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Symbo! of the United Teaching Profession

This symbol, adopted by the NEA Executive Commitlee in 1966, combines
the legacy of the past (* for nxudeie, the ancient Greek word for educa-
tion} with new direction for the future ( Y ). The spherica! triangle
serving as the background represents the mutually supportive programs of
local, state, and national education associations to advance education.

in one sentence, then, the design symbotizes the forward thrust of edu-
cation through a united teaching profession. Registration of this symbol
with the U.S. Patent Office as a ‘‘collective membership mark’ has been
compleled.

Attractive enamet and silver jewelry containing this symbol—pins, lape!
buttons, tie lacks, charms, and tie bars—may be purchased by those who
are members of iocal, state, and national associations. Decals for auto-
mobile and classroom windows and name tags for meetings are free. For
nformation and oraer bianks for these items, write to the membership
division of your state association or to the Division of Affitiates and Mem-
bership, NEA, 1201 16th St. N.W., Washington, D.C. 20036.
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Forgword

Teachers ar* news!

All over the country. in small communities and in urban
areas. the concerns, ac -omplishments. and actions of teachers and
education associations are being reported with increasing fre-
quency in newspapers, on radio, and on television.

Professional cducators, through cducation associations, are
rapidly becoming education spokesmen in communitics. Educa-
tion news. und the association with it, has moved from the back
pages of the newspaper to the front page. Teachers arc now
plaving an active role in determining the scope and type of edu-
cetional programs offered in communities.

Reporting, through the mass media, the proposed programs
and problems of teachers is a task some associations have
avoided. It's u job that hasn’t been done thoroughly because,
as one association officer put it. “I'm just a teacher.™ He, like
others, felt he lacked experience in the techniques of working
with newsmen to interpret concerns of teachers to the public.

Education associations not only have the right, but the re-
sponsibility. to direct public attention to the cducation accom-
plishments and needs of children and of teachers. For who
should be able to report and interpret education concerns and
problems better than teachers?

This booklet contains suggestions and techniques aimed at
one person—the person in charge of news media relations for
the association. (See booklet #43, Imternal PR. Appendix A,
of this “PR Bookshelf™ scries for the relationship of the news
media chairman to the PR committee and its chairman.)

G
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Get Oroanized, Then Acquainted

Only one person from the education association should con-
tact newsmen. Various officers and members contacting the same
reporter are bound to create some confusion. Newsmien appre-
ciate having just one person serve as the link between the media
and the uassociation.

This doesn't mean the news media chairman will be quoted
as official spokesman for the association. The official spokesman,
in print and on the air, should be the association president. That's
who members and the general public expect to be the spokesman.
It's the job of the news media relations chairman to make sure
press, radio, and TV hear from the association and its official
spokesman—the president.

If last year's association news media chairman didn't leave
a list of newsmen. one should be prepared.

The daily .. weekly newspapers that circulate in the school
district should be listed, as well as local radio and TV stations.
To this locul list should be added any large nearby daily papers
that cover the community and any radio and TV stations in
nearby cities that are listened to or watched by residents of the
school district.

‘The contact person at a weekly newspaper will probably be
the cditor himself. A daily newspaper has many cditors, so per-
haps a reporter has been assigned to the education beat.™ Other-
wise, the contact would be the city editor, or the state or
suburban editor of a metropolitan daily.

Direction of news in a radio or TV station rests with the
news director: but in the absence of that position, the program
director should be contacted. Most radio and TV stations will
have o news director. If he doesn't hondle education news, he
should be able to give the name of a reporter who does. At small
stations. the news may ke read by the same person who plays
records: thus, supplied cducation news may be most welcome due
to the lack of reporting staff.

A telephone cali will help discover wio should be con-
tacted at newspapers and stations. The editor or news dircctor
should be askes! when meetings would be most convenient for him.

6
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Before visits with newsmen. bricf fact sheet should be
prepared, This should be tvped and include the full name and
office address of the association. the news media chairman’s
full name. school address. and his school and home telephone
numbers.

The first visit should be bricf. Newsmen are usually more
pressed for time than most people. The Occidental Life Insurance
Company of Californiz. in its handbook for publicity chairmen,
suggests the following about visiting with newsmen:

They deserve vour respect. but not necessarily your awe;
they will appreciate your brevity, but not your curtness.
Because it is a profession where people on the outside often
seem to think they know better how to do the job than those
on the inside, newspaper people will appreciate your gaining
an understanding of how they work and of the standards
they must meet.

The news media chairman should inquire about deadlines,
how eopy should be prepared. and the correct name, title, com-
plete mailing address. and telephone number of the newsman,
who should be told about the association and. briefly. what it
does and stands for.

