all In,JPG ar. PNG format

J

[Your name]
[Function: President of [name of the region, MHA, organization]|
[Contact information] 1 Commenté [MD139]: Your president’s cantact
[mlommm including 3n email or phone number to reach
him/her
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Example

LA

|Let's be proud of what we are achieving | Commenté [MD140]: Tiie

It is with renewed pleasure that Hockey Québec, its Board of Directors and the members of the
Executive Committee of the Ligue de Hockey d'Excellence du Québec (LHEQ) wish an excellent

season to the teams and the organization of Pointe Corsairs -uvv] i -{ Commenté [MD141]): Lead

The deployment of a season cannot be done without the generous involvement of many
volunteers. It is a precious wealth for a society and for its well-being. The quality of our
organizations s synonymous with the vitality of hockey in Quebec. Let's be proud of what we
achieve, be proud of the work done by our coaches and the efforts made by players for their

development, in both academics and sports. | Commenté [MD142): Othes resevant information
We wish you a great hockey season 2018-2019! May it be done under the sign of development
and sportsmanship! 11 Commenté [MD143]: Conclusion sentence ta the
president’s massage
-7\‘ t‘” I /{MMD'W:MMMWN ]
) > /
ne
Yves Sigouin
Hockey Québec President
ysigouini@hockey.ac.ca | Commenté [MD145]: President’s contact Information |
27
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|Facebook Post]

# Créer une publication ) En direct
2 Emploi

R Evenement € Offre

€~ Ecrivez une publication...

B3 Photoviséo

' Je suis 12

€9 identifier le commanditaire

™ Ajoutez un événement marqu...
Ly Séance vidéo

@ Recevolr dos messages

0 Sondage

@ Lancor une session de questl...

Public » Mettre la publication en avant m

(&) Humeur/Activith

E| Rédiger un article

E Igentifiez le produit

= raites ta promotion de votre ...
& Alouter des directions

Qe Recovolr des appels

B uste

49

Convas

Commenté [MD146]: WRITE 4 POST
1t Is In this section that you wil enter your title/message. 8¢

sure 10 formuliste your text in such 3 way that it is attractive,
cancise and evocative. If you have 3 web link to include, just
copy and paste it in this section. Then, once visible, you can
delete it in the “text”; it will remain active and visible all the
same.

You can also identify your teams, organizations or coaches,
for exampie, who are already on Facebook. it Is the same for
the places accessible by & “company” page.

Don't hesitate to ask your subscribers to comment, identify
and share your post, The more interactions you reach with
the public, the mare likely you are ta reach people and
Increase your subscriber base,

PHOTONDEO

In this saction, you can insert a photo or video. Posts that
Include o photo of video reach more people. And make sure
that it is directly relsted to the message that sccompanies it.

FEELING/ACTIVITY
You can even add how you are feeling, For example, when &
new member is nominated, “grateful® would be appropriate,

CHECK IN
This section allows you to identify where you are or whaere
the activity is taking place.

TAG A SPONSOR

This section is useful to identify a spoasar in a post,
promoting this partnesship, For example, Restaurant X &
offering the meal during an event, a gala or a tournament.
You can post a group picture mentioning the name of your
partner is this section.

Befare publishing, make sure that the option “PUBLIC" is
actwated. Finally, t's possible to schedule a post by clicking
0n the arrow just right of the “PUBLISH™ button, You will
have to choase the time and date you want your past to be
published,




Example #1 - Facebook Post

Example

Commenté [MD147]: In this example, more than 15,000

Infos S & pubhcaton

Parformances de votre publication
Hockey Guetec -
® e W Ve e i T ctaten 4 OWA o 15113

