Creating Newsletters

School or community newsletters are written to provide infomation about local events and issues. In this project, learners will examine ethical issues related to journalism and publishing. Learners will also create a school or community newsletter, by gathering information, writing articles, and formatting all their material into a newsletter, using Microsoft Word.

Project 1 Challenge for Learners

How are news articles a reflection of their community’s values? 

It has become apparent that your school or community is in need of a way to inform others about local events and issues. One of the most effective ways to reach an audience is through a newsletter - a periodically-published work containing news, features and other articles or announcements on various subjects. You have joined a team of reporters, editors and writers that will design and write a newsletter that highlights events and issues important to your school or community. 

Project 1 Task:

For this project assignment, you will create a three or four-page newsletter in teams of four by completing the following tasks:

1. Create a layout and design for your team’s newsletter, including a 2- or 3-column format on an A4 page, newsletter title, masthead, headlines, and article titles.

2. Conduct research, summarize, interview and survey, to prepare and write at least four news articles that highlight or focus on local school or community events, news and issues of concern. 

3. Use the journalistic style in the writing process of editing and revising material.

4. Include at least two additional features articles in your newsletter.

5. Incorporate clip art, photos, and other graphics into the newsletter to enhance its appearance.

6. Use technology to produce, revise, and publish the newsletter.

7. Each team member will assume the role and responsibility as a news reporter/writer.

8. Each team member will also assume one of the roles and responsibilities listed below as they finalize the work on the newsletter:

· Managing Editor: Oversees the production of the newsletter

· News Editor: Responsible for final editing of news articles

· Features Editor: Responsible for final editing of feature articles

· Layout Design Editor: Responsible for overall layout and design of the newsletter

9. Each team's newsletter and teamwork will be evaluated according to a rubric that will be provided by the teacher at the start of the project.

Project 1 Details:

In this project, learners will examine ethical issues related to journalism and publishing. Learners working in teams will also create a school or community newsletter, by gathering information, writing articles, and formatting all their material into a newsletter, using Microsoft Word.
This project is composed of three modules, each with an over-arching theme to be examined, and learner objectives:

Module 1: 

Censoring Freedom of Expression

· learners examine media censorship and the rights of student journalists

· learners review and analyze the contents and formatting of a variety of printed and online newsletters and news-magazines 

· learners decide what is considered 'news-worthy'

· learners explore editorial decisions about what to publish

Module 2: 

Becoming Ethical Journalists

· learners examine the ethical issues and dimensions of journalism, including plagiarism
· learners determine the 'audience' for their newsletter
· learners decide on the roles and responsibilities within each team
· learners begin to create the contents of their team's newsletter
· learners review the basics of journalistic writing styles
· learners begin researching, writing, editing, and revising their newsletter articles
Module 3:

Producing Legally-Sound, Visually-Appealing Newsletters

· learners become aware of intellectual property law and copyright

· learners plan and create the layout, design, and graphic content of their newsletters

· learners produce the final version of their team's newsletter

Learner Prerequisites and Skills

Internet

· Web site navigation skills

· Locating and saving graphics (pictures, photographs, clip-art, images, etc.)

Microsoft Word

· Opening a document

· Saving a document

· Printing a document

Learner Skills to be Introduced

· Composing and formatting a document or article for a newsletter

· Creating a masthead for a newsletter's title and headlines

· Inserting columns and graphics

· Creating WordArt and other graphics

· Reviewing and editing text

· Optional: Using a template, editing pictures, taking digital photographs and formatting them for insertion 

Classroom Technology Resources

· Internet access and Internet browser software

· Classroom or Lab Computer(s)

· Microsoft Word on each computer

· Optional: Other software, i.e., for image-processing 

Instructional Resources

Instructional resources are provided on the resource CD, “Theme: Ethical Journalism,” for this learner project:
Teacher Guide Folder:

· Teacher Lesson Plan (Project 1 – Lesson Plan.doc)
· PowerPoint presentation on the Project Challenge (Project 1 - Challenge.ppt)

· Project 1 Rubric (Project 1 - Rubric.doc)
· PowerPoint presentation for Module 1: (Project 1 - Module 1.ppt)

· PowerPoint presentation for Module 2: (Project 1 - Module 2.ppt)

· PowerPoint presentation for Module 3: (Project 1 - Module 3.ppt)
Learner Lessons Folder:

· Learner Handout on the Project Task and Challenge (Project 1 Challenge.doc)

· Learner Handout for Module 1: Censoring Freedom of Expression  (Project 1 - Student lesson- Module 1.doc)

· Learner Handout for Module 2: Becoming Ethical Journalists (Project 1 - Student lesson- Module 2.doc)

