
 

 

6 Communication  
 

In today’s society, where people are being bombarded with an abundance of messages and 

information from all angles, the need to provide clear and concise communication that is directly 

related to them is vital.   

 
 6.1  Forms of communication 

There are four main forms of communication: 

 
• Speaking 

• Writing  

• Listening 

• Visual images 

 
Communication 

form Method Purpose Benefits 

Speaking 

Individual 
Group 
In person 
Via telephone 
Via video 
conferencing 

To provide instruction and 
advice 
To provide feedback 
To instruct 
To motivate 

Quick in delivery 
Its intention can be more easily 
understood 
Can be used in conjunction with 
tone, body language 

Writing 

Email 
Website 
Direct mail 

To provide information (e.g. 
news and updates) 
To ask for a response (e.g. 
survey) 
To promote a product, 
service or event 

Can be stored and referenced 
Enables easier understanding of 
complex or long messages 
Can be printed, scanned, faxed, 
emailed and distributed to others 

Listening 

Individual 
Group 
In person 
Over the 
telephone 
Via video 
conferencing 

To understand 
To show empathy 
To gather information 

Enables understanding of the other 
persons position, needs or feelings 
Assists in getting message correct 
Assists in getting acceptance from 
the other person 

Visual images 

Signs 
Logos 
Pictures 
Gestures 

To warn 
To inform 
To motivate/inspire 
To show emotion 

Provides a short punchy statement 
Can be easily recognised 
Can evoke emotion and/or 
response 

 

 

 



 

 

Where should the communication come from? 

Communication is a vital tool for all lifesaving clubs and serves numerous purposes. The following 

looks at the various applications that communication can have for life saving clubs, both internally 

(within the club) and externally (to parties outside the club). 

 

Internal communication 

Communicator Recipient Purpose 

Instructors 

Athletes 

 

Club Administrators 

To give instruction or provide advice on performance or 

technique 

To let them know about the progress of the athletes 

To provide ideas 

To communicate about needs (e.g. equipment) 

To relay information about new developments in the sport 

To raise issues 

Administrators 

Instructors 

Volunteers 

Members 

Informing about new developments in the club 

Communicating things that directly relate to them 

Setting up and informing club members about news systems 

that they have developed to assist communication flow (e.g. 

phone tree) 

Members 

Club Administrators 

Instructors 

To inform about their needs and preferences 

To indicate whether they will be participating in an event 

To indicate their preparedness and availability to volunteer 

for lifesaving duty 

Parents 

Club Administrators 

Instructors 

To inform about whether their son or daughter will be 

participating 

To express any issues or needs their son or daughter may 

have 

To provide feedback on what they see working in the club 

(e.g. instruction methods) 

 



 

 

External communication 

Communicator Recipient Purpose 

Club 
Administrators 

Local Government 
 
 
 
 
 
 
 
LSV 
 
 
 
 
 
 
Other clubs 
 
 
 
 
 
 
Potential/existing sponsors 
 
 
The Public 
 
 
The Media 
 
 
Schools 
 
 
Other sports (e.g. 
swimming) 

To provide information on news and events happening within 
the club so that they can display/promote through their 
publicity channels (website, local newsletter, directories) 
To inform them of events occurring so that sufficient 
planning can be undertaken to manage potential issues 
To apply for planning permits for use of the beach for events 
To apply for grant funding 
 
To request/locate information related to club development 
To inform and promote club events 
To exchange information about the status of the 
industry/competitions 
To provide exchange ideas and raise issues in relation to the 
development of the industry and their club 
 
To exchange ideas and information about developing their 
clubs and/or improving instruction 
To raise issues and provide advice in relation to the industry 
and/or their club 
To share resources and/or costs for marketing and 
promoting their clubs/events/an event 
 
To apply for sponsorship for the club/an event 
 
 
To invite them to attend an event 
To invite them to join your club as a member 
 
To get exposure for your club/event in their magazine, 
newspaper, television station 
 
To invite them to attend an event 
To invite them to join your club as a member 
 
To get interest in a potential partnership 
To get interest in a potential shared promotion 

 

 



 

 

 

Tips for communicating effectively 

Be clear and concise with your message.  Ensuring your message is delivered succinctly and 

accurately will ensure your message is understood by the listener / recipient. Long and unclear 

messages can be frustrating for the listener and result in poor understanding. 

