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Introduction

Most local union editors learn through training conferences how to create effective newsletters,
which includes learning how to edit other peoples work. After my first few years as editor though, I
noticed that most of the editing I did was only on a few officer and committee reports or my own
articles. I hadn’t been receiving much from the general membership if anything at all. When I went
to my co-workers to find out why, there were a lot of similar answers

The most common reasons why members don’t participate in their union publications are be-
cause:

¢ they don’t like to write or aren’t confident in their writing skills;

¢ they don’t know what to put in the newsletter or how to submit it;

+ they aren’t aware that the newsletter is available for them to participate in—thinking its
only for officers and committee members;

¢ they feel that what they have to say wouldn’t make a difference anyway;,

¢ they are affaid their readers {co-workers and/or management) will scrutinize them;

¢ it takes too much effort.

For what ever reasons members avoid submitting articles, I found that as I talked with them, each
had a story, idea, or at least their “two cents worth” that could have been easily worked into the
paper. When you think about it, everybody has something to say, it's just a matter of how to do it.

Union members find out also, that after they submit something to their union newsletter or news-
paper, other union members appreciate it because they relate well with members from the shop floor,
not just the union activists and leaders. That’s what makes it a good union paper.

This booklet doesn’t have all the answers of “how-to,” but it was created with union members
and new editors in mind to help them be an active part of their newsletter or newspaper. F ollowing
the simple tips and guidelines will help make it easier to get your message out in a solid, useful
nanner.

The union newsletter is the voice of the whole membership, not just a few. It is one of the most
important means of communication we have throu ghout our local unions. The more people speak
out through their paper, the more it becomes a powerful and effective tool.

Chris A. Johnson
Baxter, lowa
2002

Editor, UAW Local 997 Region 4
Vice President, lowa State Labor Press Association (ISLPA)
Member of Local Union Press Association (LUPA) and
Intermational Labor Communications Association, AF L-CIO, CLC (ILCA)




“The union editor’s
job is the most im-
portant job in the
trade union
structure.”

— Eugene V. Debs
{Who has held every
union post, including
president and secre-

lary-treasurer.)

About Union
Editors

In most cases, your union editor works full time in the same
workplace as you or within your amalgamated local. (There are
some full time editors in larger locals.) And more than likely, he
or she volunteered for the editor job because they like the chal-
lenge of all this writing, editing, layout, design, and get-the-
message-out stuff. It's their niche as union activists using commu-
nication and education to make a difference. The editor's job
allows, or rather, demands creativity—which is the fun part—but
their job is twofold: 1) to get the union message out and 2) to do
it effectively.

If the editor of your local newsletter is full-time, they still are
not unfamiliar with the work and activities out on the shop floor,
They too, originally come from the same workplace and under-
stand members’ concerns. They don't just sit in an office some-
where like you see on TV, yelling at someone over the phone,
waiting to drop the hatchet on the next guy that brings a less than
perfect story. In fact, union editors beg for new, fresh stories and
ideas from members. The more variety of names, faces and
articles of members in the paper, the better! Yes, your article or
idea will be edited; everybody’s is. However, editors will work
with you to help you understand the editing process. {Or, at least
they should, time providing). It is important that all the voices of
our membership have an avenue in which they can speak out, and
the newsletter is ideal.

When submitting an idea or story, don’t worry about spelling,
grammar or punctuation. It helps, but those are the details of the
editor (or the editor’s computer). It’s more important to the editor
that your message gets out the way you intend it to.

If communication between the writer and editor is limited or
impossible and you see that vour article has been chopped here
and there, don't take it personal. It's the editor's job to make
corrections and arrange for space. It's their job to be sure your
article is at its best without changing your actual message. It
makes you, the writer look good. An editor should never take it
upon themselves to change your message, they should always
nottfy the writer if there are any questions.

And on that note, don't forget, editors are human too. Mistakes

are inevitable. . editors just publish them.
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"The most beautiful
things are those that
madness prompts
and reason writes."

—Andre Gide

"Writing is a struggle
against silence.”

—Carlos Fuentes

What Can | Put in
the Newsletter?

News Items
* Anything that effects working people and consumers in your
community that isn't covered by your local media.
* Any event that touches the lives of members as union members
and as employees of the company that is represented by your local
union.

Human Interest/People Stories

Stories about members’ achievements or problems are always
newsworthy. Some examples: a courageous act, winning a local
baseball trophy, a child earning a college scholarship, a member
suffers a house fire, political or economical effects on members and
their families. People like to read about people they know. They
want to be aware of tragedies or encouraged by successes.

