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The marketing of Grant Wood AEA ser-
vices and employee expertise depends 
upon a conscious and systematic effort 
by all of us to create a clear, consis-
tent and favorable impression through 
relationships and written and verbal 
communications.  This is particularly 
important since we are an intermediate 
agency and our services often are not 
visible to the general public.

The purpose of this manual is to ensure 
consistency in agency communications 
– both in looks and in language used.  
By following these guidelines, we can 
maintain a high degree of recognition 
for and awareness of the agency’s pro-
grams and services.

The manual also includes guidelines 
for the agency’s adherence to equal op-
portunity standards, copyright require-
ments, and protection for student rights 
with regard to information and instruc-
tional products.

This manual is available online at 
www.gwaea.org/intranet/mktgidguide.
pdf and is given to all managers and 
administrative support staff.  It is the 
responsibility of staff to see that the 
guidelines are followed for all agency 
communications.  Grant Wood AEA 
Creative Services and the Grant Wood 
AEA Communications Office will take 
leadership roles in seeing that this hap-
pens.

The manual cannot cover every de-
sign situation specifically.  If there are 
questions regarding use or if you need 
assistance in solving design problems 
related to these guidelines, contact the 
Communications Office, ext. 6714.

Introduction

introduction
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The image of any institution, agency or corpo-
ration is created based on several factors:

■ its stated mission;
■ the consistency of its management 

decisions/actions with its mission;
■ the understanding and acceptance of 

the mission by the staff; and
■ the willingness of the management and 

staff to be ambassadors, supporting 
each other in fulfillment of the mis-
sion.

The image of any institution, agency or corpo-
ration is promoted in a number of ways:

■ through staff actions/performance on 
and off the job;

■ through staff understanding of mission 
and services, translated into team 
building and collective pride;

■ through the celebration of its heroes 
and corporate culture;

■ through planned communication and 
publicity; and

■ through use of symbols such as a 
logo, slogan and an agency color in a 
consistent, systematic way.

Evolution: Mission, Direction, Image
1976 Mission: 

 “To ensure every child in the seven-county area 
an equal opportunity for a meaningful education, 
Grant Wood AEA will support local schools with 
their diverse needs and varied sizes in a compe-
tent, responsive and accessible manner.”

1989 Mission:   
“The mission of Grant Wood Area Education 
Agency, a regional support center, is to ensure 
equity of educational opportunity by providing, 
through partnerships, selected services char-
acterized by visionary leadership, exemplary 
programs and unparalleled resources.”

1995 Mission:  
“As a partner, we provide exemplary  
leadership and service to support  
learning in schools and communities.”

2002 Mission:  
“Ensure success for all learners.”

The language and tone of the agency’s mission 
statements through its more than 35 years of exis-
tence demonstrate a dramatic shift in focus.

In 1976, awareness and acceptance were key com-
ponents in the agency’s survival.  AEAs were new.  
Major marketing effort went into becoming a part 
of the established, accepted system of education. 

The agency continuously needs to reaffirm its 
mission to various audiences — school adminis-
trators, boards of education, teachers, parents and 
legislators. However, as budgeting constraints have 
become common, the AEA system has become the 
implementation and support system to the Iowa 
Department of Education; thus, the aptness of the 
agency’s newest iteration of its mission statement 
is further reinforced.

corporate image

The Agency Image

corporate image
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By 1995, partnering moved to the beginning 
and focal part of the mission statement:  “as 
a partner”  indicates a strong belief in the 
way of doing business.  No longer do we 
refer to “serving schools” or different em-
ployee groups within education; we are now 
focused on supporting learning, in schools 
and communities.  Leadership and service 
have equal value in our relationships with 
customers.

As we examine the evolution of the agency’s 
educational philosophy and its mission state-
ments, along with the belief statements, we 
can define the desired image for Grant Wood 
AEA as follows:

■ Grant Wood AEA is an educational 
leader, linking local educators with 
educational resources and new 
methods, spanning the boundar-
ies of area, state and nation, giving 
schools choices for improvement 
and change.

■ Grant Wood AEA is an educational 
catalyst, building partnerships for 
the development, distribution and 
funding of new and better methods 
in education.

■ Grant Wood AEA is an educational 
leader, developing resources, models 
and products that improve learning 
for all students, schools and com-
munities.

■ Grant Wood AEA is willing to take 
risks to improve learning.

■ Grant Wood AEA values excellence 
in the performance of its staff and in 
the quality and management of its 
resources.

■ Grant Wood AEA is sensitive and 
responsive to the individual needs of 
school districts and flexible enough 
to offer alternatives to them.

■ Grant Wood AEA performs as if 
we have not yet reached the limits 
of our capacity as educators to 
discover effective ways to teach, and 
that “students” of all ages and with 
varying abilities have not yet tapped 
their potential for learning.

Of course, these image statements must 
reflect the perceptions of our clients and 
customers or they are hollow words.  If they 
are accurate perceptions, however, they 
should also influence and guide all written 
and verbal communication from the agency, 
introducing the agency within this light.  

Just for Clarification . . .
Grant Wood Area Education Agency 
(GWAEA) is the organization for which 
we work. We do not identify the agency as 
“Grant Wood,” but rather as Grant Wood 
Area Education Agency, Grant Wood AEA, 
or AEA 10.

When you want to refer to the geographic 
area served by Grant Wood AEA, the more 
common term is “AEA 10.”

The Grant Wood area, or Area 10, consists 
of seven counties we work in, and where 
the students we serve live and go to school. 
To say, “The schools in Grant Wood Area 
Education Agency are . . .” is an inaccurate 
statement. We have no schools in our agency. 
We have schools in the Grant Wood service 
area or in the Grant Wood AEA service area.

The Grant Wood Education Association 
(GWEA) is the professional organization and 
bargaining unit for contracted and classified 
staff, affiliated with the Iowa State Education 
Association (ISEA) and the National Educa-
tion Association (NEA). 

corporate image
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The Grant Wood AEA logo is the primary el-
ement of the identification system.  The logo 
symbolizes the mission of the agency, and is 
designed for a wide range of media such as 
stationery, forms, brochures, signs, covers, 
directories and visual productions.
The logo is a melded G and W, symbolizing 
the agency’s integrated efforts to provide 
equal access to learning opportunities for 
Area 10 children and youth.  The logo is 
also outlined, demonstrating the parameters 
of selected services, and is dimensional to 
represent our established position within the 
educational system and also our leadership in 
moving ahead.
The agency color, (teal), represents flexibility 
and the partnerships we have and will be 
seeking.  There are also definitive size and 
spatial relationships that govern the propor-
tions of the elements of the logo.
There is only one logo that represents 
Grant Wood AEA and its programs.  
Designs for specific events, projects, 
newsletter or tip sheet mastheads may be 
developed, but the use of these designs must 
be consistent with the guidelines in this 
manual.
Consistent application and precise repro-
duction of the logo will reinforce public 
awareness of Grant Wood AEA.  To preserve 
its uniqueness, the logo should not be altered 
in any way.

