Brainstorming and Idea Sharing
	Topics
	Idea Share

	Registrations

	Most bases are using CAF Connection for registrations
Ideas to help with registrations: 
· CFB Kingston uses Outlook to send registrants a calendar invite, this way we can track who received JI’s. 
· HPAA follows up if numbers are low to confirm attendance.
· HPM does a push 3-4 days before a course is not full, this goes to her dis list which consists of unit CO’s, members of our StF Committee (unit reps) and padres. 
· This push usually helps us fill up programming where needed.
· Right now, STC, MAM and I/C are really popular; about 10-16 participants per course. 
· We’re working on connecting with individual units via their unit reps and CO’s (my HPM has organized) which has been getting us a lot of RitCAFs and MFSAs.
· I created a section on the registration for “How did you hear about our programming” I put together a spreadsheet/chart every quarter and share with the team. This helps us know where to focus our marketing.
· So far, the most popular means are emails (sent out by HPM) and HPSs going into units/hosting pop ups in the Base Gym.


	Publication Ordering/Supply ordering

	Ordering Publications/ SOP’s/details for ordering:

Here is the SOP I use in Kingston, if anyone else wishes to share theirs, please email to me. 

To request a Strengthening the Forces publication the HP Office must follow these steps:
 
1.    Begin by submitting a requisition form (one publication per requisition form only) to B/W Supply Technician.  Depending on the B/W, the Admin Asst can liaise directly with the base Supply Technician to email address +LSS R&I@CFB Kingston LSS Sup@Kingston +LSS MSA@CFB Kingston LSS Sup@Kingston
2.      Stock numbers can be found at http://cgcs.mil.ca/DTICS/SITE/CGCS_Search_e.asp (put * behind number)
3.    Supply Tech enters your QD request(s) into DRMIS.
4.    Following your submission (within two weeks), ask the Supply Tech for the requisition number(s) of your request(s) and the date of the submission(s).  You will need this information to assist in tracking your request(s).
5.    Once entered into the DRMIS system, the Supply Manager (in Ottawa) is notified and authorizes the request.
6.    The Publications Depot (in Ottawa) will be notified that there is a pending publications request to assemble and mail out. 


*If you are looking to order MFSA ACE cards (the playing cards) these can be ordered through Susan Pucci @ susan.pucci@forces.gc.ca 

	Marketing/ Social Media

	Most effective marketing techniques/ best use for social media?

Many bases are using Canva; more to follow if Canva will be compatible with the new CAF Connection website.

Brainstorm: 
· What does everyone find to be the most successful way to engage participants via social media?
· Facebook vs Instagram?
· How to get more bodies in seats?
· What social media campaigns have been successful for you?
· What is your engagement like on social media?

Great pictures can be found here; Canadian military members in photos and used CAF wide. Link was sent out by Orsolya: https://www.flickr.com/photos/cfcombatcamera/page3 

	Travel Docs

	Please note if you wish to have more information on completing travel docs ex: Claims X and Travel X
· I am not sure if this is something that is the same nationwide? 
· Vanessa indicated that she does claims quite frequently and may be a great resource if you require assistance.

	Trends

	· Military members are feeling overworked
· Workloads have gone up and fewer staff available to do the work

	HPAA Duties/Tasks

	Some bases have an orientation guide for new HPAAs, whereas some have indicated that being new to this role, did not have a chance to receive handover from previous HPAA.
· Melanie will look to see if she has an electronic version that she is able to share.
· She was working with her HPM and Orsolya to create a general nationwide document, prior to Orsolya going on leave.




