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Posting Policy

The Student Activities Office serves as a clearing and approval center for all materials to
be posted on campus. At the beginning of each academic school year, organizations are

required to submit a signed *“ P o®ffice. Ondy

student organizations with a fully recognized charter are allowed to post publicity in
approved areas.

Publicity may not be posted earlier than three weeks before the event
Materials should be posted so they do not damage or deface surfaces to which
they are attached

No material should be posted on any painted surfaces, steps, sidewalks,
glass surfaces or the walking bridge overlooking Claremont Avenue

Only masking tape or string may be used to hang publicity (no duct tape, spray
adhesive, glue or sticky tack)

Posted materials may not obscure exit signs, windows, doors, directional signs,
building signs, fire alarm boxes, railings, fire extinguishers, or general safety
equipment

Individual or posting group is responsible for the removal of the material
within 24 hours after the event

Failure to remove materials or follow posting policy may jeopardize future
privileges and/or may result in judicial action and/or fines

Off-campus groups must receive permission from the Student Activities Office
Publicity may NOT promote the sale/use of alcohol or contain any material
that is NOT conducive to the mission of Ashland University

Postings for specific buildings are as follows:

Bixler Hall/Andrews Hall/Art & Humanities: Only bulletin boards and
stairwells

Convocation Center: Only in entrances or under the discretion of the Director
of Dining Services

Dauch Building: Only bulletin boards in student lounge areas after the
approval of the Dauch Building Administrative Assistant

Hawkins-Conard Student Center: Bulletin boards in the mailroom, steel beams
between windows, banners hanging from railing under the discretion of
Student Activities. DO NOT COVER THE CAMPUS CREED WHEN
HANGING BANNERS. DO NOT POST ON ANY GLASS OR PAINTED
SURFACES.

Kates Center: Only on bulletin boards

Kettering Hall: Anywhere except marble surfaces

Library: Placement of promotional materials is prohibited

Miller Hall: Only in entrance ways on concrete surfaces
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e Residence Halls: Materials may be placed in the Residence Halls under the
discretion of the Residence Hall Director. You must use sticky tack in Kem
Hall.

Materials not posted according to the aforementioned guidelines will be removed

and the organization may be assessed a fee for cleaning, damage, or repair.

Chalk Policy
Organizations often promote events through chalk messages on Ashland University
sidewalks. Only all-campus events may be publicized in this manner
e Only “sidewal k” chalk can be wused

Individual announcements such as birthdays, etc. are prohibited
All chalk marks must be removed from sidewalks 24 hours after event
Violation of this policy will result in assessment of a cleaning fee

Graphic Arts
Graphic design and assistance is provided by the Graphic Design Department. There is a
charge applied for this service. Organizations can charge to their campus account or pay
with cash. To obtain further information or to make an appointment, contact x5047 or
visit the office located in the basement of Amstutz Hall.

Instructional Media Services
The Media Center provides materials such as construction paper, background paper,
photocopying, Risograph, poster printer, Ellison Letter machine, and laminations. There
Is a nominal fee applied for these services. Organizations can charge to their campus
account or pay with cash. For more information contact x5406 or visit the center located
in the second floor of the Library.

Student Activities Office

e Master Calendar: To have an event listed in the master calendar, you can
submit your information by sending an email message to sgrayl@ashland.edu.
The calendar is sent out around the 15" of the prior month, so please plan
ahead.

e Student Activities Planner: To have an event publicized in the Student
Activities planner, submit a list of events to the office before the spring
deadline in March.




Copy Policy
For small copy jobs under 50 pages total, a copy machine is located in the Greek
Affairs Office. Questions can be directed to x5303.

Mail Center Policy

Publicity for an organization’s on

campus Mail Center, located on the first floor of the Student Center. The following
guidelines must be strictly adhered to:

o Full sheets must be tri-folded

e Half sheets must be folded in half

e Nothing smaller than a half sheet will be accepted

e To mail to individual members of your group, sort pieces in box order and
band pieces together or hand directly to mail center employee

For unaddressed or general mailings, a mailing form must be completed and
returned directly to a mail center employee at the window

e 1,800 copies are required to cover all student mail boxes

e To reach departments, 100 copies are required

e All mail must have a return address listed somewhere on the mailing

e Off-campus mailing without stamps may be accomplished by placing your
organi zation’s account number i

e 24 hours advance notice must be given for any general mailing

e Any questions, please contact the Mail Center at x5317
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Public Relations Resources

Taken from fiCheck your Greek | mage

While members of the Greek community are likely to see themselves as student leaders,
generous philanthropists, and goal-oriented achievers, non-Greeks are likely to see
fraternity and sorority members as rowdy, exclusionary, and out of touch.

