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Minimum Standards & Guidelines for GEAR UP Newsletters
Newsletters prepared by each GEAR UP School, for distribution to parents, are intended to increase student and family knowledge of preparing for postsecondary success. To that end, the frequency, format, and topics covered must meet the following minimum standards:
I. Frequency

At minimum, one newsletter is mailed each semester.
II. Format

a. Newsletters are formatted using the template provided by the NAU GEAR UP Office.
b. GEAR UP Coordinators insert photos of their own students, parents, etc., as appropriate. 

c. Articles are written at the “8th grade” level.
d. Where 25% or more of parents do not speak English as their primary language, newsletters are prepared in English as well as the secondary language.
III. Topics

a. Each issue of the newsletter must include:


i.
An article or graphic related to Financial Literacy / Financial Aid / Scholarships


ii.
A letter from the GEAR UP Coordinator

b. Each issue of the newsletter must include grade-appropriate articles on at least three (3) of the following topics:

i.
Student Success Strategies

ii.
Parental Involvement / Support


iii.
Upcoming GEAR UP events  & important dates


iv.
Highlights of a recent GEAR UP event or success

v.
A specific major, career area or Institution of Higher Education, or combination thereof.  


vi.
A timely topic, e.g., AIMS, summer programs, course registration

c. The NAU GEAR UP Office may provide articles for use in the newsletters at each of the schools.
IV. Publication

a. Newsletter drafts are submitted to the NAU GEAR UP Office by e-mail, at least one week before printing, for review and approval.
b. Newsletters are printed in color on 11 x 17 paper.
V. Distribution

a. Newsletters are sent “to the family of” every GEAR UP student each quarter.

b. Mailing labels are prepared through a merging function with the GEAR UP database.
c. Newsletters that are ‘returned to sender’, are researched for current address, re-mailed, and associated addresses corrected in the database.

