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Welcome to lecture 4 of Topic 2.1.  In this lecture we are going to look at how 
you can disseminate information.
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As we saw in Unit 1, Step 6 of the research projecess involves disseminating 
information.  Step 6 focuses on communicating findings, conclusions and 
recommendations.  

There are a variety of methods that can be used for communicating research 
findings from our first research project ‘determining the current situation for a 
problem or opportunity’.



During this lecture we are going to look at four ways you can disseminate 
information:
• Developing a briefing paper
• Giving an oral presentation
• Using social media, and 
• Creating a website
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Briefing papers are relatively short written documents used to disseminate 
background information to primary and secondary stakeholders, to enable 
them to make more informed decisions.  A useful briefing paper is capable of 
distilling often complex information into a short document that quickly and 
effectively informs decision makers about a problem or opportunity.

Unlike oral communication, which only relies on words for 7 percent of the 
information communicated, the words in a written communication usually 
account for all of the information communicated.



Doyle et al (n.d.) considers that an effective briefing paper should be:
As short as possible, it should be
Concise – every word in the paper should be used efficiently
It should be Clear – the paper should be simple and to the point 
It should be Reliable – the information contained within the paper should be 
accurate and verifiable, and 
It should be Readable – the language used in the paper should be appropriate 
for the target audience; preferably the paper should be written in plain 
English.  If jargon is used it needs to be defined.  Formatting decisions such 
as what font and what headings to use should be based on increasing the 
documents readability.
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Whilst there are many variations in the structure of briefing papers, they generally are 
prepared in a logical sequence consisting of three main parts:
• An introduction or beginning
• A body or middle, and
• A conclusion or end
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The beginning of the briefing paper generally:
• Starts with a statement of the problem or opportunity
• Describes why the briefing paper is important to the reader, and
• Summarises what the rest of the briefing paper is about
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The middle contains some or all of the following sections, depending on the papers 
purpose and target audience:
Background information – what were the circumstances or facts that led to the 
problem or opportunity
Current situation for the problem or opportunity – what is happening now and who is 
involved
Key considerations – a summary of important facts, such as: key strengths, 
weaknesses, opportunities and threats related to the problem or opportunity, and the 
possible future scenario if no action is taken to address the problem or opportunity.   
These facts should be unbiased and substantiated with evidence.
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The conclusion of the briefing paper usually contains:
A brief summary of the points in the paper you most want readers to be clear about.  
No new points should be introduced in the conclusion.
If recommendations are made; the recommendations should be clear and 
substantiated by facts referred to in the briefing paper
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An oral presentation is a talk given by a speaker on a specific topic that is 
delivered to a group of listeners in order to disseminate information and/or to 
stimulate a discussion.  As with briefing papers, the key to giving a successful 
presentation is preparation and sequencing.



The following five steps should be used as a guide when developing oral 
presentations:
• Define your target audience
• Understand your audiences needs
• Know your message
• Speak their language
• Support your ideas
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Knowing the target audience is a critical determinant in deciding what 
information to present and how to present it.  By investigating these 
characteristics of the target audience a presenter can customise a 
presentation to their characteristics:
Who are they? – are they community members, students, community workers
What organisations are they associated with? – community groups, agencies
Is the presenter known to the audience? What does the audience already 
know about the presenter? Do they trust the presenter?
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If the presenter understands the needs of the audience the presenter can 
customise their message to the audience’s needs.  To better understand the 
audience’s needs a presenter could investigate:
• The audiences interest in the topic
• What the audience already knows about the topic
• Whether any of the information will be new to the audience
• Whether some of the audience knows more about the topic than others
• If any of the information will alarm the audience
• What will be the benefit to the audience of listening to the presentation?
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A presenter needs to be confident about the message they are conveying in 
their presentation.  Preparing an oral presentation often requires the same 
kind of research as that needed for preparing a written briefing paper.  If the 
presenter is not very familiar with any of the concepts covered in their 
presentation the presenter should inform the audience of this fact.  The 
presenter should aim to keep their message short and simple.
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In selecting content for the oral presentation the presenter should choose 
information that will appeal to the audience.  Words, phrases and sentences 
should be chosen that are easy for the audience to understand.  If jargon 
needs to be used in the presentation, it needs to be defined in plain English.
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The ideas discussed in the oral presentation should be supported with 
evidence and illustrations, such as:
Findings from research that has been undertaken
Findings from experience in the field
Stories and case studies that are relevant to the message being conveying
Diagrams and tables that assist in supporting facts and statistics, and
Photos and pictures that illustrate key points
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It is suggested that an oral presentations should be delivered in a logical 
sequence consisting of a beginning, middle and conclusion.

