[image: image2.png]T} ES-A4-primary!.doc - Microsoft Word FEX

Normal + Arial, + el

[

Event title, event title

Day, date, month,
XX:XXam - XX:XXpm

Address line 1
Address line 2
Town
Postcode
‘Summary text Summary text Summary text Summary text Summary.
text Summary text Summary text Summary text Summary text

‘Summary text Summary text Summary text Summary text Summary.
text Summary text Summary text Summary text Summary text

BOOKING ESSENTIAL

g instructions.
g instructions.

8] trbox - Mirosoft out.. | 0 Extended services T, 104 £5-Atprimary . doc-.. | (2 Communty Schook

12/07/2010



Extended Services Template Guidance
Six draft designs were presented to a group of parents. They selected this design as their preference. 

Four versions are available to download from Kent Trust Web: www.kenttrustweb.org.uk?es-templates 

· 4 x primary (2 designs as both A4 and A5)
· 4 x secondary (2 designs as both A4 and A5) 
These templates are for Extended Services Co-ordinators. They can be used to quickly create posters and fliers to publicise events.
Benefits

· Ensure consistent branding inline with KCT and KCC policy.
· Time saving!
· Includes high quality, copyright free and permissioned photos.
· Quick and easy to use – just need to edit the text!
How to use the template:
1. Download the template from: www.kenttrustweb.org.uk?es-templates.
2. It will open in Word, save a version on your computer/shared drive.

3. Some draft text has been added, edit the text with your event information. 

4. Keep the font and colour of text the same. If your text does not fit in the text box, change the size of the font so that it fits. However less is more when it comes to posters and fliers as people tend to scan read them!
5. Save your final version.
Electronic distribution
If you are distributing via web/email/e-bulletin, complete the document properties and convert it to PDF:

1. Open the word document.
2. Click on File > Properties.
3. Type a descriptive “title”.
4. Remove author so that this field is clear.
5. Add keywords: single words or phrases that will help people to find your document in searches.
6. Save the finished version as a PDF. This is the best format to send electronically because: it is more secure, the file size is smaller and not everyone has MS Office to open Word documents. 
Tips
· The graphic appears lighter on-screen as it is inserted into the header, however it will print OK. 
· Do not add any additional logos/photos to the document.

· Use plain English: no jargon, acronyms,
· The A5 version will need to be cut on a guillotine.
· Contact details are essential.

· www.kent.gov.uk is a great place to raise public awareness electronically. As well as the Education and learning sections, there is a searchable events database from the homepage that staff can add events to. 

· Togogo is also a great place to promote events for young people: www.togogo.info  [image: image1.jpg]