· Learner Handout for Module 3: Producing Legally-Sound, Visually-Appealing Newsletters (Project 1 - Student lesson- Module 3.doc)
· Step-by-Step Guides Folder:
· Step-by-Step Word XP: Opening a New Document (Word-Opening a New Document.doc)

· Step-by-Step Word XP: Reviewing, Track Changes, and Comments (Word-Reviewing.doc) 
· Learner Practice File for Module 2: Exercise 2.6: Editing and Revising (Cougar Victory.doc)
· Step-by-Step Word XP: Newsletter Layout, Design and Graphics (Word-Newsletter Layout.doc)

· Step-by-Step Word XP: Producing Newsletters (Word-Producing Newsletters.doc

Project 1 Activities

Censoring Freedom of Expression

In Module 1, you will have your learners examine media censorship and the rights of student journalists. You will also have your learners review the contents of many different kinds of printed and online news media such as newsletters, newspapers, and news magazines. Finally, you will have your learners determine what is "news-worthy," and explore editorial decisions. 

Become familiar with the contents of this module by reading through the activities and exploring the exercises before teaching Module 1. On the resources CD, you will find the Student lesson for Module 1 and a PowerPoint that you can use with your class.

Media Controls and Censorship  

Starter Questions: You could begin a general discussion of media controls and censorship with the learners by asking the following kinds of questions:

•How does media censorship affect you?
•Can you provide any recent examples of censorship?

•Do you agree or disagree with media censorship?

•Should children be 'protected' from certain kinds of media?

•How far should censorship go?

•By what standards should the media be regulated?
One of the major issues that has emerged in today's society related to media censorship is the question of whether it is right for journalists to tackle and expose unpopular subjects and uncover issues that some feel shouldn't be investigated or reported. The principle in a democracy of unhindered availability of information is often derailed by others who feel that the role of journalists (reporting in the form of newsprint, TV, and radio) shouldn't be to destabilize the social environment by opposing the status quo and questioning government or corporate practices through their journalistic writings and investigations. In reaction to threats of censorship or the risk of losing their jobs, many journalists resort to one-dimensional coverage of the issues rather than reporting the truth.

In all aspects of popular culture and society, there are also many areas of the media, for example, film, video, the Internet, books, videogames, music, radio, TV, and advertisements, that are subject to censorship. All agree that the values inherent in popular culture exert a strong influence on the community (and on youth). Many would argue that these expressions of popular culture have to be regulated, held accountable and made socially responsible to the values of the community. Therefore, laws are passed and efforts are made to censor information distribution through Internet filters, TV and movie ratings, and other 'indecency' laws. These are only a few examples of the kinds of controls imposed on the media by the community and society. 

For the purposes of this module, you will have your learners briefly examine the fundamental rights that are guaranteed to exist, and how media censorship and control of information run counter to those rights. 

Article 19 of the Universal Declaration of Human Rights protects the fundamental right of 'freedom and expression':
“Everyone has the right to freedom of opinion and expression; this right includes freedom to hold opinions without interference and to seek, receive and impart information and ideas through any media and regardless of frontiers”.

The Universal Declaration of Human Rights
http://www.unhchr.ch/udhr/index.htm  
This site provides the information in different languages.
Similarly, the United Nations' International Covenant on Civil and Political Rights has similar safeguards, also in Article 19:

1. Everyone shall have the right to hold opinions without interference. 

2. Everyone shall have the right to freedom of expression; this right shall include freedom to seek, receive and impart information and ideas of all kinds, regardless of frontiers, either orally, in writing or in print, in the form of art, or through any other media of his choice. 

The United Nations' International Covenant on Civil and Political Rights
http://www.unhchr.ch/html/menu3/b/a_ccpr.htm 

Discuss what this UN International Covenant means to them, in their own words.

In South Africa, the Bill of Rights of the South African Constitution protects the right of "freedom of the press and “freedom of expression" http://www.polity.org.za/html/govdocs/constitution/saconst02.html?rebookmark=1#16
16. (1) Everyone has the right to freedom of expression, which includes ​ 

a. freedom of the press and other media; 

b. freedom to receive or impart information or ideas; 

c. freedom of artistic creativity; and 

d. academic freedom and freedom of scientific research. 

Discuss what the Constitution means to them and ask: 

• How does media censorship threaten constitutional values?

• Do these forms of censorship substitute imposed value judgments instead of allowing for 'critical thinking' skills that give learners the chance to decide for themselves, and become more 'media literate'? If so, in what ways?

• How can you become a more discerning news consumer?

Have your learners further investigate these freedoms by examining the websites suggested below.  You will want to explore these websites first and lend guidance to your learners.

