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Editorial	  guidelines	  for	  stories	  submitted	  to	  AtO	  

Story	  selection:	  
Around	  the	  O	  crafts	  its	  stories	  with	  the	  goal	  of	  being	  accessible	  to	  a	  broad	  spectrum	  of	  
readers,	  both	  those	  well-‐versed	  in	  higher	  education	  and	  research	  and	  those	  new	  to	  the	  
topics.	  Therefore,	  stories	  from	  the	  schools	  and	  colleges	  and	  other	  campus	  units	  should	  
appeal	  to	  as	  broad	  a	  readership	  as	  possible.	  Narrowly	  focused	  stories	  or	  those	  heavy	  
with	  jargon	  will	  appeal	  to	  few	  beyond	  researchers	  in	  that	  field.	  AtO	  stories	  should	  
reflect	  the	  research	  strengths,	  talented	  faculty	  and	  students,	  public	  benefit	  and/or	  
quality	  student	  experience	  at	  the	  UO.	  Stories	  that	  reflect	  President	  Schill’s	  priorities	  of	  
access,	  scholarship	  and	  student	  experience	  are	  well-‐suited	  for	  these	  pages.	  It	  is	  
important	  to	  remember	  that	  regardless	  of	  where	  you	  work	  on	  campus,	  we	  all	  share	  the	  
goal	  of	  telling	  the	  UO	  story	  in	  a	  way	  that	  reaches	  the	  broader	  audience	  and	  places	  the	  
university,	  and	  thereby	  all	  of	  its	  schools	  and	  colleges,	  in	  the	  best	  possible	  light.	  

Story	  tone	  and	  voice:	  
Around	  the	  O	  closely	  follows	  AP	  style	  in	  grammar,	  punctuation	  and	  organization.	  AtO	  
runs	  both	  straight	  news	  stories	  and	  feature	  stories.	  While	  the	  two	  approaches	  have	  
significant	  differences,	  they	  share	  a	  common	  approach	  to	  news	  gathering	  and	  writing	  
that	  has	  been	  reflected	  in	  mainstream	  news	  organizations	  for	  many	  decades.	  While	  the	  
dominance	  of	  online	  news	  has	  changed	  much	  about	  how	  information	  is	  delivered,	  the	  
fundamentals	  of	  good	  writing	  and	  storytelling	  continue	  to	  have	  the	  most	  attraction	  for	  
readers.	  

Around	  the	  O	  does	  not	  set	  hard	  and	  fast	  rules	  on	  word	  counts.	  However,	  as	  a	  general	  
guide,	  we	  should	  think	  carefully	  about	  a	  straight	  news	  story	  that	  exceeds	  500	  words	  or	  a	  
feature	  that	  exceeds	  1,000	  words.	  While	  the	  internet	  has	  eliminated	  many	  of	  limitations	  
that	  governed	  story	  length	  in	  an	  earlier	  era,	  the	  attention	  span	  of	  the	  average	  reader	  
has,	  if	  anything,	  decreased.	  We	  should	  impose	  on	  them	  as	  little	  as	  possible	  to	  get	  the	  
message	  across.	  This	  is	  not	  to	  say	  stories	  cannot	  exceed	  these	  numbers;	  it’s	  merely	  a	  
signal	  that	  you	  should	  have	  a	  compelling	  reason	  for	  asking	  the	  reader	  to	  invest	  more	  
time	  in	  that	  story.	  Any	  story	  that	  may	  significantly	  exceed	  these	  numbers	  should	  be	  
discussed	  with	  an	  AtO	  editor	  in	  advance	  to	  avoid	  unexpected	  cuts.	  

