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COMMUNICATIONS GUIDE

THE DEPARTMENT OF PUBLIC
RELATIONS AND MARKETING

The Department of Public Relations and Marketing leads
and coordinates all communication efforts for Hampton City
Schools. This includes managing both internal and external
communications, overseeing the division’s social media
presence, maintaining website content, guiding branding
and marketing initiatives, and more.

This guide serves as a resource to support clear and
consistent messaging, helping to strengthen public
confidence in Hampton City Schools. We believe that open,
timely, and thoughtful communication builds trust over
time. That's why we advocate for communication strategies
that are proactive, two-way, and strategically aligned across

the division.

/ I#}J
Pl

Kellie Goral Carolyn Bowers
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Core Values
We believe that the developmental needs of children are central
to every aspect of the operation of Hampton City Schools and that
all interactions with our stakeholders must be governed by our
core values-integrity, responsibility, innovation, excellence, and
professionalism.

Vision
Hampton City Schools: the first choice for success for every student.

Mission
In collaboration with our community, Hampton City Schools ensures
academic excellence for every child, every day, whatever it takes.

Division’s Mantra
One Community, One Transformation:
Excellence with Intentionality




THE OFFICE OF PUBLIC RELATIONS
& MARKETING CONTACTS

Kellie Goral
Executive Director of Public Relations and Marketing
FOIA Officer
kgoral@hampton.k12.va.us
757-727-2011

Carolyn Bowers
Public Relations Specialist
cbowers@hampton.k12.va.us
757-727-2011

Andrew Foley
Director of WHCS 46 (PEG TV)
afoley@hampton.k12.va.us
757-850-5364

Matt Houser
Coordinator of Graphics
mhouser@hampton.k12.va.us
757-727-2114

Martha “Marty” Wood
Coordinator of Printing and Records Management
mwood@hampton.k12.va.us
757-727-2080

Holly Cobb
Records Supervisor
hcobb@hampton.k12.va.us
757-727-2227
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ADMINISTRATION AND SCHOOL BOARD

When referring to the Superintendent’s Division Leadership Team and School
Board members in print or electronic publications, use the list provided
below. Please use this official list for all division-level events or any school-
level event where a dignitary is invited.

Division Leadership Team

Dr. Raymond L. Haynes
Superintendent

Dr. John Caggiano
Deputy Superintendent & Chief of Staff

Dr. Stacia Barreau
Chief of Elementary School Leadership & Federal Programs

Dr. Daniel Bowling
Chief Operations Officer

Brittany Branch
Chief Financial Officer

Kellie Goral
Executive Director of Public Relations and Marketing

Dr. James Harris
Chief Academic Officer

Trena Hatcher
Executive Director of Student Support

Dr. Jennifer Oliver
Director of Community & Government Relations

Shameka Pollard
Chief of Secondary School Leadership

Robbin Ruth
Executive Director of Human Resources




HAMPTON SCHOOL BOARD

Dr. Richard M. Mason, Jr.
Chair

Stephanie Jackson Afonja
Vice Chair

Dr. Tina Banks-Gray
Ann Cherry
Joseph Kilgore
Jason Samuels

Dr. Reginald Woodhouse
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BRAND STANDARDS AT A GLANCE

OFFICIAL DIVISION LOGO

A consistent graphic identity is essential to establishing a connection with our
community. Only official logos should be used when representing Hampton
City Schools in any capacity. All district publications should include the official
logo.

This HCS Logo is the primary logo for Hampton City Schools. This should be
used on official division-level communications including Peachjar fliers and

B2XMPTON
3 5%/7/7@'/

Every Child, Every Day,
Whatever it Takes!

For black and white printing, the one-color logo should be used in place of

the color logo. »J PTO"\T
EEEMPTON

Every Child, Every Day,
Whatever it Takes!

OFFICIAL ACADEMIES OF HAMPTON LOGO

CORRECT LOGO USAGE

High-resolution versions of these logos are available when requested. These
logo resources should not be shared with any outside organization without
permission from the Department of Public Relations and Marketing.




To ensure the integrity of the HCS logo and brand, here are some additional
usage guidelines:

DO NOT modify colors, content, or graphic elements. Maintain the
proportions (scale). The scale/size of the logo may be adjusted to fit the
needs of the layout, but do not stretch or distort.

The fonts should not be substituted, stretched, condensed or changed.

SCHOOL LOGOS

In an effort to unify our division brand, each school has been provided with a
circular logo with a consistent font treatment. This logo should appear at the
top of each school’s website.

EMAIL SIGNATURES

We recommend that employees use consistent email signatures and business
cards with the standard division or school logo in their official duties and
communication representing the division. Additionally, employees should
include the division’s Quality Customer Service logo and link to the division’s
customer service feedback survey.

