
Cyberspace 



Write your first blog entry ï what is Hospice? 200 words 

Extracted from ñHow to write a blogò prepared by Jenny Handley Performance for HPCA 



Give us a short presentation on the social media policy at your Hospice,  

and include information on Pall10 

Extracted from ñSocial Media Policyò prepared by Jenny Handley Performance for HPCA 



You have successfully started a Facebook page for your hospice.  

Share with the audience how you started it, and how it has been of benefit 

Extracted from ñHow to start a Facebook pageò prepared by HPCA 



Tell us about your email policy at your Hospice and provide suggestions on  

how email traffic can be drastically reduced in the organisation 

Extracted from Raise your GameÊ, page 71 & 72 / By Gavin Cowley & Jenny Handley  



Public Space- Media 



You are being interviewed on radio ï the topic is ñHospiceôs stance on euthanasiaò 

Extracted from ñPolicy on Euthanasia and Assisted Suicideò, By HPCA 



Give us some hot tips for handling the media! 

Extracted from Raise your Profile, Chapter 17, By Jenny Handley 





Prepare a list of frequently asked questions that could be sent to an interviewer  

before a radio interview. 

Extracted from FAQ, By HPCA 



Public Space 



How to manage a meeting with a high-level government official 

Extracted from All Roads Lead to China - Blog, www.allroadsleadtochina.com  

http://www.allroadsleadtochina.com/


Tell us how you should conduct an informal meeting in a coffee shop 

THE BUSINESS ETIQUETTE OF óDOING COFFEEô 

 

ñManners are stronger than lawsò Alexander Carlile 

  
Many people working from home, or those in an office who like to escape to a more social setting, use coffee shops for meetings.  
Good idea, but it needs to be handled professionally. I am often asked about the basics of business etiquette and all the unwritten  
laws of business. One issue that is often raised is how to manage a meeting in a coffee shop.  
  
Here are some of our combined clues, simple stuff, but it may assist you in creating your professional brand: 
  
Å Select an appropriate place. 
Å Ensure that you have been to the venue before, or have selected it because it has been recommended by someone reputable. 
Å Arrive first.  
Å Choose the table and sit facing the entrance so that you can see your guest. Many a meeting has started late because one party  
   is sitting outside and the other inside! 
Å Select a table that is out of the wind if you are likely to have papers and also large enough to accommodate your files, laptop etc. 
Å It is polite to order a drink whilst you wait, but do not order anything to eat. 
Å Ensure that you have already made contact with the waitron before your guests arrive as it is easier to get better service. Ask the  
   name of the waitron, that immediately creates attention and gives you a better chance of moving the meeting swiftly. 
Å Treat the waitron with respect. 
Å Allow for 15 minutes of lateness, it is then acceptable to proceed with ordering or leaving! 
Å Try to get the ordering done promptly so that you can utilise the rest of the allocated time for business. 
Å It is best to allow conversation to lighten slightly when food arrives. 
Å Now the big question ς who pays? Ideally whoever set up the meeting or whoever is likely to gain the most from it. If you are trying  
   to sell something, you pay. Alternatively the more senior ς if it is an informal interview, the interviewer should pay the bill. 
Å Do not choose the most expensive item on the menu, even if you are paying. It looks extravagant. 
Å Follow up with an e-mail of thanks if you were treated to a meal. 
  
Everyone around you is part of your meeting ς so exercise confidentiality and caution. 

Extracted from Jenny Handleyôs column in the Cape Times, Career Times ï by Jenny Handley  



Write guidelines for interviewing a patient so that you can produce a 

patient story for the Hospice newsletter 

Prepared by Jenny Handley Performance for HPCA 

Patient interview ς guidelines to keep in mind: 
 

Å Hospice staff chooses patient 

Å The patient needs to sign a consent form 

Å Photo for public use ς this also needs to be in the consent form 

Å The diagnosis should not be mentioned 

Å Always have respect for the patient 

Å The story should highlight how Hospice has improved the patients life with palliative care 

Questions that could be asked during the interview: 

Å When were you diagnosed? 

Å When did you start medication? 

Å How did you get involved with hospice? 

Å How has hospice changed your life? 

Å Would you recommend hospice to another patient? 



Explain to a health care professional or partner what Hospice stands for 

and ensure that this can appear on the HPCA website 

Extracted from FAQ, By HPCA 



Workspace 



Present an impromptu speech called ñDeath by PowerPointò 

Extracted from Raise your GameÊ, page 85 / By Gavin Cowley & Jenny Handley 

http://www.slideshare.net/thecroaker/death-by-powerpoint  

http://www.slideshare.net/thecroaker/death-by-powerpoint
http://www.slideshare.net/thecroaker/death-by-powerpoint
http://www.slideshare.net/thecroaker/death-by-powerpoint
http://www.slideshare.net/thecroaker/death-by-powerpoint
http://www.slideshare.net/thecroaker/death-by-powerpoint


Present a speech on guidelines for formal meetings for the Board  

Extracted from Raise your GameÊ, page 66 / By Gavin Cowley & Jenny Handley  



Prepare a letter of association for your local palliative care (brand) ambassador 

200 words  

Extracted from Totally MAD, article by Jason Stewart, MD of word-of-mouth agency HaveYouHeard 

http://www.totallymad.co.za/?IDStory=41829  

http://www.totallymad.co.za/?IDStory=41829