All	  AtO	  stories	  should	  be	  written	  in	  the	  third	  person;	  do	  not	  refer	  to	  “we,”	  “us”	  or	  “our.”	  
Use	  the	  active	  voice	  as	  much	  as	  possible.	  Outside	  of	  the	  rare	  feature	  story,	  all	  stories	  
should	  be	  written	  in	  the	  past	  tense.	  This	  is	  especially	  true	  with	  attribution;	  use	  “said”	  in	  
quotes,	  reserving	  “says”	  for	  referring	  to	  written	  or	  video	  content	  that	  remains	  in	  
continuous	  existence.	  Using	  “says”	  for	  attribution	  in	  feature	  stories	  should	  be	  reserved	  
for	  those	  stories	  where	  there	  is	  a	  demonstrable	  reason	  for	  wanting	  to	  convey	  a	  sense	  of	  
immediacy	  or	  place	  the	  reader	  in	  the	  story	  as	  it	  is	  happening.	  Again,	  it	  is	  advisable	  to	  
discuss	  such	  stories	  with	  an	  AtO	  editor	  in	  advance	  to	  reach	  consensus	  and	  avoid	  
unexpected	  edits.	  Occasional	  use	  of	  the	  second	  person	  in	  a	  feature	  story	  is	  acceptable	  
but	  should	  be	  limited.	  	  



Use	  a	  soft-‐sell	  approach	  to	  promoting	  the	  university.	  Do	  not	  use	  obvious,	  overly	  effusive	  
or	  flowery	  language	  to	  describe	  the	  quality	  of	  research,	  faculty,	  leaders,	  students	  or	  
university	  programs.	  We	  build	  the	  university’s	  reputation	  through	  the	  stories	  we	  choose	  
to	  tell	  and	  by	  telling	  them	  well,	  not	  by	  flooding	  readers	  with	  obviously	  inflated	  
adjectives.	  

Also,	  avoid	  academic	  and	  scientific	  jargon	  at	  all	  costs.	  Remember	  that	  your	  stories	  need	  
to	  be	  enjoyable	  or	  informative	  to	  people	  who	  know	  little	  or	  nothing	  about	  the	  subject.	  
Resist	  pressure	  to	  provide	  detailed	  descriptions	  of	  research	  or	  use	  technical	  terminology.	  
And	  beware	  of	  jargon	  creep.	  We	  are	  all	  immersed	  in	  jargon	  and	  it’s	  easy	  for	  it	  to	  sneak	  
into	  our	  work.	  For	  example,	  “affect”	  is	  almost	  always	  better	  than	  “impact,”	  and	  
“comments”	  beats	  “input.”	  And	  carefully	  consider	  the	  use	  of	  the	  word	  “unique”;	  it	  is	  
almost	  always	  used	  incorrectly.	  

Straight	  news	  stories	  should	  follow	  standard	  AP	  newswriting	  principles	  and	  generally	  
adhere	  to	  the	  inverted	  pyramid	  approach.	  It	  is	  very	  important	  to	  put	  the	  most	  important	  
information,	  boiled	  down	  into	  one	  (on	  rare	  occasions	  two)	  succinct	  sentence,	  into	  the	  
lede.	  Most	  stories	  also	  benefit	  from	  a	  ‘nut	  graf’	  in	  the	  second	  or	  third	  paragraph	  that	  
expands	  on	  the	  lede	  and	  fills	  in	  any	  important	  gaps.	  In	  straight	  news	  stories,	  it	  is	  almost	  
never	  appropriate	  to	  start	  a	  story	  with	  a	  history	  lesson,	  scene	  setting	  or	  background	  
information.	  News	  first;	  background	  later.	  Remember	  also	  that	  good	  newswriting,	  as	  
with	  all	  good	  writing,	  is	  built	  on	  a	  foundation	  of	  active,	  descriptive	  nouns	  and	  verbs.	  Use	  
adjectives	  and	  adverbs	  sparingly	  and	  strategically.	  They	  are	  like	  garlic	  in	  your	  pasta,	  a	  
little	  bit	  goes	  a	  long	  way	  and	  too	  much	  will	  ruin	  it.	  