Freedom of Expression Institute  (South Africa)
http://www.fxi.org.za/allframes.htm
The Freedom of Expression Institute (FXI) is a interest group that was established in 1994 to protect and foster the rights to freedom of expression and access to information, and to oppose censorship. The Institute was formed from a merger of three organisations: The Campaign for Open Media, the Anti-Censorship Action Group and the Media Defence Trust.

Declaration of Principles on Freedom of Expression in Africa
http://wwwserver.law.wits.ac.za/humanrts/achpr/expressionfreedomdec.html
This Declaration was made at the African Commission on Human and Peoples' Rights, 32nd Session, 17 - 23 October, 2002: Banjul, The Gambia.
IFEX: International Freedom of Expression eXchange
http://www.ifex.org/ 
This site provides timely examples of how 'freedom of expression' has been violated or suppressed throughout the world. A 'Hot Topics' section includes the topics: "Internet Censorship" and "Journalism Ethics". 

Vigilant.TV: The Top 25 Acts of Media Censorship, 2002-2003
http://vigilant.tv/article/3252 
Although opinionated, this site gives lots of actual examples of how the media has been censored throughout the world. 
Exercise 1.1: Discussion on Media Censorship and Freedom of Expression

Have your learners in their teams discuss the questions below.  Each group should then summarize the groups' opinions and be ready to report out to the class.

· What do these clauses and articles regarding human rights and the 'free press' mean to you? Are they necessary in today's society?

· Do you think that people have the right to know everything about what is going on in the society in which they live? 

· Who should decide what is permissible for the members of the community to know or experience?

· Should there be different standards or guidelines for teenagers or children from those for adults? Why or why not? Who should determine these guidelines?

· Are these safeguards necessary, or are they too strict? What if these safeguards were not guaranteed? 
Summarize your group’s opinion on media censorship and freedom of expression based on your discussion of the questions above.

Introducing Newsletters

Have the learners look at examples of on-line newsletters, newspapers, and news magazines. Also provide a variety of printed newsletters for learners to examine, in their teams. Have learners consider the following questions while examining these sources:

· What is the purpose of each newsletter or news magazine?

· Who is the intended audience?

· Typically, what kinds of information and content are provided?

· What design and layout elements are used to create a visually appealing product?

Although optional, encourage learners to view national and local newscasts on television or on cable TV.

Exercise 1.2: Introducing Newsletters

Each team is to choose and examine a variety of printed and online versions of newsletters, newspapers, and news magazines from the list of suggested sites (see below). They are to preview 2-3 sites from the links given, and select one from each section to complete the chart.

A sample chart is available in the PowerPoint presentation for Module 1, and may be completed as a class exercise with the teacher while viewing the presentation. In the Student lesson handouts, the charts are available for the learners to complete. 

Online Newsletter Sites:

	Selection 1:

Name of Online Newsletter:
	

	Purpose:
	

	Intended Audience:
	

	Type(s) of information provided:
	

	Visually appealing layout and design elements:
	


Below are suggested web sites for online newsletters for the teams to examine. The teams should briefly browse through two or three sites, and choose one to analyze.

Shine: An Example of a Corporate Newsletter
http://www.nzte.govt.nz/article/0,1973,SectionID%253D13582,00.html 
A newsletter about New Zealand Trade and Enterprise economic development and trade activities.
British Museum Company Newsletter
http://www.britishmuseum.co.uk/newsletter/newsletter.htm 
An example of an online newsletter from the British Museum.
The Phoenix Newsletter
http://www.schools.ash.org.au/daptohigh/2004%20March.pdf
An example of a 4-page newsletter in two-column format, with pictures, graphics, and various kinds of articles.

HS Newsletter
http://www.ofs.edu.sg/newsletters/0403-HS.pdf
A 4-page colorful newsletter from the Overseas Family School in Singapore.

HS District 211 Newsletter
http://www.d211.org/PDF%20Lib/SupNewsletters/supnews4-04.pdf
A newsletter from the Superintendent of a high school.

Community Newsletter 2003
http://www.nps.gov/seki/fire/fireinfo/newsletters/2003prenews.pdf
An example of a 3-column newsletter from the Department of the Interior of the National Park Service.

Menasha High School Newsletter
http://www.mjsd.k12.wi.us/mhs/documents/pdf/newsletters/MHSNewsletterApril04.pdf  
A 3-page newsletter of a typical high school.

Online Newspaper and News Magazine Sites:

	Selection 2:

Name of Online Newspaper or News-Magazine:
	

	Purpose:
	

	Intended Audience:
	

	Type(s) of information provided:
	

	Visually appealing layout and design elements:
	


Below are suggested web sites for online newspaper and news magazines for the teams to examine. Teams should briefly browse through two or three links in each site, and choose one to analyze.