Follow up on your messages to test whether they have been understood.  If the 

communication is face to face you may simply ask them if they have understood the message or if the 

message is one that is delivered via mail or email you may want to follow up with a number of 

individuals just to clarify their understanding of the message. 

Match the form of your communication to your purpose.  When communicating, it is 

important to firstly understand the intended purpose of your communication. For instance, if you are 

trying to communicate news about the club to a large audience you may choose to use the internet or 

email as this is the most efficient and cost effective method of doing so, whereas if you are seeking to 

know whether a club member can volunteer for lifesaving duty on the weekend, in person or over the 

telephone would be better. 

Communicate regularly.  Clubs that fail to regularly communicate with its existing and potential 

members risk becoming forgotten. 

Make it interesting.  Communication can be made more interesting by using a number of effective 

tools such as visual aids or pictures when communicating via presentations or documents and use of 

body language, hand gestures and tone of voice when speaking. 

Capture their interest from the beginning.  The start of a document, letter, email or speech is 

the most important part in the communication cycle. If the communication is dull or seems 

unimportant to the reader or audience it is unlikely to be read or noticed. A powerful opening or 

catchy headline can help to improve your chances of gaining interest in your message. 

Continually refer to your previous messages.  Continually referring to your previous messages 

will assist in getting greater interest and also retention of information for your communication. For 

example an instructor may say to his/her student - “remember the dolphin technique when kicking”. A 

club administrator may say to club members - “remember your completed entry forms must be in on 

Friday”. 



 

 

Keep records.  When possible keep records of the key notes of your communication to ensure that 

your message is consistent with what you have previously communicated and that your next 

communication can follow on from the previous. Keeping records will help you to be more efficient 

with your communication and reduce time consuming tasks such as going over past ground. 

Develop relationships.  Use your communication to develop relationships with members, staff, 

volunteers, sponsors and government. The better your relationships are with these parties the more 

likely they are going to want to deal with you. 

Make use of technology.  Where appropriate use technology (e.g. email, internet) to get your 

message out to a wider audience more quickly. 

 
Communicating with members 

Communication between the club and members is essential to ensure harmony and satisfaction for 

both parties. Clubs that are able to communicate effectively with their members are likely to reap the 

benefits of improved success with the recruitment and retention of members. This section provides 

some insight into the key things that clubs should consider in their communication with new and 

existing members. 

 

Tips for communicating with members 

Keep it regular.  Clubs should regularly communicate with members about news, events and/or 

happenings in the club. 

Communicate both formally and informally.  Clubs should provide a mix of formal and informal 

communication. Informal communication could include simple instructions and feedback on the day’s 

operations and results, whilst formal communication might include meetings (refer to Section 2.6 Guide 

to Meetings for further information) and newsletters (Refer to www.lifesavingvictoria.com.au – 

Club Members section for a newsletter template). 

Make them a contributor.  Clubs should seek to keep members involved in decisions not only 

affecting their position but those that affect the club in general. This could include providing updates 

on decisions made or seeking advice or opinions from the members on a course of action to be taken 

Recognise performance and contribution.  A major component of communication with 

members should be in recognising a member’s performance or contribution to the club. Again, this 



 

 

should be undertaken with a mix of formal and informal feedback. 

Provide feedback on poor performance.  Not all communication will involve praising the 

member. If a member is not performing to the required level then clubs should seek to identify why 

this may be occurring and then provide feedback to help the member perform better in future. Poor 

performance can sometimes be as a result of several contributing factors that if addressed could be 

quickly restore performance to its required level. These contributing factors will depend on the 

individual and the circumstance at hand, however they may include: lack of support or resources, lack 

of training, unclear expectations, unrealistic workload, personal issues etc. However, it is critical to 

focus on the behaviour, not the person. 

Be consistent in your communication.  People will often respond best to communication, 

particularly feedback on performance, if it’s done consistently. Clubs that are inconsistent in their 

communication may quickly lose the passion and drive of the member. 



 

 

 
6.2  Utilising technology 

The effective use of technology has enormous potential for lifesaving clubs as a communication tool, 

whilst helping to minimise the costly expenditure associated with the traditional means that most 

lifesaving clubs have operated with.  