Feature	  stories	  allow	  more	  creative	  freedom	  within	  the	  general	  approach	  to	  
newswriting.	  Indirect	  feature	  ledes	  do	  not	  need	  to	  dive	  directly	  in	  to	  the	  most	  
newsworthy	  information.	  However,	  remember	  that	  the	  reader’s	  patience	  is	  limited.	  Do	  
not	  ask	  people	  to	  wade	  four	  or	  five	  paragraphs	  into	  a	  story	  with	  no	  idea	  as	  to	  why	  they	  
should	  be	  interested	  in	  it.	  And	  do	  not	  go	  four	  or	  five	  paragraphs	  into	  a	  story	  without	  
mentioning	  the	  UO.	  Even	  an	  indirect	  lede	  should	  foreshadow	  the	  central	  issue,	  and	  the	  
general	  topic	  should	  be	  revealed	  no	  later	  than	  the	  second	  or	  third	  graf.	  Of	  course,	  some	  
flexibility	  is	  given.	  These	  are	  guidelines	  and	  are	  meant	  to	  provide	  general	  direction.	  The	  
point	  is	  to	  give	  careful	  thought	  when	  considering	  a	  story	  structure	  that	  could	  put	  too	  
much	  of	  a	  burden	  on	  the	  reader.	  Keep	  the	  reader	  foremost	  in	  mind.	  While	  faculty	  and	  
administrators	  may	  prefer	  a	  different	  approach,	  we	  must	  remember	  that	  if	  no	  one	  reads	  
what	  we	  write,	  the	  whole	  university	  loses.	  

Do	  not	  construe	  these	  guidelines	  to	  encourage	  bland	  or	  formulaic	  writing.	  Clever	  
wordplay,	  descriptive	  word	  pictures,	  immersive	  storytelling	  and	  compelling	  characters	  
are	  key	  elements	  to	  any	  story	  and	  are	  highly	  valued	  in	  AtO.	  

Photo	  guidelines	  
All	  stories	  submitted	  to	  AtO	  must	  include	  an	  appropriate	  image.	  All	  AtO	  photos	  are	  
horizontal	  and	  all	  have	  the	  aspect	  ratio	  of	  16:9.	  That	  ratio	  is	  the	  same	  as	  a	  photo	  that	  is	  



800	  pixels	  wide	  by	  450	  pixels	  high.	  Images	  should	  have	  a	  density	  of	  300	  ppi	  to	  allow	  
enough	  flexibility	  to	  zoom	  and	  crop	  the	  image.	  A	  minimum	  density	  of	  72	  ppi	  is	  
acceptable	  only	  if	  the	  image	  can	  run	  ‘as	  is’	  with	  no	  cropping.	  Please	  touch	  base	  with	  the	  
AtO	  editor	  for	  images	  that	  are	  under	  300	  ppi	  to	  ensure	  that	  the	  image	  can	  be	  used	  
without	  cropping.	  

Images	  with	  text	  or	  numbering	  are	  rarely	  appropriate.	  Headlines	  are	  superimposed	  over	  
images	  when	  they	  lead	  the	  AtO	  homepage	  and	  when	  they	  are	  the	  first	  story	  on	  each	  
category	  page	  (e.g.,	  Academics	  &	  Research,	  Campus	  News,	  etc.).	  If	  the	  image	  has	  text	  in	  
it,	  the	  superimposed	  headline	  becomes	  garbled	  and	  hard	  to	  read.	  

Care	  should	  be	  taken	  to	  provide	  images	  that	  are	  as	  dynamic	  and	  visually	  interesting	  as	  
possible.	  That	  means	  making	  every	  effort	  to	  avoid	  portraits,	  head-‐and-‐shoulders	  mug	  
shots	  or	  images	  that	  are	  primarily	  one	  or	  more	  people	  looking	  into	  the	  camera.	  Images	  
should	  instead	  depict	  some	  action,	  such	  as	  a	  researcher	  working	  in	  a	  lab,	  teaching,	  
gathering	  data	  in	  the	  field	  or	  engaged	  in	  some	  activity	  relevant	  to	  the	  story.	  If	  needed,	  a	  
smaller	  portrait	  can	  be	  embedded	  in	  the	  text	  of	  the	  story	  to	  better	  feature	  the	  
researcher(s),	  but	  such	  images	  should	  rarely,	  if	  ever,	  be	  used	  as	  the	  main	  art.	  

Photo	  galleries	  also	  are	  welcome	  where	  multiple	  images	  of	  sufficient	  variety	  and	  
interest	  are	  available.	  Generally,	  galleries	  should	  not	  exceed	  10	  images	  in	  addition	  to	  
the	  main	  image	  (11	  total).	  Images	  in	  a	  gallery	  are	  displayed	  full	  frame	  and	  can	  be	  any	  
orientation.	  Individual	  image	  files	  must	  not	  exceed	  3	  MB	  in	  size,	  for	  galleries	  or	  lead	  
photos.	  	  

