
  

 

It’s Your Community 

PR Toolkit 
 

Introduction 
 

This public relations toolkit is designed to help you promote your project and raise 

awareness of it and the award you have received. It’s important to keep your local 

newspapers and radio stations involved with any news you have, as they can be 

powerful allies. People reading or hearing about your project may be moved to 

donate funds or give their time to help out. This is an opportunity which shouldn’t be 

missed. 

 

The toolkit is a step-by-step guide, which takes you through the media process. It 

contains everything you need to know from speaking to journalists to writing press 

releases and inviting your local media to photocalls. 

 

If you do have any problems or questions, which aren’t answered in the toolkit, 

please call us on 

0800 902 0250. 

 



  
1. Dealing with the media 

 

This section aims to give you a quick overview on how to deal with members of the 

media and how they can prove to be invaluable in terms of the success of your 

project 

 

� Build relationships with your local journalists – get in touch with them and ask 

them to come in and have a look at what your project is doing for the 

community 

 

� Find out the names of the journalists at your local newspaper or radio station 

(there will only be a couple at each paper/radio) who work on local news 

stories.  You can find this out by calling your local newspaper office or radio 

station and increasingly their details are found on their websites 

 

� Deadlines – most weekly local papers have a deadline – the majority are on a 

Tuesday at lunchtime for publication on Friday (but do check, as these may 

differ) 

 

� If you’re holding a photo call (where you invite press along for a specific photo 

and interview opportunity), introduce your spokespeople to the media so they 

know who to go to for questions 

 

� Always think of a photo opportunity - think interesting, fun or lively pictures. 

You’ll be more likely of getting in the paper if you’ve a good picture to go with 

the story – have a look at the photo call section for more information 

 

What to do if you are asked difficult questions 

 

·  Before you talk to journalists it is sometimes best to have a think about what 

you want to say before hand. Do write yourself some notes or key points 

which you wish to get across before starting 

 

·  The media may try to get you to comment on wider community issues such as 

politics or another news story.  The best thing to do here is be honest or to 

say you don’t want to comment on these subjects 



  
 

·  You should always be aware of the key points you want to get across, rather 

than get drawn into a topic you don’t feel comfortable with 

 

·  If you are asked a question you don’t know the answer to just tell the 

journalist you’ll get back to them and provide them with an answer when you 

have all the facts.  NEVER FUDGE THE TRUTH! 

 

·  If a journalist starts to ask you questions, which make you suspect they may 

be writing a negative rather than a positive story, it’s best to say you’ll get 

back to them and give yourself time to prepare a statement. 

  

·  If a factually inaccurate article appears in the local media you can correct this 

by informing the journalist of the correct facts or, where appropriate, by writing 

a letter to the newspaper 

 

·  For further support for if you get in any difficult situations please call the It’s 

Your Community helpline on 0800 902 0252 or the O2 Press office 01753 

565656.   

 

2. Writing Press Releases 

 

Now you have made contact with the media and know who your contacts are, you 

should send them a press release to give them all the details of the award your 

project has received. 

 

What is a press release? 

 

� A press release is an article written for the media in a journalistic style to 

inform them of a service, product, launch or story that is NEWSWORTHY i.e. 

is interesting to people who will read that newspaper/magazine or listen to 

that radio/tv bulletin 

 

� It is written in a simple style, but the headline and first paragraph always 

contain the most important information to draw the reader’s attention and 

enable them to find out quickly what the story is about 



  
 

� You should issue a press release to local journalists to tell them about: events 

about to happen, community issues or a story affecting people within the local 

community 

 

� The five Ws – who, what, when, where and why – should be in the first 

paragraph. This means that the first paragraph should tell the reader who  is 

involved in your event or story, what  is happening, when it is happening, 

where  it is happening and why  it is happening.  This should be as clear and 

concise as possible 

 

� Press releases should be sent to the editor (the person who is in charge of 

what goes into the newspaper or radio programme) or reporters at local 

media outlets who investigate the stories 

 

� You can send press releases via email, fax or in the traditional post.  It’s 

important that you do this in advance of your event or activity.  We 

recommend at least two weeks so they can plan to allocate journalists to 

cover the event and save a space for it in their newspaper 

 

� After you’ve sent your press release to the media, give them a call to ensure 

they have your press release and to assess their interest 

 

� Local media includes: newspapers, magazines, radio, television, websites, 

and news agencies who sell their stories to newspapers and radio and tv 

stations 

 

� A sample layout of a combine photo call and press release is available for you 

to use, if you are not having a photo call, then just remove this section. Do 

also check some of our previous press releases to give you more ideas.  



  
3. Media Photo Calls 

 

A photo call is an opportunity for journalists from your local papers to come along all 

at once and get the photographs and interviews they want all in one go. It is 

essentially a call for photographers. 

 

Here are some tips to make your photo call successful: 

 

� Send out a photo call alert to your local press via email or fax. This can be 

combined with your press release. It should include information about the 

event or presentation; why it’s taking place, when it’s taking place, who will be 

attending and the exact time and location of the photo call 

   

� Be prepared.  Be clear about what you want to say before the photo call. 