 
As more and more national and state level administrative tasks are based on the web and internet 

programs, it is essential that clubs have members who are able to effectively use and navigate these 

forms of computer technology, certainly much easier now with the widespread usage of computers. It 

would also be beneficial for clubs to invest in its own computer equipment to lessen the obligation on 

using member’s own personal equipment. 

 

There are a number of companies that offer computer equipment to not-for-profit organisations at a 

reasonable cost, whilst small equipment grants from both local and state government may be available 

for the purchase of computer and radio equipment. Check out the information on the LSV website for 

current funding opportunities. 

 
How existing technology can benefit your club 

The internet and email have created great opportunities to communicate and disseminate information. 

Clubs can gain large benefits from using these and other technology to inform members, undertake 

marketing, develop and promote their club’s image to a wider audience. 

 

As technology is continuing to develop, clubs can expand the way in which they utilise technology. 

Clubs that make best use of both ’old’ and ’new’ technology will make the greatest advances.  

 

The technology that is available to lifesaving clubs includes: 

 
• Telephone 

• Email 

• Internet 

• SMS 

 



 

 

Strategies for clubs utilising technology 

The use of technology has enormous application for lifesaving clubs in all areas of their operations. 

However, each application is dependent upon the skills and enthusiasm of the individuals within the 

club to utilise the technology and the affordability of the technology to meet the club’s budget. The 

following are some potential applications clubs can utilise technology for. 

 

Communication: 

 
• Contact entire membership through email or SMS ‘bomb’ (text message sent simultaneously via 

the mobile phone to a large group of people). 

• Provide news updates and happenings on the club through a club website. 

• Develop a club newsletter and publish it on your club website. 

• Post results on your club website. 

 
Log information: 

• Patrol statistics. 

• Record results and information from the beach during competitions, training and events on a 

personal digital assistant (pda). 

• Log accident / incident reports on a pda / laptop computer whilst out on the beach. 

 
Access information: 

 
• Quickly access information on events, rules, schedules, membership information during 

competitions via a pda or laptop computer. 

• Provide informative articles (related to lifesaving) on your club’s website (write or provide links to 

LSV’s website - www.lifesavingvictoria.com.au). 

• Develop and store templates and key forms on your club website to enable easy access when 

members are away from the club. 

 
Exchange information: 

 
• Share information and resources with other lifesaving clubs via email. 



 

 

 
Training resource: 

 
• Have athletes watch previously recorded or downloaded (from the internet) footage of an 

athletes technique whilst on the beach. 

• Access past results and previous competition information prior / during an event and utilise to 

formulate a race / competition strategy. 

Fun / social: 

 
• Conduct competitions and/or lifesaving quizzes through your club website, encouraging members 

to access the site and to brush up on their knowledge and skills. 

Promotion and publicity: 

 
• Promote your club and its services through your and/or affiliate websites (affiliate websites may 

be websites that offer services and products that are complimentary to yours). 

• Promote upcoming events on your club website. 

 
Advantages of utilising technology 

Speed; once the individual is comfortable with utilising technology, the time required to source 

information and/or communicate with members is severely reduced. 

Cost efficiency; whilst the initial acquisition or buying of technological equipment is relatively 

expensive, the ongoing cost of sending email or communicating via a club website is significantly 

cheaper than mail, fax or telephone. 

Storage capacity; most of the more modern computers have the ability to store enormous amounts 

of information. In comparison to the storage of paper or hard documents, computers require far less 

storage space. 

Quicker two-way communication; email and messaging services enable information to be 

transmitted to and from a source very quickly. 

Reach a larger audience; email and internet enables clubs to reach a larger audience of people and 

therefore assists with recruitment of staff, volunteers and members. 

Improved service for members; the advantages of technology, such as time and cost efficiency, 

enables clubs to deliver better service to its members. 



 

 

 
Disadvantages of technology 

Initial acquisition costs; the initial costs for clubs to purchase new technological equipment / 

products can be daunting for clubs, particularly smaller, less affluent clubs. 

Inability to use the technology initially; new technology presents new challenges for those 

attempting to use it and as such technology is not embraced when individuals don’t know how to use 

the equipment. 

Change is difficult; utilising new technology can require a person to change their traditional and 

more comfortable habits to something that is foreign to them. This shift can be discouraging and 

fearful for the individual. 

Set up time; changing to a new method, particularly if it requires the use of new technology is often 

time consuming in getting the system set up. As such, clubs may question the worth of the new 

technology. 

