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HOW TO WRITE

 
A PRESS RELEASE
Inverted Pyramid Process for a Press Release


The 5 W’s and H of Communications

WHO – Describe who is the key focus of the news release.  Is a particular class or grade working on a project or event?  Who is the teacher?  Are parents assisting with the project or event?  Will the project or event be donated to a certain group or charity?

· WHAT—Describe the project or event.  Get quotes from the teacher and a student explaining the project or event.

· WHEN—When will the project be completed or the event take place?  If the project is to have something donated, when will it be donated?  How long has the class been working on the project?

· WHERE—Is the classroom, gym, cafeteria, or other school space the place where the students are working on the project or planning the event?  Where will the project be displayed or used once it is donated?   Where will the event take place?

· WHY—State the purpose of the project or event.  Where does it fit in with the curriculum?  Get a quote from a student to explain the purpose.

· HOW—Explain the procedures or processes for the implementation of the project or event.  Be concise in your description. 

General Media Relations Suggestions

· News is unique.  Reporters look for something different.  Find a good angle.  Remember there is a lot of competition for space in a newspaper and for a reporter’s time.

· Personalities sell.  Individuals attract media attention.  Try to highlight someone and make him or her special.

· Statistics are important.  Talk about scores, how they compared to last year or other schools.  How much of your budget goes toward technology?  Include charts and data if possible.

· Develop a relationship with a specific reporter.  Call him or her when something is happening at school.  Tell the reporter that you have a great story. 

· Return a reporter’s telephone call promptly.  Even if there is a negative story, return the telephone call.  Project yourself as a responsible, caring, top-notch educator who puts children first.

· Include media on your information distribution lists.  Whether you write newsletters, flyers, or brochures, send them to the media.

· Use a stylebook.  Buy and use a stylebook to make sure your news releases are well written and look nice.  Make sure they are short and to the point.  Use short sentences and short paragraphs.  Avoid fluff, propaganda, and being cute.

Getting Your Release Published

· Type the news release double-spaced on school stationery.
· Beneath the letterhead and above the news release copy, type the name, title, and telephone number of the contact person.  Also include the date you would like to see the release appear in the newspaper.

· Begin with a summary headline.  End first page with a complete paragraph, and type “more.”  Do not break paragraphs.  At the beginning of the second page, number the page and repeat the headline.  Make sure the information is accurate; there should be no misspellings.

· Mail, fax, or hand deliver to education editor or local editor or reporter.  (It is a good idea to personally introduce yourself to this individual and submit your first release in person.)  Pay attention to DEADLINES.

· Number your pages and put ### at the end of the entire release.

More Media Strategy Tips

· Send the press release 10 to 14 days in advance of the event or program.

· Make a follow-up telephone call three to five days after mailing.
· Make sure the press release will appear prior to, but not too far in advance of, the event or program.

· Invite the press to be present.

· Call editors the day before to remind them.  Tell them why it would be beneficial for them to attend.
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