Outside Organization Flyer Submission and
Distribution Guidelines

Calvert County Public Schools (CCPS) recognizes the value of sharing community
opportunities with students and families while protecting instructional time and
maintaining safe, orderly, and minimally disruptive school environments.

CCPS maintains a limited public forum for approved informational materials from outside
organizations. Permission to display, distribute, post, or electronically share a flyer does not
constitute CCPS sponsorship, endorsement, recommendation, supervision, or approval of
the organization, program, service, activity, or views presented.

Prior Approval Required

All informational materials from outside organizations must receive approval from the
Director of Communications before they may be distributed, displayed, posted, stacked,
included in a school or district publication, or shared through any CCPS communication
channel. Approval applies only to the specific version of the material submitted and to the
distribution method identified in the written approval.

Submission Process
Flyers must be submitted by email in PDF format to:
Marcy Gruver, Director of Communications, at GruverM@calvertnet.k12.md.us

Flyers should be submitted at least 10 business days before the requested posting or
distribution date.

Each submission email must include:
1. The name of the sponsoring organization;
The name, email address, and telephone number of a contact person;
The intended student age range or grade level;
The requested schools or geographic area;
The requested method of distribution;
The event or registration deadline;
Any participation cost; and
The final flyer in PDF format.
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All hyperlinks, registration pages, websites, and QR codes included on the flyer must be
active and available for review at the time of submission.

Submission of a flyer does not guarantee approval or distribution by the requested date.
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Required Disclaimer
The following Board-approved disclaimer must be included on every flyer:

NOTE: These events and activities are not sponsored by the Calvert County Board of
Education or Calvert County Public Schools. CCPS provides equal opportunities to outside
agencies to distribute materials that offer opportunities to students and/or their parents, but
that permission should not be considered a recommendation or endorsement by the school
district.

The disclaimer must be complete, clearly visible, and legible.
Flyers that do not include the required disclaimer will be returned for revision.

Eligible Materials
Materials may be considered when they provide a specific opportunity, program, activity,
service, or resource for CCPS students and/or their parents or guardians.
Examples may include:
e Educational or academic enrichment;
e Youth recreation, athletics, camps, or arts programs;
e Health, wellness, safety, or family-support resources;
e Civic, cultural, or community activities;
e College, career, or workforce opportunities; and
e Government or public-agency services.

Materials submitted by businesses or for-profit organizations may be considered when
they promote a specific student or family opportunity. General business advertising,
product promotion, coupons, sales solicitations, real estate advertising, and other materials
primarily intended to promote a business or brand will not be approved.

Content and Format Requirements
Flyers must:
e Clearly identify the sponsoring organization;
e Include accurate dates, times, locations, costs, registration information, and contact
information;
o Identify the intended audience or age range;
» Be appropriate for the intended student or family audience;
« Avoid language or design elements that imply CCPS sponsorship, endorsement,
partnership, recommendation, or supervision;
o Avoid unauthorized use of CCPS, Board of Education, or individual school names,
logos, letterhead, mascots, or branding;
o Include working and accurate links and QR codes;
o Be presented in a readable and professional format; and
e Comply with applicable laws, Board policies, and CCPS procedures.
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Flyers may not contain content that is unlawful, obscene, defamatory, materially
misleading, threatening, discriminatory, unsafe, age-inappropriate, substantially disruptive
to school operations, or inconsistent with Board policy or CCPS procedures.

Materials promoting products or activities prohibited on school property or supporting or
opposing political candidates, parties, or ballot measures will not be accepted.

Approval decisions will be based on consistently applied subject-matter and reasonable
time, place, and manner requirements. Materials will not be denied solely because of
disagreement with an organization'’s lawful viewpoint.

Links, Privacy, and Accessibility
CCPS may review all websites, hyperlinks, QR codes, registration forms, and other digital
content associated with a flyer.

Materials may be returned or denied when linked content:
o Does not match the organization or opportunity identified;
e Redirects users to unrelated or inappropriate content;
« Contains misleading information;
e Requires an unrelated purchase, subscription, account, or app;
o Requests unnecessary or sensitive student information;
o Implies CCPS sponsorship or endorsement; or
« Creates a reasonable privacy, safety, or cybersecurity concern.

Electronic flyers should use:
e readable fonts,
o sufficient contrast,
e selectable text when possible, and
e aformat that can be reasonably viewed on a mobile device.

Approval does not constitute verification of an organization’s licensing, insurance, staffing,
background-check practices, program quality, privacy protections, or legal compliance.

The sponsoring organization is responsible for providing plain-text, accessible, or
translated versions when translation is needed for the intended audience or requested by
CCPS.

Approval and Distribution

Approval applies only to the specific version of the flyer submitted. Any changes to the
flyer, including changes to dates, prices, links, QR codes, locations, sponsors, or program
information, require resubmission.
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Approved materials may be shared through one or more of the following:
e The CCPS website or newsletters;
e School websites or newsletters;
e Designated community bulletin boards; or
e Hard-copy distribution.

CCPS approval does not guarantee distribution by every school or through every requested
communication channel. Distribution may be limited based on timing, available space,
communication volume, operational demands, grade-level relevance, or other reasonable
considerations.

Hard-Copy Distribution
CCPS schools and offices will not print materials for outside organizations.

When hard-copy distribution is approved, the sponsoring organization is responsible for:
e Printing the required number of copies;
« Sorting or packaging materials as directed; and
e Delivering the materials to each approved school.

Materials may not be delivered to schools before written approval is received.

After receiving approval, organizations may contact Sabrina Wright at
WrightS@calvertnet.k12.md.us to request the number of copies needed for each school.

Note: CCPS does not approve hard-copy distribution of non-CCPS materials before the
second week of September because schools must prioritize required district and school
communications during the opening of the school year. Digital posting requests may still
be considered during this period.

Additional Conditions
CCPS may decline, delay, limit, remove, or discontinue posting or distribution when:
o A flyer does not meet these guidelines;
e Information is incomplete, inaccurate, outdated, or misleading;
e Alink or QR code is broken, redirected, or materially changed;
« The event has passed or registration has closed;
e The material was changed after approval;
o Distribution would create an unreasonable operational burden; or
e Space or communication capacity is limited.

When appropriate, the submitting organization may revise and resubmit the material for
reconsideration.
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Revisions, Removal, and Resubmission

Changes to the date, time, location, cost, sponsor, contact information, audience,
registration information, website, hyperlink, QR code, or program description require
resubmission and written approval.

CCPS may decline, delay, limit, remove, or discontinue posting or distribution when:

The material does not meet these guidelines;

Information is incomplete, inaccurate, outdated, or misleading;

A link or QR code is broken, redirected, or changed;

The event or registration deadline has passed;

The flyer was changed after approval;

Distribution would create an unreasonable operational burden; or
Communication space or capacity is limited.

When appropriate, an organization may revise and resubmit its materials for consideration.

Revised materials are not considered approved until new written approval is issued by the
Director of Communications.

Questions regarding flyer submission and approval should be directed to the CCPS Office
of Communications.
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