It	  is	  the	  responsibility	  of	  the	  story	  author	  to	  arrange	  or	  locate	  appropriate	  images	  for	  
stories	  submitted	  to	  AtO.	  The	  digital	  communications	  team	  within	  University	  
Communications	  is	  often	  overbooked	  and	  rarely	  is	  available	  to	  support	  image	  requests	  
for	  AtO	  stories.	  	  

Where	  appropriate,	  high-‐quality	  images	  from	  stock	  art	  services	  (‘clipart’)	  can	  be	  used	  to	  
illustrate	  AtO	  stories.	  University	  Communications	  has	  subscriptions	  to	  the	  Shutterstock	  
and	  iStock	  services.	  Those	  without	  access	  to	  those	  subscriptions	  can	  still	  view	  images	  on	  
the	  services’	  websites	  and	  can	  request	  a	  particular	  image	  for	  a	  story,	  at	  no	  cost	  to	  the	  
requestor.	  These	  images	  are	  held	  to	  the	  same	  standards	  as	  any	  other	  image.	  Images	  
that	  are	  obviously	  staged,	  are	  not	  clearly	  connected	  to	  the	  topic	  or	  that	  would	  be	  
misleading	  are	  not	  acceptable.	  The	  use	  of	  clipart	  should	  be	  limited	  and	  only	  used	  when	  
more	  appropriate	  alternatives	  have	  been	  exhausted.	  

Videos	  are	  welcome	  and	  encouraged.	  They	  should	  be	  no	  more	  than	  3	  minutes	  in	  length	  
and	  must	  include	  an	  appropriate	  thumbnail	  image	  as	  well	  as	  a	  standard	  still	  photo.	  The	  
still	  photo	  is	  what	  is	  seen	  on	  the	  AtO	  homepage.	  The	  video	  thumbnail	  takes	  over	  as	  the	  
lead	  image	  when	  a	  viewer	  clicks	  on	  the	  story	  and	  is	  taken	  to	  the	  story	  page.	  Videos	  also	  
appear	  in	  the	  ‘Video	  Highlights’	  section	  of	  the	  AtO	  homepage.	  All	  videos	  must	  be	  in	  
either	  youtube	  or	  vimeo	  formats.	  	  



The	  decision	  to	  hire	  an	  outside	  photographer	  or	  videographer,	  and	  any	  associated	  costs,	  
is	  the	  responsibility	  of	  the	  unit	  submitting	  the	  story	  to	  AtO.	  Copyright	  must	  be	  cleared	  
with	  all	  submitted	  photos	  and	  credit	  lines	  and	  captions	  must	  be	  provided.	  

Working	  with	  AtO	  and	  University	  Communications	  
University	  Communications	  reserves	  final	  editorial	  control	  over	  all	  material	  published	  on	  
its	  websites,	  email	  and	  other	  outlets.	  But	  we	  will	  work	  hard	  to	  ensure	  that	  our	  partners’	  
needs	  are	  met	  while	  also	  living	  up	  to	  our	  own	  standards.	  We	  will	  approach	  every	  
opportunity	  to	  work	  with	  other	  communicators	  with	  the	  belief	  that	  there	  is	  always	  a	  
way	  to	  get	  to	  “yes.”	  We	  welcome	  and	  encourage	  broad	  communication	  and	  will	  
approach	  all	  issues	  with	  open	  minds.	  

A	  common	  question	  with	  writers	  is	  whether	  a	  story	  should	  be	  reviewed	  by	  an	  editor	  
before	  or	  after	  it	  goes	  out	  to	  sources	  or	  supervisors	  for	  approval.	  The	  answer	  is	  not	  
always	  clear	  and	  may	  be	  different	  for	  different	  stories.	  Writers	  are	  free	  to	  choose	  
whichever	  approach	  works	  best	  for	  them.	  But,	  it	  is	  important	  to	  convey	  to	  those	  who	  
review	  your	  stories	  that	  all	  material	  will	  go	  through	  a	  final	  editing	  process	  after	  they	  
have	  approved	  it	  and	  that	  some	  changes	  are	  almost	  inevitable	  and	  may	  be	  substantial.	  
Even	  if	  a	  story	  has	  gone	  through	  an	  initial	  edit	  by	  University	  Communications,	  additional	  
changes	  may	  be	  made	  after	  it	  has	  been	  reviewed	  by	  sources	  and	  supervisors	  and	  prior	  
to	  publication.	  Reviewers	  should	  understand	  that	  those	  changes	  will	  not	  be	  sent	  back	  
for	  additional	  approval.	  	  

