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STYLE GUIDE

Internal communications at UEA
There are a number of internal communications channels at UEA:
•

Staff e-bulletin – sent weekly on a Tuesday
lunchtime. Contains news and other important
information for staff.
More information: https://portal.uea.ac.uk/
arm/internal-communications/weeklyebulletins

•

Student e-bulletin – sent weekly during
standard undergraduate term time, and
monthly outside of this period. Contains news
and other important information for students.
More information: https://portal.uea.ac.uk/
arm/internal-communications/weeklyebulletins

•

Portal – the internal homepage of the
University. News and information will be
flagged in the section at the top of the page.
Where emerging and last-minute information
will be posted if important but not warranting
an all-staff or all-student email.
More information: info@uea.ac.uk

•

The Loop – an internal communications system
for cascading information to staff.
It is designed to improve the two-way flow
of information at UEA and improve staff
awareness of how their own work relates to the
University’s wider objectives.
More information: https://portal.uea.ac.uk/
arm/internal-communications/loop

•

Media coverage email – a daily email summary
of UEA’s coverage in the local, national and
international media, sent out to internal
subscribers.
More information: mediacoverage@uea.ac.uk

•

School e-bulletins – every school has a schoollevel summary e-bulletin, sent out to staff,
students or both at regular intervals.
More information: https://portal.uea.ac.uk/
arm/internal-communications/schoolebulletins

•

@UEAstudents Twitter account - run by the
Communications Office for the purpose of
communicating with current students.
More information: https://twitter.com/
UEAstudents

General house style guidelines

In order to produce information for the various
internal communications channels, it is worth
familiarising yourself with the general style
guidelines.
- Remember the audience: although you might
know all about the subject, the audience may
not. It is therefore important to include the basic
information, and explain the story clearly and
concisely - limiting the amount of jargon.
- Always include a web link or contact details for
more information where available.
- Don’t use ‘please’
Not: ‘For more information, please visit www.uea.
ac.uk’
but: ‘For more information, visit www.uea.ac.uk’
- Acronyms
When the story is for internal communications,
it is fine to use well-known acronyms and
abbreviations, e.g. MED, ARM, VCO, NBS, NRP,
HEFCE
- Titles
Not: prof, Prof. or Professor,
but: Prof
Not: Dr.,
but: Dr
- Capitals
Job titles are capitalised, as is the word
‘University’ when referring to UEA.
- Dates
Not: ‘Thursday June 20th’ or ‘20th June 2012’
but: ‘Thursday 20 June’ or ’20 June’
There is no need to include the year if the date is
in the current year.
- Time
Not: 14.00, 2.00pm or 2pm – 4pm
but: 2pm or 2-4pm
- First/second/third person
I, we, our and us do not feature in internal
communications at UEA. The primary reason
for this is to ensure clarity when messages

from across the university are coming from the
Communications Office. You, he, she and they
can be used.
Not: ‘We would like to invite you to an
information session’
but: ‘ARM would like to invite you to an
information session’
Articles may be changed to adhere to house
style or if the Communications Office feels it is
appropriate.
If you have any questions, email info@uea.ac.uk.

E-bulletin / UEA intranet

To submit stories for the e-bulletin, email info@uea.ac.uk by 1pm each Monday.
This is how stories appear in the e-bulletin:

Headline (which
also links through
to the rest of the
article online)

Introduction

Headline
In the bulletin, headings must be kept to a minimum – they should not go on to two lines. The
maximum number of words is around five, depending on how long they are.
Not: ‘Switched-on environmental campaign wins prestigious green energy award’,
but: ‘Switched-on campaign wins award’
Introduction
Due to limited space, the introductory sentence must be concise and sum up the main point of the
story in one sentence. Aim for fewer than 25 words.
Not: ‘The Thomas Paine Society Lecture, which was established through the generosity of Mr Jesse
Collins, a member of the Thomas Paine Society, will be given by former MP James Purnell in the
Thomas Paine Study Centre on Thursday 10th May at 7pm.’
But: ‘James Purnell, former Labour MP and cabinet minister, will give this year’s Thomas Paine Society
Lecture on campus on 10 May.’
This is shorter, more concise, and provides the basic what, when, who and where. The article can then
go into more detail further down.

E-bulletin / UEA intranet

Main article
Events
For articles about events, the following always need to be included somewhere in the text:
Where – where is it being held?
Title – what is the event called?
Audience – who can attend? (i.e. open to public, just staff, students, etc)
Tickets – do people have to book tickets, how much are they, where can they buy them, etc
When – time, date
Contact – where can more information be found – a website, by contacting a person, etc
This is an example of a typical event article in the bulletin:

News
Keep the article as brief as possible, and include contact details or a web link.
This is an example of a typical news article in the bulletin:

Studies looking for volunteers
Studies frequently take place on campus that require a call for volunteers. These can be publicised if
they have ethical approval.
This is an example of the way a call for volunteers would be written in the bulletin:
The article should include the purpose of the study, what will be expected of volunteers, whether
these is any payment/compensation for participants, and who to contact for more information.
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