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[bookmark: _Toc8831606]CMALT Cohort Group Communications
[bookmark: _GoBack]I kept in regular contact with the CMALT applicants group and sent out key messages to the whole group:
· Reminders before each event or meeting. 
· Week by week count down to the submission window (I aim at Count down emails from weeks 12, 10, 8, 6, 5, 4, 3, 2, 1 and add these dates to my diary in advance) I customise them to the time of year and include images and animated gifs to make them friendly. 
· Congratulations when people submit or pass. 
· Any other information relevant to the group such as relevant internal or external events. 
To send these out I have used the announcement tool in LEARN or Group Emails via Office 365. I also send out congratulations on Twitter when people pass. 
I include images or gifs in tweets and emails, and have included some still from animated gif made in https://giphy.com/. These are all based on my own photos or images which are licenced to share without attribution.  Another nice tool is: http://breakyourownnews.com/
Sample Email texts are provided below:

CMALT Cohort Group Communications	1
Welcome to the Group	2
In preparation for the Writing Retreat	2
There are 3 months till 1st of Feb CMALT Assessment window	3
It’s 14 weeks till the next CMALT application window on 31st of May	3
It's 12 Weeks to go until the next CMALT Hand in	4
It's 10 Weeks to go until the next CMALT Hand in (Event details)	5
It's 10 Weeks to go until the next CMALT Hand in	5
It's 8 Weeks till the next CMALT assessment window on the 1st of October	6
It’s 7 Weeks till the next CMALT Application window on the 1st of February	6
Six weeks to go till the CMALT submission deadline	7
Happy Holidays! (6 Weeks to go to the next CMALT hand in)	8
It's 5 Weeks till the next CMALT assessment window on the 1st of October	8
It’s 4 weeks to go until the next CMALT Hand in on the 1st of February	9
3 weeks to go to the next CMALT hand in on Wednesday the 31st of January	10
2 Weeks to go to the CMALT application window	11
1 week till the next CMALT hand in on Wednesday the 31st of January	12
Today is the last day of this CMALT submission window	12

[bookmark: _Toc8831607]Welcome to the Group
Dear CMALT Applicants Group,
Welcome, I’m really looking forward to supporting you as you prepare your CMALT portfolio. 
[Details of forthcoming meetings (and how to book for these)]
[Details of any shared spaces you have set up for the group]
I’d just like to reiterate the advice from ALT that you:
· read the CMALT Guidelines for Candidates - this is your ultimate guide for CMALT, and provides comprehensive guidance on how to approach the certification process, get started on building a portfolio and complete it successfully; 
If you haven’t already done so I suggest you put an hour meeting in your diary and read through this thoroughly – It’s the document the markers use to assess again so if you keep this in mind as you put your portfolio together you won’t go far wrong.

[bookmark: _Toc8831608]In preparation for the Writing Retreat
Hi CMALT Applicants,
Just a wee reminder that our first Writing Retreat takes place on Monday morning.

[Event details and booking info]

For those of you attending:
· Please come prepared to write, bring a laptop or pen and paper (there will not be computers in the room we are using).
· Please bring with you any reference material you want to have to hand, such as the CMALT guidelines or evidence you will refer too.
· Select one or two areas of the portfolio that you plan to draft within the session.
· I've attached participants guide - Notes for Participants.docx 
[bookmark: _Toc8831609]
There are 3 months till 1st of Feb CMALT Assessment window
Dear CMALT Applicants,
Just a wee note to remind you about the CMALT Assessment windows, the next one is 1st February 2017 – so those of you aiming for this you have just under 3 months to get your portfolio ready.
If you are aiming for this – don’t panic! This is perfectly doable. But now is the time to take a good look at your diary and start planning in when you put this together.
The majority of you are aiming to submit on 1st June 2017 – that gives you 7 months. But please don’t be too complacent! Everyone should be starting to writing their portfolio – at this stage don’t worry too much about polish – please try to get a rough draft or notes down. It’s much easier to redraft than it is to start!
[bookmark: _Toc8831610]It’s 14 weeks till the next CMALT application window on 31st of May
Dear CMALT Applicants,
I hope everyone in feeling well? The year is well underway, Spring is on the horizon and its 14 weeks till the next CMALT application window on 31st of May.
It is time to plan your time between know and submission and work out what you need to do to have a complete portfolio ready to submit for this date.
To help I’ve attached a plan which gives you landmark tasks and prompts for completing a portfolio from scratch within one assessment window. There is not one-size-fits all for this and I know many of you are at different stages in this process, but take a look and think about your own plan:
· Where am I now?
· What do I still need to do?
· Do I need help from anyone, for evidence for example, when while I get this?
· How can I fit what I need to do around my other commitments?
Let me know if you have any questions, or would like to give me feedback on the draft plan.
Wishing you happy writing, Susan 
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Still from an animated gif made in https://giphy.com/ good for grabbing attention
------------------------------ 
[bookmark: _Toc8831611]It's 12 Weeks to go until the next CMALT Hand in
Dear CMALT Applicants,
[image: ]
(Image was created in http://breakyourownnews.com/ and the image writing is by Jonathan Kim CC BY-NC 2.0)
Just a wee reminder that it’s 12 Weeks to go until the next CMALT Hand in on the 31st of May. Below are a few questions to ask yourself:
· Have you decided how you are going to present your portfolio? Are you going to write directly into this format, or draft it elsewhere – perhaps in Word?
· Have you set up the format with all of the headings in place to give you the shape of the portfolio and make sure you don’t forget any sections.
· Have you written notes or a draft for each section
· Do you have a plan set out for when you are going to draft or redraft the next sections?
· I’ve attached a suggested Week-by-week plan – have a look and see where you are on this.
[Upcoming event details]
[bookmark: _Toc8831612]It's 10 Weeks to go until the next CMALT Hand in (Event details)
Dear CMALT Applicants,
Just a wee reminder that it’s 10 Weeks to go until the next CMALT Hand on 31st of May. Below are a few questions to ask yourself:
· Have I written a draft for each section?
· Have I included description, evidence and reflection for each?
· When will I next have time to work on this? 
[Upcoming event details]
[bookmark: _Toc8831613]It's 10 Weeks to go until the next CMALT Hand in
Dear CMALT Applicants,
Just a wee reminder that it’s 10 Weeks to go until the next CMALT Hand in February. Below are a few questions to ask yourself:
· Have you decided how you are going to present your portfolio? Are you going to write directly into this format, or draft it elsewhere – perhaps in Word?
· Have you set up the format with all of the headings in place to give you the shape of the portfolio and make sure you don’t forget any sections.
· Have you written notes or a draft for each section?
· Do you have a plan set out for when you are going to draft or redraft the next sections?

