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How to Write a Press Release

Introduction

The intent of this exercise is to develop a press release. Press releases are developed for the mass media (television, radio, and newspapers) to provide information to the public about an issue, program, or activity. This activity is designed for your group to develop press releases that can be used as Public Service Announcements (PSAs) for radio or print in your community.

Press Releases or Public Service Announcements can include the following general information or ideas:
· Information on the local injury problem, with statistics, and photographs.

· A description of your group or coalition and what it’s doing or planning to do to address injuries and related deaths in your community.
· An explanation of projects or programs that are being developed or are ongoing to address injury prevention in your community.
· Local contact information (individuals or organizations).
· Quotes from respected community members (e.g., elders, Community Health Representatives, Council members).

Action Steps

The following action steps should be conducted to complete this activity:

1. Use the Press Release Worksheet as a guide for brainstorming, filling in the blanks. 

2. Record group answers on a flipchart, dry erase board, or overhead. 

3. Once a list of ideas is developed, go over the sections again to reach consensus.

4. Designate somebody to record the group’s ideas into a summary.

5. Ask for a volunteer to develop a draft press release.

6. Solicit feedback on the draft press release.

7. Identify a list of local press outlets (televisions stations, radio stations, newspapers).

8. Submit the final, edited press release to the selected television or radio stations or newspapers.

Please refer to the Sample Press Release on the last page for an example of how a press release should read and look.

Persons Responsible

The following people can be involved with completing the above action steps:

· Injury Prevention Program Coordinators

· IHS/Tribal Environmental Health Officers

· Local Public Health Workers

· Community Coalition members

· Public Safety Officials

· Concerned Citizens

Resources Considerations

The following resources may be needed to complete the above action steps:

· Meeting space

· Computer equipment

· Flipchart paper/dry erase board

· Paper and pens

Timeline Considerations

The amount of time needed to write a Press Release or PSA will vary, depending on the number of people involved with the activity.  It is safe to assume, that the amount of time it will take for a Resolution to be passed by a Tribal Council will vary greatly from Tribe to Tribe. Each Coordinator should take into consideration the local Tribal Government and plan accordingly to leave enough time as needed to get a resolution passed.

Press Release Worksheet

Use this worksheet, and the blank spaces provided below, to develop ideas that will eventually be included in a final Press Release.

The first paragraph is the most important paragraph in a press release. It should present your key message and should be written to catch and hold the attention of your audience. The paragraph should contain: who, what, where, when, how, and why. Write your key message below:

	

	

	

	

	

	

	

	


The next paragraph should include important details about your key message (the first paragraph).

	

	

	

	

	

	

	

	


The last paragraph should include miscellaneous information about your group’s message. 

	

	

	

	

	

	

	

	


Sample Press Release 

For Immediate Release




Contact: Jean Bighorn

Date: June 1, 1998

Phone: 789-4430

SPIRIT MOUNTAIN SAFE HOME SURVEYS TO BEGIN

THREE FORKS, NEW MEXICO. (Date) -- Would you and your family wake up in time to escape if your home was on fire? Your chances of surviving a house fire double if you have a working smoke detector. The Spirit Mountain Safe Home Coalition will be visiting all homes in Three Forks to conduct fire safety surveys. Surveys will begin on June 15, 1998 for approximately six weeks. Each survey will take about 30 minutes. During these visits, smoke detectors will be installed in homes that need them. Replacement batteries and an electrical outlet cover will also be provided as needed.


The Spirit Mountain Safe Home Coalition was created to address the high rate of fire and burn injuries and deaths occurring in homes in our community. Since 1978, our community has lost 18 members to house fires. Just last month, a house fire claimed the lives of five community members. The smoke detector in this home had been disconnected. If it had been working, these people would probably still be with us today. The Spirit Mountain Safe Home Coalition will attempt to visit all homes in Three Forks by July 31. If you wish a survey, but have not been contacted by a survey team member by this time, please call Jean Bighorn at 789-4930. 
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