What is the event and what is it going to mean, why is it so important and who 

is it going to affect?  Consider how your project is touching people in your 

community– is your project helping particular people, is there a personal story 

you can tell? Local media like to use case studies and like it to be about 

people, so if you have someone that your project has helped in particular and 

they are willing to talk to journalists, tell your local media about them 

 

� Consider carefully possible photo opportunities (see later info on 

photography) 

 

� Alternatively you could take your own photographs and send email versions 

to the local media by attaching them to your press release 

 

� An example layout of a photo call notice, combined with a press release is 

available for you to download  

 

4. Photography 

 

� Images really do tell a story and a good photograph or two can really help to 

get your story in your local newspaper 

 



  
� Images must always be good quality and high resolution, but if you are 

emailing them, ensure they are less than 2MB 

 

� Try to have an idea of possible photographs before event 

 

� Avoid going for the obvious and be imaginative. Actions shots, people us 

close and smiling faces, shots that tell a story e.g. paint brushes illustrate 

funds used to redecorate a building or a basket of veggies to represent a new 

allotment.  Think of something quirky if at all possible 

 

� Do ensure that you have names to all the faces in your pictures and 

permission from those people too. If they are young people, you need to get 

permission from their parent/guardian 

 

� Images should reflect what you are saying in your press release 

�

 
One star kayakist from Adventure Activities for All Abilities (4A’s) Kayak and Canoe Club 

 

5. Involving those who can influence your project  

 

It is important to include and inform key people within your communities about your 

project and about you winning an It’s Your Community Award.  Think about who else 

is involved and who can influence your organisation – people may include, local 

Members of Parliament (MPs, and MSPs), Assembly Members in Wales and 

Northern Ireland, local Councillors and other people who donate to your organisation.   

 



  
Local politicians and councillors are influential within the community and may be able 

to spread the word about your project. They can also put you in touch with contacts 

that may be useful to you, so it’s important to keep them informed about what is 

happening. 

 

Parliament and Assembly contacts can be found at the following websites: 

·  UK MPs at: www.parliament.uk 

·  Scottish MSPs at: www.scottish.parliament.uk  

·  Northern Irish MLAs at: www.niassembly.gov.uk 

·  Welsh AMs at: www.assemblywales.org 

 

Alternatively you can contact your local council office who will be able to provide 

details of your local councillor or Member of Parliament. 

 

We will send a letter to your local MP telling them that you have been awarded an O2 

It’s Your Community Award. But after the award presentation or once your project is 

under way, it’s a good idea to send an update letter to these people informing them 

of how the presentation went and how the money has been used. 

 

It is crucial to inform people who are involved with your project as: 

� It raises awareness of the local community 

� It informs people so they can become involved 

� It helps to generate pride within the community 

 

A typical letter which you can send out to people you think can influence your project 

is available from: 

 

http://www.itsyourcommunity.co.uk/Downloads/letterstoinfluencers.doc 

 

 

6. It’s Your Community Factsheet  

 

People like facts. So to help you when you are contacting people about your project 

below are a few things to know about It’s Your Community. 

 



  
This information includes some information and detail about the organisations 

involved in It’s Your Community, O2 and The Conservation Foundation, and why the 

programme was set up. Hopefully it will help you answer any questions that you may 

be asked.  

 

It’s Your Community Factsheet 

 

·  It’s Your Community is a national community based award scheme funded by 

O2 which enables young people to make a difference in their local community 

·  Since 2006 the It’s Your Community Awards have been encouraging people 

to ‘think global and act local’ - aimed at providing funding for projects 

designed to improve local communities throughout the UK 

·  In the summer of 2009 It’s Your Community awards are changing to focus on 

one key issue - helping connect young people in our communities 

 

·  Since launching the It’s Your Community there has been a growing demand 

from community projects with young people with over two thirds of projects 

supported to date impacting young people’s lives   

 

·  New criteria will be based around reconnecting young people into their 

communities and will go live on the website on the 1st June.  

 

·  It’s Your Community is assessed and judged by The Conservation 

Foundation, who independently administers the scheme on O2’s behalf. 

·  It’s Your Community exists to inspire all people to make a tangible and visible 

difference to the places we live.  From August 2009 Awards will be focusing 

to benefit young people and to build their community spirit. 

·  Over 1,400 awards have been given out to date (Ma 2009) to a wide range of 

community projects from across the UK including community centres, village 

halls and youth groups 

·  Over £1.2 Million has been awarded throughout the UK between August 2006 

and May 2009. 

·  O2 is a leading provider of mobile services to consumers and businesses in 

the UK. It is the leader in non-voice services, including text, media 

messaging, games, music and video, as well as always on data connections 

via GPRS, 3G and WLAN 



  
·  The Conservation Foundation was founded in 1982 by David Bellamy and 

David Shreeve to provide a means for people in public, private and not-for-

profit sectors to collaborate on environmental causes 

·  Case studies of projects that have benefited from It’s Your Community 

Awards, along with application forms and full Award details can all be found 

on www.itsyourcommunity.co.uk 

·  For more information, call the It’s Your Community phoneline on 0800 902 

0250.   

 

7. Feedback 

 

Now you have your award, you have written to the press, held your photo call and got 

coverage in your local media - we would love to hear how everything has gone. 

 

We want to keep track of all the fantastic work that has been going on as a result of 

the It’s Your Community awards and we’d really appreciate it if you could send us 

any press coverage you receive as a result of your PR activity and any photographs 

you’ve had taken. It also helps us to ensure that It’s Your community keeps going. 

 

To get back in touch with us send an email to hello@itsyourcommunity.co.uk and 

attach any pictures or news articles (please remember to send emails smaller than 

2MB) 

 

We also enjoy hearing how your project and group are going – this you can do by 

updating your project page on www.itsyourcommunity.co.uk.  