A get-acquainted visit with news personnel of large dailies
or broadeast outlets in nearby metropolitan arcas is most often
done by telephone. The initjal telephone cull should be followed
up with a brief typewritten fact sheet through the mail.

Ty To Think Like a Newsman

Editors and broadcast news dirccto- reccive hundreds of
publicity stories every week, many of the  .abeled NEVWYS. Most
of them end up in the wastebasket,

Reports of activities and events will get printed or included
in a news broadcast if the editor thinks that story will interest
others and if it is timely.

The news media chairman must ask himself: “If I were not
a member of the education association, would this story interest
me?” If this answer is a fast no, the item should be dropped.

7
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If the answer is yes, but the story doesn't get used, the timing of
release should be checked. Newsmen deal in roday, and some-
times settle for yesterday. Beyond that, except perhaps for small
weekly newspapers, untimely news reports do not get into print
or on the air. That's why news deadlines are important to know.
It is also unrealistic to rush into the newsroom five minutes before
4 NeWspaper is sCt to go to press or a newsman is to £0 on the
air and expect him to drop cverything to accommodate a news
report. He will do so only if it’s an urgent and important story.

Let’s assume the story to be written is rimely and interesting.
Trying to think like newsmen do is important in copy preparation.
Basically. they look for the answers to the questions—WHO,
WHAT, WHEN, WHERE. and WHY (and sometimes HOW).
The five (sometimes six) questions should be answered in the
first paragraph or two of the news release. This is referred to as
the lead, and whether the copy is intended for the eye or the ear,
most newspaper editors and broadcast newsmen start preparing
news copy by making sure the reader, listener, or viewer is told—

WHO said it or did it.
WHAT was said or done.
WHERE it took place.
WHEN it occurred.
WHY it happened.
HOW it happened.
For example—
WHO-—Tte Ourtown Education Association (OEA)

WHAT—Will present a list of eight items for negotiation
to the school board

WHEN—At a mecting with school board negotiators
Wednesday. April 30, 7:30 p.m.

WHERE—In the school office building, 7th and Pine Strects

WHY—To formally present the concerns of Qurtown teach-
ers in preparation for negotiating a new master agrecement

8
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HOW—By representatives of the OEA, the professional ne-
gotiating committee

Given these facts, a straight news story might look like this:

The Ourtown Education Association (OEA) will prcscni
a list of cight items for negotiation at the first meeting of
OEA and school board negotiating tecam members April 30.

The meeting will begin at 7:30 p.m. in the school district
office, 7th and Pine Streets.

It will be the first negotiating session between school dis-
trict representatives and the OEA, which represents the
teachers of Qurtown schools.

Representing the OEA are (names of PN committee
members).

The most important points of the story, the five W’s, arc
usually included in the first few sentences. The lead is intended
to get the reader's attenticn and draw him into the story. It
also helps the cditor of a newspaper determine what to put in
the headline that will accompany the story. Each succeeding
paragraph after the lead should be of declining importance. The
end of the story should contain the least important information.
Why? Because newsmen edit from the bottom up, to mect de-
mands of too little space or time. Vital information should never
be ai the end of a story, as is illustrated in the diagram below.

WHO WHAT WHEN
WHERE WHY HOwW
IMPORTANT /
DETAILS /
MISC.
INFO.
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Keep the Writing Simpie, Clear

Booklet #35 in this “PR Bookshelf™ scrics. Publishing a
Newsletter. offered some basic writing advice to cditors of asso-
ciation newsletters. The same advice applies to writing for the
mass media.

Copy should be composed of short words. short sentences.
and short paragraphs. A newspaper column ranges from 1347
to 2” and u five-minute radio newscast. cven without a commercial
announcement. cun accomimodate only 600 words of news, on
a number of different storics.

In other words. ¢onciseness is important. News copy should
bic double-spaced and preferably ons page. seldom more than two.

A story should not usc words that would not be used in
everyday conversation.  If technical or professional terms must
be used—such 1s negoriation—the sentences should be brief. In
some communitics. contrect talks will carry much more meaning
than negotiation.

Exact dates are needed: ~April 37 rather than “*next Thurs-
day™ or “tomorrow™: “March,” not “next month.” Every date
and day of the week must be checked on the calendar.

Assuming the reader knows a particular picce of informa-
tion. such us an address. can lead to confusion. It must be noted.
as well us the name of the meeting place.

Adjectives aren’t needed when writing a news story. If the
meeting was outstanding or a speaker dynamie, a factual descrip-
tion will indicate these qualitics. Editorial comments or opinions
should be omitted.

