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Part 2: Editorial Guidelines

RDM Weekly Bulletin

+ Items: max 3—4 sentences, informal but to-the-point

+ Events should lead with [Day, Date, Month, Time, Venue] in bold, no
paragraph space underneath

« Limit to 1 hyperlink, placed in the blue button

+ Button text to contain a deadline or single call to action, eg Apply by 12
May

+ RDM staff names: bold but not hyperlinked

Part 1 . StYIG & Tone GUidEIineS - Events or training sessions: listed in date order

+ Email addresses: not hyperlinked.

News Articles (Website)

« Formal tone, accessible language where possible

« Use full department name in the first instance, then RDM thereafter
+ Link to profile for internal names

+ Use title + surname on second mention

+ Add context for external individuals (affiliation, if not obvious).

RDM Blog

+ Professional and friendly tone

+ Non-corporate, personal perspectives, insight or advice
+ Written in first person, ideally by one author

+  Word count — approx. 300.

Press Release

« Formal, external-facing tone and accessible language

Use full department name throughout

Use Oxford brand voice; check with Public Affairs Directorate if needed
+  Will appear as a news item on the website.

Social Media

+ Tone: concise, confident, human. and use plain English

+ Tagrelevant people and accounts, eg partners, funders, co-leads

+ Align messages with published content (Bulletin, web news)

+ Use images where possible, always include alt text

+ Should focus on people news, no internal communications

+ Externally relevant news can be shared via a link back to the RDM news
webpages

+ Use emojis sparingly — no facial expression emaojis.

Printed materials

« Ensure brand compliance for logos, fonts, colour. RDM's branding guidelines
can be found on the RDM Communications webpages.



https://www.ox.ac.uk/public-affairs/style-guide
https://www.ox.ac.uk/public-affairs/style-guide
https://www.ox.ac.uk/public-affairs
https://www.rdm.ox.ac.uk/intranet/communications/branding

Part 3: Workflow

Content can be prioritised into three levels (top, mid and low tier), according to how
the content performs across all channels, and its strategic significance.

Mid Tier

This content makes up the bulk of the Bulletin issue.

Items should be RDM specific where possible and will be prioritised.
Content should have department-wide relevance in the most part.
Non-RDM specific items will have strategic significance.

Will come from a variety of places.

RDM-specific items may also have a news story / content on the RDM
website.

Research findings / news / funding awards and RDM people news will
also have social media posts.

People awards will be suitable for a news item if the award allows the
opportunity to highlight specific research.

Other awards, for example, lifetime achievement awards / general
recognition in a specific field, or a ‘membership’ award to a professional
body may not have a news item, but can be linked via the Bulletin to the
person’s RDM profile and consider for social media.

Mid tier content includes:

RDM research findings / publications

RDM Blog

RDM in the news

Early career / investigator awards

Funding awards (under £3m) and senior appointments
Other RDM people news

RDM Committee news

Funding opportunities

Career Development news and opportunities (includes PDR /CDR and
Reward and Recognition)

RDM Researcher Association news and events

RDM events

Interesting non-academic, fun/leisure events

Regular items scheduled on the annual content planner.
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Channel Triage Process

Ask: Who's the audience?

What's the value to RDM?

Is this time-sensitive?

Prioritise based on tier, deadline, and effort required within timescales.
Escalate unclear requests to Communications Team.

Contacts & Approvals

Email: communications@rdm.ox.ac.uk for all queries.
Visit https://www.rdm.ox.ac.uk/intranet/communications for more
information about using RDM channels.



https://www.rdm.ox.ac.uk/intranet/communications
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