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FOM to customize message:
Requirements for the Community Site Visit
Part A – Community Conversation

Selecting the Venue
1. An appropriate space to host the Community Conversation might be a local CF community centre or another location available on the base/wing/station or in the community. Selecting the venue is up to the Commanding Officer.
2. In making your selection, consider whether the venue:

· is accessible 
· has adequate and ample parking
· has adequate and ample chairs and tables
· has accessible washrooms close by
· could accommodate child care if you choose to provide it.

Advertising the Community Conversation
1. It is important that families understand that the Community Conversation is not a C/MFRC sponsored event but rather a Commanding Officer sponsored event. It will cover all family support services, not just those provided by the C/MFRC.  The objective is to hear from families who access all services in the community, including but not limited to: Health Promotion; Recreation; the CF Member Assistance Program; the Family Info Line; Deployment Support Groups/Centres; and other services such as health clinics, child care centres and mental health services. 
2. We recommend the following approaches for publicizing the event: 

a. Use of Routine Orders (Annex B)

b. Advertisement in the local CF paper or local community paper  (A sample is attached at Annex C, or you may design your own based on the sample provided)

c. Advertisement on local radio stations, as a public service announcement or as part of community listings calendar

d. Ask the C/MFRC and other base family service providers to post on their websites, and send out an email to their distribution list if they have one. 

Hosting the Community Conversation
1. The Commanding Officer or his/her representative is requested to attend the event. They will be asked to greet the participants and thank them at the end of the session. 

2. Place visible signage outside the venue announcing the Community Conversation. (Annex H). Many first-round locations used the advertisement they created, and placed a “Tonight/Ce soir” banner across it to increase the event location’s visibility.
3. Coffee/tea/water and light refreshments are recommended, at the discretion of the local Commanding Officer. There will be a 15 minute break in the program.
4. At a minimum, families who attend must be able to ask their questions and have them answered in their official language of choice. If the Field Operations Manager is not bilingual, it is requested that the Commanding Officer assign a bilingual staff person who can assist with interpretation. 

Part B – Partners Meeting
Selecting the Venue
Identify and reserve a venue to hold the Partners Meeting. 
Advertising the Partners Meeting
Notify and invite service providers to the Partners Meeting – Annex H

Hosting the Partners Meeting
The Commanding Officer or his/her representative is requested to attend and chair the meeting. Ensure that a flip chart and markers are available.
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