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What do you want your website to accomplish and who is your 
audience? 
 
Who on staff does what? What is each person responsible for? How 
do you manage deadlines? 
 
What is the budget? How much content is being posted and when? 
 
How do you handle reader comments? 
 
Have a plan, always be flexible and explore what others are doing 



Keep the content coming but do not get sloppy 
 
Have editors constantly editing copy and working with the staff 
 
Submit all content and story ideas through the editors for approval 
and assistance: 

What is the story? 
When/Where is it taking place? 

 Who are your sources? This must be specific names of 
 individuals, not a list of websites. 
 Why is it of interest to our readers? 

 
 
Have a corrections tab – be accountable for your mistakes 
 
 



Have pride in the website and do not simply focus on it just during 
your newspaper class period 
 
You are online throughout the day and night – stay connected with it 
and make sure it meets your standards 
 
Always be on the lookout for mistakes or problems 
 
Remember, you are a so operate your website 
differently than how you manage any personal blogs or social 
media sites 



Make blogs 
newsworthy and use 
hyperlinks 
 
Get in the habit of 
tagging all posts on 
your site  



… or photos of the day 
 
Capture what is happening each 
day on your campus. This keeps 
the website fresh and serves 
your audience 
 
Have galleries constantly going 
up on your site 
 
Always write complete, accurate 
cutlines. All posts need art 
 
People love pictures! 



“Featurize” and preview upcoming events  
 
Give your audience valuable news and not a bunch of recaps and 
summaries 
 
Keep any recaps (gamers) short and focus on looking ahead, more in-
depth stuff 
 
Think Web first, print edition second – it will enhance both products  
 
Don’t sit on stories/hold them just because you are running it in print 



Be active on social media 
 
Create weekly polls 
 
Have a staff page so the 
audience can connect and get to 
know your staff 
 
Tweet during major campus 
events events; use Cover It Live, 
especially during sporting events 
 
Recruit writers for guest 
columns 



Headlines are key to drawing readers into your stories and content – 
especially if you have daily email blasts going out to subscribers 
 
Avoid starting headlines with “CHS” or your school name  
 
Usually, you are not limited with headline space like you are in print so 
really work to write a catchy headline 
 



Partner with your campus broadcasting program. Work together to 
create video-feature story packages for your site. These should be your 
best stories! 
 
Make it a true partnership and work together – compliment each other’s 
skillset to produce high quality news/feature packages. Think in-depth 
or human interest, not just an average story with a video. 
 
The videos need to compliment the story, not restate the same 
information. The video should allow the audience to feel, hear, smell, 
etc. the story. 



Think of what type of 
format you want – 
audio or video 
 
Make it a weekly 
presence with student-
driven segments 
 
Focus on your campus 
and community. 
Preview and discuss 
your school’s sports 
teams, not the local 
pro teams 
 
Think of it as “from 
the newsroom” like 
you see on network TV 