Example:

Kellie Goral

Executive Director of Public Relations and Marketing
Hampton City Schools

One Franklin Street

Hampton, VA 23669

757.727.2011

Emake nOV

Quality Customer
Service logo

BYMPTON /ay
C // Dhrots G \‘yw/
IS // Every Child, Every Doy, N

Whatever it Takes!

Share Your Experience
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LETTERHEAD, ENVELOPES, AND BUSINESS CARDS

To assist in reaching our goal of consistent communications, the HCS Print
Shop will provide schools and departments with standard options for printed
and digital letterhead, business cards, and envelopes upon request. In order
to maintain consistency, please do not modify these templates.

APPROVED DIVISION COLORS
Color plays an important role in our school division branding. The colors
below are the official approved colors for Hampton City Schools.

N\ TP
Every Child, Every Day,
Whatever it Takes!

CURRENT LOGO COLOR SCHEME

R 039 139 R 247 240
G 168 G 197 G 235 G 090
B 224 B 65 B 032 B 042
C 070 C 051 C 006 C 000
M 017 M 001 M 000 M 080
Y 000 Y 098 Y 096 Y 093
K 000 K 000 K 000 K 000

When using outside vendors, please check with your designer or printer
when using division colors to ensure they will remain consistent. If you need

assistance in working with a vendor, please contact Matt Houser or Marty
Wood.




RECOMMENDED FONTS

In today’s world there are thousands of fonts available, and new ones are
created every day. However, not all fonts or styles complement each other
or present a professional image of Hampton City Schools. As such, the

use of novelty fonts (i.e. Brush Script, Curlz, Gill Sans, etc.) in official HCS
communications is highly discouraged. The Department of Public Relations
and Marketing recommends the use of a select few primary font families for
internal and external communications. Note: Not all fonts are available in all
applications.

PRIMARY FONT FAMILIES

Times New Roman

Times New Roman Regular
Times New Roman Italic
Times New Roman Bold
Times New Roman Bold Italic

Roboto

Roboto Thin

Roboto Thin Italic

Roboto Light

Roboto Regular

Roboto Medium

Roboto Medium Italic

Roboto Bold

Roboto Black

Roboto Black Condensed Italic

Garamond
Garamond Regular
Garamond Italic
Garamond Bold

Montserrat

Montserrat Light

Montserrat Regular

Montserrat Medium //
Montserrat Medium Italic .
Montserrat SemiBold

Montserrat SemiBold Italic % ~
Montserrat Bold @ r
Montserrat Bold Italic w
Montserrat ExtraBold .
Montserrat Black
Montserrat Black Italic

\

o

\\\

FORMATTING & POINT SIZE

Use a single space after punctuation for all print materials.
We recommend 12-point font size for the main content of
most communication documents.

D
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POSTING STUDENT PICTURES, NAMES, AND WORK

At the start of each school year, families are required to indicate if they DO
NOT want their child’s information released via media (including publications,
social media, websites, television programs, radio shows, and video
productions), yearbook, student work, and/or directory information. They
must opt out by notifying the Records Supervisor in writing at One Franklin
Street, Hampton, VA 23669, within thirty (30) days of the beginning of the
school year or within thirty (30) days of enrolling in school. Through this
process, permission to use school division-related student photos, video, and
audio on official HCS websites and social media accounts is tacitly granted,
unless the parent/guardian indicates otherwise. The principal/schools should
be mindful of students whose parents declared that their child’s directory
information is not to be shared, and ensure this information is not published
in publications of any kind (digital or print).

This process DOES NOT grant permission for individual employees to post
student pictures, student names, and/or student work on personal sites
(websites or social media accounts).

DIRECTORY INFORMATION

From time to time, school divisions receive requests for student directory
information from outside persons and entities. Examples include legislators
who want to send congratulatory letters, external organizations with whom
HCS has contractual agreements (e.g., yearbook, class rings, senior photos),
and organizations offering scholarship opportunities. In addition, school
systems are required to provide military recruiters and institutions of higher
education with secondary students’ names, addresses, and telephone listings
upon request unless the parent/guardian has opted out. Any requests for
directory information should be directed to the PowerSchool Department.
Schools should not provide this information to an outside person or agency.

Parents (or students who are 18 years old or a legally emancipated minor)
should indicate their desire to participate in directory information requests
by visiting the Parent Portal and logging in to their account, selecting the
Directory Information icon on the left, selecting “yes” permitting release of
their child’s address and phone number, and clicking submit. Information
on how to set up your Parent Portal account can be found at http://www.
hampton.k12.va.us/parents/parentportal/parentportal.html.