Letters o the Editor

Letters to the editor give you the opportunity to express your
opinion on various issues, deliver thank-you's, ask questions, or be
critical. (See libel/slander and editorial policies.)

Current Events

Any event that affects your members, 1.e., meetings, recreational
activities, fund raising projects, etc. Reports are boring. Tell why it
was or was not worth attending that event.

Poetry

Poetry or creative commentaries make for interesting reading,
adding unique style and rhythm in the midst of the “newsy” rheto-
ric.

Graphics, Cartoons

Sometimes artwork can deliver your message more effectively
than words. Graphics and cartoons break up the page and demand
instant attention. They stir the readers emotions more quickly. They
also work well with written articles by giving the reader a hint of
what the article is about and encouraging the reader to read on.

Photography
A picture /8 worth more than 2 thousand words,




"It's the things |
might have said that
fester."

—Clemence Dane

"Truth exists, only
falsehood has to be
invented."

—-George Brague,
PensUes sur l'art

To Say Or Not To
Say...

Union Elections

Union publications may NOT be used to promote or oppose
the candidacy of any member running for local or international
office.

If a member is running for a union office or reelection, and has
not regularly contributed articles or columns in the past, the
editor should reject any new submissions by the candidates up to
six months prior to the elections. It's the editors duty to stay
neutral and not allow any changes in the paper that may show
favoritism or opposition of candidates during election time.

Libel and Slander

Defamation means to bring disgrace to someone's good name or
reputation. Libel and slander are two basic forms of action in defa-
mation. Libel is generally written; slander is generally spoken. To
avoid possible lawsuits for your publication, keep in mind;
* Always tell the truth.
* Check out all the facts and be sure not to print rumors.
* Do not exaggerate or hint at something that isn't true.
* Be sure to get details such as dates exactly right.
* Do not say things that may hurt someone's reputation, cause them
ridicule, orto be shunned.
* Do not call names, attack a person's personal life, or attack a
person’s character. If, for instance, someone has lied, do not call
him a liar, instead, tell about the lie and back it up with facts.
* Do not accuse someone of being incapable of doing the job at
which they eam a living.
* Do not make accusations in which people can be jailed for, such
as being a fraud, crook, thief, murderer, etc.
* Do not accuse someone of having a contagious disease.
* Never accuse or question the unchastity of a female.

When in doubt, your editor or International Union can help vou.




"If you steal from
one authorit's
plagiarism; if you
steal from many it's
research."

—~Wilson Mizner

Using Someone Else’s Work—Copyright Guidelines

Copyright gives an author the right to control the use and repro-
duction of their creative expressions that have been established in 4
tangible form (paper, film, computer disk, etc.). Creative expres-
sions eligible for protection include written, graphic, photographic,
musical works, and audiovisual

Facts and Ideas

Generally, a person may not reproduce copyrighted material how-
ever, ideas and facts are never protected by copyright-only the form
in which the author expressed them.

Fair Use

The "Fair Use" doctrine allows the use of copyright material
without the author's permission under limited circumstances de-
pending on the (1) the purpose of use; (2) the nature of the copy-
right material which is used; (3) how the use of the copyright work
effects the value and; (4) the amount of the portion used in relation
to the copyright work as a whole,

Some cases of fair use considered would be informational rather
than fiction, small portions versus large, published work rather than
unpublished, or something that does not reduce the value of the
copynght work.

Consult your editor or Internationa Union for more detailed in-
formation in fair use.

Get Permission

It is always best to obtain permission of the copyright holder,
Some copyright holders may ask you to state that you have reprinted
that particular article with permission. Some will require written
permission others may not.

Other Union Publications

In many cases with the union newsletter, editors tend to "hor-
row" items from each other's union publications and are willing to
share what is in their own for the sake of getting the union message
out. Buf, when using someone else's work, you should always give
credit to the source.

If you have an article or item from an outside source, then you
should get permission from them before vou use it




"Writing is a political

insrument...a way to

discribe and controi
circumstances .

—James Baldwin

Editerial Policies

Some union publications may have an editorial policy that states
the purpose and gives basic guidelines for the paper. Editorial poli-
cies may vary from paper to paper.

Here is an example of one:

Our Editorial Policy
To our readers: This paper is the voice of your local and interna-
tional union. This is our only vehicle for bringing you, ona regular
basis, the views and actions of the leaders you elected, so you can
evaluate them. Through the paper we explain union policies and
show how vour dues are spent.

The paper is also the voice of the members. We welcome articles
from UAW members and storjes about members.