Logo Design
The logo is composed of specially drawn 
letters, a melded G and W and includes the 
name of the agency.

The logo-typeface is printed in Helvetica 
Black with “Grant Wood” appearing above a 
rule and “Area Education Agency” appearing 
with a 20 percent type-size reduction below 
the rule.  The rule does not quite touch the 
logo.  The logo-typeface is in all caps, but 
with larger and smaller capital letters.

Example:

The agency colors, PMS 327 (blue-green or 
teal) and black are the authorized ink colors 
for logo use.  

For black and white reproduction, the agency 
“GW” should be printed in white or with a 
60 percent screen fill with the drop-shadow, 
outline and agency name in black.

Example:

If a project is being printed in color(s), none 
of which are teal or black, one of the printed 
colors/the printed color may be used to avoid 
additional expense.

When the “GW” is used on colored paper 
with black ink, it should appear as a 60 per-
cent screen fill with black ink:

Example (with screen):

Agency Logo

agency logo
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Those wishing access to the logo for  
computer-generated documents should  
visit the agency’s web site at 
www.aea10.k12.ia.us/intranet/logos.html.

Logo Placement
Do place the agency logo on all business, 
promotional and instructional print and 
nonprint items produced and distributed/ex-
hibited to external audiences.

Do include the logo on signs for the agency 
and agency vehicles, name badges, pro-
motional items such as T-shirts and bags, 
stationery and forms, brochures and flyers, 
newsletters and videotapes.

Do use the logo on products for internal 
agency use (regional newsletters, etc.).

Print Materials
The agency logo should appear on the front 
cover of any booklet, report, brochure, 
instructional manual and on any fliers 
representing Grant Wood AEA or any of its 
departments.

Exceptions may be made when a unique 
design has been developed for a specific 
project, in which case the logo must appear 
on the back spine or back cover of the printed 
product.

In most cases, the logo should appear as part 
of the masthead design for agency newslet-
ters.  However, individual mastheads may 
be developed for specific newsletters or tip 
sheets, in which case the logo must appear 
along with other identification and distribu-
tion information elsewhere in the publication 
(preferably inside the front page or on the 
back page).

Stationery and Envelopes
Don’t create your own versions of agency 
letterhead. The formal letterhead package 
for the identification system was designed to 
project an image of strength, stability, and 
professionalism.

Anything going out on agency letterhead must 
be vetted by a Manager and if it goes to a 
superintendent, it must go through Kim 
Martin, GWAEA board secretary.

The stationery is printed on 24 lb. white 
Wausau Royal Fiber paper (50 percent re-
cycled) in two sizes:   8 1/2” x 11” and  
5 1/2” x 8 1/2”.  The letterhead design incor-
porates the updated Grant Wood AEA logo in 
the upper left corner with a .75 inch margin 
above and to the left.  The logo-symbol is 
printed in PMS 327 (teal) with the outline, 
drop-shadow and typeface printed in black.  
The logo-symbol is .6 inches high.

The address block is printed flush left below 
the rule used in the logo.  That rule extends 
across the page.  It is also printed in black, but 
in upper and lower case with caps only for the 
first letters.  Separate stationery is printed for 
the Northern and for the Southern facilities.  
The nine-digit zip code is used.

  Example:
4401 Sixth Street SW
Cedar Rapids, IA  52404-4499
319-399-6700
Iowa WATS 800-332-8488
FAX 319-399-6457

Cards for official agency thank you’s and con-
gratulations are available for employee use.

Business envelopes are printed in #10 size.  
The logo-typeface is printed in black on gray 
Royal Wausau in Helvetica Black

The inside of the logo-symbol is printed in 
PMS 327.

The address is printed flush with the name 
of the agency, but is dropped one space.  The 
nine-digit zip code is used.

agency logo
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Your Name Here
Position

(319) 399-####

E-mail:  FirstInitialLastName@aea10.k12.ia.us

1-800-332-8488
FAX (319) 399-6457
TDD (319) 399-6766

GRANT WOOD
AREA EDUCATION AGENCY 4401 Sixth Street SW

Cedar Rapids, IA 52404-4499

GWAEA Home Page:
www.aea10.k12.ia.us

4401 Sixth Street SW
Cedar Rapids, IA 52404-4499

RETURN SERVICE REQUESTED

agency logo

reduced-size sample of agency letterhead, 
envelope and business card

Your Name Here
Position
(319) 399-xxxx
(800) 798-9771, ext. xxxx
E-mail: FirstInitalLastName@gwaea.org

4401 Sixth Street SW
Cedar Rapids, IA 52404-4499
1-800-332-8488
Fax: (319) 399-6457
TDD: (319) 399-6766
www.aea10.k12.ia.us

To ensure success for all learners.
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agency logo

Business Cards
Business cards are printed on 80# Wausau 
Royal Fiber Cover.  A two and 13/16 inch 
agency logo with a two and 5/8 inch line is 
preprinted with proportional typeface in PMS 
327.  The drop-shadow and typeface are 
printed in black, as well as the agency ad-
dress, phone numbers and web information. 

Creative Services has developed a form to 
complete when requesting business cards.

(See section on Titles and Organizational 
Terms, pg. 13)

Name Badges
Photo ID badges are available through Cre-
ative Services.

Agency Memos
A template is available from the Communica-
tions Office for computer-generated memos. 
No pre-printed memo paper currently is 
available in the agency.

Signs
All signs for the agency should be placed 
on a white, gray or off-white background.  
Signs for external use should incorporate the 
agency logo.  These guidelines are subject, 
however, to future decisions made regarding 
agency facilities.

The agency vans and others vehicles will 
be white or gray, and will incorporate the 
agency logo and agency color.  Exceptions 
are made for the agency school buses if, by 
law, they must be painted yellow.

Promotional/Staff  
Recognition Items
The agency logo should be incorporated into 
the design for items such as T-shirts, book 
bags, pins, pens, plaques, etc. that promote 
the agency or that are presented for staff or 
partnership recognition.