I know many of you are planning on submitting on the  1st June 2018 – which gives you 7 months. But please don’t be too complacent! Everyone should be starting to writing their portfolio – I suggested that even if you are aiming at this later submission date, you aim to have a draft by February. 
[Upcoming event details]
[image: cid:image001.gif@01D36476.6E77F470]
Still from animated gif made in https://giphy.com/
[bookmark: _Toc8831614]It's 8 Weeks till the next CMALT assessment window on the 1st of October
Dear CMALT Applicants,
I hope you have all been enjoying the summer? I realise looking at my diary that it is 8 Weeks till the next CMALT assessment window on the 1st of October - so I suggest you dust off your portfolios and start making a plan to hit this deadline.
[Event details]
I look forward to seeing you all. If you have any questions, just ask.
[bookmark: _Toc8831615]It’s 7 Weeks till the next CMALT Application window on the 1st of February
Dear CMALT Applicants,
I just wanted to remind you that it is 7 Weeks till the next CMALT Application window on the 1st of February
.[image: cid:image001.gif@01D374BC.A51978E0]
Still from animated gif made in https://giphy.com/
· How are you getting on?
· Have you drafted something for each area?
· Do you have all the evidence you need?
Remember your reflection is key – your assessor wants to know not just what you have done but what you have learned from it.
Look at these questions for every section:
· What have I learnt from doing what I described above?
· What went well/ what could have gone better?
· What would I do differently another time?
· What was the impact on my users/students/learning?
I’m about next week if anyone has any questions, and if I don’t see you beforehand, have a lovely holiday.
[bookmark: _Toc8831616]Six weeks to go till the CMALT submission deadline
Dear CMALT Applicants, 
I hope you are enjoying the sunshine? Just to remind you that is now 6 weeks to go to the CMALT Hand in.
Your portfolios should be ready to review, if sections are still in note form work on writing these into a narrative.
Bullet points are fine for lists but the main part of your portfolio should be in full sentences. 
Remember your reflection is key – your assessor wants to know not just what you have done but what you have learned from it.
Look at these questions for every section:
· What have I learnt from doing what I described above?
· What went well/ what could have gone better?
· What would I do differently another time?
· What was the impact on my users/students/learning?
[Meeting Details]
[bookmark: _Toc8831617]Happy Holidays! (6 Weeks to go to the next CMALT hand in)
Dear CMALT applicants,
I just wanted to wish you happy holidays, I know many of us are still counting down to Christmas, but I feel obliged to  remind you that it is 6 weeks till the next CMALT hand in. I really don’t want CMALT to ruin anyone’s holidays, but some of you may find some time to work on this over the break or when you get back after the holidays, see if you can schedule some time in your diaries. 
Enjoy your time away from work and think about the perspective being away from the daily routine can give you on your work. The New Year is a time when we are encouraged to look back over the past year and reflect on what we have done, see if you can use any of this insight in your portfolio:
· What were your high points?
· What have you learned this year?
· What do you want to learn next year?
[Next meeting details]
Have a lovely break and I look forward to seeing you in the New Year.
[bookmark: _Toc8831618]It's 5 Weeks till the next CMALT assessment window on the 1st of October
Dear CMALT Applicants,
How the time flies, suddenly it is 5 weeks to the next CMALT submission date on the 1st of October.
I hope your portfolios are coming together nicely? 
[Event details]
I look forward to seeing you all. If you have any questions, just ask.
[bookmark: _Toc8831619]It’s 4 weeks to go until the next CMALT Hand in on the 1st of February
Dear CMALT Applicants,
Firstly, Happy New Year! I hope you had a good break and are rested and ready to tackle your CMALT portfolio.
It is now 4 weeks to go until the next CMALT Hand in on the 1st of February.
[image: ]
Still from animated gif made in https://giphy.com/
I hope those of you who are planning to submit at this assessment window are getting close to your final draft which:
· Adheres to the requirements in the  CMALT Guidelines for Candidates,
· concisely describes how your work experiences address the theme of each section,
· links to a variety of well-chosen convincing evidence,
· includes thoughtful reflection which gives the reader insights into your thought processes.
For those of you aiming at the next deadline on the 6th of June, keep working on your portfolio – have you written something for each section yet? You can always edit this down later, but find some time to focus on your portfolio now, because when you get closer to your deadline you with appreciate the work you put in at this early stages (be good to the future you!).  
Our next meeting is next week is a Peer review session – so bring drafts ready to share with each other and we can review these against the CMALT Assessment Form which can be found on https://www.alt.ac.uk/certified-membership/cmalt-support (I’ll bring printed copies). It doesn’t matter which deadline you are aiming for, as long as you have a draft to share you will get value from taking part in this meeting. 
[bookmark: _Toc8831620]3 weeks to go to the next CMALT hand in on Wednesday the 31st of January
Dear CMALT Applicants,
How quickly the time goes at this time of year! I hope you are all back in the swing of things and enjoying 2018.