Mail and Guardian
http://www.mg.co.za/mg/ 
Independent Online

http://www.iol.co.za
Newspapers US and Worldwide
http://www.refdesk.com/paper.html 
A comprehensive collection of links to online versions of newspapers and newsmagazines, including more regional South African newspapers.

Printed or Hard-Copies of Newsletters

Bring in many samples of newsletter for your class to use.  Have the teams browse through two or three of the newsletters that are provided, and choose one to analyze. 

	Selection 3:
Name of Printed Newsletter (provided by teacher):
	

	Purpose:
	

	Intended Audience:
	

	Type(s) of information provided:
	

	Visually appealing layout and design elements:
	


Newsworthy Articles

Now that the learner teams have discussed freedom of the press, media censorship, and looked at and analyzed a variety of different kinds of news media, have the teams investigate the issue of newsworthy-ness.

The learner teams are to scan several articles from the same selection of online and printed newsletters and newspapers that they have already examined, and then discuss what makes each of the articles 'news-worthy'. 

Have them consider the following questions when examining their choice of articles. The teams should be prepared to share with the class:

· Why is this event or issue important or unimportant?

· Who is affected or will care about the event or issue?

· What will be the reactions of the readers?

·  Will the reader be able to make good decisions after reading the article? 

Exercise 1.3:  Define “News-worthy”

Learners are to prepare their definition of "news-worthy" (below) and be prepared to provide at least one example from their chosen sources. For example:

· To our team, “news-worthy” means:

· Article 1 - Title of Article and One-Sentence Summary:

· Describe what makes this article 'news-worthy': 

· Article 2 - Title of Article and One-Sentence Summary: 

· Describe what makes this article 'news-worthy'

Editorial Decisions

By examining various cases provided online, the teams of learners will become aware of the editorial decisions that often have to be made in the real-world of journalism. In preparation for this role-play, select one or more of the case summaries from the online lesson plan You Be the Editor:

You Be the Editor 
http://www.media-awareness.ca/english/resources/educational/lessons/secondary/broadcast_news/you_be_the_editor.cfm
Each team must assume the role of a newspaper editor who must decide what information to report, and what information to withhold in a series of prospective news stories. Remind learners that there are no right or wrong answers, but that they must come to some sort of agreement as a group and report back their decision to the other teams.

The site suggests that the following discussion questions be used in the role-play:

· What is the role of a newspaper?

· What is the role of a newspaper editor?

· Should the whole truth always be told?

· Under what circumstances does the public's right to know conflict with a person's right to privacy?

Exercise 1.4: Role-playing Editorial Decisions: You Be the Editor

Assign each team a case to review and make an editorial decision on whether or not to print the information.  You may want to provide each team with a printed copy of the case so that they will not be able to review the newspaper professionals’ decisions before forming their own decision. Have the team record:

Case number

Team’s Decision

Team’s Reasoning

After the teams have recorded their decisions, have them review the editorial decisions that were made by the newspaper professionals and discuss their reactions.

Exercise 1.5: Should Freedom of Expression be Controlled or Censored?

Have learners revisit Module 1’s opening question and respond to it. 

· Should freedom of expression be controlled or censored?

Becoming Ethical Journalists

In Module 2, you will start with a discussion on plagiarism and journalism ethics. You will also have your learners begin to plan the contents of their newsletter articles. Then it will be time for your learners to start researching, writing and editing their news and features articles. 

Become familiar with the contents of this module by reading through the activities and exploring the exercises before teaching Module 2. On the resources CD, you will find the Student lesson for Module 2 and a PowerPoint that you can use with your class.

Unethical Journalistic Practice

Learners may not be aware of what "ethics" or "ethical" means. Explain to them, in terms they understand, that ethics relates to the rules or standards governing the conduct of a person or the members of a profession (i.e., reporters or journalists). 

Almost all decisions by journalists have an ethical dimension. A free press and the freedom of expression is essential to democracy, as we have learned earlier, but only if that press is fair, credible, responsible and ethical. 

Emphasize for learners that each of the following journalistic decisions has ethical implications:

· What should be reported?

· How should information be acquired?

· How should information be presented and to whom?

· Should material which is especially graphic or explicit be published?

· Who should/should not be interviewed?

· Who should/should not be quoted?

· What should be included, and what should be left out?

· How much should be revealed to an interviewee regarding the real purpose of an interview?

The Preamble of the Code of Ethics of the Society of Professional Journalists (at http://www.spj.org/ethics_code.asp) states that one of the main duties of a journalist is to further public enlightenment "by seeking truth and providing a fair and comprehensive account of events and issues." 