THE FOLLOWING IS CONSIDERED DIRECTORY INFORMATION:
Student’s Name

Address (with consent)

Telephone listing (with consent)

Photograph

Date and place of birth

Grade level

Participation in officially recognized activities and athletics (points
scored/school records)

Weight and height of athletic team members

Degrees, honors, and awards

Dates of attendance

POSTING EMPLOYEE INFORMATION

Employee names, photos, school email addresses, and school or office phone
numbers will be published on the HCS website, or on school or department
sites at the discretion of the school principal or the department administrator.
Home addresses, personal telephone numbers, and personal email addresses
will NOT be listed in any digital or print HCS publications for public
distribution.

REQUESTS FOR INFORMATION

FREEDOM OF INFORMATION ACT (FOIA)

In keeping with the spirit and requirements of the Commonwealth of
Virginia's Freedom of Information Act (FOIA), Hampton City Schools will
make the records of its official business open to the public. Citizens of the
Commonwealth of Virginia may request access to or a copy of any business
record that is not exempt from disclosure by either federal or state law. It

is important to note, that a citizen of the Commonwealth is not obligated

to identify his or her request as a FOIA request. Any information requests,
including third-party requests for directory information, should be directed to
the division’s FOIA officer, Kellie Goral.

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

The Family Educational Rights and Privacy Act (FERPA) affords parents

and students over 18 years of age certain rights to the student’s education
records. Questions about requests for student records should be directed to
the Records Supervisor, Holly Cobb. If the request for records extends beyond
the scope of the education record, the request may

require a response under FOIA. When in doubt, please

contact the Department of Public Relations and

Marketing for assistance.
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GUIDELINES FOR WORKING WITH THE MEDIA

HCS recognizes the important role the media plays in reporting news and
information about its policies, programs, services, events, students, and
employees. The Department of Public Relations and Marketing is committed to
providing necessary information to the media and making every effort to work
within media deadlines.

REQUESTS FOR MEDIA COVERAGE

Division and school news should be submitted to the Department of
Public Relations and Marketing for approval and proper dissemination to
media outlets to ensure accuracy and consistent, proper and professional
relationships with the media.

All media requests to interview, record, or photograph employees, students,
or board members must be made through the Department of Public Relations
and Marketing.

When requests for student interviews are granted, the interview will be
conducted at a designated site to minimize disruption to the learning
environment.

MEDIA ON SCHOOL PROPERTY
Members of the media may need
to access our schools to report on
division stories. They are expected
to contact the Department of Public
Relations and Marketing for approval
prior to gaining access to school
property. As a safety and security
precaution, the media will be asked
to sign in at the main office and
follow all visitor procedures when
entering school division property.

When videotaping, taking a still photograph, or conducting interviews while on
school division property, a member of the Department of Public Relations and
Marketing, or designee, will accompany the media at all times to assist. The
presiding adult may intercede in a student interview or photograph any time
he/she judges the questions or images to conflict with the best interests of the
student or the division.




WHAT DO | DO?

A member of the media has arrived unexpectedly or attempted to gain access
to a school building without prior approval.

When appropriate, the School Security Officer and/or building administrator

should remind media representatives that prior approval is required from the

Department of Public Relations and Marketing and ask media representatives
to leave the premises.

Ensure they exit the school property and do not approach students, parents, or
staff members in parking areas.

Notify your Chief of School Leadership and the Department of Public Relations
and Marketing. Refer all interview requests to the Executive Director of Public
Relations and Marketing (757-727-2011).

SCHOOL BOARD MEETINGS

Members of the media are invited to attend all open meetings of the School
Board. Media may videotape and/or record these meetings. To avoid
disruption of the meeting, members of the media are asked not to approach
board members, guest speakers, or members of the audience inside the
boardroom during the meeting.

SPORTING EVENTS

Athletic Directors and other coaching staff as approved by the school
administration may participate in interviews with sports reporters who are
covering HCS athletic events, competitions, and practices.

For anything other than routine game coverage, including athletic interview
requests to be held during school hours and any formal release of information
to the media (i.e., press releases), all media inquiries should be directed to the
Department of Public Relations and Marketing.

EMERGENCIES

During emergency situations, HCS will work as cooperatively as possible to
provide timely information to the media on the emergency and its impact
on students and staff members, provided the release of information does
not jeopardize the emergency response activities, or conflict with FERPA, the
well-being of our students and employees, or the concerns of their families.
Members of the media may be assigned to a designated site to ensure full
access by emergency response teams. The Department of Public

Relations and Marketing will work as quickly as possible to provide
accurate information to the media through a spokesperson,

written release or statement, or news briefings.
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SIGNIFICANT EVENTS PROTOCOL/COMMUNICATION

In the case of a significant
event (e.g., lockdowns, weapons,
large fights, students who run
away from school, medical
emergencies, death of a
student or staff member,
building-related issue), building
administrators should follow
the Hampton City Schools
Significant Event Protocols for
School Administrators
(bit.ly/4nZnEVR).

