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The Editor

Out of all the positions in Circle K, the position of editor is the least defined. But, that does not means it is an important job. It is almost as important, as hard, and as thankless as being club president. 

The club editor is in charge of the planning, creation, and publication of the club newsletter or bulletin. Newsletters are an efficient and fairly inexpensive method of informing the membership about activities, accomplishments, service projects and other events related to the club’s functioning. Board meetings and general meetings are where the backbone of club activities are planned. A newsletter’s function serves to reinforce this process by the following:

· Reminding the membership, in print, of the activities completed     

     and planned 

-    Alerting the membership to calendar dates 

-    Informing members unable to attend the meetings 

· Educating members about Circle K International and motivating    

them to contribute their part. 

It is also no secret that people love to see their name in print. By recognizing members who have participated in projects or who have received honors due to their dedication, an editor and the newsletter can motivate other less-involved members to commit their time and effort. 

The club’s newsletter is basically a “map” of the club’s upcoming activities and happenings, as well as a “memoir” of past accomplishments and projects. The club editor is an informer, entertainer, historian, and motivate. However, some clubs may delegate other responsibilities to the editor. As part of his or her regular duties, the editor should send press releases about their activities to the district publication, Circle Kapers, and to the international publication, Circle K Magazine. In addition to these responsibilities, the editor may also be put in charge of public relations, the scrapbook and/or the web page. 

Planning

Deadlines and Publication
Before production can begin, the editor must plan their newsletters. First, the editor must decide how often he or she wants to publish the newsletter. To qualify for the newsletter award, the club should publish seven issues. However, the editor must determine how many issues will most benefit the club. Once the frequency of publication is determined, deadlines must be set. Without deadlines, the club contributors and the editor may put off the submission and publication process, resulting in altering the frequency of publication. The editor should make sure he or she sets enough time between the submission deadline and the publication date, so there is ample time to layout the issue. Design is also an important aspect that should be decided upon early. It is up to the editor how the newsletter will look. More information on design is provided in the “Editing and Layout” section of this manual. 

The editor must also decide how the newsletter will be printed. The amount of money set aside in the club budget for the newsletter determines how the newsletter will be printed. Clubs with a lot of money may be able to have a professional printer print their newsletters. Most clubs will use a photocopier to “print” their newsletters. Another way, which may be the most inexpensive depending on the school’s procedures, is to simply print all the copies needed 

from a computer and printer in the school’s computer lab. (This option is not recommended for newsletters with a large circulation.) 

Content
The club newsletter needs to be interesting so club members are motivated to read further. The newsletter should be easy to read and the information should be presented in a concise manner. There are many types of articles that can be used to develop a club newsletter. But, every idea listed below should not be used in every issue of every newsletter. The editor needs to decide which ideas will best suit the club. The newsletter is for the members, not for the editor. 

Ideas:

Upcoming events— A listing of upcoming events is a great way of informing the club’s membership of service projects, interclubbing opportunities and meetings. This listing may be in the form of a calendar or a listing enclosed in a box. Depending on the frequency of the publication, you should allow plenty of notification for these upcoming events. Promoting these activities ahead of time will help attendance increase, as well. Member’s birthdays can be placed on the 

“upcoming events” section, regardless of the format used for this section. 

Club projects— Reporting on the club’s recent completed projects allows members that participated to feel appreciated, and also serves to educate the general membership of the club’s activities. This type of report can be formatted as a formal article or as a news brief-type of format. If projects are continuous, (i.e.- if the club participates in Horses for the Handicapped every weekend) this will help increase the number of members that contribute their time at the next project date. 

Interclubbing reports— Setting up a schedule of possible interclub opportunities will enable club members to plan their visits/socials ahead of time. In doing so, the frequency of interclubbing should increase due to the advance notice given by the newsletter. Reports of interclubs that have already taken place also serve to strengthen ties between clubs. A copy of the newsletter containing the article might be sent to the other schools that participated in the interclub activity. 

Socials— Every club has socials. Informing members of their taking place ahead of time through the newsletter will enable more members to “fit” the social into their schedules. Socials are a great way to promote club unity and camaraderie. Socials can be recapped in a news brief fashion to inform members of those that took place, including the members who participated. 

Division/District events— Highlighting upcoming division or district events and reporting on events attended is an excellent way to inform members of the division or district goals and accomplishments. Possible article topics include: Divisional Council Meetings (DCMs) and District Conventions (i.e.- Officer Training Conference, Issues Conference). 

K-Family Information— In order to continue to improve K-Family relations, a possible alternative is to include articles about events or projects attended where other branches of the K-Family were also in attendance. A schedule of local Key Club and Kiwanis meetings might be included to encourage interclubbing between the different branches. 

