Marvista PTSA Communications Guidelines – 2011-2012
Communications Committee

Chair/Orca Time – Kirsten Pangelinan

Website (www.marvistaptsa.org) – Kathy Marek
Readerboard – Laurie Perovich

· Please direct all articles and information to communications@marvistaptsa.org
· Please proofread your information for correct dates, times and contacts
· Advertising will not be accepted (to ensure local businesses advertise at Auction time)
· Communications Committee reserves the right to edit content
· Content Guidelines:

· Orca Time – brief reminders for the immediate coming week(s)
· Website – on-going information re: PTSA board, committees, meetings/minutes, upcoming events, links to Highline School District website
· Readerboard – very brief reminders for the immediate coming week(s)
· Deadlines:

· Orca Time/Website/Readerboard – every Friday at 6 p.m.

· Orca Time will be e-mailed by Sunday night at midnight
· Website will be updated by Sunday night at midnight
· Readerboard will be updated on Monday morning 
· Marvista Messenger Newsletter:

· The content of the newsletter is focused on student and school activities – field trips, teacher bios, special projects, awards, assemblies, clubs, educational contests, etc.

· Goal is to transition the newsletter into a student-run, student-written publication, possibly in conjunction with a student government

· So far, no one has volunteered to either write/produce the newsletter her/himself or lead a Journalism Club – any ideas or suggestions are welcome!

· Newsletter content deadlines will be distributed once a plan for the newsletter is in place