Posters/Displays
All agency posters and displays should 
incorporate the agency logo.  Assistance 
with design may be obtained from Creative 
Services or the Communications Office.

Business/Service Forms
All Grant Wood AEA business forms, leave 
and application forms, Special Education 
forms, etc., should incorporate the agency 
logo into the design. Creative Services and/
or the Communications Office will work with 
the persons in charge of these operations to 
assist with design requirements.

Videotapes
All videotapes produced for either promo-
tional or instructional purposes should be 
identified with the agency logo.  An agency 
ID leader/trailer is available.
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communications checklist

Communications Checklist
If you’re developing a new brochure, flyer or Web page for the agency, please use the 
following checklist to make sure you’ve covered everything:

c	 What are you offering or want the 
individual to do upon reading this 
piece? Do you want people to take 
action after reading your piece?  If 
so, what action do you want them to 
take?  (If you’re not sure what you 
want them to think or do, be assured, 
the reader won’t either!)

c	 Have you explained succinctly the 
value or “reason why” your prospect 
should respond to this mailing or 
attend your event? Make sure they 
know the answer to the question, 
“What’s in this for me?”

c	 Who is your target audience / 
customer? Is this perfectly clear in the 
headlines and / or copy?

c	 If you’re promoting an event, have 
you listed the day and date of the 
event? (Is the date typed correctly?)

c	 Where is the event being held? (Have 
you reserved the meeting room and 
gotten assurances of its availability?) 
Is the location well known? If 
not, should you provide a map or 
directions?

c	 What is the price? If you have price 
variables, what are they?

c	 Do you have an early-bird discount or 
late-comer price?

c	 Do you have a registration or sign-up 
deadline? Is it listed?

c	 Is registration limited to a certain 
number? If so, make sure you note 
this.

c	 Have you assigned session numbers 
to the events? Are they on the 
document?

Note: 
You may print or photocopy this page, or download this form at: 

 http://www.aea10.k12.ia.us/intranet/checklist.pdf 
Portable document format (PDF) files on that site require Adobe Acrobat Reader to view and print them. 

Adobe, the Adobe logo, Acrobat and the Acrobat logo are trademarks of Adobe Systems Incorporated.

c	 To whom should they respond? (Does 
the contact person know they are 
the contact?

 Do you have THEIR phone number, 
fax number, email, and mailing 
address on the piece?

c	Always double-check the phone 
number, dial the number you have 
printed – does it ring to the desk of the 
contact?)

c	 Who is sponsoring this event or 
activity? If it is a Grant Wood AEA 
event or activity, make sure you 
include:
- The agency’s logo and return 

address
- The equity statement
- The agency’s Web site address: 

www.aea10.k12.ia.us

c	 Consider adding the agency’s mission 
statement, vision statements and / or 
statement of core beliefs – if space 
permits and if this information is 
appropriate as part of the piece.

c	 Have you provided a response form to 
be returned to someone? If so, have 
you included spaces for the applicant 
to provide:

- Name
- Title
- Phone number
- Email address
- School building or mailing address
- Request for Any Special Assistance
- Session date / price
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The following style guidelines should be 
used for The Linker and for other agency 
publications.

■  In body texts and captions, use Grant 
Wood AEA rather than Grant Wood 
Area Education Agency on second 
reference.

■   Titles following a name should be 
lowercase, while titles preceding a 
name should be upper- and low-
ercase.  Always abbreviate Grant 
Wood AEA to GWAEA for agency 
employee titles.

■   The following months should be ab-
breviated when used with a specific 
date:  January, February, August, 
September, October, November and 
December. Spell out when using 
alone, or with a year alone.

Example:  On Dec. 24, a holiday party...

■  When using percents in body text, 
the word “percent” should be spelled 
out.  Use the symbol (%) only when 
it appears in a tabular format.

Examples:  Of those polled, 93 percent...
 Dog Owners
   93%
 100%

■  Numbers 1 through 10 are spelled 
out in body text.  Exceptions occur 
when they are used with a specific 
measurement, in which case they 
should be in figure form and hyphen-
ated.  Numbers over 10 should 
be figures rather than spelled out.  
Numbers at beginnings of sentences 
should be spelled out.  Avoid starting 
a sentence with a number; rewrite  

if necessary.

■  When referring to time, use figures 
except for noon and midnight.

Example:  9:30 a.m. - 2:10 p.m.
 When the time is on the hour, delete 

the :00.
Example: 9 a.m. - 2:10 p.m.
 When times occur in the same frame 

(i.e. a.m. or p.m.) use the following 
format:

Example:  9-11 a.m.
 Also, a.m. and p.m. should be low-

ercase and have a period after each 
letter.

■  When referring to phone numbers, 
use the following style:

Example:  319-399-6712 or 
800-332-8488, ext. 6712

■  Only universally recognized or 
broadly accepted abbreviations 
or acronyms that a reader would 
quickly know should be used on 
first reference.  Abbreviations or 
acronyms may be used in subsequent 
references if they clearly represent 
the first reference to the name or if 
they have been indicated in paren-
theses after the first full reference.

Example:  Iowa Council of Teachers of 
English (ICTE)

■   Abbreviate avenue, boulevard and 
street only with a numbered address.  
Spell out and capitalize when part 
of a formal street name without a 
number, i.e. Sixth Avenue.

■   Spell out and capitalize first through 
ninth when used as street names.  
Use figures with two letters for 10th 
and above.

Publication Style Guidelines

publication style  
guidelines
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■ Spell out the names of the 50 states 
when they stand alone.  When used 
in conjunction with a city, abbrevi-
ate state names in textual material as 
follows:

 Ala. Md. N.D.
 Ariz. Mass. Okla.
 Ark. Mich. Ore.
 Calif. Minn. Pa.
 Colo. Miss. R.I.
 Conn. Mo. S.C.
 Del. Mont. S.D.
 Fla. Neb. Tenn.
 Ga. Nev. Vt.
 Ill. N.H. Va.
 Ind. N.J. Wash.
 Kan. N.M. W.Va.
 Ky. N.Y. Wis.
 La. N.C. Wyo.
 State names not listed are written  

in full.

■ Who and whom refer to persons and 
animals with names.  That and which 
are used when referring to inani-
mate objects and to animals without 
names.

■ When grade levels or awards are ex-
pressed in noun forms or adjectival 
forms, they should be hyphenated:

Example:  Sally was a first-grader.
She won a first-place award.