DURING A SIGNIFICANT EVENT, THE GOALS OF THE DEPARTMENT OF
PUBLIC RELATIONS AND MARKETING WILL BE TO:

e Support school personnel so they are able to meet the needs of students

and staff.

Gather facts and disseminate accurate information as quickly as possible.

Collaborate with emergency responder Public Information Officers (PIOs).

Keep the significant event from escalating due to a lack of communication.

Prepare and deliver targeted messages for staff, parents, local media, and

the community to directly inform these audiences.

Develop talking points for school personnel.

*  Be responsive to the media including scheduling interviews and planning
press conferences, if necessary.

* Manage the flow of information to avoid accidental disclosure of
premature, incorrect, or confidential information.

e Monitor online, broadcast, and social media.

In the event of a situation where the media becomes involved, the Department
of Public Relations and Marketing will serve as the point of contact for all
media inquiries. No staff member should deal directly with the media. Media
inquiries should be referred to the school principal who will work directly with
their Chief of School Leadership and the Department of Public Relations and
Marketing.




BEFORE, DURING AND AFTER A SIGNIFICANT EVENT
Before a significant event, be sure to consistently review your school’s crisis
management plan with your team.

During an incident, remain calm, assess the situation, delegate responsibilities,
and gather and document information, as you are able.

After the event, be prepared to share division-created messages. It is
important for the school and community to hear from the principal after a
significant event. This communication could come through ParentSquare
notification.

SOCIAL MEDIA FOR SCHOOLS

We encourage the responsible use of social oo o
media as a communication tool for schools. © o
Maintaining a school social media page is a

great way to connect with parents, staff, and o
community members.

° o

20

To ensure that the digital presence
representing HCS aligns with the mission and
goals of our district, the following guidelines
are recommended for all official social media accounts that represent Hampton
City Schools.

GUIDELINES AND POLICIES

REGISTER YOUR OFFICIAL ACCOUNTS
All official accounts representing a school, department or organization should
be registered with the Department of Public Relations and Marketing.

Official accounts are the ONLY accounts that should share student photos or
work. New school-level or department-level accounts should be approved
through the Department of Public Relations and Marketing. Accounts
representing sub-sections of a school (i.e. club, team, etc.) are also required to
be registered and approved.

If you are aware of an inactive social media account representing HCS, please
contact the Department of Public Relations and Marketing.

LINK TO SOCIAL MEDIA TERMS OF USE
On each official page representing HCS, link to our Social Media
Terms of Use in your profile. Anyone managing a social media
account should familiarize themselves with this information.
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CHECK MEDIA PERMISSIONS FOR STUDENTS

Students who have opted out of media participation should NOT have their
name, picture, or work shared on social media. This information is available in
PowerSchool.

CONTENT REVIEW

The principal is responsible for reviewing content associated with all official
school accounts. The account administrator should establish a process for
ensuring all posts are supported and monitored by school administration.

KEEP IT CURRENT

Social media is all about what is happening right now. Be sure you establish a
routine to keep content new and interesting. Establish a schedule for updating
the account and your goals for how frequently you will post. We recommend
posting at least three times per week to each account. Do not let your account
go stale.

BE RESPONSIVE

Have a plan in place to respond to school-level questions. If you receive a
question or comment through social media that is a division-level question or
concern, please refer them to our HCS Facebook messenger.

HCS-APPROVED PLATFORMS

Eil0O &

@HamptonCSchools  @HamptonCSchools  hampton_city_schools ~ HamptonCitySchools

HASHTAGS

Use a consistent school hashtag to engage with other users without following
individual accounts. Hashtags also generate excitement and celebrate the
positive. You can also tag the district using these hashtags.

#WeAreHCS - General division tweets about HCS students, staff and
community. It's a good all-purpose hashtag.

#0OneCommunityOneTransformation - Good for any celebratory content.

#AOH - Showcasing Academies of Hampton information and events.




