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About Campus News

News stories are:

• Shared throughout the SHU.edu website

• Included in weekly communications, such 
as Inside the Hall

• Written in inverted pyramid style – with 
the most important information at the top

• Focused on the who, what, when, where, 
why and how of  the news

• Promoted on Seton Hall's main social 
media platforms and in other community 
emails, as appropriate

News stories provide information about a timely happening, event or update 
to the Seton Hall community.



What Do I Need for a News Story?

1. Page title – main headline for the 
announcement page

2. Byline – author(s) of  the article

3. Article – written in inverted pyramid style 
and adhere to the University Style Guide*

4. Image(s) – at least one image; captions 
optional

5. Contact information – the point person 
to whom readers can contact for additional 
questions
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6. Short Headline – short title (35 characters or 
less) that acts as the heading link on news indexes 
and homepages

7. Teaser – short description (100 characters or less) 
which appears next to or below the short headline.

But perhaps most importantly…

8. Time – publication to SHU.edu takes about 3-5 
business days

All news stories must be published by 
Wednesday end-of-business-day in order to be 
considered for inclusion in the following 
Monday's Inside the Hall newsletter.

What Do I Need for a News Story? – continued
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How Do I Get My Story in Inside the Hall?

• A published news story or University Calendar event is 
required to have an event or initiative included in ITH.

• Stories must be published the Wednesday prior for 
consideration/inclusion in the following Monday's 
newsletter. Please plan appropriately.

• University Relations will review and select stories for any 
distribution and reserves the right to edit stories for 
clarity.

Inside the Hall (ITH) is Seton Hall 's weekly round-up of  news stories and 
upcoming events happenings at the University, distributed on Monday mornings.



How I Write a Story? Writing Tips
• As you write, ask yourself:

− Who is the audience? – know who you are writing to and think about what they 
need/want to know.

− What am I saying? – stories are just one vehicle for the Seton Hall narrative. They 
highlight the opportunities, accomplishments, etc. the community without directly saying 
“Seton Hall is great!”

− How am I telling the story? – news stories should be objective and credible. People tune 
out “promotional” speak – use third-party quotes to highlight details, descriptions, selling 
points of  the news.

• Write in inverted pyramid style, placing the most important information at the top. 
Readers may only read the first few paragraphs.

• Make sure each paragraph flows smoothly into the next and try to end each 
story (whenever possible) with a boilerplate*

*See Appendix for more information



How I Write a Story? (continued)
• Not sure where to begin with your story? Start with research! See if  a similar 

article on the topic has been written in the past or search SHU.edu for keywords.

• Include hyperlinks to program pages, college and school index pages, 
faculty profiles, past articles, etc. when relevant

• Follow the University Style Guide, a tool that provides guidelines and standards 
for communications that Seton Hall University generates.
• Arranged in alphabetical order, it documents rules of  grammar, style and consistency unique to 

Seton Hall and supersedes the AP Stylebook when there are differences between the two.

• While a story’s headline can be long, the teaser headline and description should 
be a brief  summary of  the story. It should answer the questions:
− Why should I, as the reader, be interested in this story?

− What information are you about to share with me that would grab my attention?

*See Appendix for more information

https://www.shu.edu/public-relations/upload/Style-Guide.pdf


Avoid These Common University Style Mistakes

• Reserve the abbreviation Dr. for those who hold medical degrees, 
not for people who hold a Ph.D., Ed.D., D.S.W., etc.
✓ Dr. Jonas Salk (not Dr. Jonas Salk, M.D.)

✓ Jose Lopez, Ph.D.

• For professional titles, capitalize the entire title when the title precedes 
the name. Do not capitalize the name of  the title when it follows the 
name.
✓ Vice President Matthew Borowick

✓ Professor Sulie Chang

✓ Joe Guasconi, senior director of  major gifts and gift planning

✓ President Emeritus Monsignor Robert Sheeran



Ready to Publish Your Story? Web Planners

• Visit our Web Planners page

• Select the News Story planner

• Login with your PirateNet
credentials

• Complete the planner fields, 
uploading related materials (Word 
document, images, etc.)

• Click submit – this will initiate a 
workflow with our web team. You will 
receive a confirmation email when the request is 
received and/or direct communications from a 
member of  the web team as your request is 
processed.

https://www.shu.edu/web/planners.cfm


Questions? We’re Here to Help!
Michael Hyland
Director of  Digital Communications & Marketing
michael.hyland@shu.edu

Mary 'Mimi' Fisher
Associate Director of  Web & Digital Communications
mary.fisher@shu.edu

Linda Karten
Senior Director of  Strategic Marketing
linda.karten@shu.edu
Account Manager – School of  Diplomacy and International 
Relations; College of  Education and Human Services; Office 
of  International Programs

Pamela Dungee
Associate Director of  Integrated Marketing
pamela.dungee@shu.edu
Account Manager – Stillman School of  Business; Buccino 
Leadership Program; Inside the Hall; Office of  the Provost

Lorraine Joyce 
Senior Account Manager
(973) 378-2674
lorraine.joyce@shu.edu
Account Manager – College of  Communication and the Arts, 
College of  Nursing, Undergraduate Admissions, Continuing 
Education and Professional Studies, Graduate Open House

Olivia Lason
Senior Account Manager
(973) 378-9814
olivia.lason@shu.edu
Account Manager  – College of  Arts and Sciences; 
Immaculate Conception Seminary School of  Theology



Appendix



Resources

• University Style Guide – https://www.shu.edu/public-
relations/upload/Style-Guide.pdf

• Campus News Index – https://www.shu.edu/news/index.cfm

− Looking for news story examples? Visit this page for article ideas, formatting or 
positioning. Or, use the search bar on the main Seton Hall website with 
keywords on the topic you are writing.

• Web Planners – https://www.shu.edu/web/planners.cfm



Definitions

• Boilerplate – a paragraph with general information about the 
school/college or center/institute that is the focus of  the story


