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AP 3711 Marketing and Branding 
 
Purpose  

The purpose of this policy is to ensure consistency, professionalism, and adherence to branding 

standards across all marketing materials and communications produced by Victor Valley College. 

Consistent branding helps in establishing and maintaining the college's identity, reputation, and 

credibility. 

 
Responsibility 

The Director of Marketing is responsible for the development and adherence to the College 
branding standards across all marketed materials and communications. Appeals to the decisions 
of the Director of Marketing may be made to the Superintendent/President. 
 
Scope 

This policy applies to all faculty, staff, students, and approved third-party entities who produce or 
distribute materials or content utilizing the College name, image, likeness, and symbols, including 
but not limited to print, digital, video, social media, and other multimedia platforms. 
 
Statement of Policy 

• Brand Standards 
o All communications, posters, flyers, brochures, posters, wall graphics, banners,  

displays, apparel, and other materials produced for use in any College capacity 
must apply with the brand standards. 

o Only authorized logos, images, and other brand assets provided by the College 
should be used in marketing materials. 

o Any use of the college's name, logo, or trademark must adhere to the guidelines 
established in the Branding Style Guide. 

• Use of VVC Name, Symbols & Branding 
o Use of the VVC name, image, likeness, and related symbols, must meet the 

brand standards and be approved as outlined below. This requirement  
applies to any internal or external use of these elements. 

o These uses must be approved by the Director of Marketing, or designee. 

• Commercial uses of VVC Name and Symbols 
o Any commercial use of the Victor Valley College name, symbols, or likeness by 

any person, group, or entity must be approved in advance by the Superintendent/  
President, Director of Marketing, or designee. 

o Commercial uses will be evaluated to consider the relationship of the use to the 
College’s mission, relationship between the College and the proposed user, 
nature of the proposed use, duration of use, College rights to terminate  
proposed use, and liability issues. 

o The College reserves the right to deny any commercial use proposal. 

• Sponsors or Affiliated Relationships 
o Sponsors or affiliated relationships shall mean third party persons or entities 

outside of the College that wish to state publicly a relationship with the College. 
o This shall also include any relationships seeking to be established with College 

Athletics or the VVC Foundation. 
o All partnerships and any related public statements, graphics, logos, materials, 
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whether print, digital, or other, must be approved in advance by the Director of 
Marketing, or designee. 

 
Design and Creation 

• The Director of Marketing has primary responsibility for the creation of print and digital 
marketing materials for use by all entities across the College. 

• Departments, programs, and other entities who desire marketing materials should request 
their creation by contacting the Director of Marketing. The creation of an expense or the 
purchase of materials without approved graphics is strictly prohibited and subject to 
disciplinary action.  

• Individuals who wish to create their own materials must use the College’s Style Guide. 
All designs require approval before use.  

• Student clubs, including the Associated Student Body (ASB)  
o These clubs may request the services of the Director of Marketing. 
o  All promotional materials created by these clubs should display the College’s 

full name consistent with the branding standards.  
 
Branding Approval Process 

• College Departments 
o College departments and programs must submit materials utilizing the College 

name and symbols for approval to the Director of Marketing. 
o Departments may not place any orders for materials, apparel, or other items 

covered by this policy without prior approval. 
o The Director of Marketing also serves in a consultative role to assist with the 

sourcing, design, and ordering of these materials. 

• Student Clubs 
o Student Clubs and ASB materials created for internal or external distribution 

should utilize College branding elements and must be submitted for approval to 
the Director of Marketing. 

• External Entities 
o External entities that wish to use the College name, symbol, or branding,  

including sponsors and affiliated relationships, should contact the Director of 
Marketing for approval. 

 
Print and Order Approvals 

• Any print order or an order of another product (including but not limited to apparel, 
posters, flyers, and banners) utilizing the College name, symbols, or brand must be 
reviewed and approved by the Director of Marketing prior to order. 

 

Video and Photography 

• Film (Video) and photography are often important tools at the College for Employees and 
their work. For these reasons, filming and photography are permitted at the College so 
long as it does not interfere with normal college operations, conflict with the College’s 
mission or pose a security or safety risk, and so long as the necessary approvals as set out 
herein have been obtained. 

• Any picture or video taken by a College employee, student, or affiliated contractor, where 
the College has artistic or creative control, and the intention is to use it for academic, 
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informational, promotional, or other college-related purposes, requires permission from 
the Director of Marketing. 

 

Enforcement 

• Failure to comply with this policy will result in the rejection of the materials and other 
disciplinary actions outlined in AP 3050 for employees and AP 5500 for students. 
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