Professional integrity, honesty, fairness, and courage are listed as some of the traits that journalists should seek when gathering, reporting, and interpreting information. The Society then recommends various actions that a conscientious journalist must take to "seek truth and report it":

· Test the accuracy of information from all sources and exercise care to avoid inadvertent error. Deliberate distortion is never permissible. 

· Diligently seek out subjects of news stories to give them the opportunity to respond to allegations of wrongdoing. 

· Identify sources whenever feasible. The public is entitled to as much information as possible on sources' reliability. 
Misquotes, exaggerated headlines, misleading reports, and unconfirmed stories are some examples of erroneous journalistic reporting. 

As budding journalists, learners must relate these journalistic codes, principles and practices to their own information gathering and reporting that they will experience during the creation of their team's own newsletter. 

Below are useful web sites to help learners learn more about ethical journalism, and some of the risks that they may face. Direct learners to appropriate parts of each site, or use as reference material, for a short discussion on ethical journalism:

Society of Professional Journalists
http://www.spj.org/ethics_code.asp 
The complete Code of Ethics for the Society of Professional Journalists is found here, with excellent advice for journalists in sections titled: "Seek Truth and Report It," "Minimize Harm," "Act Independently," and "Be Accountable." 

Journalism Ethics Cases Online
http://www.journalism.indiana.edu/Ethics/index.html 
This set of cases has been created for teachers, researchers, professional journalists and consumers of news to help them explore ethical issues in journalism. The cases, based on actual stories, include: "Sensitive News Topics," "Handling Sources," "Controversial Photos," "Invading Privacy," and more. They raise a variety of ethical problems faced by journalists. 

High School Students' Journalistic Rights
http://www.splc.org/legalresearch.asp?id=3 
This site offers the top ten questions (and answers) most frequently asked by high school learners about their journalistic rights.
A Major Journalistic Risk: Plagiarism

Emphasize that one of the major risks that both journalists and high school learners face in their writings is plagiarism. A violation of intellectual property rights, it is defined as the appropriation of the writings, graphic representations or ideas of another person and the representation of them as one's own (that is, without proper attribution or acknowledgement).
With the abundant supply of Internet information, learners are often faced with the temptation of 'copying and pasting' the researched work of others into their own writings, without providing proper citation. And further temptations exist because there are literally dozens of sites that advertise the fact that they provide written essays and papers on many academic topics. 

Preview the resources and information in the following websites to help guide the learner discussion exercise that follows:

Plagiarism
http://upetd.up.ac.za/authors/create/plagiarism.htm
University of Pretoria’s advice to students and staff on how to avoid plagiarism.
Say Plagiarism
http://www.ru.ac.za/library/infolit/plag1.html
Rhodes University Library advice on plagiarism.
Plagiarism:  What It is and How to Recognize and Avoid It 
http://www.uwc.ac.za/ems/man/plagiarism.htm
University of the Western Cape offers a number of links to the most essential sources of information on plagiarism.
Plagiarism.org
http://www.plagiarism.org 
An online resource for educators concerned with the growing problem of Internet plagiarism.

Exercise 2.1: Unethical Journalistic Plagiarism

Have your learners, in teams, discuss the questions below and be ready to report out to the entire class.

· Can you provide examples of irresponsible or unethical journalism?

· Is plagiarism a major problem at your school?

· How has your school dealt with issues of plagiarism?

· What have been the consequences for learners caught plagiarizing?

The teams should summarize their opinions on plagiarism at school, and be prepared to share with the rest of the class.

Planning Newsletter Content

Newsletter Purpose and Audience

Learner teams will begin planning and determining the content of their newsletters by first examining their overall purpose and targeted audience. Successful newsletters tell the audience what it wants to know, and not what you want to write about.  Ask yourself:  

· Will your newsletter only be targeted to learners in the school? 

· Or is it for the community that surrounds the school’s attendance area

· Or for the school population and surrounding community?

Exercise 2.2:  Newsletter Purpose and Audience

Newsletter teams will decide:

What will be the purpose of your team’s newsletter?

Who is the targeted audience for team’s newsletter?

The teams will complete a chart of the types of information their targeted audience would find most useful and interesting. 
Newsletter Contents

This is the section where learners begin to learn what they will be putting into their newsletters. Use the PowerPoint presentation to provide this detailed material to the learners.

For planning purposes, each team’s newsletter will include, at a minimum, the following:

(a) Four news articles that highlight or focus on local news, events, sports, or issues of school or community concern. Each learner will be responsible for one of the four articles to be included in their team’s newsletter.  At this point, you might want to briefly familiarize the learners with some of the various kinds of articles that they might choose to write about, using the proper journalistic style:

· News Report Article: An article that is a short summary, write-up, or account of a news item. 

