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How to Use the Communications 

Resource Kit
Hard Copy

Hard copy of the following documents, with the CD file names following, is provided in the Communications Resource Kit folder:

· Frequently Asked Questions about Charter Schools (FREQUENTLY ASKED QUESTIONS ABOUT CHARTER SCHOOLS.doc)

· Facts Legislators Should Know about New Jersey Charter Schools (FACTS LEGISLATORS SHOULD KNOW ABOUT CHARTER SCHOOLS.doc)
· Fact Sheet About XYZ Charter School (FACT SHEET ABOUT XYZ CHARTER SCHOOL.doc)

· Suggestions for Developing Community Partnerships with Charter Schools (SUGGESTIONS FOR DEVELOPING COMMUNITY PARTNERSHIPS. doc)
· Steps to Remember When Planning Events (STEPS TO REMEMBER. doc)
· Helpful Hints for a Public Relations Plan (HELPFUL HINTS.doc)
· Contact Information for a Press Release (CONTACT INFO.doc)
· How to Write a Press Release (HOW TO WRITE A PRESS RELEASE.doc)
· Sample Press Release (SAMPLE PRESS RELEASE.doc)
· Consent for a Photo Release to a Newspaper (CONSENT FOR PHOTO RELEASE.doc)
· Three Sample Letters (SAMPLE LETTER TO PARENTS.doc, SAMPLE LETTER TO LEGISLATORS.doc, SAMPLE LETTER TO LOCAL LEADERS.doc)
· Three Brochures:

· A Guide for Prospective Parents (PARENT BROCHURE.doc)
· A Guide for Prospective Teachers (TEACHER BROCHURE.doc)
· A Guide for Community Partners (COMMUNITY BROCHURE.doc)

· Charter School Slide Show (SLIDE SHOW.ppt)
Some hard copy documents are camera ready for printing.  Others require the addition of charter-school-specific information so that you can customize the document for your school.  

You should be able to print the documents in color as shown in the folder or in black-and-white copy.

CD Files

Many of the documents allow for personalization by the charter school.  Enter the name of your school, telephone number, mission, etc. in the spaces noted by “XYZ Charter School” or “XXX” for other variables.

Files have been created in Word 2000.  The slide show has been created in PowerPoint 2000. The CD is read only.

Since the CD is read only, you cannot save any information directly on the CD provided with the kit. When you open the file from your CD, the ORIGINAL document will appear.  You must follow the steps below in order to create and save a customized version of your file:

1. Open the file of the original document from the Communications Resource Kit CD.

2. Save the file in “My Documents” on your hard drive or in drive “A” on a disk.

3. Edit the document to create your customized version.

4. Save your customized document in “My Documents” or on a disk.

To Customize A Brochure

1. Open the appropriate file in Word 2000.

2. Find the portion of each brochure (middle section of side 1) that features the mission statement and contact information. 

3. Insert information that pertains to your charter school.

4. Add quotes from your parents, teachers, and/or students (right section of side 2).

5. Print and save your revised brochure in “My Documents” or on a disk.

To Customize A Slide Show

1. Open the Slide Show file in PowerPoint 2000.

2. Review the slide show.  Beginning slides pertain to all charter schools and do not need to be revised.

3. Slides at the end of the slide show are suggested slides for you to customize.  Enter information that pertains to your charter school.

4. You may also insert additional slides to your slide show.  To insert slides, select the “Common Tasks” button on the Formatting Toolbar.  Then select “New Slide” and create an additional slide.  Follow this step for as many new slides as you want.

5. Save your revised slide show in “My Documents” or on a disk.

