
21st Century Community Learning Centers Communications Toolkit
NASA Partner Site


As a 21st CCLC site participating in the NASA/U.S. Department of Education (ED) science, technology, engineering and mathematics (STEM) initiative, your program plays a critical role in offering high-quality, engaging STEM activities to students in your community. While your primary focus is likely on planning and executing your program, we want to help you share your story with other educators, leaders and community members to elevate local awareness and demonstrate your program’s value to students. 

This toolkit includes a variety of materials to help you communicate about your program, the 21st CCLC initiative, ED’s collaboration with NASA and the importance of providing all students with opportunities for meaningful experiences involving the STEM subjects. Each item in the toolkit is designed to serve as a template that you can customize to meet your site’s unique needs. 

The template materials (described in greater detail below) include:
· General fact sheet.
· Frequently asked questions (FAQ), with answers.
· Sample press release.
· Sample newsletter content (two brief program overviews).
· Sample “news blast” content (two sets for various stages of the program, with two options for length) for use in weekly/monthly newsletters, website updates or other regularly distributed communications.
· Letter to the editor to share with local media outlets.
· Stakeholder engagement letter to share with local officials, education leaders and other key members of the education community.
· An event invite or “Save the Date” notification to drive local media/stakeholder attendance at a site-hosted event.
· Sample social media posts to support site presences on multiple platforms (e.g., Facebook and Twitter).

Materials and Messaging

Below is a brief description of each of the templates, along with recommendations for how to use them to communicate effectively about your 21st CCLC STEM program. All content was built on a set of strategic, foundational messages. Though some materials might seem similar in nature, they are designed to deliver clear, consistent, concise communications to a variety of audiences through different formats.
Fact Sheet and FAQ

The general fact sheet and FAQ materials provide succinct message points, facts and answers to common questions about the 21st CCLC STEM program, as well as what STEM is and why it’s important. The information also covers the NASA collaboration in more detail, with specific background on what students will learn and where the activities will take place. Near the bottom of both documents, there is a placeholder section that can be filled in with specifics about the 21st CCLC sites in your state and/or local program. Please feel free to add that information or remove the section entirely before using the materials. 

How to Use these Materials: The fact sheet and FAQ are most effective when posted online on program websites, used as printed handouts or shared with key audience members as a complement to other toolkit materials—for example, in response to a request from media for more detail as a result of press release distribution. 

Press Release

The sample press release is designed to inform local media and other stakeholders that area students are participating in a 21st CCLC STEM program with NASA. It contains placeholders for specific details about your site, participating students, and a quote from a school superintendent or other official about the value of the program. Please feel free to fill in that information as appropriate, or remove those placeholders prior to issuing the press release. 

How to Use these Materials: (Avoid using attachments, which increase the likelihood that your message will be caught in a spam filter) The plain-text press release can quickly and easily be copied and pasted into the body of an email, loaded into a web template or shared as a standalone document or PDF file. 

To share the press release with local media, simply locate the email address for the news desk, news editor or someone you know who writes about local education, and copy and paste the press release into the body of an email message. Alternatively, post the press release online or use it as a complementary background material to share with other items from the toolkit. 

Newsletter and News Blast Content

With word counts ranging from 50-300, the news blast and newsletter materials offer many options to insert pre-packaged content into existing templates and formats—ideally outlets such as weekly/monthly newsletters or website updates – with announcements about your program. Concise language offers quick facts about the program, tailored for release at the beginning and end of the partnership. Each sample contains placeholders throughout the text for specific details about your site. Please feel free to fill in that information as appropriate, or delete the placeholders.

How to Use these Materials: The 50 and 100-word news blast write-ups are ideally suited for email updates to distribution lists, website blurbs or inclusion in other news-focused outlets. The newsletter content is longer, making it more appropriate to submit to a program or community e-newsletter that reaches audiences interested in students’ activities—for example, local educators and parents. 

Letter to the Editor and Stakeholder Engagement Letter

Typically, a letter to the editor (LTE) is written for and submitted to the editor of a print or online media outlet about an issue of concern or interest to the outlet’s readers, with the hope that it will be published in its full, original form. The LTE included in this toolkit is developed with that same intention, aiming to raise awareness of both local student activities and the rapidly increasing need for greater equity in STEM education. 

By contrast, the stakeholder engagement letter is written from the perspective of a 21st CCLC site leader for an audience of educators, local officials, administrators and other key stakeholders within the community. The objective in sending the letter is to raise awareness of your work with these and other stakeholders to generate support for STEM education and programing. 

How to Use these Materials: Many media outlets will have a specific email address dedicated to LTE submissions, which can be easily located in the “Contact Us” section of their website. If that address is unavailable, however, submitting the letter directly to the publication’s editor will be sufficient. Simply copy and paste the text into the body of an email and update any placeholders with specifics about your program. 

The stakeholder engagement letter could be effectively distributed either as an email or as a printed letter sent via mail. Distribution should be targeted to key members of the education community within your state or local area – such as PTA members/leadership, local/state legislators, and STEM-focused business leaders – and should be appropriately customized for each audience member. 

Event Invite

[bookmark: _GoBack]Final student showcase events will be exciting and memorable components of the 21st CCLC STEM programs. The template event invite is designed in a “Save the Date” style for the planned statewide event, but can be adapted to promote a local student showcase as well. It includes placeholders for key logistical details and references to your state/local area, and is provided in both an email and printed-mail format. The content provided is intended to appeal to a broad audience and hook interest by drawing attention to students’ unique experiences.

How to Use this Material: If your students will participate in the showcase events, you can easily customize the attached invitation to suit your unique needs. Simply fill in placeholder information and drop into the body of an email message, or print and mail to your invitees. 

Social Media Sample Content
Social media offers a highly accessible and efficient platform to reach a variety of stakeholders with information about 21st CCLCs and collaboration with NASA. It’s also a way to provide essential messaging about the importance of STEM education and out-of-school programs as critical pathways to educational equity. The sample content in this toolkit is designed to appeal to a broad audience, with options for Facebook and Twitter, as well as suggestions for links and graphics that could also be included. 

How to Use these Materials: The sample posts provided can be used either as is or as templates for customized material to share through your school’s, program’s or other relevant Facebook and Twitter pages. Please feel free to update or remove placeholders for specific program information, or treat these posts as general guidelines to develop organic content. The bank includes recommended hashtags to connect your posts to key topics relating to STEM education and the 21st CCLC national program. When possible, consider incorporating the #21CenturySTEM hashtag into your content to link to broader conversations with and about other 21st CCLCs around the country. 

Follow ED’s channels at @ED.gov (Facebook), @usedgov (Twitter), and @usedgov (Instagram) to like and retweet STEM-focused content and help spread the message. 