GOOD NEWS AMBASSADORS

The Good News Ambassador at each school is assigned by the principal. The
ideal candidate is social media savvy and is passionate about promoting their
school. The Good News Ambassador will:

e Manage official school-level social
media accounts.
*  Request the promotion of school

A\ 4 L
activities and events at the division- Y Y
level through the Department of g o
Public Relations and Marketing. LN o =
*  Help promote division-wide
campaigns or celebrations by re-
sharing HCS content on school social

media channels.

e Highlight and share student and staff \\
accomplishments. — =
e Take high-quality photos for sharing "

on school or district websites and
social media platforms.

e Ensure any photos or videos representing the school are media-friendly
(i.e. meets criteria for sharing, represents the school and division in a
positive light, provides equitable coverage of your school community, and
only uses students who have not opted out of media participation).

*  Remain up-to-date on current events and activities going on in the school
building and provide necessary information about these events to the
Department of Public Relations and Marketing.

G Hampton City Schools added 30 new photos. OFFICIAL ACCOUNTS

June 17 at 2:49PM - @

An “official” social media account is any account
representative of HCS or any part thereof.
Official accounts, while managed by one person
or a small team, are intended to represent a
larger facet of HCS as a school division. This
includes accounts for school, departments,
classes, teams, and organizations.

Official accounts are the ONLY accounts that

should share student photos or work. New
school-level or department-level accounts

should be approved through the

Department of Public Relations
and Marketing.
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SHARE YOUR STORY
We encourage schools and departments to share your good news or events
with us through our Event/Activity Coverage Request Form.

If you answer YES to ANY of the following questions, please submit your
event for consideration:

e Isitnew, happening for the first time, unique, or division-wide?

e Isitan annual event that has grown over time?

e s it something that is garnering state or national recognition?

* s it heartwarming or visually appealing?

PERSONAL SOCIAL MEDIA ACCOUNTS

HCS supports responsible personal participation in social networking sites,
subject to existing School Board policies (GAD, GBBD, GBAC, GBACC, GBBB,
GBCB) concerning the use of social media and other applicable policies,
including, but not limited to those concerning non-discrimination, anti-
harassment, anti-bullying, and copyright/fair use.

A “personal” social media account is representative of a singular person,
regardless of their affiliation with HCS. In addition, personal social media
accounts should not be accessed during work hours and should not be used to
share original content (i.e., student work or photos, internal information) using
information gained from the workplace.

As an employee of HCS, your personal followers should not be privy to your
workplace activities.

We ask that you carefully consider the very public forum you are participating
in and act in a way that properly represents both your personal and your
professional reputation. While these recommendations are in no way intended
to limit or infringe upon your rights, below are some specific guidelines we ask
you to consider:

e Use your personal email address rather than your division-assigned email
on social networking sites and while engaging in off-duty social media
activities.

e Express your ideas and opinions respectfully. Do not use racial slurs,
innuendos, obscenity or other inappropriate content. Maintain the same
standards of honesty, respect, and consideration with your online presence
that you would off-line.




e  Take care when posting personal photos. Content you post should not
include provocative photographs, sexually explicit messages, content
showing or promoting the excessive or irresponsible consumption of
alcohol or use of drugs, or any activity students are legally prohibited from
doing. Never post anything that would call your professional reputation
into question.

e Be mindful that content you publish will be public for a long time. Always
assume default settings will make your profile and any content you share
publicly accessible. Remember, even with maximum privacy settings in
place, your content could be seen by students or parents or find its way
into the public realm.

e  Respect the privacy and rights of both colleagues and students. Do not
post photos or videos that contain identifying information concerning any
students.

e Avoid engaging in rumors or unsupported information. Posting, sharing,
commenting, or otherwise engaging with misinformation in most cases will
create problems, not prevent them.

e Opinions are your own. At no time, except with prior consent from
the appropriate supervisor, should you claim to be speaking or issuing
opinions on behalf of HCS. In instances where there could be confusion,
add a disclaimer stating that views and content are exclusively your own
and not representative of HCS.

Remember, you are personally responsible for the content you publish

online. "Content” includes personal comments, links, photographs, audio

or video, and content created by other users that you choose to share or
repost. Anything you post and any communications that would be deemed
inappropriate or actionable if they occurred in person—either inside or outside
of the classroom—do not become acceptable merely because it occurs online.

The lines between public and private, personal and professional are blurred in
the online world. When you are online, you may be connected to colleagues,
students, parents, and the school community. Sometimes those connections
may be direct and obvious. Other times the connections may be indirect or via
mutual connections. Thoughtfully consider your rights and responsibilities prior
to any posting.
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EMPLOYEE-STUDENT RELATIONS AND SOCIAL MEDIA

HCS recognizes the role that communication and collaboration between
employees and students play in the educational process and experience.

HCS further recognizes that the advancement of electronic communication

and social media technologies creates greater opportunities for interactions
between employees and students, and provides these additional guidelines for
your own and our students’ protection.

Employees are never under any obligation to accept friend or follower
requests from any student or parent, or to use personal social media accounts
to engage with students or participate in division projects.