Les hockeymeses Spateroin Bl M epuInees amancie 3
Cente Ovgue D00 contre ley Sermations Samam AAA Gy ‘Yert ot Noit of 490 . -
A Crraer s
Ehery s&00M ef Susiaanscn Sife W oumes o v de le ecton el 3z - 3
OEGUPe Quites Out MONE 08 15 ans QUi MPFdatnien NOTE MOVIALE AUk o
prochans Caram G lonus on Mynier 2015, 2 Red Deet Aberta

e 18 2 %

O s

ALIGNEMENT E

0 “

" w2
4 1
104 1

TEEROACK MECANY

MOCHEY CC O
Vingt-sept joususes en évaluation ce weck-and
1 - 1

VNG wpe poaasnew o sl te wees-on )

¢ o
o Otenas pius de » Sabw o, de -
Boottaz cane pubhcaten pour 25 § pour 1echiv jretu d 17 400 patsannes
nwns 104
o0 Vimree— 3 T
) L O Comzmmnni 2 Paitsges [0
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people were reached (contacted) by this post. These figures
‘ come mainly from the number of shares, people wha
commentnd and/ar liked the publication.

|| The word “proud” has been added, gererating a sense of
belonging to subscribers to the news.

Also, the pages of the “DDO Civic Center” and *Canada

Games” have been identified and have recelved notification
of the publication. Most companies identified in this type of

| | publicstion will in ten share it if the conteént praves relevant
. tothem.
‘ Finally, we encouraged pecple to click and view the articke in

question, indicating that line-ups and scheduling were
available. It also counts as an Ineraction 1o your publication,

AR LA L R R R R R R A R R A R R L R R R R L L

{right section of the photo)

, You can access the perfi
of your publications by gaing to the “Publishing Tools™
| section on your homapage.
| (== —
[ R re———— -

| gy
| The goal Is to reach as many people 35 possibie. You tan also

analyze/monitor if your subsoriber rate ncreases due to
certaln types of pubications.
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ebook Post

W

“

Example #2 - F;

‘ Commenté [MD148]; This example does nat include a link
to 3 website. Only one phato, along with a text encouraging

‘ people Lo identify, In comment, the coach they wanted 1o

oS sur i pubicaton

Perfar de votre
0. Mochey Quitec O vl v e Sk
o I 5 Ve Je01 Dimtiaie PPPe— ) 11 465 '
Catte yormmne o9l Cody Ory erraitey SUnoCanc pow vote This kind bication works well.
L RIOR JOUTEt €f AdvDuomen! efers NG Eunes VOus fes eisentets 370 | dw
Gans ke Gevelsppesend Gk nos jeunes § 0 178 LA AL A R A L R R A A A A AR R AR L)
7

N SOUNIEZ-YOUS teMEItiar? PIragesr une pnoto o= 08
e e bvrﬂlhu- Coxh B - el ’ W
" r | | You will also notice the addition of 3 hashtag, preceded by
the pound $ign (V) to the post (WMerciCoach). This word or
group of words makes it possible to group subects,

B 1
|
s w
|
L 1 ‘
|
|
s 108y
|
1 1 |
oF  Obtener phus de manthons « J'akne s de commmnares ot gorlapes
Boasins cotin puthcsan poay M $ pacr sxacer s & 17 002 panscrmmes
L L
e o ==
o0 —arigea 1 pariae
o Lo ) Commrmon £9 Pesage [
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Example #3

Commenté [MD149]; You can also share 3 post on your
Ine pubbcatior ove Facebook page

c_ Hockey Quebec 3 part:
o' ubie par Ma Joe| L

Bravo Maxime Comtols. de 1a structure @
Midge! AAA. Premier but dans 1a LNH 3 son premier match, premier tirt

| As In this example: the news comes from a rellabie and
highly credible source in our spoet, the NHL

We took the time to idemify the provenance structure of
Wwell done L & & || Maxime Comntoss. This increases the sense of community, in
| addition to ralsing awarenass of the Integrated structures
and their management, We have also identified the league in
which he ks currently playing, the NHL.

| Firally, the Fact that It is 3 video diversifies the format of
news publlished on your page and invites your subscribers 1o
spend more time here

ol Aimer la Page

SO0 pramier ir 3 son pramies

o Jeime (0 Commenter 2> Parages o~
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[Twitter Post|

Canvas

Ecrire un nouveau Tweet
e |

H B B ©

About Twitter
There isn't a perfect number of tweets in a day or 2 good time to tweet. Instead, focus on creating
relevant content for your target audience that reflects your business, and publish at a steady pace.