While we welcome your contributions, we ask that they be con-
structive. All articles should contribute positively to the welfare of
this union and its members, as we will accept no attacks on any
union leader or member. We wil] accept a thoughtful discussion of
all related issues in the letters column, and reserve the right to reply
to those that seem to reflecta misunderstanding of the union and its
policies.

We look forward to hearing from you,




"Aword is a bud
attempting to
become a twig. How
can one not dream
while writing? It is
the pen that dreams.
The blank page
gives the right to
dream.”

-W. H. Auden

The Right Words

Never fear big long words.

Big long words mean litile things.
All big things have little namess,
Such as life and death, peace, and war
Or dawn, day, night, hope, love, home.
Learn to use little words in a big way.
Itis hard to do:

But they say what you mean.
When you don't know what you mean,
Use big words -

That often fools little people.

Little words are better,

Don't spend too much time on spelling, looking for just the right
word, or just the right fact. Write your idea or guess at the spelling
until you get it on paper, then go back and look it up and make
corrections. Many times good thoughts and ideas are lost foreverif
they aren't written down right away,

Try not to repeat the same word too many times in your article.
Try to change the word without changing the meaning, especially if
it appears twice in one sentence.

Avoid using jargon or lingo. Ifyou absolutely have to, translate
it. Every workplace has its own language but not everyone knows
it, especially new employes, family members or outsiders.

When using abbreviations Of acronyms, write the meaning out in
tull followed by the abbreviation or acronym in parenthesis the first
time you mention it in your article. For example, when writing about
the NLRB, write it out first as the National Labor Relations Board
(NLRB). After that, it can be referred to the NLRB.

Redundant words take up space. For example: revert back, pro-
ceed ahead, each and every, past memories, mix together, large-
sized, ete. The extra words i each phrase gives no extra meaning,




"Writing comes more
easily if you have
something to say."

~-Sholem Asch

“The ark was built by
amateurs, and the
Titantic by the
experis. Don't wait
for the experts."

~Murray Cohen

Tips for Easier
Writing

1) Keep it simple. Get to the point quickly and concisely. Tell it
like it is, Write your story as if vou were telling it to a fiiend.

2.) Think before you write. If' you are confused, your reader will be
too,

3.) Focuson just a few key points per article-roughly outline your
thoughts.

4.) Do the easy parts first. If you are struggling with the first para-
graph, skip it and start with the part you understand best. Jump
over the areas you get stuck on and do the easier parts first. This
helps you to get through those tougher areas.

5.) Avoid long, confusing, or run-on sentences. Break them into
two or three simpler sentences so the reader has time to take 3 breath
in between

6.) Short sentences make strong, vigorous sentences, Anything that

~ slows your reader is your enemy,

7.} Vary the length of your sentences so they don't sound the same.

8.) Use an active voice rather than a passive voice. Anactive voice
states: "Somebody done this or that " A passive voice states: "This
or that was done by somebody.” A passive sentence takes the actor
out ofthe action.
Example:  Active--.> Michael found the Jost puppy.
Passive---> The lost puppy was found by Michael.

9.) Make positive statements which state what is or should be done
rather than what is not or should not be done.
Example: He forgot. --Instead of-- He did not remember

11} Listen to your writing. How do the words sing in your head?
What Images do they create” Whas moods do they set?
g8




Basic Writing
Structure

When writing a good story, we usually start by introducing the
characters, building the plot, and picking up the pace until we
reach the big ending. This type of writing is called the Narrative
style. Similar to a regular pyramid shape.

“Plot Thickens

Big Ending!

"Our admiration of

fine writing will Narative Stvie
Narative Style

always be in

proportion to its real News stories are opposite. They start with the big news right at
difficulty and its the beginning, giving the mast important information first--who,
apparent ease.” what, where, when, why, how--then adding more background and
detail, followed by less important information. This type of

Charles Caleb writing is called the Inverted Pyramid style.

Colton

( Who-What-Where /

\ Background .

Inverted Pyramid

The two reasons for this writing style is: (1) most readers are
busy. They may only read the first few lines of a news story. The
Inverted Pyramid style ensures that they get the big news right
away, and (2) writers and editors are also busy. With all the
important information at the top of the story, it makes it easier to
cut paragraphs from the end withous taking anything vital away
from the story
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"What is written without
effort is in general read
without pleasure.”

~Samuel Johnson

"You have to work
problems out for
yourself on paper.
Put the stuff down
and read it-to see if
it works."

—Joyce Cary

Writing the Lead

The lead, which is the first sentence or two, is the most important
part ofthe story. Tt is here where you will catch your readers atten-
tion and pull him or her into the story. A good lead gives the gist of
the story right away in Just a few words.

