Thinking of writing an article for the Volition newsletter?

Here are answers to some frequently asked questions…
Who reads the Volition newsletter?

We produce the newsletter mainly for our members – voluntary sector organisations providing services and support for people with mental health needs in Leeds. But we know that colleagues in the statutory sector read it too, and we are happy to send them an email containing a weblink to the latest newsletter. 
The newsletter is put on the Volition website, which is accessible to everyone. 

What’s in the newsletter?

· Local and national news items that we think will be useful for our members. The focus is therefore on mental health services in Leeds.
· Reports from working groups and meetings.

· News and developments from around the city, particularly from our members (while we carry some articles about statutory sector services, this doesn’t happen often. Our focus is mainly the voluntary sector). 

· Announcements of upcoming events.

· Summaries of recent reports and publications.

· Occasional “opinion pieces” – we’d like more of these.

The editorial team have the final say on the content and inclusion of all articles.

How often does the newsletter come out?

Every 2 months.

When is the deadline?

Generally just over 2 weeks before publication. You can find out deadlines for the coming year from Volition. The deadline for the next issue is printed in the current newsletter and is also available from the newsletter page of our website.
The deadline is very strict: 12 noon on a Thursday. We will only accept articles after this deadline in exceptional circumstances.

We begin putting the newsletter together immediately after the deadline – on the Thursday afternoon. Then we can start laying it out the following week, ready to send to the printers.

Please send us your articles as soon as possible – well in advance of the deadline is great.

If you miss the deadline we’ll check if you want the article to go in the next edition.

How long should my article be?

Articles can be different lengths, but we generally don’t accept anything more than 650 words long (you can do a word count on your computer).

This is roughly the number of words that we can fit on a page (without any pictures or logos).  If we include pictures then there is less space for articles.  
So as a guide:

Full page article 
600 - 650 words

Half page article
300 - 325 words

Short article

150 – 200 words

Notice board item
100 – 150 words

We will not reproduce long articles from newspapers, magazines or journals – they are generally much too long for the Volition newsletter. Please don’t send these in.

What format do you prefer?

Ideally please send us a Word document, single spaced, by email to info@volition.org.uk. Please keep fancy formatting to a minimum as we have to undo all word spacing, line spacing, paragraph spacing etc before we can insert it into the newsletter template. 
Can I send in photos or other pictures?

Yes. Please send us your photos, graphics or logos – they make the newsletter more interesting. Send them by email as a JPEG or Bitmap or other common format.

However, we can’t guarantee we’ll print them for a number of reasons:

· We haven’t got enough space (the most common reason).
· The photo or picture doesn’t reproduce very well – for example colour photos don’t usually come out very well, or photos might not look good if we have to make them smaller.
· We’ve got too many logos already.
· The format you’ve sent it in isn’t compatible with our system.

Please note: in general we do not include logos of funders; our aim is to include one logo to identify an organisation or project.

Will you edit my article?

Yes. We make changes – often very small – to nearly all the articles we get.
For example:
· Changing spelling and other small mistakes

· Making contact information consistent with other articles

· Making the style appropriate, cutting out jargon and so on

· Cutting out repetitive or unnecessary information.

In every edition there are some articles that we have to edit quite severely, usually because we do not have enough space, or because some of the information isn’t relevant for the newsletter.
We try, if possible, to let you know if we’ve changed your article significantly. But because of our deadline and timescales we can’t always manage this. The earlier you send in your article, the more likely that we can talk to you about any changes that might be needed.

Please don’t send us very long documents, for example reports or essays, and expect that we will condense these into a newsletter article. We don’t have time to do this.

If you think something is interesting, make a note of the main points yourself. You’ll find you’ve got the beginnings of an article which is then much easier to tidy up and send in.

Plus, the newsletter is more interesting if articles have been written by different people, rather than just the Volition team.

Will you distribute our leaflets with the newsletter?

Yes – but get in touch with us to check first. We are happy to include relevant flyers or leaflets in the newsletter mailout, generally no more than 2 A4 pages long each, but we might have to charge you for any extra postage costs. You will need to send us 120 copies of the leaflet prior to the distribution date – we will advise when this is.  Unfortunately we do not have funding to photocopy your leaflets.
If the leaflet is available electronically (and ideally less than 100KB), we might be able to include it in our weekly email to our members. Get in touch for more information about this.

How do I get in touch / where do I send articles?
Send articles by email to:

info@volition.org.uk
And get in touch with any other questions about the newsletter:

Volition

Tel: 0113 242 1321
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