Club goals— The first issue of the year is an excellent opportunity for the incoming board to inform the membership of their goals and expectations. This can be accomplished through an article written by one of the board members, or by simply listing the different goals established for the year. Throughout the course of the year, updates can be included in the newsletter to track the 

progress of these goals and expectations. The key to meeting goals is awareness and planning. 

Member focus— Feature information about a member’s hobbies, interests, major, hometown, and other unique information. Biographies of officers could be placed in the first issue of the year to familiarize the members with their new officers. A “Member of the Month” might be selected by the board and have their biography printed in the next issue of the club’s newsletter. 

President’s message— During the course of the year, it is beneficial to have the club president address the membership about the club’s goals, the importance of each person’s contribution and the club’s accomplishments. This serves as a pseudo- “State of the Club” address. This allows club members to know exactly where the club stands and what improvements can be made during the next time period. 

Circle K International knowledge— Many club members may not know exactly what is the vision of Circle K International or what the objectives are. By informing the membership of what the organization as a whole hopes to accomplish, clubs can plan their individual contribution. Identifying the different levels of Circle K International (International, District, Division, Club) might also be included in the first issue of the year. Also, the Circle K International pledge might be placed in several issues to ensure that members learn it. A Circle K Trivia section could be used every other issue to inform members of tidbits that would otherwise go unknown. 

International Service Initiative— While each club chooses its own service activities, Circle K International asks that every club conduct Service Initiative projects periodically throughout the year. The current Service Initiative is “Focusing on the Future: Children.” This program was designed to educate and involve Circle K members in the problems and issues that face children ages 6-13 worldwide. Promoting these activities in the club newsletter will help this message reach more members and potential members. In doing so, motivation to participate in related projects will hopefully increase member turnout and participation. 

International events— There are several International Events that should be publicized in the club’s newsletter, including Circle K Community Service and Awareness Week, Circle K International Service Day and Circle K Week. Circle K Community Service and Awareness Week is the first full week in November and runs Sunday through Saturday. During this week, clubs throughout Circle K International donate their time and service efforts to promote the values of Circle K International’s Service Initiative. Although clubs should promote the 

Service Initiative year-round, Community Service and Awareness Week provides Circle K International the opportunity to unify its commitment to service and promote the Service Initiative in their communities. Circle K International Service Day is on the Saturday that concludes Community Service and Awareness Week. International Service Day is an opportunity for all members of Circle K International to join together and make an impact on the world by participating in a Service Initiative-related project. Circle K Week is the first full week in 

February, beginning on Sunday. The purpose of Circle K Week is to expand awareness about Circle K throughout our clubs, campuses and communities. It is a celebration of Circle K International, its ideals, its projects, and, most of all, its members. 

Governor’s Project— Each year, the District Governor selects a project that the district will work on as a whole, aside from the International Service Initiative. Informing the membership of this project and promoting participation in related projects should be a priority of the club editor. 

Personals— Including personals in a newsletter serves many purposes. Accomplishments, birthdays, anniversaries and other special events can be announced in this section. This section usually serves as a good space-filler if you are low on article material for a particular issue. 

Other options— College or university calendars (try to avoid using full-page calendars), CKI crossword puzzles, and membership recruitment tips. 

Editing and Layout

Computer programs
Determining which computer program to use in creating the publication is an important decision. There are several different software programs that are designed specifically for newsletters and other publications. Aldus PageMaker, QuarkXPress and Microsoft Publisher are the top programs used by professionals. However, despite the convenience of these sophisticated programs, it may be easier and less expensive to produce the club newsletter using a word processing program, like Microsoft Word, Word Perfect, Claris Works or AppleWorks. The object is to design the newsletter with the resources available and most comfortable for the editor. 

If computer programs are inaccessible, typing a newsletter is not a far-fetched alternative. A newsletter can be designed in a similar fashion using a typewriter. Graphics can be literally cut and pasted on the page. Just because the most technologically advanced software is not available does not mean a newsletter is not feasible. Editors need to be creative and innovative with the resources they have. 

Design

Size and orientation— Club newsletters can be formatted in a variety of sizes and orientations. As far as size is concerned, there are two main choices— 8.5” x 11” and 11” x 17”. 

The first option can be used two ways. The sheet of paper can be used as a whole or can be folded to create a booklet 4.25” x 5.5” in size. 

The second option is basically the double of the first, which would be used to make a book-like newsletter. By folding an 11” x 17” sheet of paper, a booklet that is 8.5” x 11” in size is created. 

