-----Original Message-----

From:                    DE&T Mail  

Sent:                     Tuesday, 31 October, 2006

To:                         DL All School Principals; DL All Assistant and Campus Principals; DL All Schools; DL All Corporate; DL All School Council Presidents; DL School Services Officer A-H; DL School Services Officer I-P; DL School Services Officer Q-Z; DL All Business Managers; DL TSP All Technicians; DL School Technicians; DL All HRMS Users; SDL OHS Reps; DL Learning Technology Co-ordinators

Subject:                B042-2006 DE&T MAIL Bulletin for week ending 3 November 2006
Department of Education and Training
Victoria 
For all principals, schools and school council presidents
S356-2006 Government Agency Advertising Requirements
There may be times when you decide to purchase advertising to promote your school.  Advertising can be an effective way of promoting an upcoming event or attracting new staff to your school.

Here are some things to consider when advertising:

· Decide on an advertising budget and stick to it.

· Ask about readership profiles and circulation to determine if the audience for the advertisement is the one you want to reach and if it is wide enough for your purpose.

· Be clear about your message and test the advertisement by showing it to other people.

· Make use of the free editorial space option that often accompanies paid advertising.

· Consider teaming up with other schools when purchasing your advertising to be more cost effective.

· If there are any students appearing in your advertisement you are required to obtain permission. Relevant permission forms can be found at https://www.eduweb.vic.gov.au/intranet/communications/templates.htm 

From 1 September 2006, all advertising, including recruitment, is to be planned and booked with two new service providers:

· ZenithOptimedia Melbourne – for recruitment advertising

· Mitchell & Partners – for all other advertising. Examples of this kind of advertising are school fetes, open days and school plays.  It also includes paid advertising in guides such as The Good Schools Guide and Choosing a School.

By using the appointed media buying agencies you will have access to:

· the best rates in the market for media placement

· media planning, booking and buying

· media advice and strategy

· specialist advice (e.g. communicating with people from different cultures)

· creative and dispatch services

· translation services

· training services.
For more information visit: www.dpc.vic.gov.au/communications
Recruitment Advertising 

This includes all advertising for individual applicants for specific positions and usually appears in newspapers or on the internet.  You may use recruitment advertising to attract applicants for principal class, teaching or non-teaching positions.  

Steps to booking recruitment advertising

	Step 1
	Contact ZenithOptimedia and advise them of your upcoming requirement.

Sarah Moon

ZenithOptimedia

Level 2/55 Southbank Blvd

Southbank 3006

Ph: 03 9685 3145

Email: sarah.moon@zenithoptimedia.com.au


	Step 2
	Prepare and submit your advertising requirements (include size, where you would like your advertisement to appear, and date of placement).  Ask for advice from ZenithOptimedia if required.



	Step 3
	Receive your media plan (details of the advertising) from ZenithOptimedia, and undertake review and discussions as required.  Based on your discussions, modifications may be made to the media plan.  Once completed, ZenithOptimedia will give you a final plan for approval.

	Step 4
	To approve the plan you need to fill out a Master Agency Media Service (MAMS) booking form.  You will find all the information your need to fill in the MAMS form in your media plan from ZenithOptimedia. You will also need to obtain relevant financial delegation approval and signature.  Once the MAMS form has been completed, fax it to ZenithOptimedia.  This will give ZenithOptimedia official confirmation to purchase the media plan on your behalf.

A MAMS form can be downloaded at: www.dpc.vic.gov.au/communications 


Steps to developing material and forwarding your recruitment advertisements

If you already have access, you must use FastArt to produce and send off your recruitment advertisements.  FastArt is an online tool you can use to produce your own recruitment advertisements and then send them to the media.  If you are uncertain about how to use this tool, contact ZenithOptimedia for assistance.  Contact ZenithOptimedia to arrange access to FastArt software.

If you don’t have access to FastArt, you can purchase the creative services provided by ZenithOptimedia.  

Steps to using the in-house production services provided by ZenithOptimedia

	Step 1
	Let ZenithOptimedia know that you would like to use their design service.

