Kent Extended Services & Healthy Schools E-Brief Proforma
You can either save this proforma to your hard drive, complete it and then e-mail it to us, attaching any appropriate documents or links for inclusion with the article, or you can print a hard copy and send it to us. 

	1.Title/Headline


	

	2.To (addressee (s) ) e.g. all of extended services, FLOs/PSAs, Healthy Schools Practitioners etc.
	

	3. Purpose: e.g. for info/action

	

	4. Item detail

	

	5. Priority: high/low etc.

	

	6. Action required (if any)

	

	7. details of any link documents/websites
	

	8. Deadline if appropriate


	

	9. Contact details

	

	10. Document link to database (Admin Only)
	


Example:

Kent Extended Services - E-Brief, Room 1.55, Sessions House, Maidstone, Kent, ME14 1XQ.
E-mail: extended.services@kent.gov.uk 
KENT EXTENDED SERVICES AND HEALTHY SCHOOLS E-BRIEF: SUMMARY POSTER FOR CIRCULATION (title)


To: All headteachers�Purpose: To provide a simple document for circulation�Priority: Low�Action: For circulation within schools


Item: At the suggestion of some colleagues, please find below a simple one-page Word document of the items within this bulletin. Colleagues can use this to e-mail colleagues within the school or print off and make it available within the staff room or on staff notice boards. 


Document: �HYPERLINK "http://www.clusterweb.org.uk/communication/ebulletindetail.cfm?eb_bulletinid=1432" \t "_blank"��Example Item�


Contact:  Children, Families & Education, on 01622 xxxx, or e-mail xxxxxxx