Avoid scheduled publications whether from Spordle, your website or Facebook, Each platform has

| Commenté [MD150}: What's happening?

s in this section that you will enter your tweet, which will
have to stick to 280 characters or less, punctuation and
spaces inchuded. You must be concise and clear,

Fhoto lcon
To accompany your tweet, it is recommended to add a photo
or video, Your publications will stand out In the news feeds
of your subscribiers.

GIF leen

This format of animated digital images can be used in
R5paNse 1o 3 tweet, a5 “images” for a tweat or In additanal
infor during a sharirg. Tor examgle.

Add a questian {pall) kcon

A pablication including a question may be i wina
survey or event, foe exampie.

Add Location icon
You can activate your location during events, among others.
The location can alse be changed manually In case you want

its own goal. Better take the time to create and write different publications for each of them.

53

| 10 enter another municipality.
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Example
A ——

Example #1 Twitter

Commenté [MD151]: The information mentioned
concise, clear and glves the essence of the news. In additon,
we have identified the influencers involved.
BGAULOISAAY
| BHC_CoupeTELUS

In addition to the news link Incuded at the bottom of the
tweet, a photo representing the ad has been attached. To i,
Influencers hawve been identified

| | @HockeyCanada fr
[ @Hockey_Canada

DETAILS >>> bitly/20nufi
| ECoupe TELUS
' Coupe TELUS Cup | || touiom

|| This, you increase the chances that the naws will be picked
up and/for shared on their respective sccounts. |

Hockey Québec® & HockeyQuebac - 16 oct
La structure des @GAULOISAAA de Saint-Hyacinthe sera I'hdte da la

@HC_CoupaTELUS de 2020 §

Maintenant, il ne reste plus qu'd attendre l'arrivée du mois d'avril,, 2020 2 &

-Z TELUS™

0

Hockey Canada FR. Hockey Canada

Q 113

Coupe TELUS ot 3 autres

' i

Link: hitps://twitter com/HockeyQuebes/status/1052298779326640128
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Example
Example #2 Twitter
s L5 Commenté [MD152]: Concise, the message clearly shows
Hockey Québec & ©Hockoy Curbec oct v the presence of Hockey Quebec during filming for the
Jour 2 du tournage des capsules d'habiletés de @HockeyMagazine TV avec | current season of Hockey Magazine: the gos! of the tweet,
@DGauthierRDS : pl diens de but! [T
Gauthieri place aux gardiens de bu - L . athons slicvad the
| capture of this video which accompanies the publication
well.
|
|
|
|
|
|
A
oor/o26 o) '
@ s 3 il
Link : httpsy//twitter. com/HockeyQuebec/status/1052544042129600512
34
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c—
Exampie

Example #3 Twitter

~

Canadiens Montréal @ & CanadiensfTl

a MAX! #GoHabsGo @

Tl sa

(4

Afficher cette discussion

Link : https://twitter.com/CanadiensMTL/status/1055628477892907008

56

“v Commenté [MD153): To Sustrate what animated GIFs
| are, this example fram the official sccount of the Montreal

} Canadiens illustrates one of the passibilities.
| | In respanse to Max Comi’s two goals, during the match on
|| October 25, 2018, Canadians shared this animated GIF,
| where we see it celebrating a goal {click on the Snk below

| | screenshat).

| | Several ani d Gifs already d are accessible. Just
| | search by keyward and you will certainly fing ane that s
| | sumsble for your publication of arswer,
|
|
|
|
|
35