■ As compound words become more 
widely used, they are no longer hy-
phenated, e.g. nonsexist.  If in doubt, 
use your dictionary.

■ When presenting an Internet URL 
(Uniform Resource Locator) address, 
begin with the "www." instead of 
using "http://".

■ When presenting a Grant Wood 
AEA home page section in printed 
publications, please list Grant Wood 
AEA's URL address and then direct 
readers to the specific section.   
For example:  "Visit the Grant  
Wood AEA Web site at www.aea10.
k12.ia.us and click on Professional 
Development.”

publication style  
guidelines

References
Christian, D. , Jacobsen, S., Minthorn, D.  The Associated Press Stylebook and Briefing on Media 
Law.  New York, NY. The Associated Press. 2010.
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inclusive language 
guidelines

Our perceptions and misperceptions about 
each other are enhanced by the language we 
use. How we communicate about persons 
with disabilities can enhance dignity, 
promote positive attitudes and help to break 
down stereotypes and barriers. With care one 
can be descriptive, while not being offensive.

Here are tips for improving your use of 
language related to disabilities.

■ Speak of the person first, then the 
disability, e.g., say “a person with 
a disability” rather than “a disabled 
person.”

■  Emphasize abilities, not limitations. 
In many instances the disability need 
not be mentioned at all. For example, 
“The architect gave a presentation...” 
provides appropriate description. 
“The architect, who is confined to 
a wheelchair...” adds unnecessary 
description.

■  Don’t label people as part of a 
disability group, e.g., say “people 
with disabilities” rather than “the 
disabled.”

■ Use adjectives as descriptions, not 
categories, e.g., “the student in a 
wheelchair,” rather than “the wheel-
chair student.”

■ Don’t patronize or give excessive 
praise or attention to a person with a 
disability. Choice and independence 
are important; let people do or speak 
for themselves as much as possible.

■ Avoid emotional words. Empow-
ering words such as successful or 
productive enhance abilities. Words 
such as restricted, defect, invalid, 
sightless, lame or deformed only 
serve to dehumanize.

■ Keep in mind the difference be-
tween a disability and a handicap. A 
disability is a functional limitation 
that interferes with a person’s ability 
to walk, hear, talk, learn, etc. The 
word handicap describes a situation 
or barrier imposed by society, the 
environment, or oneself.

■ Use positive images in graphics and 
watch out for stereotypes. A picture 
of a student seated in a wheelchair 
at a computer emphasizes ability; a 
picture of a student in a wheelchair 
being pushed down a hallway sends 
a different message.

Inclusive Language Guidelines

References

Public Awareness Language Guidelines. National Down Syndrome Congress, [Online]. Available: 
http://www.ndsccenter.org/resources/package4.php

Taylor Hill, V. and Sparks, D. (1994, Fall) Tips for communicating about people with disabilities. Iowa 
School Public Relations Society. (Tip Sheets, No. 25)
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Grant Wood AEA employees identify them-
selves in a variety of ways:

■ As an employee of Grant Wood 
AEA;  

■   With a position (School Social 
Worker, Speech/Language Patholo-
gist) and that position sometimes 
carries with it titles and certifications.   

Here are guidelines for deciding what title 
and/or organization term to use on agency 
publications, forms, reports, name badges, 
business cards and in general correspondence 
about the agency.

1.  In general, the title or descriptor 
should be used that best fits the situ-
ation you are in...that will best allow 
those meeting you for the first time 
or reading publications to work well 
with the agency, to accept you as a 
partner, or to believe in the employ-
ee’s credibility and expertise.

Example:  If you are part of a regional 
team that emphasizes partnerships 
with local school staff, you may 
wish to print only your name on your 
name badge.

Example:  If you’re working in a setting 
where degrees or a position title is 
important, you may wish to include 
your position on your name badge.

Example:  If you use your business cards 
most often for attending conferences 
and making presentations to others 
in your field, you may wish to print 
your degrees and your position title 

on your business cards.
Example::  If you are sending a report 

on School Social Work to the Dept. 
of Education, then the cover would 
indicate it is from the School Social 
Work Program at Grant Wood AEA.   
Or if you are developing a brochure 
describing social work services, you 
would identify it as such.

Example:  If you are organizing a public 
event, you would likely indicate on 
the cover that it is sponsored by Grant 
Wood AEA and leave it at that. 

2.  Agency letterhead is printed with the 
name of the agency and the address.   
We print two sets of letterhead: one 
with the Cedar Rapids address, and 
one with the Coralville address. 

Guidelines for Using Titles and Organizational Terms 

Guidelines for Using Organizational Terms. Adopted by Agency Planning Council:  May, 1997;  updated and 
reviewed, May, 2002.

guidelines for titles  
& organizational terms
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All brochures, fliers, and newsletters provid-
ing information about Grant Wood AEA 
programs and services and published by a 
program or region of the agency shall include 
an equity compliance statement as follows:

Grant Wood Area Education Agency 
extends equal opportunities in its employ-
ment practices, educational programs 
and services, and does not discriminate 
on the basis of color, gender, race, na-
tional origin, religion, creed, age, sexual 
orientation, gender identity, marital 
status, disability, veteran status or as oth-
erwise prohibited by law. If you believe 
you or your child has been discriminated 
against or treated unjustly, please contact 
the Agency’s Equity Coordinator, Maria 
Cashman, at 319-399-6847 or 800-332-
8488 or TDD 319-399-6766, Grant Wood 
AEA, 4401 Sixth St SW, Cedar Rapids, IA 
52404.

In most instances, the equity compliance 
statement may appear in conjunction with 
other editorial/distribution information re-
quired by the agency’s identification system.

Photos used in agency  newsletters or bro-
chures and videotape footage for promotional 
or instructional purposes should, whenever 
possible, include a balance of male and 
female, ethnic minority, and persons with 
disabilities.

In order to document that the agency 
complies with its equity policy, copies of all 
brochures and the first issue annually of each 
external newsletter published by the agency, 
region or department within the agency must 
be sent to the Communications Office.

Equity Compliance Standards

equity compliance  
standards
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Photos of Children/Students/Adults 
All children/students shown in agency 
publications or video footage must have 
releases signed by their parent or guardian. 
Adults should also have a signed release. The 
release forms are available by contacting the 
Communications Office, ext. 6714, or print-
ing a copy from the pages at the end of this 
booklet.