The most important elements in 3 story are: who, what, where,
when, why, and how. The lead usually includes at least three of
these elements with the rest in the following paragraph.

Along with the most important elements, the lead should also
focus on what is most interesting or most unusual.

To help begin your lead, first ask yourself: "What must the read-
ers know? Which elements are essential to this story? What will
make this story important or interesting?"

Since headlines catch the eye of the reader, you can also put the
important elements that you have in your lead into your headline(s).

Think before you write. Don't bury your lead. A buried lead is
when a reader has to wade through Iess important information to
get to the heart of the story.

Once you have a solid lead, the rest of the story becomes easier
to write. Just keep adding sentences and paragraphs.
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"There's nothing to
writing. All you do is
sit down at the
typewriter and open
up avein.”

--\Wafter Smith

Other Writing
Styles

Information Bites

Information bites are basically short summaries on a topic that
you assume your reader already knows about (such as a common
health and safety issue, workplace policies, etc.). They are
written in the same inverted pyramid style with the most impor-
tant information first, yet without getting into all the how’s and
why's,

Essays
Essays give an opinion. You can argue an idea or philosophy,
present a concept or comment on pop culture. To simplify how to
write an essay:
1) Pick you topic,
2) Make a list of supporting points,
3) Arrange vour points in logical order,
4) Draw your conclusion.

Questions and Answers (Q&A)

Q&A articles are a list of questions and answers from an
interview. First tell the reader why the person interviewed is
significant. Update your audience on the accomplishments of the
subject and provide a historical portrait of that person. Paint a
picture of the setting in which the interview took place to give the
reader a feel for the environment, then list vour questions and
answers in order of importance. Note: If the interview is boring,
80 with a story form.

Stream of Conscienceness

A stream of conscienceness is something that sounds like the
conversation you have with your brain about a particular subject.
Just let it flow onto paper. Don't edit it until all your thoughts are
written down, then go back and arrange it to sound the way you
want. If there is information you need to look up and add to your
article, put it in during your editing process.

PR e e




"Two are better than

one; because they

have a good reward
for their labor"

~Ecclesiastes 4:9

"Blot out, correct,
insert, refine,
Enlarge, diminish,
interline,

Be mindful when
invention fails,
To scratch your
head, and bite your
nails."”

--Jonathan Swift

"Forexcellence, the
presence of others is
always required "

—~Hannah Arendt

Double Checking
Your Work

The first draft is never perfect.

Take a time-out. Put your article away for a while and 2o about
your usual business. Then, in a few hours or even a day or two,
when you pick it up again, read it as if you were reading it for the
first time. This helps you to see any errors or changes that need to
be made.

When proofreading for errors in spelling or grammar, it may help
to start with the last sentence, read it first and continue through the
article backwards. This makes it easier to recognize writing errors
and helps keep you from getting distracted with the content.

Listen to your writing. Does it sound natural? Find someone to
read your article who can give their honest opinion. (Your editor is
a good source here too.)

Questions to ask the second-opinion reader:

1.} Did you understand it all the way through?

2.) Can you tell what the main point i§7

3.) Were there any sentences you had to read more than once?
4.) Were there any questions left hanging?

5.) Did it sound natural?




"An invasion of armies
can be resisted, but
not and idea whose

time has come.”

~Victor Hugo

"The best way to have
a good idea is to have
lots of ideas.”

~Linus Pauling

Prompting Ideas-
Finding Facts

Take a look around and listen, there are stories everywhere.
When talking to co-workers, friends, neighbors, or anyone around
you, general conversation can spark ideas for a story. Jot down
your thoughts when an idea hits you.

Ifthere is conflict or success, there is a story,

Reading newspapers, magazine articles, brochures, virtually
anything can prompt a good idea for a story. For instance, if you
read something that you disagree with, what are your thoughts?
What part makes you angry, sad, grateful, etc.? How could you
tell that same story from a different angle? If it stirs emotions in
you, it will touch others as well.

When you are struggling for an idea, read or study the topic you
wish to write about, After you've finished reading, go lay down or
find a spot to rest, close your eyes and relax for 15 minutesto a
half'an hour. (Try not to fall asleep.) Once you begin to relax,
ideas and thoughts about your topic will rolf through your head--
sometimes faster than you can write them! Have your note pad
ready.

Ifyou have a topic idea and are not sure where to go with it,
talk to others to see what gets them excited about your topic.

Where are the facts?

Newspapers TV

Meetings Conferences
International Unions Computer Databases
Other Union Publications Community Groups
Web Sites Library

News Magazines Historical Societies
Museums Union Records
Government Agencies Universities

Books Brochures

Members
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