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Launch: Invitation Approach

Launch: Invitation Approach 

Audience
Leaders of new and existing PHIN Communities of Practice (CoPs).
Purpose
After identifying people who might be interested in joining your CoP, you may want to reach out to them personally.  This template offers dialogue and text ideas to get you started.

To Use this Resource
This document has several suggestions of how you might want to introduce your community to potential members via telephone, in person, or through email.  

The interview outline gives several points you can discuss with the potential member to gauge how well his/her goals match those of your CoP.  

You can modify any of the text in this document to suit your needs.  You may also change the Header to include the name of your Community.
Have an Idea for How this Resource Can be Improved?  

We’d love to hear it!  Use the feedback form or send an email to phin@cdc.gov to let us know how this resource can be improved or to suggest other resources you would find useful. 

A useful approach in recruiting members to participate in your Community of Practice is to “interview” them.  This process is not one that is used to screen out potential members, but an opportunity to discuss the community’s potential value to the individual and his organization. The interview approach is a first discussion aimed at digging deeper into the potential member’s areas of interest and what they believe should be the priorities for the CoP.  Additionally, interviews are a great way to identify and recruit future leaders, and they can unveil skills and energy from the potential member you may want to tap into in the future.  Interviews are also an excellent way to start the important relationship building process between you and the potential member and to identify issues around which he might connect with existing members.

A comfortable format for holding interviews is to conduct them more as discussions rather than question and answer sessions. The three scripts here can be used to contact the member before the interview.  We’ve provided an outline for the interview. You may also want to make a list of talking points to cover during your discussion; we provided a few to help get you started.  In addition to the telephone scripts, we’ve also provided an e-mail script that you can send in advance of the interview process if you are unable to reach the person by phone.  You might also want to send some brief material on the CoP before the interview.
Script #1 (Can be used for close, personal acquaintances)
(Hi David), I am putting together a group of the brightest people I know to help me launch a new PHIN initiative.  It’s called the (Domain) Community of Practice (CoP), and I think it might be a perfect match for you.  The CoP will draw PHIN members who are subject matter experts in the field and others within PHIN who are interested in learning about and contributing to (domain).  Our focus, at least initially, will be on (provide a brief description on the problem that the CoP plans to address or on the goals and objectives of the CoP).       

My guess is that you will be excited and intrigued with the work we are undertaking, and I wanted to get you on the core launch team from its inception.  Would it be possible for us to set up a meeting to discuss this further? 

Great! How about (date, time, and place)?  I will send you a formal invitation by e-mail so you’ll remember to plug it into your calendar.

Script #2 (Used for more casual acquaintances)
(Hi David), I’ve teamed up with a new group that is forming within the PHIN community.  I am looking for others who may want to join as well.  I have always respected you (David), and I wouldn’t waste your time.  I believe that any time you spend with this group will prove valuable to you and your current work. The group is called the (Domain) Community of Practice.  Membership is made up of people from across PHIN, and our initial focus will be on (describe problem to be focused on).  It is critical to the success of this Community of Practice that people with your skills and experience be involved.  Would it be possible for us to set up a meeting to discuss this further? 

Great! How about (date, time, and place)?  I will send you a formal invitation by e-mail so you’ll remember to plug it into your calendar.

Script #3: (Used for subject matter experts)
(Hi David), I know that you are considered among the best at what you do.  That leads me to believe that you could add tremendous value to a new group I have joined.  I’m really excited that this group’s efforts can have a significant impact on how (brief description of problem to be solved) could be better handled within PHIN.  The group is called the (Domain) Community of Practice.  The community will be made up of people from different disciplines across PHIN.  I am confident that you will be able to have a significant impact on the work that we are undertaking, and I hope you’ll give serious consideration to joining the community. Would it be possible for us to set up a meeting to discuss this further? 

Great! How about (date, time, and place)?  I will send you a formal invitation by e-mail so you’ll remember to plug it into your calendar.

E-mail Option
Hi David – 
It was good to see you at the PHIN Conference!  I hope all continues to go well for you. I’ve joined a new group that is forming within the PHIN Community.  I am looking for others who may want to participate as well.  I have always admired the work you do and your perspective and I believe you might be interested. 

The group is called the (Domain) Community of Practice (CoP).  The CoP is attracting PHIN members who are subject matter experts in the field and others within PHIN who are interested in learning about and contributing to (domain).  Our focus, at least initially, will be on (provide a brief description of the problem that the CoP plans to address or on the goals and objectives of the CoP). It is critical to the success of this Community of Practice that people with your skills and experience be involved.  I hope you will consider joining us.  
I’ve attached (provide a description of the attachments) for your review and I would like to set up a meeting to discuss this further.  If you are interested just reply to this e-mail with some possible meeting dates and times.  I’ll then send you a calendar invitation.   

Again, it was great seeing you and I’ll look forward to hearing from you soon. Please let me know if you have any questions or concerns.  I’ll be happy to address any issues you might have.

Interview Outline

I. Introduction: Introduce yourself as a founding member of the CoP. 

II. Background Material: Ask if the potential member received any material sent in advance.  If they did – great!  Hopefully they’ve had a chance to digest a few of the details.   If not, commit to sending it directly after your conversation.

III. CoP History: Provide the member with some background on the Communities of Practice approach, the PHIN Community and your CoP’s domain area.  

IV. CoP Benefits: Discuss the benefits of participating in this CoP from your perspective and get a sense of what the potential member thinks will be beneficial.

V. CoP Issues: Discuss the priorities of the CoP that you and other members have considered and ask the potential member what he/she thinks are some ideal “hot topics” for the CoP to address.  You might also want to query about additional connections – who else would be interested in your CoP?

VI. Useful Skills: Try to see if the member has any skills you think might come in handy as the CoP develops.  Is the person interested in helping with coordination?  Are they a natural meeting facilitator?  Do they excel at connecting people with other people?  Do they currently manage a wiki?  While they may not be interested in becoming a member of the core group immediately, they may be willing to consider it in the future.
VII. Questions and Closing: Close the discussion by answering any outstanding questions and asking for a commitment from the member (if they have expressed an interest – if not, thank them for their time and thoughts).  Indicate if you will be sending additional member materials (like a Member Biography to complete or a Case for Participation tool to share with their manager).  
The following questions might be used to initiate an open dialogue.  Add others you feel appropriate or develop your own unique list.  

· Do you feel this domain is either too broad or too narrow to be of interest to you?  If so, how would you shrink or grow the concept?

· How do you feel that work in this domain area would help strengthen PHIN?

· What issues do you foresee around developing a CoP on this domain area?

· Are there any specific groups, teams, or partner organizations that would be particularly interested in this? Who?

· What are any “hot-button” topics that are widely debated or that reflect a particularly vexing problem that this group could address?

· What types of information would you hope to gather from this CoP?

· What do you think the goals of this CoP should include?

· What are any major issues that you’d like this group to address?

· Do you have an interest in helping to shape this Domain CoP?  What responsibilities or roles interest you?
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