That the beginning of the oral presentation should introduce the main idea or 
topic of the presentation, outline the structure of the presentation and gain the 
attention of the audience with a statement, question or illustrative story.

The middle of the oral presentation should back up any claims that were 
made in the beginning of the presentation and describe in detail the message 
the presenter is trying to convey.  The message should follow an ordered 
sequenced of component parts or topics that link the points the presenter 
wants to make so that the presentation moves smoothly from one point to the 
next.  Each of the major points needs to be supported with evidence.

The conclusion of the oral presentation should summarise what the presenter 
has already covered during the presentation.  During the conclusion the 
presenter should reinforce the main ideas conveyed in the presentation and if 
appropriate inform the audience of any action the presenter would like the 
audience to take based on the message contained in the presentation.
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Common techniques used to deliver an oral presentation include 
• Reading a presentation word for word
• Rehearsing and memorising a presentation word for word, and
• Using notes that contain the key points of a presentation as a guide

Presenters usually read an oral presentation word for word when the 
message is complex and every word will be under scrutiny.  There is a risk 
when speeches are read word for word that the speaker will fix their gaze on 
their notes and not make eye contact with the audience.
The major risk with memorising an oral presentation, rather than reading a 
presentation, is that the speaker will forget their words due to stage fright.

It is commonly recommend that beginning presenters prepare their oral 
presentation word for word but then prepare well-structured notes that outline 
the major points in the body of the presentation.  Using this method the 
speaker memorises their introduction and conclusion in full, but only 
memorises the major points of the body, enabling the speaker to speak to the 
major points of their presentation as if speaking spontaneously about the 
subject.
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These days when thinking about disseminating information we need to 
develop strategies for digital dissemination.
This infographic visualises what happens in just one minute on the web.  The 
infographic shows in the most inner ring what happened online in 1 minute in 
2014, the middle ring shows what happed online in 1 minute in 2015 and the 
outer ring shows what happened online in 1 minute in 2016.  
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Social media networks can be an effective tool for disseminating information.   
Social media platforms themselves are free to use, but also have paid 
advertising options.

Three popular social media networks for disseminating information are:
• Facebook
• Twitter, and 
• LinkedIn
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Facebook is a social networking website where users can post comments, 
share photographs and links to news or other interesting content on the Web..  
Shared content can be made public, or it can be shared only among a select 
group of friends or family, or with a single person.

This graph shows the worldwide number of monthly active Facebook users 
from 2008 to 2017. 
As of the fourth quarter of 2017, Facebook had 2.2 billion monthly active 
users. 
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Twitter is a social networking and micro-blogging service that enables users to 
send and receive other users' updates known as tweets. Tweets are limited to 
280 character posts and are shown on the user's profile page and sent to 
other users who have elected to follow them.

This graph shows the worldwide number of monthly active Twitter users from 
2010 to 2017. 

As of the fourth quarter of 2017, Twitter averaged 330 million monthly active 
users. 
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LinkedIn is a professional networking site.  

This slide shows, that as at January 2018, LinkedIn is the 14th most used 
social network site with 260 million active users.

While it is only 14th in the list, it is considered the world's largest professional 
network. Its mission is to ‘connect the world’s professionals to make them 
more productive and successful”.

https://about.linkedin.com/
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Disseminating information by creating a website is now quite easy – no longer 
do you need to know how to code.  There are also a number of free website 
builders for building and hosting a website.  The process for creating a 
website with these free website builders generally consist of six steps:

1. Sign up for a free website account

2. Choose a template you like

3. Add pages to your website

4. Customize your content (text, images, video, etc.)

5. Which is optional, is to manage the Search Engine Optimisation settings. 
Search engine optimization is the process of affecting the online visibility 
of a website or a web page in a web search engine's results, and finally

6. Publish your site

Examples of free website builders include site123, jimdo and weebly.
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You can view examples of websites built with Jimdo by going to their site. 
Jimdo promotes their website builder as being ideal for small businesses, self-
employed, artists, bloggers, online stores.  According to Jimdo the possibilities 
for using their website builder are limitless. 
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SITE123 promotes itself as ‘By far the easiest free website builder’.
As with all of these free website builders, you select styles and layouts for 
your website and upload your content.
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Interestingly, the main message on the free wesite builder Weebly’s website, 
is to build a website for your ideas.  This is its home page.  The main 
message is ‘Your idea matters.  Make a website’.
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