[Instagram Post|

Step #1 - Select one or more pictures you want to post

Commenté [MD154]: First, you will need to select the

Cancel Camera Roll v Next ool g e

.been taken beforehand or you can Lake them in real time,

36
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canvas

aictures,

Iy LO your picture or pictu

Commenté [MD155]: You can keep the photos as they
are, The cption to choose a filter for the change (s) s also
avadable. This option has the sole purpose of changing the

‘, appearance of your photo.

corr B |

re=

Normal

Edit

Filter
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Step #3 - Post the selected picture or pictures

< @ hockey.quebec v Share
“ Write a caption
| (=SS,
Tag People
Add Location
Anciens CCL  Sainte-Catherine, Quebec  Sa
Facebook Hockey Québec

Twitter )

Tumbir

59

Canvas

|l

Commenté [MD156]: it is in this saction that you will
enter your short informative message,

It shousd be accompanied by several hashtags, starting with
the most papular {the one with the most publications to his
oedit) 1o the least: In descending order, To be effective, we
recommend a minimum of seven (7) hashtags.

| Instagram users will then be able to acoass your pests
whether they subscribe to your account or not, via the
hashtags mentionad.

It is not recommended to share your post on other social
networks.

What is & hashtag?

A hashtag is a word or group of combined keywords,
preceded by a pound sgn (¥). The hashtag ms 10 group all
the publications, thus facllitating the search accarding to the

fekds of interest of the users,

. You should prioritize hashtags with more publications,




——
Example

nle

Instagram Examp

Commenté [MD157]: Ta announce the 2018 edition of
the Women's Dodge Cup, we used a photo from the previous

Q. P
| edition, The image illustrates the news, in sddition to being
|| artractive: two essential criteria for Instagram.

|
Adding hashtags strengthens SEO while & 8 the
likefihood that your post will he viewed and liked by users
who are not subscribed to your page. If your cantent

Interests them, they may subscribe in retum

% mentiors | mme
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1 1 | Commenté [MD158]: How to create a Snap?
,# Q Rechercher | To take a $nop

* Go to the main Snapchat screen, and then click briefly on
4 - . the big circle at the bottom centre for a photo or at length

} for 8 video

| *  Edt your Snap by adding text, stickers, emalis and filters.

GUIDE DES”4
mcommumc.«nons
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GUIDE eSS
(57 ) COMMUNICATIONS

r:‘» Ma Story

About Snapchat

Snapchat is a free photo and video sharing app available on i0S and Android mobile platforms.
The difference with this application is the existence of a time limit for viewing the media sent to
Its reciplents. Each picture or video sent can only be visible to the recipient for a period of time
ranging from one to ten seconds, but also, since recently, without time limits,

The app also allows users to create a Story. It is a juxtaposition of several photos/videos. A story
can be seen as many times as the user wants, but each story element has a life of 24 hours. Most
users are between 13 and 34 years old

4]
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| Commenté [MD159]: How to send a Snop?
* Press on the arrow on the right

| Commenté [MD160]: » Select redpients
* You can akso add the Snap to your story or Memories;
option that we highly recommend, 35 a team or organization



Today's communication landscape is in
constant flux. That's why we must
work together to make sure that our
greatest strength, our network, is put
to good use.

Share your best stories. It could be
picked up by a region, an organization
or a minor hockey association, who
knows?

We'd like to thank you for all that you
do. We can't wait to read your stories.

The Hockey Quebec communication
department
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For further information for\support, please contact Ho
Québec’s communicati artment:

Marie-Joél Desaulniers
Communications andyregional s
E mjdesaulniers@hockey
4 P 514 252-3079, #4882

Patrick Marineau
Communications Director
E pmarineau@hockey.qc.ca
P 514 252-3079, #4877



https://www.facebook.com/HockeyQuebecOfficielle/
https://www.instagram.com/hockey.quebec/
https://twitter.com/HockeyQuebec
https://www.youtube.com/user/VideoHockeyQuebec/
https://www.hockey.qc.ca/fr/index.html