When photographing or videotaping 
children/student/adults remember that:

■   Releases must be signed before 
photos or videotapes are used for 
instructional or public information 
purposes. Such releases are valid 
for the life of the product.  Release 
forms for (a) instructional use of 
photos/videotapes, (b) public infor-
mation use of photos/videotapes or 
film are available from the Commu-
nications Office.  

■   Releases are to be signed for each 
new project/situation; releases are 
valid for that product only.

■   Signed releases are to be filed in 
the student’s Central File folder at 
the Grant Wood AEA Northern or 
Southern Facility or kept on file with 
the Communications Office.  It is the 
responsibility of the staff member 
directing the photo/videotaping proj-
ects to be sure releases are secured 
and properly filed.

■   Some schools automatically obtain 
signed photo releases for students 
that are filed at the local school and 
are presumed valid for that school 
year.  Such releases are not suffi-
cient, however, for Grant Wood AEA 
projects and uses.

■   Whenever possible, entry or reg-
istration forms for special events 
for which news media coverage or 
publicity is expected (e.g. career 
days) should include a photo release 
statement.

■   Grant Wood AEA has no legal re-
sponsibility for the photographing or 
videotaping of students by the news 
media in situations not arranged by 
the agency.

Student Rights Procedures

student rights procedures
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Many of us prepare reports for one reason or 
another.  As we go through files or examine 
records from the past, it becomes difficult 
to determine what was the purpose of many 
reports, who they were for and when they 
were submitted.

When developing reports (not those about 
children) or proposals, please place the fol-
lowing information on the cover:

Covers for Reports

■ Name of the Report
■ Name of Project or Program
■ Prepared by ..... Person(s), 

and Agency
■ Submitted to ..... Person(s) 

and Agency
■ Date of Submission (including year)
■ Copyright if appropriate
■ Information on where to get further 

copies (may be listed on the inside 
cover)

■ The Grant Wood AEA logo.

covers for reports
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Copyright Guidelines
(Published Articles, Publications, Music, Videos, Web-based Information)  

copyright guidelines

Original printed articles
In general, all printed articles, logos, trade-
marks, etc. should be treated as copyright 
protected and permission should be obtained 
from the author, publisher, or organization 
prior to reprinting.

Web-based Articles, Music, Videos, 
and Information
As with printed articles outlined above, all 
articles, music, videos, and graphics found 
on the World Wide Web should be regarded 
as copyright protected and permission should 
be obtained from the author, publisher, or 
organization prior to reprinting. 

How to request permission to copy 
or reprint
The request to duplicate should be sent with 
a stamped, self-addressed return envelope 
(unless it is an electronic request) to the 
attention of the publisher/producer/copyright 
holder and should include the following:

■   The title, author, and/or editor, and 
edition of materials to be duplicated.

■   Exact material to be used, giving 
amount, page numbers, a possible 
photocopy of the material, running 
length, portion.

■   Number of copies to be made.
■   Use to be made of the duplicated 

materials.
■   Form of distribution (classroom 

handout, newsletter, teacher presen-
tation, electronic, etc.)

■   Whether or not the materials is to be 
sold.

■   Type of duplication (photocopy, 
digital scan, etc.)

Remember, permission, preferably written, is 
needed to copy or reprint published articles.   
Lack of response does not imply that permis-
sion is granted.

References
Helm, Virginia.  What Educators Should Know About Copyright.  Bloomington:  Indiana.  Phi 
Delta Kappa Educational Foundation.  1986.

Rydberg, Barb, and Schrader, Susan.   Copyright Basics:  A Guide to Help Keep You Legal.  A 
presentation for the ITEK/IASCD Conference, October 1997.
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The Linker policy

I.   Purpose

The Linker is a magapaper that provides 
information on local school instructional 
programs, announcements on education- 
related events, features on local school-AEA 
cooperative efforts, and tips on available 
resources within Area 10.  It is published four 
times per year and has a circulation of 9,000, 
including all teaching and administrative 
staff of public and private schools in the area, 
local school board members, university and 
college professors of education, legislators, 
and a subscription list of interested persons 
such as substitute teachers.

A.  The focus of The Linker is to “link” 
educators with resources and to 
recognize educational excellence in 
Area 10.

B. The Linker will be fair and impar-
tial, and will strive not to discrimi-
nate on the basis of color, gender, 
race, national origin, religion, creed, 
age, sexual orientation, gender iden-
tity, marital status, disability, veteran 
status or as otherwise prohibited by 
law in its articles and distribution.

C. The Grant Wood AEA equity state-
ment shall appear in each issue.  
Such compliance shall be docu-
mented with the agency’s equity 
coordinator.

D.  The editor(s) will always strive for 
accuracy and realize the responsibil-
ity he/she  has to the readers.

E. Views expressed in The Linker 
are those of the authors and do not 
necessarily reflect Grant Wood AEA 
policy.

II. Content

The editor(s) determines content and articles 
that may appear in The Linker.  The final 
choice rests with the managing editor and the 
Grant Wood AEA Executive Team.

A. The editor retains the right to select, 
prioritize and edit articles.  All 
submissions will be considered, 
weighed and acted upon within the 
guidelines of this policy.

B. Contents may include:
1. Grant Wood AEA Professional 

Development course schedule.
2. “How-to” articles on curriculum 

development, classroom manage-
ment or enrichment, and school 
improvement activities.

3. Reports on educational issues 
facing schools.

4. AEA services being used within 
a district in a unique or innova-
tive way.

5. Lists of resources and ordering 
information.

6. Announcements of specific 
events of area or statewide inter-
est.

7. Interviews with teachers, authors, 
artists, scientists, students, etc.

8. Community services available to 
schools.

9. Features on educators or students 
who have been honored for 
educational achievements.

10. Features on local school pro-
grams.

C. Whenever possible, topics will be 
consistently placed in sections easily 
found by the reader.

The Linker Editorial Policy
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 4. When an event is to be an-
nounced, contributors should 
include the who, what, when, 
where and why information 
as well as the name and phone 
number of a contact person.

5. Contributors should not worry 
about the layout of the material; 
layout is the editor’s responsi-
bility.

G. Copy and distribution deadlines will 
be set annually, sent to potential 
contributors, and published in The 
Linker.

H. Procedures for submission of articles 
from Grant Wood AEA staff will be 
reviewed annually.

IV. Controversial Issues

The editor, with final approval from the 
associate administrator, will consider each 
issue individually.  Newsworthiness, time of 
events, and time of publication will be taken 
into consideration.  The associate adminis-
trator will decide whether the issue will be 
covered and from which perspective.

