Education Noticeboard:  Content submission form
The Education Noticeboard will be published every Thursday.
Any notices, articles, updates from every education and skills team must use the noticeboard to distribute information.  Individual teams and officers must no longer send separate emails out to the educational community.
To submit an article for inclusion in the noticeboard the content submission form (see below) must be used.
For inclusion in the noticeboard, articles must be sent to education.noticeboard@telford.gov.uk by Monday 5pm.
· You must complete all fields within the form before submitting a request. Forms with missing information will be returned to sender and may risk missing the noticeboard deadline.
· Before submitting an item for inclusion in the noticeboard, you may need to obtain sign off in accordance with your service’s usual procedures.
· Content must be clear and to the point (using Plain English and no jargon).
· Amendments to submitted messages will be made if necessary to make them clearer
· Messages should state clearly who they are for to assist settings in cascading the contents of the noticeboard.
· Messages must have a contact name and email address included. Telephone numbers are optional
· Message will be included in the next scheduled noticeboard unless otherwise stated when the request is submitted
· Messages submitted after 5pm on Mondays will not be included in that week’s noticeboard and will instead be sent the following week.

Top Tips
· Title of article - please make it really clear from the title what this article is about).  
· Blurb -A short summary is needed of what the article is about for the ‘front page’ of the newsletter.  Try and keep this no longer than 20 words.
· Intended audience.  Name the professional groups and relevant sector i.e. for the Attention of headteachers n primary and secondary schools.  For the Attention of all staff in all schools.  For the attention of SENCOs in mainstream schools etc.) 
· The Article - Please ensure you have proof read this and you are happy for it to be distributed.  (It is understood that this may be an attachment i.e. flyer or newsletter.  Where possible though it would help that articles are written using the template so it can be copied and pasted onto the noticeboard and it will then be easier for users to navigate the information on the noticeboard). 
· Contact details – users will need to know who to contact if they have a query about the article and this should include officer Name/Title/email (a generic email can be used where this is appropriate) and phone number (optional). 
Urgent communication

· If your message relates to a matter of immediate, high level risk, do not use this form
· Instead, please contact Simon Wellman, Liz Smith, Andy Cooke who can authorise an urgent message to be sent directly to Headteachers/proprietors. 
· Urgent messages will be sent out on behalf of Simon Wellman, Liz Smith and Andy Cooke only when instructed by Simon, Liz or Andy.
Content Submission Form

	Article Title
Full article title
	FREE ENGLISH HUB training for schools

	Blurb
Short description of the article to raise interest on the EGov.
	1. Storytelling skills with Chip Colquhoun
1. Reading Fluency strategies and interventions with Kathy Roe: 
1. Diane Pye - Reading beyond Phonics: 

	Intended Audience & Tags
Who the article is for, any Tags that need adding eg. #SEND
	English Leads, teachers working in Early Years and Key Stage 1

Very relevant for teachers at Key Stage 2, who have pupils who are still accessing support for Early reading. 

	Full Article
The whole article, this needs to be proof read and any links to downloads/documents needs to be highlighted.

	Access FREE training from your local English Hub that will support teaching staff with storytelling, reading fluency and reading beyond phonics. 

1. Storytelling skills with Chip Colquhoun: The training with Chip is ideal for any ECTs or new teachers/leaders to English subject lead.
1. Reading Fluency strategies and interventions with Kathy Roe: We have a couple of places left for the fluency training and tomorrow is the last day to register interest. This would be relevant to ECTs, English Leads and Year 2 teachers.
1. Diane Pye - Reading beyond Phonics: We have the final training session this academic year with Diane and this is aimed at what happens after the PSC.

	Documents/Downloads
List of documents to be uploaded. These must be highlighted within the article.
	Flyers for:
Storytelling
Reading Fluency 
Reading beyond phonics

	Image/Picture/Logo
Name of the Logo/Image that you would like including
	[image: A logo with white text

Description automatically generated]

	Contact Email address
To be published
	Jacky.Briscoe@st-johnbosco.sandwell.sch.uk


	Contact phone number (optional)
To be published
	0121 556 0228


	Website
To be published
	www.sjbca.co.uk


	Contact details for uploading to the Noticeboard, these details will only be used for questions about your content.

	Submitted by:
Not published
	Siân Deane 

	Role:
Not published
	School Improvement Adviser and Project Manager 
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