
Content for Bobcat Bulletin and Social Media Posts: 

The main channels for the PTSA to share news relevant to the Clara Barton Elementary community 
are via a weekly newsletter, Bobcat Bulletin, and social media posts on the Clara Barton PTSA 
Facebook page here. Both the newsletter and the social media page are the best way for parents, 
teachers, staff and the Clara Barton community to voice news relevant exclusively to the CB 
community. 

- The Bobcat Bulletin: is a weekly newsletter, sent every Sunday, with updates on upcoming events, 
news related to the school, Lake Washington School District (LWSD) updates, Enrichment 
programs, updates from the school staff and more. 

- Clara Barton PTSA Facebook page: short updates and news are posted on a regular basis on the 
CB Facebook page. 

Interested in submitting content: 

• Newsletter content: send an email to communications@clarabartonptsa.org with the 
subject line "Newsletter Content Request" with the following details: 
Post Title 
Relevant and specific dates: specific dates, deadlines 
Your name and best email to contact 

• Social Media content: send an email to socialmedia@clarabartonptsa.org and 
communications@clarabartonptsa.org with the following details: 
Post Title 
Specifics on dates (registration dates, timelines, etc.) 
Your name and best email to contact 

Communication Guidelines: 
The communication guidelines define appropriateness standards for content in outbound 
communications (email and social media). Outbound Communication is an intrusive channel and can 
persist in recipients inboxes indefinitely. Therefore, we aim to hold outbound channels to the highest 
standard. 

Guidelines: 
- Content should be relevant to the Clara Barton Elementary community and Lake Washington 
School District. Advertisements will not be permitted in communications. 
- We will not share any content that could cause embarrassment if anyone in the community read it 
or if it could offend anyone. 
- Content is subject to being edited (shortened, reworded, etc.) 
- Newsletter submissions need to be sent at least the Wednesday prior to the Sunday bulletin; for 
social media posts, the recommended timeline is 5 days prior to the desired date. 
- When submitting content, please, be as specific as possible: 

• Provide your contact details in case that follow up is needed (full name and email) 

• Be specific: i.e. if interested in surfacing an upcoming event, include all details around the 
event goal, venue, date, time and duration of the event, logistics around the event 
(volunteers needed, page creation on the website, etc.), deadlines 

 
Questions and feedback: 
Please contact Ana Maria Feito at communications@clarabartonptsa.org 

 
Readerboard Updates: 

https://www.facebook.com/clarabartonptsa/


The school readerboard is updated on a regular basis to highlight upcoming key dates. To ensure 
appropriate planning to update and balance with all updates, the recommendation is that 
Readerboard Requests are submitted 10 days in advance of the key date. 

For readerboard change requests, contact readerboardupdates@clarabartonptsa.org with specifics 
around the update. 

 