Who’ s right? Probably a l|little bit of
that is as strong as the current negative one. The image that we want o perpetuate is one
that is based on the principles on which our organizations were founded.

Our actions speak louder than our words; we have to get back to living by our IDEALS.
We are all moving away from why and how we were founded. For our founders,
especially those who were women, being in college was a huge achievement, and being
involved in a Greek organization was an even greater one.

Given the fact that one negative incident outweighs the many positive contributions of
the Greeks, the challenge is to return to our ideals.

Hints to make change happen:
e Partner with other positive, innovative, leading organizations on campus.
e Invite University faculty and staff over for dinner.
e Sororities host events with sororities, fraternities host events with fraternities.
e Getinvolved or interested in other Greek oriented organizations or leadership
opportunities.
e Volunteer in the community more than your chapter requires.
e Wear your letters on campus with pride.

Good things to publicize
e Chapter Awards from the university or inter/national fraternity or sorority
e Chapter anniversaries
e Chapter-sponsored philanthropic events; chapter conferences/campus events
¢ Individual attendance at an annual/biannual convention
e An individual scholarship or grant winner from a Foundation or alumni
corporation
e Anyone who is elected to a chapter office
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e Awards or chapter honors to an alumnus
e Visits of notables (inter/national VIPs, university officials, prominent alumni) for
chapter functions

Suggestions for Promoting an Event
When your group is planning an event, the media know what you are doing well in
advance. It is better to have coverage during an event than a small report after it is over.

Here are some tips for getting the word out about an upcoming event:
1. Know the date and time of the event as far in advance as you can.
2. Prepare a brief summary of what the event is about, when it will be held,

who to contact that i s nningitauwhoald g e
answer questions), and the contact

paragraphs should be enough.

Suggestions when a member (or group) wins an award:

Whenever a member of your organization wins an award or does something worthy of
distinction, contact the University Public Relations with that information and ask how
best to announce it. Remember, the sooner you get the information out, the better.

When writing a press release on the accomplishment, news organizations will want to

know:
Name of the student(s) or group
Year in school & major
When was the award won or the accomplishment completed
Criteria needed to win the award or what the individual did to be awarded
Homet own and parent s’ names
How many other people applied for the award and how many awards were given:
a. Ifitisaregional award or a national award
b. How often the award is given (yearly, monthly, etc)
c. Background on the award
7. Future plans of the winner
8. Who to contact for more information
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News Releases
A news release is defined as information that you want released to the media, usually the
print media. It is written in a journalistic style that begins with a lead, expands on the
lead, and proceeds in decreasing order of importance. This inverted pyramid style allows
an editor to edit or remove information from the bottom to the top.

Writing the Lead
The lead is the hook that entices the editor to consider your release. Do not assume that
any news release will automatically be used or even printed the way it was written

Before writing the lead, determine what is unique about the event in the release.
Although some news releases are generally considered straight news stories, they do not
have to be boring. What they must be is informative and interesting.

The summary lead is the most common type of lead. This includes most of the facts
pertaining to the who, what, where, when, why, and how of the story. Although it is
recommended to present the pertinent information only early in the release, the most
important elements need to appear in the first paragraph, and the rest can follow in a
logical order.

Writing the News Release
e Write in short, concise sentences
e Allow the reader to visualize
e Use the active voice, active verbs, and active words
o Keep it simple
e Avoid long, unbroken passages
e Avoid clichés, and vague words and phrases
e Use generic terminology for officer titles and events
e Never say anything controversial that
e Quote only informed, articulate individuals
e Facts, figures, spellings of names, and dates must be accurate
e Make sure grammar is correct

Formatting the Release
o News releases should always be typed, double-spaced, and have large margins (1-
2”7) to allow editors to wreterlremaddnd edi




possible, with your organization clearly identified at the top of the page. If you do
not have letterhead, make certain your copy is clean and concise.