· News Interview Article: A summary written after conducting an interview (with a pre-prepared list of 20 questions) with a subject

· Investigative Report: Includes research on a significant issue that affects the audience, and the use of the data (from various sources, including interviews, electronic and print media) to create a report

· Speech or Event Article: This is written after listening to a public speech, press conference, or some other public event. This kind of article usually includes background information on the speaker/event and reaction to the speech or event.
Each team should begin by brainstorming ideas for topics to be selected for these four articles in each newsletter. 

(b) At least two additional features articles of interest to the targeted audience will also be included in each team’s newsletter. Features articles are usually on a topic of the writer's choosing, but should still be directed toward the audience's interest. 

Learners may work in pairs to write the features articles. Any of the following may be included:

· Advice Column

· Editorial

· Letter to the Editor

· Advertisements

· Comic Strip

· Community Events

· Arts/Entertainment

· Movie Review

· Calendar

· Announcements

· Survey

· Graphs

· Travel Information

· Weather Forcast

· Personal Profiles

· How-to Tips for a Product or Service

Learners should realize that each different section of a newsletter uses a different writing style.

Suggested Website Resources:

Preview the following sites for learner resources. Any one of the following sites has excellent information on topics of interest for student journalists producing a newsletter:

Journalism Resources
http://bailiwick.lib.uiowa.edu/journalism/ 
Among its many resources, this site offers ways to help organize and do electronic citations.

Journalism Resources at Web English Teacher
http://www.webenglishteacher.com/journ.html 
Resource topics include: "Design, Layout, Typography," "Editing," "Editorial Writing and Cartooning," "Interviewing," and more.

PowerReporting: Resources for Journalists
http://powerreporting.com/ 
This website provides lots of free resources for computer-assisted reporting and editing.

Exercise 2.3: Newsletter Planning Guide

Have your learners now decide on the roles and responsibilities each group member will assume, as well as the topics and contents to be included in each team's newsletter. 

	Team Member Roles
	Team Member Assigned

	Managing Editor:  Oversees the production of the newsletter.
	

	News Editor:  Responsible for final editing of news articles.
	

	Features Editor:  Responsible for final editing of feature articles.
	

	Layout Design Editor:  Responsible for overall layout and design of the newsletter.
	


Have your learners complete a chart to plan their newsletter content. They should brainstorm the four news articles that the team will include in its newsletter:

Next have your learners brainstorm at least two additional features articles of interest to the targeted audience. Learners may work in pairs to write the features articles. Any of the following may be included:

· Advice column

· Editorial

· Letter to the editor

· Advertisements

· Comic Strip

· Community events

· Arts/Entertainment

· Movie Review

· Calendar

· Announcements

· Survey

· Graphs

· Travel information

· Weather Forecast

· Personal Profiles

· How-to Tips for a Product or Service

Have the learners complete a chart identifying the features articles and the team member(s) responsible.

Journalistic Writing Basics 

Discuss with learners the characteristics of journalistic writing.  Have them analyze news articles and reports, and try to recognize the main technical and structural elements necessary for sound journalistic writing. Here are some suggested items:

· News reports should be objective, with a single focus or theme.

· The writing should be clear, well-organized, concise and to the point.

· It should be written in the third person.

· Proper names must be spelled correctly, and it must also be free of other spelling, punctuation, and grammar errors.

· It must be factually accurate.

· Short sentences should be used.

· The headline or article title should be catchy or attention-getting. 

· Appropriate sources or citations should be included.

· Direct quotes for witnesses or those involved should be included. 

· Avoid overly wordy paragraphs. 

· The lead paragraph, often one long sentence that summarizes the facts of the article, is usually the first paragraph. It should answer some or all of the five W's and H rule (Who? What? When? Where? Why? and How?), and it should set the structure for the rest of the story. It must hook readers into wanting to read the remainder of the article. 

The following site, Citation Machine, is an interactive Web tool designed to assist teachers and learners in producing reference citations for crediting information from other people.

Citation Machine
http://landmark-project.com/citation_machine/index.php   

Researching and Writing  

Learners are now ready to begin researching the topics they have chosen for their newsletter article.  Learners should use a variety of sources when researching a news story; the Internet (provide appropriate guidelines and information), library, and interviews. 

One of the examples provided earlier was for learners to choose to write a News Interview Article. Interviewing sources or witnesses is an invaluable way to get first-hand information. This is an especially important skill that they should develop and learn - to interview people and incorporate that information into a written article. You may want to demonstrate how to conduct a proper interview.

Below are some tips to help them to conduct an interview:

· Be prepared - research the subject or topic before the interview.

· Write at least 20 questions to ask the source.

· Make an appointment and arrive on time dressed appropriately.

· Remember to bring a pencil and paper.

