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Editorial Comments

This edition of the Newsletter’s Handbook is the First Edition. All editions to follow will be results of input from the Explorer Elementary Charter School administration and Executive Parent Council—some professional editors, some not—all of who share an interest and commitment to Explorer Elementary Charter School.

In this edition, I have focused on procedures for producing and editing the newsletter. I have covered editorial rights and responsibilities. And, I have tried to describe a process that will result in the most reader satisfaction while upholding Explorer Elementary Charter School’s stellar reputation.

Part I focuses on defining the purpose of the newsletter and the basic rules and regulations that must be followed.

Part II covers the questions of content.

Part III deals with the important issues of Copyright and Libel.

Part IV gives an overview of putting together the newsletter, layout and desktop publishing.
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Part I: The Basics

Introduction:


There is one very important factor in being a newsletter editor that is more important than technical skill or procedural expertise. This is the editor’s understanding of what the newsletter is really for.

The function of the Explorer Elementary Charter School Newsletter is to provide the parents and community with a calendar of events and Parenting Classes, to report school news, highlight specialty classes, share pertinent information, and facilitate communication between and among the Parent Council, administration, community, and the parent body as a whole. 

The best and most readily available source for help understanding this function is the previous editor. This handbook can be used to augment the experimental knowledge of your predecessors and counterparts.

Ground Rules:


The Law of the Land

Avoid violations of copyright and libel laws (see Part III for more info. on copyright and libel).

Editorial Rights and Responsibilities

All Explorer Elementary Charter School editors are unpaid volunteers. Their rewards must come from the satisfaction of doing a pleasurable job. Consequently, they must have rights in order to make their job enjoyable. 

These rights include:

· Setting the design of the newsletter

· Setting the tone of the newsletter

· Choosing the material to be published

It is a privilege for the editor to be able to choose the newsletter content, however, the Explorer community has the right to receive quality communication. Editorial privilege should be used in such a way that respects the rights of the Explorer community.

Scheduling

Newsletters are sent out every two months and must be ready for the Office Manager to email to the Explorer community and to post on the Explorer Elementary Parent Council website by the end of the month before the issue date so that the community can take advantage of various scheduled activities. It is essential to develop a rigid schedule. 

Help

I knew very little about editing a newsletter when I started, but that did not keep me from developing confidence once I grasped the basic requirements. Help is all around you! Here’s how to find it: 

· Look through other newsletters.

· Ask the outgoing editor to assist you with the first issue(s). 

· Possibly appoint assistants: calendar editor, production manager, art director, proofreader, etc. Ask Parent Council Volunteer Coordinator for list of newsletter volunteer signups. (This also provides prospects to replace you when you retire.)

Part II: Newsletter Content

Mandatory Elements


· Main story discussing important school news and relevant topics

Past topic examples: revamping of school website, Art from the Heart, or new research behind social intelligence and academic success.

· Specialty class highlight submitted by teacher

Example: Article written by art teacher about program curriculum, focus and vision.

· Update on Explorer finances submitted by Director of Development 

· A calendar listing of activities, parenting classes, volunteer opportunities and days off

· Message from the Principal

· Message from Parent Council President 

Optional Contents 


· Photography taken by students

· Articles written by students

· Relevant alternative articles that continue the flow of the issue 

Editorial policy


Editors traditionally have the right, and even the duty, to prepare material for publication by selecting and, if necessary, making minor revisions to an author’s work. However, the editor must always be sure that the edited changes actually improve the material and are not just changes to suit a personal preference. Editors should realize that some contributors are professional writers and have the right to insist that their article be published “AS is or not at all”. Of course, in such cases, the editor always retains the authority to reject the submission.

The editor should not make any substantive revisions to an author’s material without the permission of the author.

The editor may, but not required to, write an editorial column. The contents of the column are discretionary but should be of general interest to the readers. Consult with principal before creating a column.

Selecting Material


It is imperative to schedule time to meet with the principal early in the month prior to the month your issue is due. This will give ample time to share your ideas and collaborate main story topics, highlighted specialty classes and layout.

These should be your objectives for the newsletter:

· Provide information that is needed/wanted.

· Contribute to community enjoyment

· Represent “The Explorer Way”.

· Encourage communication in the school community.

Contributors


Once you have met with the principal and know what topics the issue will contain, find out whom you need to ask for contributions. Know their title and email addresses.

Thank your contributors and give them credit through a small bio in the newsletter.

Example: Rebecca Haden has been with Explorer since 2007 in a variety of different roles and is very excited to be teaching Second Step this year. She holds a Bachelor’s degree in Public Relations from Gonzaga University, and a Multiple Subject Teaching Credential and Master’s degree from Azusa Pacific University. Aside from teaching she love to cook, read, spend time with her family, hike, and practice yoga. 

