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I.  Overview 

 
Purpose 
 Digital signage is a high profile electronic tool to improve engagement and 

accessibility to the Faculty’s activities and services. The signage will feature 
announcements, news, student activities, seminars, conferences and 
programming.  Opportunities for broadcast videos are also available.  

 
Eligible Authors 
 Faculty and staff members of the FoA community can submit content for the 

digital signage monitors. Students require AUS approval for their content before it 
is submitted.  Submitted content should target the larger FoA community.  
Content that is directed only towards small groups may not be posted.  External 
advertising is not permitted. All content is subject to editorial review and limited to 
UBC-related issues and events.  Only approved content uploaded through the 
FoA online submission form will be considered.  If you would like to submit 
content, please refer to these guidelines.  
  
 

II.  General Guidelines 
 

Style 
 Digital signage slides should be attractive, appropriate, and brief with a maximum 

of 25 words.  (Prescribed templates are available at http://isit.arts.ubc.ca/digital-
signage/) 

 
Intended Use 
 Digital signage is intended to publicize content that is relevant to and supports 

the FoA.  It is not intended for classified announcements (e.g. items for sale, job 
postings, etc.).  The use of digital signage, like the use of any other University 
resource or activity, is subject to the normal requirements of legal and ethical 
behavior at UBC.  Content should be appropriate for viewing in a public place.     

 
Compliance 
 All users of digital signage must comply with all generally applicable UBC policies 

and all applicable contracts and licenses.  Examples include, but are not limited 
to, the laws of privacy, copyright, and trademark.  Content authors must 
familiarize themselves with these rules and will assume full responsibility 
for ensuring that the rights of the materials, imagery, and artwork used in 
their content have been cleared prior to posting.  Please ensure that the 
appropriate boxes are checked where indicated on the form or your signage 
request will not be accepted.   

 
 
III.   Permissions 
 

 It is the contributor/applicant’s responsibility to ensure that any image or footage 
used in the display design is: 
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a. Royalty-free, or 
b. Media royalty has been paid for, or 
c. Written permission has been obtained from the photographer or subjects to use 

the image or video 

d. In the case of imagery showing people, such as event photos, it is the applicant’s 
responsibility to ensure that s/he has written consent from person(s) or subject(s) 
whose photos may be publicized.  If the person or subject is under the age of 18, 
the applicant must obtain written consent from their guardian.  However, written 
consent is not necessary if the person’s face is unrecognizable (e.g., if the 
subject’s face is out of focus, when the subject’s face is not facing the camera, or 
when the subject is among a large crowd). 
 

IV. Content Creation 
 

 Static Content: Microsoft PowerPoint (PPT) templates have been created for the 
Faculty of Arts to offer distinctive visual elements to each group.  They offer the 
ability to build a slide with a colourful background, images, and textboxes.  Adobe 
programs such as Photoshop and Illustrator may also be utilized to create 
graphics.  Templates can be found at: http://isit.arts.ubc.ca/digital-signage/ 

 

 Animated Content: Animated content gives viewers a unique multimedia 
experience which attracts attention and viewership.  Videos must be University-
related and be of standard video format (see V. Content Specifications) 

 
Content Design: The following content design suggestions are provided to help the 
author/contributor create compelling content that appeals to the target audience. 

 

 Sorting out typefaces, sizes and formatting 
Whitney or Arial typefaces are the best choice for clear, readable text on-screen. 
All text should be in a large font size so that viewers can read the message at-a-
glance with attention given to information hierarchy (Title size, secondary title 
size, body text size – proportionate to each other).  A secondary font choice may 
be used to highlight a title or pull out section. Avoid writing in all caps – bolding 
and italicizing are more effective ways to draw attention as long as they are 
applied sparingly. 

 

 Does colour matter? 
The choice to use colour in the text should be limited to unique occasions.  It is 
the colour in surrounding elements/backgrounds that will enhance the overall 
message displayed.  If colour is required it should be complementary to the 
colour scheme in the template that has been chosen . 

 

 Use contrast to your advantage 
More contrast between foreground and background is a good thing. A minor 
change such as increasing the contrast by 10% can make the content easier to 
read and recognizable to a much larger audience.  Use judgment to decide what 
text colour would be appropriately matched with the background (lighter 
backgrounds require darker text, a dark background requires very light text).  
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V. Content Specifications 
  

Submission Formats: 

 Images: JPG, GIF, TIFF, PNG, BMP 

 Movies: WMV, AVI, MPG (MPEG-1 and MPEG-2) 

 If using images in PPT during design, please save down as a JPG and then 
upload that slide to the system 

 
Images: 

 If using an image in a design, its resolution must be at least 72dpi.  

 Note: the actual size of the image used is important. Small images will become 
pixilated when enlarged. Instead, begin with a large image and scale down as 
necessary. Files containing pixilated images will be returned. It is better to have 
no images at all than to have pixilated or otherwise distorted images. 

 Images will cycle every 10 seconds. 
 

Movies:    

 As with images, movies must be of good quality to ensure proper playback on the 
screens.  Movies must be 720p (1280x720 pixels) in NTSC or PAL. 

 Video segments can be a maximum of 30 seconds in length  

 Note: Videos not meeting specifications may be returned as they will not display 
well on the screens.  If video encoding services are required, contact Arts ISIT at 
arts.helpdesk@ubc.ca   

 
 
VI.  Content Submission Process 

 
Timelines 

 Content will be updated on a weekly basis or as required 

 Content required 2 weeks before scheduled event date 

 If the content does not meet the guidelines, it will be returned to the author with 
an explanation. 

 
Scheduling 

 Submitted content must include a start date and an expiry date. 

 Dated content will be displayed for a maximum of one week prior to the event 
and will be removed by midnight on expiry date.   

 Non-dated content and content that advertises a recurring event will be 
scheduled accordingly. 

 
Please send questions or comments by e-mail to arts.helpdesk@ubc.ca 
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