Saint Mary’s College Brand Identity

GUIDELINES FOR WRITERS
This document should not be considered a formal training document or editorial guide; rather it is a summary of lessons learned, best practices, and tools employed by the College writers. Whether you write an alumna profile for Development materials or a department brochure, a story about a faculty member for the department Web site or a description of a major for the College Web site, keep in mind the following fundamentals.

The Writer’s Goal
Relate the benefits of Saint Mary’s College through its people (bring the experience to life). Choose and tell stories about individuals, programs, and events that prove broader points about the benefits and outcomes of a Saint Mary’s education. 
Style (tone and manner)
· Use direct, first-person quotes as often as possible; they are powerful testimony and proof of the value of a SMC education.
· Writing should be fun to read, inspiring, with quirky stories, unusual details to make person/major come alive and reveal distinctiveness of Saint Mary’s.
· Use short sentences and paragraphs and clever headlines, especially on the Web.  Readers won’t want to plow through long articles.
· Don’t be afraid to delve into the heart of academic subjects to show that SMC people are smart and impressive; at the same time, avoid overly academic language.
· When writing profiles, highlight “A-ha!” experiences or dramatic moments that led to changes in thinking or outcomes. Remember, a SMC education is about transformation.

· Showcase SMC’s distinctiveness—focus on people and programs that are the first, the only, the most, the best, etc.
· Don’t be afraid of emotional language (especially in direct quotes), but any stories about service, faith, community, caring, and personal growth should also tie in to an academic or hands-on learning experiences—that’s what our audience is interested in.
· Balance individual stories with a frequent sprinkling of generic “brag facts” or “proof points” that demonstrate we are what we claim to be (for example, that Saint Mary’s has six nationally accredited programs, that it’s one of the nation’s top 100 liberal arts colleges, that our faculty-student ratio is 11 to 1; that Golf Digest ranked us #3 in the nation in 2006, etc.)
Imperatives
· Writers must become familiar with, and focus on, the key college attributes highlighted in the August 2006 Stamats “Identity Survey Results” (quality of our majors/programs, outstanding faculty, outcomes/career preparation, national reputation, and others as appropriate. (MarCom has full research results and can provide insights for your objective and target audience.)
· Consider your audience – writing to prospects (16 – 18 year olds) will vary from messaging to alumnae. MarCom has a “Brand Portfolio 12/06” document that has a wealth of information to guide all writing for marketing.

· Keep in mind and incorporate the Stamats “Brand Identity Guiding Principles” as often as possible. (See “brand promise summary in tool kit.)
· Show diversity. Stories should regularly feature multicultural and international students, faculty, and alumnae, but without misrepresenting Saint Mary’s as more diverse than it really is.

Questions you can ask in interviews to elicit the answers and quotes you need 

· Students
· Why did you choose Saint Mary’s for college?

· What experiences (classes or professors) led you to choose your major?

· What transformative learning experiences (e.g., study abroad, senior comp, summer internship, research with faculty) helped you mature while here?

· What do you want to do after graduation, and how did Saint Mary’s prepare you for this?

· Faculty
· Why did you choose Saint Mary’s originally, and why have you stayed?

· Of what credentials or accomplishments are you proudest?

· What is your goal or philosophy as a teacher?

· What do you do outside the classroom (research, activism, travel, etc.), and how does that enhance your teaching?

· Can you tell about a memorable experience you’ve had collaborating with a student?

· Can you tell about talented students and successful alumnae whom you’re still in touch with?

· Alumnae

· In what general and specific ways did your Saint Mary’s education prepare you for what you’re doing now?

· What professors, classes or experiences were particularly transformative?

· How did you land your current job (or get in to graduate school) — did SMC connections play a role?

Lessons/Good Habits Learned
Get away from your desk and out into the campus environment frequently—this will make the College come alive to you (and your readers). Interview faculty members at their offices; attend classes and events; meet students for coffee or watch them at a sports event or recital. You’ll gather color and detail for your stories and learn things you wouldn’t have otherwise.
· Network to cultivate personal contacts, especially with faculty—they’ll give you story ideas if you keep asking them, and prevent you from making political or factual mistakes once they come to trust you.
· Confirm with more than one source before interviewing someone for a profile, that the potential interviewee is the “whole package.”  If you’ve heard a student is a dynamic leader or talented athlete, confirm with a faculty member that they’re academically solid. If you’ve heard from staff how much they like a professor, make sure the students agree s/he’s effective in the classroom.

· Don’t promise someone an article will be published about them until you’ve done the interview and feel like the story has legs. Sometimes, a story isn’t a match for our goals or the interview was not effective.

· Show respect for those you interview and write about by letting them review articles before publication. However, they should not serve as editors - ask them to indicate only any errors or concerns; they should not change your draft otherwise.
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