Albuquerque Academy

Communications Office

Posting stories on the web site

●Communications Office learns about a story, through e-mail, phone call, newspaper article, or personal knowledge

●Initiate or follow up with those involved to verify specifics

●Find out if there are any photos to go with the story, if event has already taken place

●Have existing photos sent electronically, or manually scan prints

●Arrange to take photos of upcoming events 

●Manipulate, size, enhance, save, and file each photo for web publishing

●Research and test online links that go with stories

●Draft story or edit information received

●Determine if any student names included in a story are on the "do not publish" list; edit story as needed

●Call parents for permission if photos explicitly or implicitly identify students

●Create web posting in content manager, including uploading photos

●Determine appropriate audience for a story and where it should be published on the web site: public or community? 

●Establish "post" and "expire" times for each story

●Send links to story to those involved with events or other interested people as appropriate

