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Faculty of Humanities: Local news guidelines

What do we mean by local news articles?

Local news articles enable Schools, Centres and Institutes to highlight activities and news stories on their websites or via internal channels that are relevant only to their subject area and target audience. 

They differ to news stories of institutional importance - those deemed more ‘media-worthy’ - which are handled by the University’s press team.

Local news articles can be created by the Humanities Web Team after a School, Centre or Institute completes a news request form. 

While local news stories appear on a particular Humanities website only, for example the School of Arts, Languages and Cultures, media-worthy stories also appear on the main University website.

Local news articles can also be added to StaffNet and included in the Faculty of Humanities eNews newsletter if they're primarily for an internal audience.

What is a news request form?

A news request form allows Schools, Centres and Institutes to submit key information to the Humanities Communications and Marketing team. 

The team can then turn this information into a news article to feature on the relevant website(s) or internal channels.

Its purpose is to ensure a steady stream of informative news for each channel, utilising the Communications and Marketing team's skill and capacity and relieving pressure on Schools, Centres and Institutes to create news stories themselves.

It’s important you provide sufficient information on the news request form so that the Communications and Marketing team can write up the article as accurately and efficiently as possible; remember the team may not necessarily have prior knowledge of the topic in question and therefore all essential information should be mentioned on the form.

The 50-word summary request is vital to ensure the team fully understands the basis of the story and why it is deemed newsworthy - and is able to accurately convey this to your site’s visitors.

[bookmark: _GoBack]The completed news request form should be sent to humsnews@manchester.ac.uk. Submitted articles will appear online within two working days.

How do I know if a story is local newsworthy?

You should fill in a news request form whenever you have a news story you would like featured on our channels (internal and/or external) that is:

· relevant to your School/Centre/Institute only;
· not beneficial/applicable to a wider audience.

Examples of strong local news stories include:

· write-ups of School-specific events;
· academic staff appointments/changes/awards.

Importantly, local news stories should be informative, engaging or exciting for your audience, and at least 150 words in length.

If they are not, think about whether they should be created at all, or if they would better suit a blog post or social media post. Meet the team-type articles, for example, may be better suited to eNews ‘Spotlight on…’ features.

News stories should always aim to shine a positive light on the School, Centre or Institute, not negative. Examples of poor local news stories include:

· unrelated events (e.g. a student discussing accommodation);
· anything negative about a School (e.g. student complaints).

Examples of stories better suited to blog posts include:

· student industrial placement diaries;
· ‘meet the team’-type content.

How do I know if a story is media-worthy (and therefore suitable for the University’s press team instead)?

You should contact the University’s press team with details of a potential news story if you believe the story to be of institutional importance and of benefit to a wider audience; for instance, if research has been conducted in your School that promises real-world impact. Examples of media-worthy news stories include:

· new research with a real-world impact;
· highly prestigious/international academic awards.
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