 
Things to understand about technology 

People need to be supported; clubs that embrace technology need to understand that some 

individuals may find it quite difficult to utilise technology. Clubs need to provide support and/or 

training to ensure users are comfortable in utilising the equipment. 

Once people embrace technology, it will speed everything up; whilst the introduction of new 

technology may be time consuming in the beginning, once it is understood and then embraced 

throughout the club, club processes will speed up. 

People want to be informed; people generally want to have access to information and want to feel 

informed about things that are occurring around them. Clubs that are able to provide a steady stream 

of information that is easily accessible for their members are likely to exceed in retention of members 

and staff. 

 

The ongoing efficiency of technology will generally outweigh traditional “known” forms of technology - 

once clubs become familiar and get systems in place for the way they utilise technology they will begin 

to see great benefits, particularly in terms of cost reduction and efficiency compared to traditional 

means 

 



 

 

 Remember, technology can be intimidating for people unaccustomed to it - clubs need to 

understand that change of any kind can be intimidating and is often met with rejection. 

Therefore clubs need to be understanding and if possible provide alternatives, particularly 

in the initial phases 

 

Tips for utilising technology 

Backups; with computer systems, backups of the data need to be performed regularly to ensure data 

is not lost (due to a system crash or virus). 

Take a course; clubs should encourage their people (staff and volunteers) to take a course to 

improve their skills and competency with computers and/or other technology. 

Keep it simple; even when using complex technology, try to keep the processes as simple as 

possible so that other people can understand and make use of anything you have prepared. 

Develop a strategy for using technology; identify the key reasons your club has decided to utilise 

a particular piece of technology and then develop strategy to achieve these aims. 

Develop a database of contact details; develop a detailed list (database) of the personal contact 

details of your members, including email, telephone and mailing address. This will make it easy to 

contact your entire membership quickly and by multiple means (e.g. phone, fax, email, mail). 

Log the needs and preferences of your members; regularly consult with your members about 

their needs and preferences in relation to the sport and your club and log the data into a database. 

Continue to build upon this database over time. Utilise this information to deliver services, products 

and marketing messages that appeal to the needs and preferences of your core membership. 

Analyse the success of your technology; periodically conduct a review of your use of technology 

to identify whether it meets the needs of your club and whether it could be improved (e.g. through 

more effective use and/or updating the technology). 

Communication is the key to successful adoption; clubs need to communicate to their staff, 

volunteers and members about why they are choosing to introduce new technology and how it can 

benefit the club and them by utilising it. 

 
Refer to www.lifesavingvictoria.com.au – Club Members for a guide to building your club 

website 

 



 

 

 
6.4  Communication checklist 

How often do you communicate with you club members? 
 

 Weekly  
 Monthly  
 Quarterly  
 6 monthly  
 Yearly 
 Never 

 
Which of the following methods of communication do you use? 

 
 Letter 
 Telephone 
 Email 
 Memo 
 SMS 
 Newsletter 
 Poster/flyer 
 Club website 
 Other (please specify) 

 
Do you have a club website?  

 
 Yes 
 No 
 In development 

 
 

If yes, how could you develop your website further to communicate with your 
members? 

 
 
 
 
 
 

Who is responsible for maintaining and updating your club website? 
 
 
 
 



 

 

How could you improve your overall communication with your club members? 
 

Consider; 

Methods of communication 

 

 

Frequency of communication 

 

 

Use of technology 

 

 
What different types of technology do you use in your club? 
 
 
 
 
What technology would you like to implement in your club in the future? 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Communication feedback form 
 
LSV welcomes feedback to help us improve the quality and effectiveness of this Club Development 

Manual. If you would like to provide feedback on this section please do so using this form. 

 

Please consider each question and rate them on a 1 to 5 scale, where 1 is poor and 5 is excellent 

(please circle the appropriate number). 

 
How did you rate the quality of information? 
1  2  3  4  5 

 
How can it be improved? 
 
 
 
 
 
How did you rate the design and presentation of this section? 
1  2  3  4  5 

 
How can it be improved?  
 
 
 
 
 
If you would like to see additional information in this section please specify; 
 
 
 
 

Please photocopy this form, complete and return to: 

Administration Life Saving Operations 

200 The Boulevard 

Port Melbourne Vic 3207 

Or fax to: (03) 9681 8211 