[image: cid:image001.gif@01D38A24.E34BAE80]
Still from animated gif made in https://giphy.com/
It was nice to see some of you at the Peer Review session on Monday. Where you reviewed each other’s portfolios against the CMALT Assessment Form which can be found on https://www.alt.ac.uk/certified-membership/cmalt-support
I know several of you who would have liked to have been there were unable to make it. If you have a draft you would like someone to review this for you – you can use this list to send out a message and find someone to swap with.
If you are going for the next submission window, I can review a draft for you, I’ve put some time in my diary for Friday the 19th, so if you want to get drafts to me by then that would be great. 
Please note that the CMALT Portfolio Submission Date has been updated to: Wednesday the 31st of January. You can submit up to midnight on this date, or earlier if you want too 
The submission guidelines can be found here: https://www.alt.ac.uk/certified-membership/submitting-portfolio
Submit your portfolio by using the submission form. You will receive a confirmation by email.
Just let me know if you have any questions.
Wishing you happy writing.
[bookmark: _Toc8831621]2 Weeks to go to the CMALT application window
Dear CMALT Applicants,
I hope you are all doing well and that everything is going smoothly for those of you aiming at the next assessment window on Thursday the 31st of May?
[image: cid:image001.gif@01D3EEA4.099A9810]
Still from animated gif made in https://giphy.com/
You can submit up to midnight on this date, or earlier if you want too 
The submission guidelines can be found here: https://www.alt.ac.uk/certified-membership/submitting-portfolio
Submit your portfolio by using the submission form. You will receive a confirmation by email.
Thank you to everyone who shared drafts, I’m still happy to look at these if you want to share them asap.
Just let me know if you have any questions.
Wishing you happy writing.
[bookmark: _Toc8831622]1 week till the next CMALT hand in on Wednesday the 31st of January
Dear CMALT Applicants,
I’m sure most of you are aware that the next CMALT hand in date is next Wednesday - the 31st of January
[image: cid:image002.gif@01D3952E.6EA64120]
Still from animated gif made in https://giphy.com/
You can submit up to midnight on this date, or earlier if you want too 
The submission guidelines can be found here: https://www.alt.ac.uk/certified-membership/submitting-portfolio
Submit your portfolio by using this submission form. You will receive a confirmation by email.
Thank you to everyone who shared drafts, I’m still happy to look at these if you want to share them asap.
Those of you going for the June deadline, please see the attached document which list the dates for the next series of meetings.
Just let me know if you have any questions.
Wishing you happy writing.
[bookmark: _Toc8831623]Today is the last day of this CMALT submission window
Dear CMALT Applicants,
As I’m sure you are all aware today is the last day of this CMALT submission window. If you are ready, you can submit up to midnight today.
The submission guidelines can be found here: https://www.alt.ac.uk/certified-membership/submitting-portfolio
Submit your portfolio by using the submission form. You will receive a confirmation by email.
Good luck to everyone submitting today – if you could let me know once you have submitted that would be great.
Well Done to those of who have already submitted. 
Well Done to those of you who have completed drafts and are giving yourself a wee bit more time and waiting for the next submission window, I look forward to seeing you at the next series of meetings. 
The next submission window end on Thursday the 31st of May , please see the attached document which list the dates for the next series of meetings which aim towards this date
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Still from animated gif made in https://giphy.com/
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This work is licensed under a Creative Commons Attribution 4.0 International License.
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