e Al ways include a date to release th

in the top left corner. Use a catchy headline to attract interest and focus on the
release. Be sure to include a contact and phone number.

e Always include a closing paragraph( Of t en cal | e dhathasa® b o
summary of your or g a@®Gammaavasfoundedin 1800 a .
State University, City, State, as a fraternity/sorority dedicated to scholarship,
leadership, and community service. Alpha Beta Gamma has installed chapters on
169 campuses throughout the United States and Canada with a total membership
of more than 115,000."

e
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e | f the release i s more than one page,

of the page and the words ALPHA BETA GAMMA-2 (your chapter) at the top,
right, of the following page.

e Theendofthereleaseisdenotedwi t h “ ###” centered
line of text.

Photos

When you are planning a story, ask the editor whether he/she would like pictures. The
newspaper may want to send its own photographer or will suggest using pictures you
supply. When using the newspaper photographer, have a definite idea for the photo, give
them a day or two of notice, and then be there on time.

Get action into your photos. Show members doing something. Do not have them staring
at the camer a mo papefs limt three“orcfdurgpamEedn.a photdgrapk-
unless it is at a unique angle. Any more become a sea of unidentifiable faces.

Identify the picture, but do not write on the reverse side. The slightest pressure on a
glossy print will spoil the picture and the damage will show up in the printing. Instead,

write the caption on a separate piece of paper and tape it to the back of the photo.

Always use good, quality glossy prints. Ask your editor what size he or she wants and

supply that sizeifyoucan. | f not, furnish an 8 x 10.

send a photo smaller than 5x7"7. | f
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Thank You
Media relations are an ongoing process; follow up is vital. If your release is printed/aired,
ALWAYS write a brief thank-you note or at least call the reporter and thank them.

Sample News Release

This is the Headline/Title - Chose Targeted title catchy for Media - No Promotional
Hype
FOR IMMEDIATE RELEASE: 11/01/2008
Contact Information:
Contact Name
Address
Tel: Telephone
Website: Website
Ashland, Ohio — Introduction Paragraph - Highlight Importance of News Release - No
HTML - No more than 4-5 lines.

This is body paragraph. - Explain more indepth of the news/events taking place. - Give
atleast two quotes from people. - Conclude with where readers would find more info.
(URL, Phone) - Should be about maximum 10 lines.

This is concluding boilerplate section - Write a short note about your company (explain
your company achievements, goals and future plans) - About 4 lines
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Positive Public Relations
Everything that members do affects t
relations cannot be overestimated.

T-Shirts: This can be one of the most potentially explosive areas of chapter visibility.
Most Greek T-shirts represent major parties, events, philanthropies, recruitment, and
other aspects of Greek Life. Avoid any hint of racist, sexual, or alcohol-related
implications. Remember that most fraternity emblems- name, letters, and coat of arms —
are copyrighted. Distributions that use them improperly and without permission are
subject to legal action.

*Bookstore Policy: Each chapter pays a $40 royalty fee each year to cover the copyright
costs of using Greek letters. Please allow time for the approval of a design. Screen
printing will take longer than embroidering Greek letters. Additionally, a percentages
charged per order to cover royalty expense.

Chapter Members:
e Develop an awards program. Make presentations at a formal banquet or chapter
dinner.
e Develop a phone tree.
e Develop a chapter newsletter.
e Have guest speakers.
e Attend any and all regional activities made available to your chapter.
e Invite other chapters to participate in non-party activities with you.
e Attend many or all events sponsored by your national offices.
e Stay in touch with neighboring chapters

Non-Greek Student/Potential Members
e Market items that get your name and logo before the general student population:
calendars, book cover, bookmarks, maps, or directories
o Utilize the campus press
e Sponsor scholarships for non-Greeks

e Positive visibility. Agai n,Particpdteécnla y o u

number of student organizations

Other Greeks on Campus
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e Don’t bash other chapters.

e Be involved in Panhellenic and IFC.

e Sponsor functions with all different groups.

e Send your newsletter to other chapters.

e Start a Greek newspaper, for all students to read.

e Don’t steal or vandalize property.

Faculty/Staff

e Use faculty/staff as advisors.

e Watch your conduct in class.

e Have a faculty appr embinewithyounscholarsigph t ;
banquet.

e Invite a faculty/staff member to speak at your chapter meeting or another chapter
event.

e QOrganize events with faculty and staff.
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