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Events calendar

All events included in YFile’s Upcoming Events section are pulled directly from the University’s
central events calendar. Special requests can be made for events to be highlighted as featured
events on the York University homepage to encourage attendance; however, not all featured
event requests can be accommodated, as space is limited. To make a request, contact the
YFile team. Note: Depending on the number of submissions being received and the time of
year, it can take up to two (2) days for a submitted event listing to appear on the calendar.

Event coverage

YFile staff provide event coverage for high-profile, pan-University events such as major funding
announcements, building dedications or presidential events. Requests for coverage should be
made at least 10 days in advance to allow staff to plan
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Permissions: Externally sourced images may only be submitted to YFile with permission from
the photographer or the source of the image. Images should be free from personal details such
as family members, wedding or holiday backgrounds, or group settings where permission from
other individuals shown in the image has not been secured.

Sizes: Image size requirements for ads are outlined in the “Advertisements” section above;
any other image submitted to YFile must be a minimum of 500 by 500 pixels.

Students/minors: Images that include students will only be published with the understanding
that the person/unit submitting the photo has ensured proper permissions and media release
forms have been secured. These records should be maintained by the submitting party; YFile
does not maintain these records.

LCD screens

Select YFile stories and University events that are open to the community are highlighted in the
York News section of the campus-wide LCD screens. To request LCD screen coverage for your
upcoming event, it must first be submitted as an event listing to the York University central
events calendar (see “Events calendar” section above). After your event is posted to the
calendar, contact the YFile team with the link to your event listing and a suitable image (500 by
500 pixels). Note: Not all LCD screen requests can be accommodated, as space is limited to 15
news items on the network. Requests should be sent to yfile@yorku.ca with the subject line
“LDC request.”

Publication schedule

As of September 2021, the publication schedule for YFile is as follows:

September to June: YFile publishes three (3) times a week, on Monday, Wednesday and
Thursday.

July and August: YFile publishes two (2) times a week, on Monday and Thursday.
Special issues: Special issues run on select Fridays, and occasionally on other days.
Note: The publication schedule is subject to change and will be kept up to date on YFile’s
About YFile webpage.

Social media
For requests pertaining to social media, please contact the Communications & Public Affairs
Division’s digital marketing manager, Jason Miller.

Story content and common inquiries
This section answers frequently asked questions about writing style that YFile receives from
content creators across the University.

Bold font: Names of those affiliated with York University will appear in bold on first reference.

Capitalization: Capitalization rules outlined in the Writing Style Guide will be followed. Some
common capitalization rules include:
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e Job titles: A person’s job title is only capitalized if it precedes the person’s name
(exception: honorific titles such as Distinguished Research Professor).
o Note: The title “Dr.” is only used for certain health-care professionals, as
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To better serve all Faculties and departments, story requests should be discussed with the
Faculty or departmental communications managers before submitting to YFile.

YFile’s mission is to support York University’s goals and objectives by celebrating academic
and research excellence, student success, community engagement, teaching and learning. To
ensure York news is shared with the right audience, YFile works closely with C&PA’s Media
Relations team. Please remember to share your story ideas with Media Relations for news
about upcoming studies, grants, funding and major announcements. If your story is selected
for external amplification by Media Relations, YFile will respect any embargoes set by the
Media Relations team. For more on embargoes, visit the “Embargoes” section above.
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