For	  schools	  and	  colleges	  posting	  stories	  to	  their	  named	  pages	  on	  AtO,	  it	  will	  largely	  be	  
their	  responsibility	  to	  choose	  content	  for	  their	  pages.	  Those	  communicators	  are	  both	  
the	  content	  experts	  and	  audience	  experts	  for	  their	  divisions.	  University	  Communications	  
will	  exercise	  only	  the	  broadest	  oversight	  to	  ensure	  that	  all	  content	  meets	  UO	  standards	  
for	  civility,	  inclusiveness,	  respect	  and	  propriety.	  However,	  because	  University	  
Communications	  is	  ultimately	  responsible	  for	  all	  content	  on	  its	  outlets,	  only	  University	  
Communications	  staff	  will	  be	  able	  to	  make	  content	  live	  on	  our	  websites.	  

Content	  from	  the	  school	  and	  college	  pages	  can	  be	  featured	  on	  the	  AtO	  homepage	  or	  its	  
category	  pages	  after	  consultation	  with	  University	  Communications.	  We	  will	  work	  closely	  
with	  communicators	  to	  determine	  which	  stories	  best	  tell	  the	  UO	  story	  and	  appeal	  to	  the	  
overall	  audience.	  We	  desire	  a	  highly	  collaborative	  approach	  and	  want	  such	  decisions	  to	  
be	  made	  with	  full	  consultation	  and	  buy-‐in	  from	  our	  partner	  communicators.	  We	  will	  
make	  every	  effort	  to	  find	  an	  appropriate	  placement	  for	  all	  content	  that	  advances	  the	  
university’s	  image	  and	  standing.	  

Submitter	  responsibilities	  
Campus	  communicators	  are	  responsible	  for	  writing	  and	  preparing	  for	  publication	  all	  
content	  they	  wish	  to	  appear	  in	  AtO	  or	  other	  University	  Communications	  outlets.	  For	  
schools	  and	  colleges	  with	  named	  pages	  on	  AtO,	  this	  will	  include	  using	  the	  AtO	  software	  
to	  load	  stories,	  write	  headlines	  and	  subheadlines,	  write	  photo	  captions	  (including	  alt	  



text),	  tag	  for	  syndication	  and	  edit	  photos.	  All	  pre-‐posting	  steps	  must	  be	  complete	  before	  
a	  story	  will	  receive	  final	  review	  and	  then	  be	  posted.	  

Other	  campus	  communicators	  should	  submit	  completed	  stories	  and	  include	  a	  suggested	  
headline	  and	  a	  subheadline.	  Headlines	  should	  be	  about	  50	  characters	  total,	  including	  
spaces;	  subheads	  should	  be	  about	  100	  characters.	  Headlines	  and	  subheads	  are	  space-‐
limited	  and	  subject	  to	  editing.	  

Schools	  and	  colleges	  are	  free	  to	  use	  syndication	  to	  post	  their	  AtO	  content	  (and	  other	  
AtO	  content)	  on	  their	  own	  webpages.	  They	  may	  use	  their	  AtO	  pages	  as	  the	  news	  pages	  
for	  their	  websites,	  have	  separate	  news	  websites	  or	  both.	  Immersive	  or	  project	  stories	  
that	  appear	  on	  school	  and	  college	  websites	  can	  appear	  on	  AtO	  as	  external	  articles	  that	  
take	  the	  reader	  directly	  to	  the	  school	  or	  college	  website	  (using	  the	  collaborative	  process	  
described	  above).	  

Communicators	  in	  the	  schools	  and	  colleges	  will	  be	  responsible	  for	  completing	  stories	  by	  
pre-‐agreed	  deadlines	  that	  allow	  sufficient	  time	  for	  final	  review	  and	  editing	  before	  being	  
posted.	  University	  Communications	  will	  work	  with	  the	  communicators	  to	  establish	  clear	  
procedures	  and	  deadlines	  and	  will	  coordinate	  schedules	  to	  allow	  stories	  to	  be	  featured	  
in	  email	  newsletters	  and	  other	  outlets	  that	  reach	  appropriate	  audiences.	  