Employees must exercise great care in connecting with students on any social
media channels. Do not send permission-based friend or follower requests to
students, for example Facebook friend requests. It is HCS’ recommendation
that if an employee decides to accept friend or follower requests received from
students that they should accept all such requests, and not selectively limit
their interactions to what could be perceived as a few preferred individuals.

Any employee-student communications or relationships via social media—
using an official or personal account—should be of an appropriate professional
nature, have content that is appropriate for both the communications medium
and the audience addressed, and must not violate any provisions of the Family
Educational Rights and Privacy Act (FERPA). As with content, always assume
any communication can easily end up in the public realm.

Employees who are connected to or communicate with students via social
media must understand they may be granting those students access to

all content in their personal social media profiles and should consider the
guidelines HCS has provided to ensure students are protected from exposure
to inappropriate content or content that might compromise the employee’s
professional reputation.

Employees are also responsible for ensuring any relationship and all dialogue
with the student is kept professional in nature and for immediately reporting
to the division any inappropriate communication received from a student. This
is as much for your protection as the student’s. Any content or communication
generated either by you, or by a student, that would be inappropriate in the
classroom should also be considered inappropriate when shared via social
media.




Public Events: Posting content gained at public events is okay; however, it is
best practice to make sure the people you are photographing know they are
being photographed and understand how the images will be used. A public
event is one that occurs outside of the instructional day at our schools and is
open to the public (music performances, sporting events, PTA meetings, etc.).

WEBPAGES FOR SCHOOLS & DEPARTMENTS

HCS WEBSITE

The school division has established its website
online at hampton.k12.va.us. This website is
the official website of Hampton City Schools.
In addition to this website, individual schools
maintain school-level websites. Using the
following guidelines for the development of
all division-related websites will ensure overall
consistency in design and branding for the
district.

SCHOOL, DEPARTMENT, AND PERSONAL
WEBSITES

A “school” or “department site” is any website
that is created and designed by an authorized
school division employee on behalf of a school
or department. These sites exist separate from
the division site and are hosted on platforms
such as Google Sites.

e School and department websites should be reflective of the spirit of the
school community, including school logos, mascots, colors, and symbols.
School and department websites should be updated MONTHLY.

e There are certain required links and information that should be on each
school’s website. Use our Required Links and Information document
(bit.ly/4m4ElTw) for guidance.

e If you have a change in your school or department pagemaster, send the
new name and contact information to Vickie Carper in Graphics
(vcarper@hampton.k12.va.us).

A "personal” website is created by employees, students, or others outside of
these guidelines. HCS does not endorse and is not responsible for personal
websites. Students or employees who create personal websites that

result in a substantial and material disruption to the school
environment may be subject to disciplinary action.
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SCHOOL AND DEPARTMENT PAGEMASTERS

The school and department pagemaster (PM) should be an employee in

the school/department who develops and maintains content (both text and
graphic) for a school/department site. The PM is responsible for ensuring that
published content is Americans with Disabilities Act (ADA) compliant and
appropriate.

Official webpages are the ONLY ones that should share student photos or
work.

ELECTRONIC BULLETIN BOARD

Hampton City Schools broadcasts content through an electronic bulletin board
that can be viewed online and on cable TV (Cox channel 46/Verizon Fios
channel 20). The HCS E-Bulletin Board serves as a platform to spotlight events,
information, and achievements. Content selection for the E-Bulletin Board is
managed by PEG TV. If you have content you would like to feature, please
complete the Event/Activity Coverage Request Form (bit.ly/407gsOP) to initiate
consideration for inclusion on the E-Bulletin Board.

Below are available methods to access and incorporate the Electronic-Bulletin
Board in your building:

e  Cable Access: Tune in to Cox Channel 46/Verizon Fios Channel 20
e TV or Interactive Panel with Internet access: https://www.hampton.k12.
va.us/departments/whcs/whcs.html

- To view the most current version you must refresh the browser or
close the slide deck and then re-open it.

PEG TV Livestream




HCS PODCAST

HCS Talks: The Hampton City
Schools Podcast is designed to
educate, inform, and even entertain
both our community and listeners
beyond. Each episode covers a
variety of topics, from education
and student success to the work of
our teachers, support staff, parents,
and community partners. We also
dive into programs, initiatives, and [ - SoperimanaendEirrer S |
more—offering something valuable o
and informative for everyone. Make sure to follow HCS Talks
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@ Apple Podcasts O Spotify we= samsung Podcasts
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Amazon Music Pandora >

L u

sten or Listen on
- Tune In iHeartRadio doese Dy er

Liston on
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RECOGNITIONS CALENDAR

Hampton City Schools recognizes special days, weeks, and months that show
appreciation for members of our community or bring awareness to various
educational issues. In an effort to streamline recognitions duplicated by various
organizations, we have created a document noting the dates the division will
highlight these events. This document is shared annually with Good News
Ambassadors.