A. Contributors should be aware of 
specific groups and political issues 
within Area 10 and its communities, 
and should be sensitive to all.

B. Statements from or about political 
candidates will not be accepted.

The Linker policy

III. Submission/Selection of Content

Ideas or articles for The Linker may be 
submitted in the following ways:

A. A written article and accompanying 
photo(s) may be submitted, or sent to 
the editor via e-mail.

B. A written article via e-mail and a 
request for photo assistance from 
the Communications Office may be 
submitted.

C. An idea for an article may be sub-
mitted to the editor and, if accepted, 
the article will be written by The 
Linker staff.

D. The Linker is not a professional 
journal.  Highly specialized articles 
written with jargon will not be ac-
cepted unless they are appropriate  
for the readers.

E. Articles from other sources will not 
be reprinted in The Linker.  Excep-
tions may be made if the articles 
would otherwise not be available to 
educators and if copyright permis-
sion can be obtained.

F. The following guidelines will be sent 
to potential contributors at the begin-
ning of each school year:
1. Articles up to 500 words should 

be typed in an interesting, 
jargon-free style.  Sentences and 
paragraphs should be short.   
Use subheads to break up copy.  
Think about how the article will 
look in narrow columns.

2. Each article may be submitted 
with a title, but must include the 
name of the author, position, 
school district or program.

3. Digital photos should include 
captions.
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The Linker policy

V.	 Bylines

All articles may be bylined and section  
editors noted.  Photo credits may be given  
to respective photographers.

VI.	 Advertising

Advertising for education-related events, 
services and products will be accepted  
depending upon editorial judgment and  
spatial limitations.

A. Rates for advertising will be set for 
full-page, half-page and quarter-page 
or less.  There will be no rate struc-
ture for column widths or inches.

B. The purpose for publication of The 
Linker is to promote Grant Wood 
AEA services to teachers and school 
administrators. We accept advertis-
ing from outside organizations only 
when there is no conflict of interest 
or direct competition by a provider 
with the services provided by the 
agency.

C. All ads must be accompanied by 
payment.

VII.	Errors

Errors in content will be corrected in the  
following issue, whenever possible.

VIII.	Illustrations

Photos, clip art and other illustrations will 
be used whenever possible to accompany 
articles.

A. Photos will include, whenever pos-
sible, a balance of male and female, 
ethnic minorities and persons with 
disabilities.

B. Standards of fairness shall be used 
when publishing a photo.  No photos 
that mock or ridicule others will be 
accepted.

C. Cartoons must be original or copy-
right permission must be obtained. 
They may be humorous or thought-
provoking, but not cruel.

D. Guidelines to contributing photog-
raphers will indicate that black and 
white action shots with a range of 
contrasts are best for publication.

E. Photos submitted must have the 
depicted people and activities identi-
fied, as well as the photographer’s 
name and contact phone number.

F. Photos of children/students must 
be accompanied by signed release 
forms.  Copies of these forms are 
available on pages 23 and 24 or from 
the Communications Office.

Valerie Taylor Hill, Editor
Communications Office 
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web page guidelines

Grant Wood AEA Web Page Editorial Guidelines
Purpose
Grant Wood Area Education Agency’s home 
page is designed to offer educators, students, 
parents, staff, and others an overview of 
agency services. The home page serves as a 
positive public relations tool in support of a 
unified agency image.
The following guidelines, incorporated as part 
of the Grant Wood Area Education Agency 
Identification System & Marketing Guidelines 
(Adopted: September 1990; Reviewed: March 
2002), will assist in the achievement of this 
goal.
These guidelines encompass the elements of 
communication, content, page design, and 
editorial expectations.
When contemplating submitting information 
for inclusion on the homepage, consider the 
following questions:

1.  What is the purpose of this informa-
tion?

2. Who is the target audience?
3.  What are the expectations of your 

target audience?
4.  How will your audience benefit from 

viewing the information online?
Content
Text that appears on the Grant Wood AEA 
Website must:

1. Reflect existing Grant Wood Area 
Education Agency board policies and 
administrative regulations

2. Observe copyright laws
3. Serve an educational purpose
4. Offer current information with active, 

appropriate links
5.  Include e-mails links to contact per-

sons. No personal information shall 
appear.

6.  Include the Grant Wood AEA equity 
statement on the home page

Revised 10/7/2010

Page Design
1.  Use the agency template, which reflects 

consistent fonts, page design, color, 
and graphics

2.  Display the Grant Wood AEA logo
3.  Include the name of the site, a link to 

the Grant Wood AEA home page using 
the agency’s logo, and an email link to 
the section webmaster

4.  Avoid scrolling and run-on paragraphs
Editorial Expectations

1.  Reflect the agency’s mission, vision, 
beliefs, priorities, and goals

2.  Contain brief text using the inverted 
pyramid method of brief, descriptive 
sentences, short paragraphs, bulleted 
information, or lists

3.  Reflect the style guidelines for spelling, 
grammar, and punctuation

4.  Use inclusive language
The Grant Wood AEA Communications Super-
visor, in discussion with the Webmaster and the 
Executive Team, determines and has final say 
over the editorial content and text.
Submitting information
Staff interested in submitting information for 
placement on the Grant Wood AEA Website 
must:

1.  Have the content reviewed by their 
regional administrator or associate 
administrator

2.  Submit the information electronically, 
when possible

3.  Meet the Grant Wood AEA Website 
Editorial and Content Guidelines

4.  Advise the Webmaster to remove the 
information once it becomes dated or is 
no longer valid

The Webmaster is responsible for reviewing 
content that appears on the Grant Wood AEA 
Website. When dated information is found, the 
Webmaster will contact the staff member and 
ask that the information be updated. Web pages 
or Websites will be removed when the informa-
tion is no longer valid or becomes dated.
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The following guidelines apply to all social 
media sites and Google Sites created by 
Agency staff, in which the agency logo or 
the name Grant Wood AEA,  AEA10 or any 
other kind of title that implies sponsorship or 
affiliation with the agency is stated or implied.
1. Any staff members creating an official 

agency social media site on any topic or 
discipline and/or using the Grant Wood 
AEA or AEA10 names or the agency logo 
in the title or graphics for the site must 
conform to all of the following guidelines. 

2. The individual creating this site 
must notify their supervisor and the 
Communications Office about the creation 
of any new site.

3. Limit student access to the site, unless the 
site has an educational purpose and is 
intended for student/staff interactions. 