Workflow	  guidelines	  
Communicators	  in	  the	  schools	  and	  colleges	  do	  not	  need	  to	  contact	  AtO	  editors	  in	  
advance	  when	  preparing	  routine	  or	  brief	  news	  items	  for	  their	  AtO	  pages.	  You	  may	  
complete	  the	  story	  and	  load	  it	  into	  the	  AtO	  system	  in	  unpublished	  mode	  before	  alerting	  
an	  editor	  that	  the	  story	  is	  ready.	  However,	  it	  is	  best	  to	  contact	  an	  editor	  as	  soon	  as	  
possible	  if	  a	  story	  will	  need	  quick	  attention	  and	  posting.	  Such	  notification	  can	  be	  made	  
by	  email	  to	  the	  AtO	  email	  account,	  around@uoregon.edu,	  with	  a	  copy	  to	  Greg	  Bolt	  
(gbolt@uoregon.edu)	  and	  at	  least	  one	  other	  editor,	  such	  as	  Jim	  Barlow	  
(jebarlow@uoregon.edu)	  or	  Tobin	  Klinger	  (tklinger@uoregon.edu).	  Copying	  multiple	  
addresses	  reduces	  the	  chance	  an	  email	  is	  missed	  because	  someone	  is	  not	  available.	  

Other	  campus	  communicators	  should	  use	  the	  above	  email	  addresses	  to	  submit	  
completed	  stories	  for	  publication.	  All	  story	  submissions	  must	  include	  an	  appropriate	  
photo	  (see	  above).	  

For	  more	  substantial	  stories	  and	  stories	  intended	  to	  be	  included	  on	  the	  AtO	  homepage	  
and/or	  an	  email	  newsletter,	  consultation	  with	  an	  AtO	  editor	  in	  the	  early	  stages	  of	  story	  
development	  is	  advised.	  AtO	  often	  handles	  a	  high	  volume	  of	  material	  during	  the	  
academic	  year,	  and	  preplanning	  is	  the	  best	  way	  to	  ensure	  a	  story	  can	  appear	  at	  the	  most	  
advantageous	  time.	  Stories	  submitted	  with	  little	  or	  no	  advance	  notice	  are	  less	  likely	  to	  
receive	  favorable	  placement	  or	  timing.	  

mailto:around@uoregon.edu
mailto:gbolt@uoregon.edu
mailto:jebarlow@uoregon.edu
mailto:tklinger@uoregon.edu
mailto:tklinger@uoregon.edu


Headlines	  should	  never	  exceed	  two	  lines	  in	  the	  ‘hero’	  format	  or	  three	  lines	  in	  the	  
category	  format	  (the	  story	  boxes	  under	  each	  category	  header	  on	  the	  homepage)	  when	  
viewed	  on	  a	  desktop	  computer.	  The	  chips	  fall	  where	  they	  may	  on	  tablet/phone	  formats.	  

Photo	  captions	  should	  not	  exceed	  two	  sentences.	  Alt	  text,	  which	  describes	  what	  is	  in	  an	  
image	  for	  the	  visually	  impaired,	  must	  be	  included.	  

For	  those	  unfamiliar	  with	  journalistic	  writing,	  the	  following	  resources	  may	  be	  of	  help:	  

Writing	  ledes	  (or	  leads)	  
The	  nut	  graf	  
The	  inverted	  pyramid	  
Pros	  and	  cons	  of	  the	  inverted	  pyramid	  
Beyond	  the	  inverted	  pyramid	  

http://www.columbia.edu/itc/journalism/isaacs/client_edit/Mencher.html
http://www.poynter.org/2003/the-nut-graf-part-i/11371/
http://www.thenewsmanual.net/Manuals Volume 1/volume1_03.htm
http://www.poynter.org/2003/writing-from-the-top-down-pros-and-cons-of-the-inverted-pyramid/12754/
http://www.thenewsmanual.net/Manuals Volume 2/volume2_25.htm
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