E-NEWSLETTER

Through ParentSquare, the Department of Public Relations and Marketing
sends Email Extra, a weekly e-newsletter to all staff, and families as well as
community members who have signed up to receive the newsletters.

If your school is sending an e-newsletter to your families, we recommend:

®  The e-newsletter should not be your primary source of information. Make
sure that information contained in the e-newsletter is also found on your
school website and refer back to it.

e E-newslettters should be sent from ParentSquare or your school
email address and not an individual such as the principal
or pagemaster. )VS




COMMUNICATIONS GUIDE

OPPORTUNITIES FOR PUBLICITY
IN HAMPTON CITY SCHOOLS

&) #WeAreHCS

o

on the front page of the division’s website. It is typically eflyers may be sent directly to parents’/guardians’ email

Web brief - A web brief is a story posted from a link S Peachjar - with our Peachjar eflyer program, the
written by a member of the public relations and inboxes. eFlyers will also be posted on each school’s

marketing staff. Web briefs have included topics such website homepage for easy access by clicking on the
as student awards, school awards, teacher and staff Peachjar logo.
awards, innovative programs, student participation in

School Notes - is a Hampton City Schools news
program highlighting all of the positive happenings
Facebook page - @HamptonCSchools within the school division. We showcase our students,
teachers, staff and administration. It's what's happen-
ing right now in Hampton City Schools. Shows are
broadcasted on WHCS TV and the division’s YouTube
channel - HamptonCitySchools as well as shared on
social media.

conferences or special events, career days and more. .

Pictures may be horizontal or vertical and should be in
focus, with good lighting. We post up-close and group
pictures. Sending multiple pictures of one event is
okay. We also post links to web briefs from the front
page of our website.

HCS Email Extra - This weekly email is sent out to
nearly 26,000 subscribers (parents, staff members,
community members, patrons and legislators). It
includes links back to our web briefs.

X (Formerly Twitter) - @HamptonCSchools

Pictures may be horizontal or vertical and should be in
focus, with good lighting. We post up-close and group
pictures. We also post links to web briefs from the front
page of our website. Photos should be less than 15MB.

B

\'&"\EJ

Local media coverage - Television stations and
the Daily Press will sometimes cover events at your
Instagram - hampton_city_schools school. All requests should be routed through the PR &
Marketing Dept.

Pictures may be horizontal or vertical and should be in
focus, with good lighting. We post up-close and group

pictures. ’ Contact information -

Kellie Goral, executive director of public relations and

? ParentSquare - Hampton City Schools uses marketing - kgoral@hampton.k12.va.us
® ParentSquare to communicate with families. Through Work - 727-2010
ParentSquare the division and individual schools can Cell - 374-3229

send families alerts and information via email, text,

phone alerts, and app notifications Carolyn Bowers, public relations specialist

- cbowers@hampton.k12.va.us
Work - 727-2011

Cell - 592-5662 H%W(M PTO r\}

2 ,céf/lﬂﬂ(ﬁ .

B

Every Child, Every Day,
Whatever it Takes!
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o2 ParentSquare

PARENTSQUARE

Hampton City Schools uses ParentSquare to communicate with families.
ParentSquare and staff email are the only approved communication platforms
for staff members to use. Through ParentSquare the division and individual
schools can send families alerts and information via email, text, phone alerts,
and app notifications.

ParentSquare automatically generates an account for each parent/guardian,
using the email address and phone number on file with the student’s school.
Parents/guardians do not need to activate a ParentSquare account in order to
receive division and school phone calls and email messages. However, parents
need to access their accounts so they can download the mobile app and
update their preferences on when and how they are notified, as well as use
other features.

This communication platform allows HCS to unify all parent communication
from the division, schools, classrooms and school activity groups under one
umbrella providing a “one stop shop” for school communication. Parents/
guardians are able to keep track of news, activities and events from all their
children’s schools in one place. ParentSquare is available for staff and parents
to use on their computers or mobile devices.

Here's what you can do with
ParentSquare:

 Ie |

.

3 ®  Send messages to parents via email,
text or app notification
e Communicate in the parent’s preferred
language
Direct message parents
Participate in group messages
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peachjar

PEACHJAR GUIDELINES

HCS provides the service of electronic flyer (eflyer) dissemination via Peachjar, a
free online service for our students and parents to receive announcements from
our schools, nonprofit 501(c)(3) organizations in the city of Hampton, and state-
supported organizations. Hard copy flyers from outside organizations should not
be distributed unless approved by the Director of Community & Government
Relations.

