Exposure for your Action at Home activity – the right way to engage with local media
How to use the press release template...

· Complete the details in the template provided
· Read the press release out loud to make sure there are no mistakes. Actually doing this out loud will uncover anything that doesn’t make sense
· Get the email address of the newsdesk at your local newspaper/radio station – look for their number online and call them to ask specifically for the newsdesk email address. Don’t use any generic email addresses you might find online, it’s likely to go to the wrong place and be missed if you do
· Think outside the box – if your Action at Home activity involves a local school, community organisation, church or other group let them know you are contacting the media. It’s important they know and you can ask about other media outlets you could target like community/school newsletters, uni radio stations or blogs, meaning more exposure for your story!
· Copy and paste the press release into the body of a new email
· Put the title of the press release as the email ‘subject’ and send the press release
· Pick up the phone! It’s always good to give the radio station or newspaper newsroom a call a day or two after sending the press release. Introducing your story in person is likely to capture the journalist’s attention. Explain that you sent them a press release and you’re checking if they’d like any more information from you or an interview. Be clear and make your point quickly but don’t be pushy. If they’re busy on a deadline or don’t think the story is for them then that’s ok. We don’t want to create bad relations with that newspaper/radio station – we might need them in the future and there’s likely to be a different journalist somewhere else that you can try
· Look out for the story in the newspaper. The ICS media team also monitor media coverage
· If a journalist from a local newspaper or radio station wants to interview you in more detail, or send a photographer they have the contact details of your agency media team on the press release to help arrange this
· If you are doing a radio interview or need any additional support, please call your agency media contact– who can help you with key tips for handling radio interviews
Send a picture!

· If you’re targeting a local newspaper, attach a clear, good quality picture of you. Remember though:
· You need to be the main subject (don’t make it too crowded)
· Make sure you’re looking at the camera (no actions shots)
· Relate it to your Action at Home activity or your overseas placement
· If anyone else appears in your photograph make sure you have their consent to send it to local media
· If you have an ICS t-shirt or anything with the ICS or agency logo - wear it or hold it!
· Make sure the image is no bigger than 2MB, the smaller the better (otherwise it will stop the newsdesk receiving the whole email)
Get creative, spread the word...

Don’t forget to share any blogs, pictures, videos, online media coverage with the ICS media team icsmedia@vso.org.uk – we can post it on our facebook/twitter pages.
