7. Letting the media know

Number seven in a series of nine campaigning factsheets Learning - Life

If you’re holding an event with local parliamentary candidates or just sending a
postcard to your MP, it’s a good idea to draft a short press release to send to
your local papers. If you haven’t written a press release before, here are eleven
commonly practised ‘good habits’ to help you on your way.

1.

9.

Put a date on it: Always start with the date of submission — and add the
words ‘For immediate release’ so news editors are aware that the story is for
use straight away.

. Give it a strong title: The job of the title or a headline is to capture the

attention of the journalist or editor receiving your press release. Make it short
and self-explanatory and try to capture the essence of your story in this one
sentence. It’s not your job to craft a brilliant headline — that’s the job of the
paper’s sub-editor — but an interesting headline will help.

. Keep it brief: The job of a press release is to give a flavour of your story to

news editors and their readers — not to draft an essay. A journalist will follow
up with you if your story looks like it has potential. Aim for one side (or two at
most) of A4 — and use double spacing.

. Start with the “five Ws’: A common rule of thumb is to ensure your first

paragraph covers the ‘who’, ‘what’, ‘why’, ‘where’ and ‘when’ of your story. This
means all the need-to-know elements are up front and helps the news editor.

. Include a quote: Quotes add a human dimension to stories as well as a sense

of opinion or authority. Anyone with something to say can be a spokesperson.
Quotes are often made up by the person drafting the release but once in print
you would never guess! Name your spokesperson and do get their permission.

. Keep it simple: If you like writing it can be tempting to go to town and be

really creative or use lots of long words - try to write simply and use short
sentences.

. Put an end to it: At the end of your release add ‘Ends’ — this indicates that

anything above this point is news copy.

. Notes to editors: What follows your press release is a note to editors

section. This is a chance to include any relevant context, background,
web links and statistics.

Contact details: Don’t forget to offer your name, email and telephone number
for journalists who want to obtain further information or follow up with you.

10. Check your timing: Don’t miss the deadline! When is your local newspaper

11:

If you don’t know who your local newspapers are we can tell you -
contact Maria Chica on email mchica@wea.org.uk or by phone

at

issued — weekly, fortnightly, a weekday or a weekend? Papers are compiled over
a few days and the copy deadline may be four days or two weeks prior to issue.

Email or post? Some editors say they prefer to receive news by email
and some by post. If you’re sending an email, its good practice to
paste your story into the main body of your message and not to
send it as an attachment.

0207 426 3486.
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Notes to editors: See overleaf

There are nine Speak up for Lifelong Learning factsheets:

1. Your campaign pack 4. Send a postcard! 7. Letting the media know
2. Why we’re campaigning 5. How to call a meeting 8. Making connections
3. Getting involved locally 6. Tips for running a meeting 9. Further Information

If you have a question...

You can contact us to ask about anything in this pack — or for more information:
Maria Chica, email: mchica@wea.org.uk or call: 020 7426 3486.
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