	Step 2
	Send ZenithOptimedia your approved text for the advertisement and also specifications (include size, media and date placement).  

	Step 3
	ZenithOptimedia will then send you a proof for your approval.  Review and, if required, re-submit the proof to ZenithOptimedia with alterations.

Be careful to check your proof thoroughly.  Author’s correction costs will apply after two sets of alterations, and this will be a direct cost to you.

	Step 4
	Receive your revised proof from ZenithOptimedia. Once you are happy with the proof, sign and fax it to ZenithOptimedia.  They will then send your material to the relevant media on your behalf.


Advertising (other than recruitment)

Advertising can be allocated to two categories, campaign and non-campaign.  

Campaign advertising includes all advertising designed to inform, educate, motivate or change behaviour.  It will generally appear in a mix of media such as television, newspapers, direct mail, cinema, radio or posters.  An example where you might require campaign advertising is to gain enrolments for a new school.  You should contact your regional office for advice if you are planning an advertising campaign of this nature.

Non-campaign advertising includes notices about school fetes, plays or open days.  Non-campaign advertising often appears in newspapers, on the radio or the internet.  This type of advertising generally requires minimal creative input and strategy planning.  Deadlines for booking, production, approval and distribution to media are often extremely tight.

Steps to booking advertising (other than recruitment)

	Step 1
	Contact Mitchell & Partners and let them know about your project.  Provide them with indicative timelines and requirements.

To contact Mitchell & Partners email: mams.briefs@mitchells.com.au 
Telephone enquiries should be directed to: 

Anthony Clarke on 9690 5544 

If Anthony is unavailable call Dan Andrew on 9690 5544.


	Step 2
	Prepare and submit a written media brief/instructions (include size, media and date of placement) and ask for advice from Mitchell & Partners regarding media placement if required.

	Step 3
	Receive your media plan from Mitchell & Partners and undertake review and discussions as required.  Based on your discussions, modifications may be made to the media plan.  Once completed, Mitchell & Partners will submit a final plan to you for approval.

	Step 4
	To approve the plan you need to fill out a MAMS booking form.  You will find all the information you need to fill in the MAMS form in your media plan from Mitchell & Partners. You will also need to obtain relevant financial delegation approval and signature.  Once the MAMS form has been completed, fax it to Mitchell & Partners.  This will give Mitchell & Partners official confirmation to purchase the media plan on your behalf.

	Step 5
	You will receive a confirmed schedule of your booked advertising from Mitchell & Partners.  

	Step 6
	If your advertising material already exists send it to Mitchell & Partners.  Mitchell & Partners will send your material to the relevant media on your behalf.


Steps to using the in-house production services provided by Mitchell & Partners

If you need your advertisements to be created you can purchase the services provided by Mitchell & Partners.   

	Step 1
	Let Mitchell & Partners know that you would like to use their design service.

	Step 2
	Submit your approved text for the advertisement and also specifications (include size, media and date placement).  

	Step 3
	Mitchell & Partners will then send you a proof for your approval.  Review and, if required, re-submit the proof to Mitchell & Partners with alterations. 

	Step 4
	Receive your revised proof from Mitchell & Partners. Once you are happy with the proof, sign and fax it to Mitchell & Partners.  They will then send your material to the relevant media on your behalf.


Creating Your Advertisement 

You have the following options for creating advertisements:

· in-house, if you possess graphic design skills and professional design software (Quark Express or InDesign). (Note that Microsoft Office software is not compatible with commercial printing processes.)  Alternatively, you can use FastArt software (contact ZenithOptimedia for access to this software).

· purchase the in-house services of ZenithOptimedia (for the development of job advertisements) and Mitchell & Partners (for other non-campaign advertisements), or

· use a creative agency.

Please be aware that if there are any students appearing in your advertisement you are required to obtain parental permission. Relevant permission forms can be found at www.eduweb.vic.gov.au/intranet/communications/templates.htm
For more information about advertising please contact the DE&T Communications Division on 9637 3487.

Mary-Anne Thomas

General Manager

Communications Division