Editing


There are two types of editing: copy editing and substantive editing. You will have to do both to prepare your newsletter.

Copy Editing is a review for grammar, punctuation and spelling. Read slowly and use reference books. It is not good practice to use “sic” to indicate a writer’s mistake. Sic is a Latin word meaning “thus” and was originally intended to indicate that a surprising or paradoxical word, phrase or fact is not a mistake and is to be read as it stands.

When publishing a student’s work, leave grammatical errors and make sure to state that the article is written in their own unedited words. 

Substantive Editing is shortening if necessary, improving organization, clarity, or style. This should be done with the consent of the writer. 

Following are areas that can be improved by substantive editing:

· Lack of focus

· Unnecessary repetition

· Disorganization

· Inconclusiveness

Proofreading


Every writer and every editor needs a proofreader. Sometimes even proofreaders need proofreaders. Today’s word processing computer programs spell check automatically, but frequently a misspelled word can inadvertently be a viable word, albeit with a different meaning. Thus, it is VITAL that a discerning reader carefully proof the newsletter.

Advertising


Placing ads in the newsletter can be a source of additional funds for the school. If this option is chosen to include, Principal should create price schedule for ads.

Part III: Copyright and Libel

Using Copyrighted Material


As an editor, you must respect the copyright of any material that you wish to reprint. If an article, essay, story, poem, song, photo, artwork, cartoon is, or contains material that was created by another party, don’t publish it unless you obtain written permission to do so. Republishing a work without permission may subject you to legal action for copyright infringement. 

Be aware that merely because an item is accessible on the Internet does not render it in the public domain.

Paraphrase

Copyright protects the particular expressions of ideas, not the ides themselves, even if they are novel. You may give an author full credit for created thoughts, and you may restate them into your own words.

When In Doubt

Ask yourself: Does this, taken as a whole, come across as a work with some originality, or is it more or less a substitute for its source?

Registering your newsletter in the Untied States Copyright Office 

As of a 1998 revision to the Copyright Act, copyright protection lasts 70 years after the author’s life or 95 years from the date of creation of the work, if an organization claims copyright.

Simply publish a proper notice of copyright in your masthead page or on the title page or first page of text. You do not need special permission form the Copyright Office to print this copyright notice. In fact the Copyright Office encourages you to print the notice. Here is the form it should take:

(All Materials Copyrighted by Author or Explorer Elementary

Copyright ownership of Individual Contributors

You might wish to acknowledge individual copyright ownership for only selected contributors if the author expresses interest in copyright protection.

Libel

Libel means injury to reputation. A libelous publication is one which identifies and exposes a person to hatred or contempt or ridicule, or which tends to cause any person, organization or group to be shunned or avoided. 

Explorer Elementary prohibits any form of libel and expects all newsletter editors to stand clear of printing such information. 

Part IV: Production

Layout


Newsletter layout is as diverse as the number of publications. Your best bet guidelines are to initially follow the layout developed by the previous editor, or emulate the layout of another newsletter, and then you can eventually develop your own style.

Desktop Publishing


Computer 

Explorer provides a Macintosh laptop with Iwork program to create the newsletter. I created a simple template for the newsletter that you may use with Iwork. 
Procedure

· Meet with Principal to discuss what the main story topics, highlighted specialty classes, etc. will be for the issue at hand.

· If a staff member is to write an article, find out whom and how to contact. 

· Previous to deadline, inform contributors of the estimate of space available and how many words you need from them in their articles.

· Create a deadline for your contributors. 

· Collaborate with the Office Manager to create calendar of events and Parenting Class schedule.

· Collect or take photographs to accompany articles.

· Upon deadline, receive materials and assemble.

· Send to Director of Development for review.

· Distribute issue to proofreaders and perform final edits.

· Send to Principal for final say.

· Once the newsletter has been edited and reviewed by proofreaders, and looked over one last time by Principal, the issue is emailed to the Office Manager in PDF format so that she may email it to the community. 

Organization
Keep a real and virtual folder for each issue. The real folder holds notes, photos, and anything that needs to be scanned. The computer folder holds text copies of email submissions that are usually Word files, images and archives of completed issues of the newsletter. Try to follow the rule of putting these things into the appropriate folder the minute they are received. If you don’t file them immediately, you may forget something at layout time.

Proofreading
I find that the best way to exchange files for proofreading is through email. I ask my proofreader to send corrections in another color font on the same document that the errors are in. Alternatively, your proofreaders may simply send a list of errors for correction, noting location. Remember, your proofreaders are also volunteers who work behind the scenes and get very little credit. Thank and encourage them. Be sure to invite them to the Volunteer Appreciation Coffee at the end of the year.  
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