Any flyers that are distributed to multiple schools, should be distributed through
the Department of Public Relations and Marketing. Requests for the Department
of Public Relations and Marketing to distribute flyers must be submitted at least

one week prior to any event date. Please consult with the Graphics Department

to design any fliers that will be distributed on behalf of the school division.

In addition, flyers MUST:

®  Support the basic educational mission of the division, directly benefit
the students, or be of intrinsic
value to the students or their
parents/guardians or to division )
employees. * .

* Bein an accepted format (8.5x11) N
and contain font sizes not less / | o .
than size 12. ‘,‘

e Contain the name and contact A
information of the sponsoring i

)
entity. 2 —
e Flyers must NOT contain materials e

that:

- Are lewd, obscene, libelous,
or slanderous.

- Publicize or promote *
a particular religious ’
organization or religious
viewpoint.




- Incite students to commit unlawful acts, violate school rules, disrupt
the orderly operation of the schools, or promote potentially hazardous
activities.

- Promote any particular political interest, candidate, party, or ballot
measure.

- Proselytize or position the division on any side of a controversial issue.

- Discriminate against, attack or denigrate any group on account of
gender, race, age, color, religion, ancestry, national origin, disability, or
other unlawful consideration.

- Promote the use or sale of materials or services that are illegal or
inconsistent with school objectives, including, but not limited to,
materials or advertisements for tobacco, intoxicants, and movies or
products unsuitable for children.

- Solicit funds or services for an organization, with the exception of
solicitations authorized in Board policy.

PEACHJAR REMINDERS
Hard copies of any flyers should not be provided unless approved by the
Director of Community & Government Relations.

When in doubt about posting a flyer, please contact the Department of Public
Relations and Marketing at 727-2011.

ALL SCHOOL OR DIVISION FLYERS MUST HAVE OUR SCHOOL DIVISION’S
FLYER DISCLAIMER ON THEM

Hampton City Schools (“HCS") does not discriminate with regard to race, color,
religion, national origin, sex, sexual orientation, gender, gender identity, age,
disability, ancestry, marital status, pregnancy, childbirth or related medical
conditions, status as a veteran, genetic information, or other characteristic
protected by law in its programs, activities and employment practices and
provides equal access to the Boy Scouts and other designated youth groups.
The following person has been designated to handle inquiries regarding the
non-discrimination policies: Robbin G. Ruth, Executive Director of Human
Resources and Title IX/ADA Coordinator

Department of Human Resources, One Franklin Street, Hampton, VA 23669
(757) 727-2300 Email: hes-complianceofficer@hampton.k12.va.us

IF NOT A SCHOOL OR DIVISION-SPONSORED EVENT, THE FOLLOWING
DISCLAIMER IS REQUIRED

“These materials and the activity described herein, are not

sponsored or endorsed by the Hampton City School Board.”
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Schools Upload in Peachjar

Additional Information

School Events - family nights, literacy nights,
school newsletters, school dances, etc.

Ensure the school’s name is prominent on
the flyer with key information (i.e., date,
time, location, details of event)

Flyer must be in a pdf

Fundraiser Events - organizations/businesses
partnering with school or PTA (Pizza Hut,
Virginia Diner, Harris Teeter's Together in
Education, Barnes & Noble, etc.)

The organization/business must have our
school division’s flyer disclaimer printed
on each flyer

The school’s name must appear first and
in a larger font than the name of the
organization/business

Flyer must be in a pdf

If not a school fundraiser, the
organization/business must upload in
Peachjar

Schools Upload in Peachjar

Additional Information

External Flyers for Parents/Students
(CHKD, Boy/Girl Scouts, Toys for Tots, Parks
and Rec., YMCA, AAU, external camps, city
events, enrichment opportunities, etc.)

Organization uploads flyer in Peachjar
Flyer is electronically routed to SAC
Once approved, Peachjar electronically
notifies parents and flyer lands on school
website

External Flyers for Employees
(educator discounts, etc.)

Institution/Company uploads flyer in
Peachjar

Flyer is electronically routed to SAC
Once approved, Peachjar electronically
notifies employees

Central Office Uploads in

Additional Information

Peachjar

Division-Wide Events

School/department provides their flyer
in a pdf format to Carolyn Bowers and
identifies which schools to upload the
flyer

School/PTA Events for Feeder Schools
(craft show, car wash, fairs, etc.)

School provides the flyer in a pdf format
to Carolyn Bowers and identifies the
feeder school

Once uploaded, Peachjar electronically
notifies parents and flyer lands on school
website
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