News Release components

Here’s a checklist of the standard features of all news releases.

1. The word “news release.”

2. Your organization’s name or contact name, address and phone. 

3. The date you wrote the release and/or release date (if different).

4. A headline.

5. A lead.

6. A body that develops the key elements in the lead, based on their importance.

7. Quotations attributed to authorities.

8. Length: two pages or less.

9. On standard 8½ by 11 inch paper.

10. A local angle.

11. A concluding description of your organization – its location, number of employees, who it serves, its mission.

12. A grammatically correct, proofed and spell checked release!
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News Release

Release Date

Contact name, phone

School name, address

Headline Centered in 12 point type

Lead paragraph in 12-point type. Put the most important information first. Break up long sentences and keep paragraphs short.

Eliminate clutter; avoid redundancy and extraneous facts. Weed out adjectives and adverbs; understatement goes a long way with the media. No one will believe your unique program is unique unless you show how it is unusual.

Don’t assume readers know your story backgrounds; answer all reasonable questions and don’t forget the Who, What, When, Where, Why and How of good reporting.

Blend each paragraph naturally into the next. There should be no interruption of the thought, no sharp jolt from one idea to the next. When a story is well written, one phrase cannot be deleted without injuring the whole.

Include information, quotes and photos about students. When using digital photos, select the highest resolution to assure good-quality photos.

Find out if your local media wants to receive press releases via mail, fax, or email.

Cutline (photo caption):

Include information about what is happening in the photo and word it differently than you did in the press release. Identify people from left; i.e. Dianne C. Litzenburger (from left), Gus Bishop, and his administrative staff wish all the teachers at Central Lake Public Schools a wonderful year.
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School News Tip Sheet

Your Name _______________________________________________________

(News tips must be signed)

Name of school/department ______________________________ Date _______

Who: ____________________________________________________________

________________________________________________________________

______________________________________________ Phone # ___________

What:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

When: (Dates) ____________________________________________________


(Times) ____________________________________________________

Where: __________________________________________________________

________________________________________________________________

Why: ____________________________________________________________

________________________________________________________________

Picture possibilities: ________________________________________________

Or picture(s) taken/attached with photo caption:__________________________

Additional comments: _______________________________________________

________________________________________________________________________________________________________________________________

Please send News Tips via school mail to your building principal. News Tips may be prepared as news release and sent to local media and/or prepared as articles for the district newsletter or for presentation to our School Board. Thank you for helping us get the good word out about our students schools, and staff!
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Focusing on Parents

Seven PR Keys to Success in Working With Parents

· Adopted from NSPRA School Public Relations; John H Wherry, author

Here are the basic keys to success in parent involvement:

TEACHERS

1. Maintain regular, clear communication with parents. There is simply no substitute for regular, clear communications with parents. No single communication technique can do everything you need it to do. Interpersonal (face-to-face) communication is best for creating and modifying attitudes, but it is poor for providing information. Mass media communication (print publications, radio, TV, the Internet) is best for providing information and reinforcing existing attitudes, but poor for creating or modifying attitudes. Thus, we need both.

2. One sheet of paper is best. If you need more room than that, communicate more frequently.

3. Write for parents at 4th to 6th grade reading level. Check the reading level on your computer. To do this in Microsoft Word: click on Tools, selection Options, then Spelling and Grammar, check box marked Show Readability Statistics. When you spell check a document, the readability index will appear.

4. Eliminate educational jargon. Don’t tell parents you are “developing instructional paradigms for heterogeneous student cohorts exhibiting multiple learning deficits.” Say you are “working to help students who learn in different ways.” Jargon doesn’t impress or inform anyone.
5. Know the 30-3-30 rule. Some 80% of the people will spend just 30 seconds reading what you send home; 19% will spend just 3 minutes; 1% will spend 30 minutes. Will your reading audience find the key points you are trying to make in the time they will spend reading it?
6. Use the Dollar Bill Test for printed materials. A dollar bill, placed in any direction on the page, should touch some graphic element such as a bullet, rule, picture, screen, boldface type, underline, different color, etc. If it doesn’t it’s too dull to catch and maintain the attention of most people.
7. Encourage two-way communication with parents. Have feedback forms ready to use at parent meetings. Ask for parents’ ideas at every conference. Include a questionnaire or feedback coupon on newsletters. Teamwork is a two-way street. 
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