Masthead— Every newsletter has a masthead on the front page that provides the reader with the newsletter’s name, the name of the club, the volume and issue number, and the date of publication. A catchy newsletter name attracts more readers and should be carefully selected. 

Graphics— It is a known fact that people would rather look at pictures than read stories. Graphics should be able to express the main idea of the article and make the reader want to learn more and read the accompanying article. Graphics can be photos, clip art and/or original artwork. They can be imported through the computer program being used, scanned, or manually cut and pasted. Captions and photo credits should also be placed with photos and artwork. Captions explain the action of the graphic and are written in present tense. Captions should be able to give enough information to let the reader know what the event was about without telling the entire story. Photo credits tell who took the picture or drew the artwork. 

Officer Box— Each publication should have a permanent space set aside to list the club’s officers, their addresses and phone numbers. If members have e-mail access, feel free to include this address or addresses as well. This allows members the ability to contact their club officers with questions about projects or events, or even to make suggestions about the club’s functioning. Officer boxes are usually located on the front or second page of a club newsletter. No one format is correct; designing an officer box is the artistic creation of the editor. 

Teaser— A teaser is a “content box” which highlights the important features in the newsletter. Depending on the size of the publication, articles or briefs should be selected to be mentioned in the teaser. This way, readers will know what the most important features are and be tempted to open the newsletter and read them. 

Folio— A folio is similar to a masthead, except it is on every page except the front page. The folio is a reminder to the reader that tells the page number, name of publication and date. 

White space— White space should not be in publications, unless it is be effectively used as “breathing space” or as some sort of “notes” section. To fill white space, there are quote boxes and pull quotes, graphics, and ads. Quote boxes can contain a quote from anyone that sends an important message out to the readers. A pull quote is a quote in an article that is taken out, enlarged and enclosed to fill space and draw readers to the article. Ads can be personals (as described in the “Content” section), congratulations to somebody, or actual paid ads used to raise money for the club. 

Editing
The newsletter reflects the image of the club. If there are many mistakes, it makes the club and the editor look bad. To prevent mistakes, the newsletter should be spell checked by the computer and proofread by at least one human other than the editor. 

Ethics and Law
Each person has their own ethical values; however, every media professional has (or at least should have) one— to tell the truth. The club editor, being a media professional, should follow that ethical value. Of course, parodies are protected by the law, though. To prevent being sued, the club editor should know some basic points of mass media law. 

Copyright— Copyright protects the author’s rights to an original work for a limited period. Copyrightable works can be literature, pictures and graphics. However, works for hire are not copyrightable by the individual— they are instead owned by the company. For example, if a Circle K’er were to create a new CKI symbol, the graphic would be owned by Circle K International, not the Circle K’er. Editors must watch out for the other part of copyright— copying. The owner of the copyright has the exclusive rights to reproduction of a work. “Fair use” is allowed for comment and criticism, which is why student may cite works in research papers. Copyrighted material may also be used for purposes that are non-commercial, such as education. Copying for any other reason is illegal. Also, trademarks are something editors need avoid. “Xerox,” “Band-Aid,” and “Kleenex” are all trademarks. An editor, unless specifically referring to the brand, should use “photocopying machine,” “bandages,” and “tissues.” 

Libel— Libel is written or printed defamation of character. The only defense against libel is truth telling. Both individuals and organizations can sue for libel. Suggestions, as well as headlines, captions and photos, can be libelous material. Public figures must also prove actual malice in libel cases. Opinions, as long as they are not false statements, are protected under the First Amendment. If something does go wrong and false information is printed, the media can avoid libel suits by printing retractions and corrections in a timely manner. 

Privacy— What is private in today’s world? Basically, anything that is not newsworthy. Someone does in the public’s domain is public; anything else that someone does is considered private. Privacy issues involve a great deal of ethics and should be handled carefully. 

To protect themselves, there is one rule every editor should follow— if you have to question whether it’s right or wrong or whether you can get away with it, it’s probably best not to risk it. 

If there are any questions remaining, please feel free to contact the District Editor (editor@floridacirclek.org). And remember, no matter how the editor decides to create, design, and to publish, he or she should have fun. 

The original source for this manual was the 1997-1998 Newsletter Editor manual, created by Nestor J. Rivera, 1995-1996 District Editor and 1996-1997 District Governor. It included material from Circle K International’s Public Relations Kit. 

The 1999-2000 edition was rewritten by Samantha Sinclair, 1999-2000 District Editor. Information included material borrowed from the text The Law of Public Communication, by Kent Middleton, Bill Chamberlin and Matthew Bunker (4th ed. Longman: New York, 1997). 

