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MEMORANDUM







TO:

School Guide Supporting Organization Contacts

FROM:

Joanne Gallivan, M.S., R.D.



Director, National Diabetes Education Program, NIH

DATE:

February 2011
RE:

Toolkit for Promoting Helping the Student with Diabetes Succeed: A 


Guide for School Personnel


On behalf of the National Diabetes Education Program (NDEP), I want to thank you again for your support of Helping the Student with Diabetes Succeed: A Guide for School Personnel.  The guide is now available for ordering from our clearinghouse and for downloading from the NDEP website.  Your organization is listed on page ii of the guide as one of 23 leading diabetes, pediatric medicine, health professional, and education groups who support its use by school personnel. 

Enclosed are a CD-ROM and hard copies of the promotional tools for publicizing Helping the Student with Diabetes Succeed to your members and constituents.  These tools are designed for promoting the guide in your print publications, through targeted emails and social media, on your website, or at national, regional, or local meetings.  
Following is an overview of the contents of this package and ideas for how to use the promotional tools.  Feel free to adapt or tailor the electronic files of the promotional tools to meet your needs. 
Copy of Helping the Student with Diabetes Succeed.  Enclosed is a sample printed copy of the guide for you to familiarize yourself with the publication.  Additional copies have been sent under separate cover to the person who placed the order for your organization.  The CD-ROM contains a PDF file of the guide.  
· You can post the PDF on your website.
· Or you can create a link to the guide on the NDEP website. The URL for creating the link is <http://ndep.nih.gov/media/Youth_NDEPSchoolGuide.pdf>

Promotional Flyer/Order Form.  The flyer serves both as a marketing piece with key information about the contents of the School Guide and as an order form.  
· Feel free to add your logo to the flyer or insert text that indicates you are a supporting organization.
· Post the PDF of the flyer on your website along with articles and announcements about the School Guide.
· Attach the PDF to a blast email about the availability of the School Guide to your members and constituents and encourage them to forward it to their contacts.
· Encourage your members to print out copies of the flyer and distribute them to school personnel, parents, students with diabetes, and health care providers.

· Send the PDF to your chapter contacts and encourage them to distribute the PDF at the local level through their newsletters and at meetings.
· Send the PDF to contacts at other organizations concerned about diabetes and youth in the school setting and encourage them to forward it to their contacts.

· Print and distribute the flyers at national, regional, and local meetings at your exhibit booth, in conference packets, or on materials display tables.

News Release.  The news release announces your organization’s support for the guide and its availability from the NDEP. It contains quotes that reinforce the importance of the School Guide and is ready for you to tailor by inserting the name of your organization and your designated spokesperson.  
· Place the news release in your organization’s news publications.

· Distribute the release to your media contacts to announce your support for the guide and the importance of helping students with diabetes in the school setting.

· Place the release in the “For the Media” or “Newsroom” section of your website.

Newsletter Article.  The newsletter article is similar to the release in announcing your organization’s support for the guide and its availability from the NDEP.  
· Place the article in your organization’s print and/or e-newsletter.

· Post the article on the “What’s New?” section of your website.

· Forward the article to your chapter or regional leaders and encourage them to adapt the article and include it in their communications to members and constituents.

Fact Sheet. The fact sheet provides a summary of key information about the guide, why it was developed, the list of supporting organizations, contents of the guide, and how to obtain copies.
· Send out the fact sheet along with the news release.

· Place the fact sheet on your website in the school health resources section.

· Use the fact sheet as a handout at meetings or your exhibit booth. 

New Product Announcement. This brief news item contains key information about the guide and how to order or download it.
· Place this announcement in the “New Publications,” “Briefly Noted,” or “New Resources” section of your organization’s journal or newsletter.

· Post the announcement on the “What’s New?,” “Diabetes and Youth,” or “Diabetes Resources” section of your website.

Sidebars (Quarter Page, Horizontal and Vertical Layouts).  These camera-ready print ads can be placed in your journals and newsletters.
· Post any of the sidebars to promote the School Guide on your website.

· Consider including the sidebars in conference program books.
Social Media Messages. The sample messages were developed to help you reach your constituents (e.g., school nurses, teachers, administrators, parents) with messages about this important issue through social media channels such as Facebook and Twitter. Feel free to tailor these messages to best fit your audience and your needs.   

Web Banner. This electronic file can be posted on your website along with other promotional messages about the School Guide. You can use it as a quick way to link your website visitors to the School Guide page on the NDEP website.

Presentation Slide Set. The slide set contains an overview of the contents of the School Guide, the supporting organizations, and how to order copies of the guide.

· Schedule a presentation about the School Guide on the agenda of your annual meeting and use the slide set to deliver your presentation. 

· Invite a speaker from the NDEP to talk to your organization about the guide at your annual meeting or at regional and local meetings.
· Use the slides set to deliver a presentation to other organizations whose members may be interested in the school guide. 

· Post the slide set on your website for others to view and download. 

Please don’t hesitate to contact me if you have any questions about the school guide or the promotional toolkit. We will be glad to help you with adapting the graphics or the electronic files to meet your needs.  Thanks again for your support of the updated edition of Helping the Student with Diabetes Succeed.
Joanne Gallivan

Director, National Diabetes Education Program, NIH

Phone: 301-496-6110

Email: Joanne_Gallivan@nih.gov
