
We have access to MyEmma, a mass
emailing service through our university.
Librarians were using it to communicate

with faculty about library initiatives.  

We realized we could use this software to
start an internal weekly newsletter.

THE TOOLS
The Weekly Bulletin
starts in a Word
document. Staff and
faculty can contribute
content throughout the
week for the next Bulletin. 

MyEmma is the email
service we use. Constant
Contact, Mail Chimp offer
similar services. 

We create graphics in
Canva to make the email
more visually engaging. 

connected to each other despite
having multiple departments and
desks 
invested in the library’s initiatives 
appreciated and seen by the
whole of the staff regardless of
department or location.

Staff Section 
To avoid SAs getting lost in the weeds, regular
staff content is kept at the bottom of the email. 

Quick Links 
The bottom of the email brings popular
internal use links to staff’s inbox every
Monday, this includes a link to the next
newsletter’s Word document so they can
easily add content. 

Special Shout-Outs  
There is an area in each template to allow
supervisors to shout out their student assistants
for great work performance or achievements in
other areas of campus (SGA, Athletics, Academic).

Birthday Recognition  
At the beginning of each semester, we send a
survey to SAs to gather important information like
emergency contact info and the option to provide
their birthday so they can be celebrated. It’s a
simple graphic and message that allows
coworkers to celebrate with one another  
  

The Everyone Section
In this section we outline all activities within the
library that coming week. This is everything from
instruction sessions, events, tabling initiatives.  This
is also a space to share important announcements
about service updates and answers to frequently
asked questions.

Department Contribution Section
Our librarians and staff contribute
announcements from their departments.
Librarians provide answers to trending
reference questions, collections can
announce a new data base service, marketing
can put out a call for volunteers. This allows
us to reduce the number of emails being sent,
and combines all updates in one easily
reference space. 

Going On Around Campus 
In this section we highlight campus wide
initiatives or events to encourage our staff to
be supportive campus partners.

FINAL PRODUCT
FEATURES:

The first section of the email is dedicated
to announcements for student assistants.
Since their schedules are ever changing
and very busy, we keep the vital content
they need visible at a glance.  

4.

THE
OPPURTUNITY

THE NEED
We want students to feel: 

 The weekly bulletin is an inclusive method of sharing timely
updates to student workers, celebrating student successes,
and providing ongoing training opportunities throughout the
school year. This poster will provide tips on how to solicit
content from all areas of the library as well as introduce
MyEmma as one platform for creating the bulletins. 

BUILDING STUDENT
EMPLOYEES’ SENSE OF
BELONGING AND
COMMUNITY WITH
WEEKLY BULLETINS

THE RESPONSE
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How do you know they’re reading the newsletter? We provide regular
quizzes/feedback opportunities to check student assistant engagement.
MyEmma also allows us to see what users have and have not opened the
email, what links were clicked, etc. 

THE TEMPLATE

1. 2.

3.

5.6.

“It helped me get a heads up on
the events happening that week.
It was also nice to hear about my
colleagues' achievements that
were listed there.”

When asked “How has the Weekly Bulletin been useful to you?”
our student assistants responded: 

“I like when it shouts out SAs
that do something noteworthy
and birthdays.”

“I enjoy reading it. It helped me
learn more about my peers.”

“To know when people’s birthdays
are and if the library/makerspace is
holding any craft nights.” 

We created a communal
folder of word document
templates that are broken
into the categories found in
the main newsletter. Anyone
on staff can edit this
document to add content to
the email. On Monday
morning one person takes all
the template content and
slots it into MyEmma to be
sent out. 