4. It is recommended that staff prohibit 
student access to any personal contact 
information.

5. Students should not be allowed access to 
personal social media sites not maintained 
solely for instructional purposes. 

6. Identifiable student or staff information 
must not be shared or posted on any social 
media sites, Google Documents or Google 
sites. (All student information must be 
kept in password-protected files on Agency 
computers.)

7. Staff should never post vulgar text 
or images that have sexual content or 
implications, offensive, threatening, or 
harassing language. (See Agency policy 
#7246, Internet Safety and Security.)

8. All agency blogs should be monitored 
and moderated to prevent any 
inappropriate postings from being added 
to the site.

9. Iowa code forbids the agency and staff 
from using an official, agency social 
media site to advocate for or to oppose 
any person running for public office or 
regarding any ballot proposition.

10. Agency social media sites cannot promote 
or carry advertisements for businesses or 
commercial transactions.

11. Agency social media sites must not violate 
confidentiality requirements as defined by 
state and federal laws.

12. Staff must not use copyrighted photographs, 
videos or text in agency social media 
sites. Permission from the author and/
or the publisher must be obtained to use 
copyrighted content on any agency sites. 
Whenever possible, staff should use LINKS 
to reference materials or Websites, rather 
than copying the materials and pasting 
them into social media posts. Staff must 
limit any quotations of published works to 
a paragraph or less, and provide complete 
attribution of the author, publisher, etc.

13. Freedom of speech is not unrestricted for 
public employees. A public employee 
may be subject to adverse employment 
consequences if commenting about a subject 
that is not of general public concern, but 
is directly related to the employee’s work. 
This applies to both official agency websites 
and any other website postings.

14. All comments on agency social network 
sites are subject to requests made under 
Iowa’s Open Records law, Iowa Code 
chapter 22.

15. If cyber bullying or terrorism occurs on any 
agency social media sites, law enforcement 
will be contacted and the agency will 
cooperate fully with law enforcement.

16. Individuals posting comments or materials 
to an official agency blog site should not 
have any expectation of privacy. Such 
sites will be routinely monitored and 
any violations of agency policies or of 
the law may result in action being taken. 
(See Agency Policy #7245, Technology 
Resources Uses, Privileges, and 
Responsibilities.)

17. Any employee creating a social media site 
for the agency will pass over ownership of 
the site to an administrator if requested by 
agency officials.

Social Media and Google Sites Usage  
Guidelines for Grant Wood AEA Staff
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18. In accordance with Agency administrative 
regulation #7245A (Technology Resources 
Uses, Privileges, and Responsibilities), 
individuals posting to official Agency 
social media sites shall not:

a. violate any U.S. or state laws, rules, or 
regulations, including, but not limited to, 
copyright laws;

b. violate Agency procedures, guidelines, or 
policies;

c. engage in fraudulent activity;
d. falsify the User’s identity;
e. state or imply, without authorization, 

that the User has the authority to act for or 
otherwise bind the Agency;

f. publish or distribute copyrighted material 
without authorization;

g. make copyrighted material available for 
copying by others;

h. violate the terms and conditions of 
licenses;

i. seek, gain access to, or disclose private or 
confidential information outside the scope 
of the User’s job duties;

j. knowingly and without authorization 
destroy, damage, or interfere with the 
integrity, security, or use of Technology 
Resources;

k. use Technology Resources for commercial 
or personal political activity;

l. make unauthorized copies of commercial 
software;

m. send, download, or display material that 
reasonable people would consider obscene, 
offensive, profane, harassing, defamatory, 
or threatening;

n. permit another person to use their account 
or password to access Technology 
Resources; 

o. use another User’s password to access 
Technology Resources;

p. be involved with inappropriate usage that 
could embarrass or negatively impact the 
Agency; and

q. interfere with Agency business, an 
employee’s performance, or assigned 
duties.

The following Agency policies and administrative 
regulations apply to all agency Web sites and social 
media sites:
#7240 – Use of Agency Equipment
#7245 – Technology Resources Uses, Privileges, 
 and Responsibilities
#7245A – Administrative Regulation - Technology 
 Resources Uses, Privileges, and Responsibilities
#7245B – Administrative Regulation – Recording 
 Devices Uses, Privileges, and Responsibilities
#7246 – Internet Safety and Security
#7247 – Maintenance and Privacy of Personally 
 Identifiable Information

Social Media and Google Sites Usage  
Guidelines for Grant Wood AEA Staff



23
Agency Identification System & 
Marketing Guidelines

 

Rev 11/16/10 

Grant Wood Area Education Agency 
Electronic Recording Release and Authorization 

 
I, ____________________________ [print name of parent / guardian], parent / legal guardian of 
______________________________[print name of student], whose date of birth is _________, 
authorize the electronic recording of the named student under the following conditions: 
 
Type of recording:  video voice photograph 
 
Person who will supervise the recording: ___________________________________________ 
 
Recording Dates.  Begin Date: _______ End Date (recordings will end on or before):_________ 
(Please list the date period the recording(s) will occur or, if the recording(s) are to take place for 
an indefinite period of time, please write “indefinite” in the “End Date” field.) 
 
Length of time for recording retention:_____________________________________________ 
 
Purpose(s) and use(s) of the recording: ____________________________________________ 

____________________________________________________________________________ 
(Please list the specific reasons for the recording and in what ways the recording will be used.) 
 
The recording(s) may be published by the following means and in the following locations: 
 

None Print  Graphical display GWAEA website 
Other website or internet medium_______________ Publication: ____________________ 

 
The recording(s) will only be stored by the following means: GWAEA network  

 GWAEA computer   Audio Tapes (if selected, indicate storage site): 
___________________________________ 
 
This Electronic Recording and Release Authorization shall be filed in the 
_____________________ office. 
 
I understand that I have the right to revoke this authorization at any time, and that I have the 
right to request and obtain a copy of the recording. I acknowledge that I have read the foregoing 
release and authorization, that I understand its terms, and that I am voluntarily signing this 
release and authorization. 
 
