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Guidelines & Protocols for Community Engagement Stories
“Community Engagement is key to all of CDU's activities, characterised by two way relationships in which the University forms partnerships with its communities to yield mutually beneficial outcomes.”
Write about 400-500 words focusing on your collaboration with a not-for-profit community organisation, business, industry and/or government agency and how the two-way nature of the partnership has yielded mutually beneficial outcomes.
Please send your draft or brief outline to Linda Cuttriss, Coordinator Community Engagement linda.cuttriss@cdu.edu.au or call Linda on 8946 6336 if you’d prefer to discuss your idea first.
By following this simple framework (in no particular order) you’ll have a story in no time!
WHO?
who is involved? Include the name of partner organisation/s, the key individuals from CDU and names of key individuals from the partner organisation/s.
WHAT?
details of the project – some history, the objectives, activities, outcomes.
WHEN?
when did it start? key dates e.g. milestones/outcomes/latest event/s?
WHERE?
location of project/activity/event?
HOW?
how do you work together, how is the activity mutually beneficial? how does the activity contribute to the social, cultural, economic and/or sustainable development of the region and the health and well-being of its communities?
WHY?

why is the project important?
INCLUDE QUOTES FROM KEY PEOPLE
A quote from a CDU person and at least one quote from someone in the partner organisation.
KEY CONTACT
Name, CDU position, phone and email for follow-up.
PHOTOS WITH CAPTIONS

Focus on people doing things. 2 or 3 photos. Include captions and names of people. Send in as original jpg (or other) file (not embedded in a WORD document).
CONSENT FORM

Please forward consent form signed by people appearing in any photos. (See page 2 below). 

Please obtain consent of person when taking a photo as it is often difficult to obtain later.
LOGOS
Send logos of all partners whose organisation has a logo (very important for recognition of partners).
For more hints on writing stories, see page 3 below for the CDU Style Guide available in full at: http://www.cdu.edu.au/corporatecommunications/styleguide.html
CONSENT FORM FOR IMAGES OF PEOPLE
CUT AND PASTE THE FOLLOWING TEXT TO YOUR CDU LETTERHEAD

I hereby grant to Charles Darwin University and its representatives, employees, agents and assigns, the irrevocable and unrestricted right to use, reproduce and publish photographs of me, including my image and likeness as depicted therein, and/or any statement or testimonial made by me, for editorial, trade, advertising or any other purpose and in any manner and medium, to alter the same without restriction and to copyright the same. I hereby release Charles Darwin University and its trustees, officers, employees, agents. legal representatives and assigns from any and all claims, actions and liability relating to its use of said photographs, statements or testimonials.

SIGNED:
……………………………………..

Signature

……………………………………..

Print name

……………………………………..

Date

If under 18 signature of parent/guardian

……………………………………..

Signature of parent/guardian

……………………………………..

Print name of parent/guardian

http://www.cdu.edu.au/corporatecommunications/styleguide.html
Writer's Style Guide

Charles Darwin University Writer's Style Guide for everyday publications

People who write for everyday publications - newsletters, periodicals, news releases, and so on - can find themselves caught between officialese and the straightforward language of newspapers.

Each approach has its place. But anyone who seeks to communicate with general readers must find an appropriate style, free of fancy words or acronyms.

Such a style - crisp and informative, but easy to read - already exists in most areas of our university, though it occasionally varies.

These notes are designed to encourage uniformity.

Style tips: 

· Use plain English
· Keep words and sentences simple
· Prune sentences
· Rely on nouns and verbs, not adverbs and adjectives
· Use active voice: The university decided, not, A decision was made
· Choose positive expressions
· Be bold, brief and clear
For further guidance, consult the Commonwealth Style Manual, available from the University Bookshop or The Macquarie Dictionary. If all else fails, choose a style and be consistent.

Writing style

· Words and punctuation 
· Appropriate language 

· Titles 

· Acronyms [image: image1][image: image2][image: image3][image: image4][image: image5][image: image6]
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Contact: Linda Cuttriss, Coordinator Community Engagement

tel: 08 8946 6336   fax: 08 8946 7384  email: linda.cuttriss@cdu.edu.au
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