How to write a press release
The press want newsworthy items which make a good story. Try to pitch your information with something that will give them a reason to attend. 

There should be a strong headline and a captivating opening paragraph which should include every important detail.  Try and get your name in this first paragraph.  

Keep it short and on-point.  REMEMBER we live in a 140 character world where less is more!

All subsequent paragraphs should be for supporting information.  Remember journalists cut from the bottom. Include quotes whenever possible.  Parents praising your setting is great copy.  You can write the quotes – just get the parent to agree to them.

WHO?  Is the event / info for, parents / children / local businesses.  WHO does it involve? Childcare staff,  Any special guests?  WHO is opening the event?

WHAT? Is the event about? Is it an event / new service / charity / open day.  WHAT will it mean for service users? What do local people have to do to take part?

WHEN? Is it?  Include the time’s and date 

WHERE? The venue, plus the exact address so people know where to go.

WHY? is the event being held, celebration (EYP attainment Good Ofsted report ) Is it part of a national initiative/scheme? 
Find out the newspaper’s deadlines and give plenty of notice - and follow up with reminder calls. Don’t worry if the press can’t make it - send in the details and some photos of the activities such as a close up of one child having their face painted or a presentation, (see what type of photos the local press currently use). They may use them if they have a space - you have nothing to lose!

Remember that it’s important to always get everyone’s permission, especially parents of any children that are in the photo or quoted in the article. Make sure your staff know what is happening and direct any press calls to a nominated person. In the notes to the editor give any names and contact numbers am/pm/evenings for the contact person. Give the location, background information, previous awards or good news and availability of any photographs or details of invites to events/photo opportunities.

Your press release should ideally be 1 A4 page (two at most) but the Editor’s notes gives you the opportunity to add more detailed information or give access to your website.
