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National Intern Day Instagram Takeover

Prepared by:
Melissa Reese: Office of Communications
Gianny Mojica-Castillo, Class of 2024 & Theodore Solomon, Class of 2025:
Office of Communications Interns

Overview/ Goal of Campaign:

Celebration of National Intern Day and highlight the Allentown Youth Internship Program. Over
125 interns are employed this summer in various departments and schools. Our takeover will
give people a behind-the-scenes look at the job opportunities we are providing to students.

Interns will develop a content planner as well as guidelines for a successful takeover so that
future interns can have the freedom and opportunity to create their own takeover days.

Included in this document are

Content Planner

Scripts for proposed videos, drafted by student interns

Links to archived content via Instagram Stories

Analytics and Engagement

General Guidelines for all Takeovers, drafted by student interns



Allentown

wo CHOOL DISTRICT

Content Planner:

July 24 -7 PM Celebrate National Teddy & Gianny - Scheduled in
Intern Day with ASD! make Graphic Sprout
Tomorrow, 2 of our
Communications Reese - Schedule
Department Interns
(Teddy & Gianny) will

take over our
Instagram & Facebook
to share more about
their experiences and
what other interns are
doing this summer!

July 25 -6 AM REEL - Intros Teddy & Gianny - Scheduled Reel in
record on 7/24 and IG
Script Below™* edit

Reese - Schedule

7/25 -8 AM First story - selfie with | Teddy & Gianny Outside of school
Question box on #1
stories

7/25 - Morning 1 story Teddy & Gianny Mosser ES

Photos for posts

1 Video / Interview for
reels

7/25 - Morning 1 story -interns in Teddy & Gianny Ritter ES
action

Photos for posts
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1 - Video / Interview
for reels
7/25 - 12 PM (Noon) [ 1 Post - Morning recap | Teddy Sprout
7/25 - Lunch 1 story Teddy Wherever you eat
lunch
WAWA
7/25 - lunch 1 post - Intro all Admin | Teddy & Danitza Ad Building - Use
Building Interns (HR, Sprout to Schedule
Business office, IT)
7/25 - afternoon 1 story - interview Gianny Comms office
Melissa
7/25 - afternoon 1 story - interview Mia | Teddy & Danitza HR Office
7/25 - afternoon 1 story - interview Teddy & Danitza Academic Office
Michael
7/25 Post - Interns OUT Teddy Home
Wrap-up of the day LOG OUT

Script for Morning Reel - Welcome to National Intern Takeover Day!

Teddy: Good morning everyone, my name is Theodore and | am an Intern in the District’s office
of communications. | am a Building 21& lccc class of 2025 student and this is my second
summer as an intern. | have been a part of the planning committee of Allentown School District’s
Back To School Bash, which this year takes place on August 13th. Today is National Intern day!
I am here with my coworker and friend and we will be taking over the ASD instagram and
facebook for the day!

Gianny: Hi everyone, I'm Gianny, another intern in the District’s office of communications. | am
a Dieruff & LCCC 2024 graduate and this is my second summer working with ASD. One of the
coolest things | have been a part of this past year was helping launch the new District website.
Stay tuned in with our socials to see all the fun things interns across the district have to offer.
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Social Links / Engagement

2025 Instagram Story Highlight:
https://www.instagram.com/stories/highlights/17847505740257235/

Engagement:
5 reels generated over 15.8K views and 270+ likes and comments.

—



https://www.instagram.com/stories/highlights/17847505740257235/
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Instagram Guidelines for All Takeovers

A Takeover Day is an opportunity to share a fun activity or event from your point of view.
Throughout your day, you will share candid and planned Instagram stories that you think our
followers would like to see or learn more about.

Please read the guidelines below and email me at reesem@allentownsd.org or text my phone at
484-705-3356 for questions or immediate help.

Before Takeover Day

Create Your Plan

Use the planning template in this document to organize how you want to show “a day in the life.”
You will be posting mainly stories, but make sure to gather content throughout the day for reels,
photo posts, and stories. Plan for MORE content than you think you need, and if you don’t get to
everything that is okay! No other content will be scheduled for the day of your takeover, so you
are responsible for filling our content calender!

No plan = no password.

Accessing the Allentown School District Instagram account:

| will log you into the ASD Instagram account directly from your phone to start the day. Make
sure you have a fully charged battery to start your day, or plan to stop back at the office and
have the ability to charge your phone if needed.

Before the takeover, we will create a post in Canva for Instagram that will be scheduled to let
our followers know the takeover is happening. Account for this post in the content planner. To
make this post:

e Selfie or your school photo

e Short bio on who you are and why you have been selected for the takeover.

Email reesem@allentownsd.org or text me with your selfie and bio!



mailto:reesem@allentownsd.org
mailto:reesem@allentosd.org
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Sharing

Follow the ASD Instagram account on your personal account, or club account (if you have one),
and encourage your friends to follow the ASD Instagram account so they can interact with you
during your Takeover Day. Share the Takeover Post on your personal story & tag your friends
and your school.

Takeover Day Checklist
This is your time to shine and you are representing the Allentown School District! Remember to
keep it positive and continuously share stories throughout the day.

[J Intro video in the morning sharing a little about yourself and reiterating some of the
things you'll share with followers.

[J Throughout the day, experiment with different Instagram story features like polls, or
Q&A, etc. This will help with engagement from our followers!

[ Take photos throughout the day and save them on your camera roll to share with
me! We will use these photos to create carousel posts for our Instagram and Facebook.

[J Think about how you can use videos for reels by interviewing your peers, or creating a
highlight of different parts of your day. Remember the idea is to see things from your
point of view. Keep it fun!

[J Atthe end of the school day or evening, say good-bye! Create a post or record a short
video or picture and caption signing off and thanking followers for tuning in that day. This
is also your opportunity to mention and tag your school’s Instagram account if you have
not done so throughout the day.

[J Add each Instagram story you shared to the ASD “Takeover Day” highlight. After you
have finished your Takeover Day, follow the instructions below to log out of Instagram
e Once you open Instagram, go to the bottom right add click on the ASD Icon
e Then Click the hamburger lines in the top right
e Scroll all the way down and click Logout of allentownschools
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General Do’s and Don’ts

Be aware of your surroundings. Keep in mind what’s behind you for photos and videos
and what the volume level is for videos. No hand signs.

Reply to Instagram messages that were sent after a question you may have prompted
on Instagram stories. If you are doing a Q&A, answer all of the questions! Be responsive,
grammatical, friendly, and polite.

DON’T be disruptive for class lessons if you’re sharing something on Instagram stories.
Based on the plan you make, | will communicate in advance with the schools, principals,
teachers, or coaches what you are doing, but you should also remind them.

DON’T respond to old or new messages that are unrelated to your Takeover Day.

DON’T post videos or photos, and share other account stories that are memes or
suggestive of anything negative or suspicious.

DON'’T follow new accounts or like posts from other accounts, unless they are school
related.

DON’T stay logged on to the ASD account after your Takeover Day.
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