
Guidelines for Targeted Announcements

The Collin College portal (AKA CougarWeb) has the ability to communicate with specific groups of users through the use of special announcements distributed college-wide or to specific groups through a targeted announcement process.  This is not to be confused with the Announcements Folder in GroupWise. 

In order for this service to be effective, it must be managed.  Training on the use of targeted announcements is mandatory.  Targeted announcements are categorized into two classifications:

1. “College Announcements” are created for the entire college district to view in the College Announcements area of the portal.  Notices sent through this channel should have a college-wide impact as well as have a fairly high level of importance or urgency.  These announcements will tend to be administrative in nature (e.g. emergencies, inclement weather closures, power outages, holidays, major awards, security information). 

2. “My Announcements” are based on a variety of attributes such as role (student, faculty, staff and others roles as defined.), major, and course.  Announcements sent through this channel are meant to target one or more of these attributes, including group membership.  Examples of announcements sent through this channel include registration notices, student program invitations, tuition/financial aid reminders and campus-specific news.  The announcement can be configured to appear on the main page and/or as an e-mail message for each recipient.   

Access to Post Announcements:  The posting of College Announcements will be limited to the President’s Office, Public Relations and Information Technology.  Posting in My Announcements can be made by selected areas (see list below), as well as faculty, staff and students serving as group leaders within Group Studio. Others with need for postings should request through one of the designees below. Requests for posting rights should be directed to Public Relations for consideration. Group leaders will have the ability to send personal announcements only to their individual groups.

Authorized to Post in My Announcements

	Office
	A Few Examples of Appropriate Announcements

	Registrar
	Priority registration days, commencement

	Financial Aid
	Notice to claim financial aid, deadlines

	Recruitment & Programs for New Students
	New Student Orientation, Destination College events

	Student Life 
	Events for/student organizations, honor society call for membership

	Student Development
	Special events and notices

	Deans
	Interdepartmental notices, special lectures

	Provosts + Allen + Rockwall
	Campus-specific events, maintenance/construction notices

	Continuing Education
	Notifications to CE faculty and students

	Academic Advising and Student Success
	Advising or Testing Center notices 

	Vice President of Academic Affairs
	Dean’s List announcement, Learning Communities promotion

	Human Resources
	Insurance Option period notices, changes in benefits

	Distance Learning
	WebCT outages, special deadlines for web students or instructors

	LRC directors
	Student surveys

	Information Technology
	Server maintenance notices

	Institutional Research
	Student satisfaction surveys

	Professional Development
	All College Day, Professional Development Week

	Public Relations
	News, publicity of special events

	Teaching Learning Center
	Faculty Development Week, special training for instructors

	Business Office
	Purchasing deadlines 

	President’s Office
	Legislative notices, Major news


Appropriate Use of Announcements:  Although Announcements are “internal” in the sense that they are only received by faculty, staff, and students of the college, care should be taken to ensure that text is composed using an appropriate tone or attitude.  Announcements are meant to be both informative and cordial in their composition.  Blunt statements and brash directives must be avoided.  Users having access to create announcements are responsible for their content and must also consider the appropriate use of the medium.  It is unnecessary to repeat or duplicate announcements.  If an announcement is sent to correct a previously sent announcement, the old announcement must be deleted.  Since all announcements are processed through one queue, those who have the ability to post announcements must exercise special care in editing and deleting messages.  In general, announcements will not be made for activities concerning entities, clubs or organizations not chartered or recognized by the college.  Messages that are fraudulent, harassing, defamatory, obscene, threatening or in violation of controlling law must not be posted.  Messages must be in compliance with the college’s Acceptable Use of Technology Policy and the Collin College Core Values. Failure to comply with college guidelines, regulations and policies may result in disciplinary action as well as revocation of access to the programs associated with College and My Announcements within the portal. See Board Policy, "Appropriate Use of Technological and Information Resources" for more information.
Information that should not be transmitted via Targeted Announcements:

Lost and found articles

Personal business

Advertising personal items or services for sale

Message from persons or organizations not directly affiliated with the college

Raffles or selling of items

Attachments

College Announcements Format:  In order to manage the volume of messages in effect at any given time on the system, a limit of 12 messages will be displayed.     

· Title – The title of the message should be short (limited to 50 characters), but clear enough to convey the subject of the message linked to it.  Since it is a title, proper grammar and punctuation rules apply.

· Announcement – The text of the announcement should be brief and include all necessary items such as time, location, room, etc.  A point of contact (name, department, and phone or college-issued email address) for more information should always be included as well as a “by line” stating the date and who posted the message. Example:  Posted Wednesday, September 11, 2002 by Jane A. Smith.  The “by line” should be the last sentence of the message.

· Expiration Date – All messages must have an expiration date no longer than 7 days after posting or not past the date of the event, deadline, or activity being advertised if it is less than 7 days away. The default is 7 days, which is also the maximum duration.
My Announcements Format:  Personal announcements can be sent to subsets of users based on role, major, selected classes or other criteria contained in Banner.  The following guidelines must be followed:

· Title – The title of the message should be short (limited to 50 characters), but clear enough to convey the subject of the message linked to it.  The title will also serve as the subject line for messages that are sent as email.   Since it is a title, proper grammar and punctuation rules apply.

· Announcement – The text of the announcement should be brief and include all necessary items such as time, location, room, etc.  A point of contact (name, department, and phone or college-issued email address) for more information should always be included as well as a “by line” stating the date and who posted the message.  Example:  Posted Wednesday, September 11, 2002 by Jane A. Smith.  The “by line” should be the last sentence of the message.

· Attributes for Delivery Information – Users may target messages using the selection criteria available in the “Build Attributes” tab in the message facility.  The use of “Imported Group” can only be accessed by requesting a “population selection” of the individuals you wish to target and importing the data supplied to you. Student lists should be requested through the Registrar. Faculty and employee lists should be requested through Human Resources. Security access must be taken into consideration as appropriate.

· Method of Delivery –Announcements can be configured to appear on the main page and/or as an e-mail message for each recipient. By default, targeted messages are sent for display in the “My Announcements” channel.  This method should be used for messages which announce activities or other general information.  The option to email should be used when the announcement requires the recipient to respond, keep the message or last longer than 7 days.  Posting announcements to both email and the “My Announcements” channel should be avoided.  

· Expiration Date – Expiration dates apply only to messages posted to the “My Announcements” channel.  All messages must have an expiration date no longer than 7 days after posting or not past the date of the event, deadline, or activity being advertised.  Messages sent by email do not expire. The default is 7 days, which is also the maximum duration.
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