

How to work with your local media

Top tips for supporters

Getting started
You may be wondering how to raise awareness of your fundraising event or activity. Well, there are lots of ways we can help you.

First of all, have a chat with your Addenbrooke’s Charitable Trust contac.t They’ll have plenty of helpful advice for you and may be able to help directly with publicity.

We’ve also produced a press release template that you can use to contact your local media. Here are our top tips to guide you on your way:


1. What are you talking about?
It might sound obvious but the first thing to think about is what you want your publicity to achieve.

Knowing this will help you decide what important points or key messages you want to get across. It will also help you decide when you want to generate publicity.

For example, if you’re holding a fundraising ball and want to sell tickets, your press release will need to include clear information on how much they cost and where people can buy them. You’ll probably need to start your publicity well ahead of the event to allow enough time to sell places.


2. Who are you talking to?
If you decide to contact your local press, Addenbrooke’s Charitable Trust may be able to provide details on your local media.

You can also find out by:
Buying the papers – often reporters’ names and contact numbers are published inside
[image: ]
Looking at the paper online. Most sites give contact numbers and details of the areas they cover.

Listening to your local radio stations to get an idea of the kinds of stories or information they carry. Most will have a website with details on the presenters and how to get in touch.


3. Is it local?
Again, this may sound obvious, but regional media cover a specific, geographic area and this means that they want stories from their ‘patch’. Does your story have a connection to their patch? If it does, make sure you flag it up early in your press release or telephone call. That way the reporter will know that your story could be relevant to them.


4. What’s the story?
Local newspaper and radio stations want to know about what’s happening in their area.
But they’re also very busy and get lots of information. So, to maximise the chances of getting coverage, think about your ‘news angle’. Is there anything about your event, or the people
taking part, that could capture a reader’s attention if they saw it in their local paper? Why is it relevant to them? Why would they want to read on? Try answering the question ‘So what?’ to help you get to the heart of the story!

Also, is there something unusual or quirky about your event or fundraising activity? Does it have a ‘st’ factor? Is it a first, a last, the biggest, the smallest, the oldest, the youngest etc And remember, people want to read about people! So, if you have an interesting, inspiring or
emotional reason for raising money for Addenbrooke’s and the Rosie, make sure you talk about it.

Important:
When being interviewed, please remember to talk about your fundraising and your motivations. Try not to be drawn into other topics especially where political, or where they are to do with NHS funding etc. 

If you get asked a question that you do not feel comfortable answering simply say: "I don't know, I'm just excited to be fundraising" or similar, and steer the conversation back to the reason you're on there. 

In addition, if at any point in the interview you feel uncomfortable, please feel free to end the conversation saying that you’d prefer not to answer that and contact your ACT fundraising contact or the communications team at communications@act4addenbrookes.org.uk.

5. Who, why, what, when, where and how?
Know your facts! Before you call the local reporter or write a press release, make sure you have all the key information at your fingertips.

6. Putting it into words
If you decide to write a press release, the best approach is to explain what you’re doing while keeping it clear, simple and concise.

Some Golden Rules for writing a press release are:

· Try to tell your story ‘in a nutshell’ in the first paragraph or introduction
· Answer all the important questions – Who, Why, What, When, Where and How

· Keep it short! Try to aim for 25 – 30 words per paragraph and don’t use more than two pages
· Write in the third person e.g. A Newcastle nursery nurse will be dying her long blond hair bright pink to raise money for Addenbrooke’s Hospital
· Include quotes from one or two people involved
· Get the details right! Include full names, ages, and areas people come from. Always check the spelling of any names
· Always include your contact number at the end so the reporter can call you if they want to.

7. What’s in a name?
It’s very important to say that the charity is Addenbrooke’s Charitable Trust even though you are raising money for Addenbrooke’s and the Rosie hospitals. The hospitals are not registered charities and they can only accept charitable donations through their dedicated charity - Addenbrooke’s Charitable Trust.


8. What are you raising money for?
And if a reporter asks you for some information on Addenbrooke’s Charitable Trust, you could send them the simple facts below, or include them at the end of your press release under ‘Notes to Editor’

About Addenbrooke’s Charitable Trust (ACT)
Registered charity number: 1170103

Our purpose is to raise funds to make Addenbrooke’s and The Rosie hospitals even better through improved patient care that allows more people to be diagnosed quicker and more accurately, to get the treatment they need in environments that support health, and to recover more quickly or get the support that they need over and above what would be possible through NHS funding alone. With the help of many generous supporters, we provide funds so that your local hospitals can offer the very best care day after day, year after year.

For further information about Addenbrooke’s Charitable Trust’s work or to find out how to support the charity, please call 01223 217757 or visit www.act4addenbrookes.org.uk.
Follow on Twitter and Facebook
9. Photo opportunity...
A good picture opportunity will really help your story. Look at the kind of photographs your local papers use so you get a flavour of the kinds of pictures they might want from you.

If you want to invite a photographer from your local paper to your photo call or event, you could include a ‘photo call notice’ in your press release. You need to include clear, specific information including Time and Date, Location (be specific and include the postcode if possible), what the picture will be (it helps if you can describe it) and contact (include a telephone number of someone who will be at the photo call).

If the photographer can’t attend, you can take pictures yourself and email them to the paper. Most good press pictures have the following in common:

· They tell the story without words
· They capture your attention
· They are animated
· They are well composed.

This means that they are generally ‘tight’ shots, where the people involved are all in the frame, all looking in the same direction, etc.

NB. Please do not invite the media to the hospitals. Please contact Addenbrooke’s Charitable Trust if this is something you are considering.


10. And finally... really useful practical points!
· Do your homework and find out the deadlines for your local newspaper. Local press usually like to have at least a week’s notice as they tend to keep a diary of events. This is particularly important if you want to ask a photographer to attend.
Nb: The Cambridge Independent is published on a Wednesday, so they will need copy by the Monday. The Cambridge News is published daily but it pays to give as much notice as possible.

· If you want to send a press release, use email. It’s a good idea to paste your press release into the body of the email because reporters sometimes have technical problems opening attachments.

· Write a simple headline for your press release and put it in the ‘subject’ box.
· Before you call your local newspaper or radio station, it’s a really good idea to plan what you want to say.

· If you want to send pictures, email them in ‘jpeg’ format. Try not to send more than two at a time and try to make each image no more than 1Mb as it can jam the reporter’s inbox.

· Always put your contact details on your press release, including a mobile number if you have one, so you can be contacted during the day.
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