
TABLE OF CONTENTS

Acknowledgments . . . ix

Introduction . . . 1

1. the ne wsle t ter as a parent 
communication tool .  .  .  3
Advantages of the Written Word . . . 4

Characteristics of a Newsletter . . . 6

Purposes of the Parent Newsletter . . . 7

2. what goes into a newsle tter . . . 11
Content . . . 11

Calendar . . . 11

Policies . . . 12

Activities . . . 12

Promoting Program Goals . . . 13

Community Building . . . 13

Educating Parents . . . 13

Finding Ideas for Newsletter Articles . . . 14

Everyday Occurrences . . . 14

Family Life . . . 16

Classroom Experiences . . . 17

Parent Questions . . . 18

Other Reading Materials . . . 19

–  Research . . . 19

–  Plagiarism . . . 19

Familiar Quotes . . . 20

News Events . . . 21

Web Sites . . . 22

3. writing a column 
or lead article .  .  .  23
Topic Treatment . . . 24

Selecting a Title . . . 25

Writing the Article . . . 26

Grabbing Attention . . . 26

–  Share a Personal Experience . . . 27

–  Ask a Question . . . 27

–  Use a Familiar Quote . . . 28

–  Use an Anecdote or a Joke . . . 28

–  Use Statistics . . . 29

Filling in the Middle . . . 30

–  Use Analogies . . . 30

–  Use Research . . . 31

Writing the Conclusion . . . 32

Writing Resources . . . 33

4. ne wsle t ter produc tion: 
the basics .  .  .  35
Getting Started . . . 35

Producing Your Newsletter . . . 36

Frequency . . . 36

Size and Length . . . 38

Paper . . . 38

Format . . . 40

Printing . . . 41

Distribution . . . 41

Consistency . . . 43

Newsletters_4  4/3/06  11:54 AM  Page vii



5. be yond the basics .  .  .  45
Some Components of a Newsletter . . . 45

Nameplate . . . 46

Masthead . . . 47

Table of Contents . . . 48

Calendar . . . 48

Text Presentation . . . 48

Typeface . . . 49

Text Alignment . . . 51

Leading . . . 52

Columns and Modules . . . 52

Paragraphs . . . 54

Margins . . . 56

Headlines . . . 56

Visual Design . . . 57

Sidebars and Pull Quotes . . . 57

Clip Art . . . 58

Photographs . . . 58

Other Graphics . . . 60

Color . . . 60

Specifications . . . 61

6. put ting it all toge ther .  .  .  63
Proofreading . . . 63

Style . . . 64

Scheduling . . . 65

When Others Are Involved . . . 67

Editorial Board . . . 67

Working with Volunteers . . . 68

When You Need More Help . . . 70

Evaluation . . . 71

7. finishing touches: 
troubleshooting common 
challenges .  .  .  73
Some Parents Do Not Read the Newsletter . . . 73

Timeliness . . . 74

Names in Print . . . 74

Reader Rewards . . . 74

Reading Level . . . 75

Language Barriers . . . 75

Newsletter Tone and 

Appearance . . . 76

Newsletter Expenses 
Are Not in the Budget . . . 84

Some Contributors Ignore Deadlines . . . 84

Writer’s Block . . . 86

Two Heads Are Better Than One . . . 87

Roll the Presses! . . . 87

Appendix: Sample Newsletters . . . 89

Glossary . . . 99

Bibliography . . . 101

Newsletters_4  4/3/06  11:54 AM  Page viii