· Introduce yourself, and say something about where the article about the interview will appear.

· Use good eye contact and speak clearly.

· Double check dates and correct spelling of names.

· Ask open-ended questions (minimize the number of questions that can be answered with a simple 'yes' or 'no') that allow the source to provide more information.

· Don’t ask negative questions.

· Don’t promise what will be printed.

· Have a note-taking system. 

· Write only important details down.

· Use abbreviations.

· If you plan on taping the interview, ask the interviewee first!

Exercise 2.4: Setting up Team Folders

Each team will create a folder with subfolders to save their team’s work. Below is a suggested folder scheme: 

· Team Name Folder: The main folder where the subsequent four folders will be placed.

· News Articles Folder: Stores the team’s four main news articles

· Features Articles Folder: Stores the team’s additional features articles, at least two per team

· Graphics Folder: Stores the team’s photos, scanned images, and other graphics

· Newsletter Folder: Stores the team’s newsletter layout template and final newsletter 

Exercise 2.5: Writing Your Article(s)

If your learners are unfamiliar with using Microsoft Word XP to create a document, you will want to demonstrate how to use it.  Depending on the number of learners that are not familiar with Microsoft Word XP, you may want to demonstrate in front of the entire class or in small groups.  Identify class “Experts” to assist learners who are having trouble.  

Learner teams are now ready to begin researching and writing the first draft of their newsletter articles. After the research has been completed, each team member will use Microsoft Word to type their article and save it to the appropriate folder. 

If they are unfamiliar with the basics of Microsoft Word, have the learners use the Step-by-Step: Microsoft Word XP: Opening a New Document guide. This guide will provide assistance in setting up and saving a document. Each member of the team will save each article as a separate document in the appropriate folder.
Editing and Revising  

Editing and revising all of the news and features articles is a crucial, but time-consuming step for each of the teams. Learners may want to edit and review each other's work and suggest ways in which the stories or features themselves can be improved. The learners will use the reviewing tools in Word to track their suggested edits. 

The team’s News Editor will edit the news articles from each team member and the Features Editor will edit the features articles. After the articles have been edited and reviewed, the author of the article must accept or reject the suggested changes and save the final version of the article.  The Step-by-Step: Microsoft Word XP: Reviewing guide provides basic step-by-step instructions on how to use reviewing, track changes, and comments to edit work.  

Exercise 2.6: Editing and Revising

You may find that many learners have never used the Track Changes, Reviewing, or Comments features of Microsoft Word.  You may want to use the Step-by-Step: Microsoft Word XP: Reviewing guide and the practice file, Cougar Victory, to teach these features as a class lesson. Once the learners feel comfortable with the technique, they may begin editing one of their articles.  

Producing Legally-Sound, Visually-Appealing Newsletters

In Module 3, the learners will actually produce their newsletters. The learners will begin with an overview of copyright issues.  Next, your learners will choose the layout, design and graphics for their newsletters. The learners’ end product will be their printed newsletter.

Become familiar with the contents of this module by reading through the activities and exploring the exercises before teaching Module 3. On the resources CD, you will find the Student lesson for Module 3 and a PowerPoint that you can use with your class.

Intellectual Property and Copyright Issues

Discuss the importance of issues related to intellectual property law and copyright with the learners before having them produce their newsletters. Although the laws vary from country to country, copyright law is pretty much the same, whether the material includes words, pictures, movies, music, or software. Start by having learners find out what they know about copyright by taking a copyright quiz. 

You should select 5-10 of the most appropriate questions from the various quizzes found online and present them to the entire class. 

CopyRight-CopyWrong
http://www.csus.edu/indiv/p/peachj/edte230/copyright/quiz.htm  

The 20-Questions Fair Use Copyright Quiz
http://www.techlearning.com/db_area/archives/TL/2002/10/copyright_quiz.html 
Copyright Issues: A Quiz (10 Questions)
http://cuip.uchicago.edu/wit/2000/curriculum/homeroommodules/copyright/copyrightquiz/copyrighttestc.htm
Exercise 3.1: Take a Quiz - How Much Do You Know About Copyright?

Have learners discover what they already know about copyright by taking an online 'copyright quiz'.

After taking the copyright quiz, learners will check their answers with an answer key, and then describe what they learned about copyright as a result of taking the quiz.

Exercise 3.2: Copyright and Fair Use Laws

Also, you may wish to have learners, with your guidance, visit the following web sites for more information on the 'do's' and 'don'ts' of copyright:

Copyright and Fair Use 
 http://www.hs.unp.ac.za/il/inf15.ppt
A PowerPoint presentation by the University of KZN outlining copyright laws and fair use doctrine in South Africa

An Overview of Copyright Law
http://www.copyright.com/CopyrightResources/default.asp 
Provides eleven questions and answers to common questions about copyright law.

