
the press release

To write an effective press release, you must capture the attention of your audience - specifically reporters
and editors.  With so many press releases being sent to the Media daily, you want to “hook them” in the
first paragraph with the most important information.

No matter the style of your press release, there should be one constant - the 5 Ws and H. This concept is
behind every reporter’s story, so you know they will be looking for this information.

• WHO? Who is involved? Who does it affect? This is the most important of all the Ws because
people (that includes reporters, too) are always more interested in people rather than things.

• WHAT?  What happened? What is going to happen? This is the reason reporters go out on a story.

• WHERE?  The closer to home something is, the more it grabs our attention. If you can, be specific
- if something is happening in your school’s media center, make sure you say that rather than just
providing the school address. This helps reporters get a better idea of the story.

• WHEN?  There is nothing more frustrating for a reporter than to receive a release on a unique
event and not have the date and time listed. Timeliness is important - the closer to “now” an
event is, the more it grabs us.

• WHY? Along with HOW, this is the heart of the story. Why is it happening and what does it all
mean?

• HOW? Along with WHY, this is the heart of the story. How is it being done? How did you arrive at
the point you are at now?
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HANDLING ROUTINE*
MEDIA REQUESTS

1 Media contacts school

2 Principal determines nature of contact (what the reporter wants)

3 If it is for routine* information, it is provided
3a) If it is NOT for routine information,
see Crisis Flow Chart for instructions

4 Principal notifies Community Relations Department & Area Office
about contact with media and what information was provided

5 Everyone is happy

*Routine information requests: enrollment numbers, hours, academic programs, extracurricular activities, student
activities, awards and honors, assemblies, performances, concerts, etc.