Date: __________________________ Parent Signature: _____________________________ 

 Printed Name: ________________________________ 

 Address: ____________________________________ 

 ____________________________________________ 

 Phone: _____________________________________ 
 
Note: The execution of this form by a parent or legal guardian is required in order to electronically record a student, by any 
means and for any purpose. For further information, please see Administrative Regulation 7245B. 
cc: IMS (if child has an IEP or IFSP) and/or Child’s Cum File at the LEA 

Revised 12/14/2010 

Grant Wood Area Education Agency 
Electronic Recording Release and Authorization 

 
I, ___________________________ [print name of parent / guardian], parent / legal guardian of  
________________________________________ [print name of student], whose date of birth is 
________________________, authorize the electronic recording of the named student under the 
following conditions: 
Type of recording:   video     audio     photograph 

Please Initial all to which you agree: 
______  The recording may be used for monitoring the progress of the named student. 
______  The recording may be used for teacher training and/or professional development. 
______  The recording will be uploaded and/or stored on the child's or school's equipment, 

pursuant to the school district's policies regarding photography or recording of 
students. 

______  The recording may be used for publicity or informational purposes for Grant Wood 
AEA and may appear in one or more of the following means: 

  Printed materials or publications    Radio     TV     Website(s)    
 Other___________________________________________________________ 

(Means may include such items as printing, graphical display, web site display, web site streaming, 
or other ways in which the recording may be published. Location may include such places as 
particular web sites or publications or other places in which the recording may be published. If the 
recording will not be published, write “not applicable.”) 
 
The recording(s) will be stored by the following means:  GWAEA computer     Audio tapes (if 
selected, indicate storage site): ______________________________________________________ 
 
Person who will supervise the recording: 
_________________________________________________ 
 
Record Date(s): Begin Date ________________ End Date (recordings will end on or 
before)_________ 
(Please list the date(s) the recording(s) will occur or, if the recording(s) are to take place for an 
indefinite period of time, please write “indefinite.”) 
 
A copy of this Electronic Recording and Release Authorization shall be filed in: 

 District's student cum file     GWAEA Records Dept.     GWAEA Communications office 
 GWAEA Staff Member's student folder 

I understand that I have the right to revoke this authorization at any time, and that I have the right to 
request and obtain a copy of the recording. I acknowledge that I have read the foregoing release and 
authorization, that I understand its terms, and that I am voluntarily signing this release and 
authorization. 
 
Date: _____________________________ Parent Signature:_____________________________ 

 Printed Name: _______________________________ 

 Address: ___________________________________ 

 ___________________________________________ 

 Phone: ____________________________________ 
 
Note: The execution of this form by a parent or legal guardian is required in order to electronically record 
a student, by any means and for any purpose. For further information, please see Administrative 
Regulation 7245B. 
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Record	  of	  Recordings.	  	  	  Student	  Name______________________________	  
	  
Date	  of	  Recording	  
and	  Where	  

Brief	  Description	  of	  
Media	  &	  Type	  

Person	  Doing	  
Recording	  

Location	  of	  Stored	  
Electronic	  
Recording	  

Date	  Deleted	  

Example:	  	  
2/14/11	  	  
Cedar	  High	  

Video:	  artic	  session	  on	  k	  
sound	  

Mary	  Smith	   GW	  Lap	  top	   May	  14,	  11	  

	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	   	   	   	   	  
	  	  
This	  ongoing	  log	  is	  an	  OPTIONAL	  form	  which	  could	  be	  used	  by	  the	  district	  	  if	  they	  want	  
a	  record	  kept	  within	  the	  student’s	  accum	  file.	  

 

Rev 11/16/10 

Grant Wood Area Education Agency 
Electronic Recording Release and Authorization 

 
I, ____________________________ [print name of parent / guardian], parent / legal guardian of 
______________________________[print name of student], whose date of birth is _________, 
authorize the electronic recording of the named student under the following conditions: 
 
Type of recording:  video voice photograph 
 
Person who will supervise the recording: ___________________________________________ 
 
Recording Dates.  Begin Date: _______ End Date (recordings will end on or before):_________ 
(Please list the date period the recording(s) will occur or, if the recording(s) are to take place for 
an indefinite period of time, please write “indefinite” in the “End Date” field.) 
 
Length of time for recording retention:_____________________________________________ 
 
Purpose(s) and use(s) of the recording: ____________________________________________ 

____________________________________________________________________________ 
(Please list the specific reasons for the recording and in what ways the recording will be used.) 
 
The recording(s) may be published by the following means and in the following locations: 
 

None Print  Graphical display GWAEA website 
Other website or internet medium_______________ Publication: ____________________ 

 
The recording(s) will only be stored by the following means: GWAEA network  

 GWAEA computer   Audio Tapes (if selected, indicate storage site): 
___________________________________ 
 
This Electronic Recording and Release Authorization shall be filed in the 
_____________________ office. 
 
I understand that I have the right to revoke this authorization at any time, and that I have the 
right to request and obtain a copy of the recording. I acknowledge that I have read the foregoing 
release and authorization, that I understand its terms, and that I am voluntarily signing this 
release and authorization. 
 
Date: __________________________ Parent Signature: _____________________________ 

 Printed Name: ________________________________ 

 Address: ____________________________________ 

 ____________________________________________ 

 Phone: _____________________________________ 
 
Note: The execution of this form by a parent or legal guardian is required in order to electronically record a student, by any 
means and for any purpose. For further information, please see Administrative Regulation 7245B. 
cc: IMS (if child has an IEP or IFSP) and/or Child’s Cum File at the LEA 
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Updated 01/27/10 

 

 
 

Electronic Recording Release and Authorization 

 
I, _______________________________ [print name of individual], authorize Grant Wood AEA 
to [check all that apply to the use of this recording]  audiotape,   videotape,   photograph me 
under the following conditions: 

Person who will supervise the recording:  

     

 

Date(s) of the recording: (Please list the date(s) the recording(s) will occur or, if the recording(s) are to take 
place for an indefinite period of time, please write “indefinite.”) 

     

 

Purpose(s) and use(s) of the recording: (Please list the specific reasons for the recording and in what ways 
the recording will be used.) 

     

 

The recording may be published by the following means and in the following locations: (Means 
may include such items as printing, graphical display, web site display, web site streaming, or other ways in which 
the recording may be published. Location may include such places as particular web sites or publications or other 
places in which the recording may be published. If the recording will not be published, write “not applicable.”) 

     

 
 
I understand that I have the right to revoke this authorization at any time, and that I have the right 
to request and obtain a copy of the recording. I acknowledge that I have read the foregoing 
release and authorization, that I understand its terms, and that I am voluntarily signing this 
release and authorization. 
 
 
Date: 

     

 Signature: _________________________________ 
 
 Printed Name: _____________________________ 
 
 Address: __________________________________ 
 
 _________________________________________ 
 
 Phone: _________________________________ 
 