10 Big Myths about Copyright Explained 
http://www.templetons.com/brad/copymyths.html 

Copyright and Fair Use Guidelines
http://www.mediafestival.org/copyrightchart.html
Have learners in the class (either in teams or as an entire class) discuss the related question:

Have you ever broken any copyright or fair use laws unknowingly?  Describe a situation when this has happened to you or a friend.

Determining Layout, Design, and Graphics 

Each team will determine the layout and design for their newsletter by creating a template in Word.  The teams will need to create a well-designed, visually appealing layout that attracts readers.  At least one photograph or graphic should be included on each page to attract interest.  Pages should be varied slightly, to provide variety. 

Each team needs to make layout and design decisions about the following items that will be included in their newsletter:

· Contents of Nameplate or Masthead: paper name, logo or banner, team name, and date; you may also include school name, address, phone, e-mail, volume & issue number

· Format of Columns: decide on two- or three- columns format

· Style of Headlines: catchy phrases that attract readers to the story

· Style of Byline: author

· Formatting of Photos or Graphics: all photos or graphics should be placed so that text wraps around them, or inserted between two blocks of text

· Page Numbers: determine location and format 

· Style of Cutline (or Captions): descriptions below a photo or other image

· Choice of Typeface: Use an easy-to-read typeface (usually sans-serif such as Arial), although varieties of the same typeface (in different sizes, or styles) may be used for various titles or headlines

· Layout and Design: Most of the space should be filled on the page. Pictures can be added between articles for visual appeal. However, there should be appropriate amounts of white space so as not to have a newsletter that is too densely packed

Exercise 3.3: Planning Layout and Design Elements

Learners (in newsletter teams) will decide on the following layout and design elements for their newsletters, by completing the following chart:


	Layout and Design Elements

	Contents of Nameplate or Masthead:
	

	Format of Columns:
	

	Style of Headlines:
	

	Style of Byline:
	

	Visually appealing layout and design elements:
	

	Name of Newsletter, Newspaper, News Magazine:
	

	Formatting of Photos or Graphics:
	

	Page Numbers:
	

	Style of Cutline (or Captions):
	

	Typeface:
	


Exercise 3.4: Creating Your Newsletter Layout and Design

You may want to demonstrate how to create the headline or masthead for the first page of their newsletters, and how to create the columns format.  The Step-by-Step: Microsoft Word XP: Newsletter Layout, Design and Graphics guide provides instructions to successfully complete this exercise. 
Newsletter Production  

The learner teams are now ready to produce their newsletter.  The learners will use the template they have created and insert all news and features articles.  They will also insert all photos and graphics.  The Layout and Design Editor will assist each team member in the final production stages. 

The Step-by-Step Word XP: Producing Newsletters guide provides instructions on how to insert news and features articles and graphics into the newsletter using Word. 

It may be helpful for you to demonstrate the instructions for the learners.
Exercise 3.5: Producing Your Newsletter

There are four sections to complete the final steps in producing the learner newsletters:

· learners will convert their articles to the style and formatting they have chosen for their newsletter

· learners will create a “dummy” newsletter through a traditional paper, scissors, and glue or tape method

· learner teams will insert their formatted articles into their electronic newsletter layout begun in Exercise 3.4 

· teams will save their final newsletter as a Word document and print a copy to share with the class

You may want to have the learners check in with you at the completion of each section. 

Exercise 3.6: Wrap-Up Question

In order to complete this project, ask the learners to consider whether their newsletter reflects the values of the community or audience that they are writing for.  Phrase the question this way?

"How does your team's newsletter reflect the values of the target audience (of either your school or community)?

Evaluation and Assessment

Evaluate learner newsletters using the rubric provided in the Teacher Guide folder. 

(The rubric should have been provided to the learners at the same time that the challenge was introduced).

The rubric is designed to answer Module 3's major question - have the learners created a legally-sound and visually-appealing newsletter?

Have learners complete a checklist and self-evaluation.

Evaluation will be based on completed assignments, effective use of equipment and materials, cooperative work, and finished product.

Enrichment Activities

Learners may visit a local publishing house, or newspaper facility.  Learners may wish to submit one or more of their articles to their local newspaper, or compose letters to the editor of a local publication.  

Support Strategies

Carefully structure the learner teams to include a variety of skill sets.  This project requires a great deal of organization, time-management and writing.  Each team (of four members) should include a strong writer who can assist weaker writers.  Each team should be configured with a learner that has efficient organizational and time-management skills, who can assist keeping the team on task to complete all parts on time.  Learners can be paired within their teams to assist each other in the writing and editing process.
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