Figures in a news story should be consistent. As a general
rule. numbers are spelled out from one to nine: numerals are
used from 10 on. A number beginning a sentence is spelled out.
The Associated Press stylebook is a good refercnce and is avail-
able at most newspaper offices.

Consistency is also needed in terminology and style. TIs it
inservice or in-service, dropout or drop-out, preschool or pre-
school. connselor or counsellor? A decision based on observation,
cxamining the style of newspapers, and the editor’s opinion should
be followed regularly.

10
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Above all: honesty and accuracy. When handing a story to
an cditor or broadcast newsman, the association’s news media
chairman in cffcct becomes a part-time member of the reporting
staff. 1f newsmen find the copy accurate, it is likcly that it will be
published or broadcast. Misinformation or carcless mistakes will
appear in print or be heard by thousands of people. Newsmen
will quickly lose confidence and stop using association informi-
tion. The truth must be told—cven if it hurts. That is the way
to win the solid contidence of newsmen.

When a news story is finished, it should be read over. All
unnecessary adjectives and other words that frequently arc un-
necessary—the, an, a, etc.—should be deleted.

Tyne the News Release

News releases should always be typewritten on 82 x 11"
plain white paper (unless the association has news release letter-
head). Newsmen should not receive carbons or copies cranked
out on the purple ditto! The release should bc duplicated on a
mimeograph machine or a copying process of comparable quality,
such as Xerox.

A story should begin at least onc-third down from the top
of the first page, with all copy double-spaced. That leaves the
newspaper editor room to writc the headline. Some writers of
news releases suggest a headline; others omit it—there’s no uni-
form agrcement. Recent surveys show, however, that newsmen
appreciate an appropriate hcadline, based on the story, that gives
them a clue to the subject of the story.

Reference information should be typed, singie-spaced, in
the upper left corner of the first page. This includes the name
of the association and office address, nume and complete address
of the news media chairman, and the tclephonc number (both
night and day) where he can be reached should the newsman
have a question about the story. want more information, or nced
to clarify a point.

The release date is in the upper right corner of the first page.
IMMEDIATE RELEASE, if appropriate, and the date should
be indicated .

11
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News copy has wide margins on both sides and a page should
always end with 2 complete sentence and a complete paragraph—
never jump a sentence from onc page to the next. If there is a
second page, (MORE) is typed under the last paragraph at the
bottom of [hL first page. The end of the story is indicated by a
few # # # under the last paragraph.

Each paragraph is indented. Copy written in all capital
letters is too hard to read (except,insome instances. for broadcast
use). Hf newsnien have trouble reading the story, they may not
bother with it.

Persons named in the release should be completely identified. ,
The first time a person’s name is used, it is not Mr. Jones or Tom
Jones, but Thomas M. Jones, president of the OEA. Once a
person’s full name has been used, he can be referred to as “Mr.
Jones.™ Check for the correct spelling of all names. Newsmen
don’t have time to track down small, but important, details.

If the association can control the release time on some stories,
there should be a balance between utilizing morning and after-
noon news media. )

Sample association news releases appear as Appendices B,
C. and D in this booklet, to illustrate the style and appearance of
typical news releases. After a few have been completed, the “Fog
Index™ may be used to check readability. Robert Gunning.
author of The Technique of Clear Writing, has developed a
simple formula, which appears in Appendix E, to check the
readability of writing. For casy rcading, news copy should be
written at a sixth- to cighth-grade level.

Finding Feature News

Feature news differs from day-by-day reporting of hard news.
Features lean toward the entertainment element of a newspaper or
ncwscast, and arc usually based on some timely item of interest.
Features may be historical, human interest. biographical, travel.
how-to-do-it, or of a more scrious naturc, such as siudent con-
cerns or problems.

Pcople are curious about onc another. News stories that
rely on that interest are called human-interest features. As the

12



newspaper version puts it, “Get a child or a dog and you've got
the beginning of a good feature story.” Teachers deal daily with
nany  lively topies of interest to almost everyone—children.
Classrooms are filled with interesting, unusual, entertaining cvents
that often can make good feature stories for newsmen. The diffi-
cult task is finding o way to get teachers to be aware of interesting
classroom activities and to pass the accounts along to the asso-
clation’s news media chairman as ideas for feature stories.

The seeret to seeuring interesting classroom news features
i orgarizing a reporting system within the teaching stafl.  This
is a natural projeet for an association’s PR committee.

The news media chairman should establish a bear system.
The school district territory is divided into beats or rounds. A
teacher in cach school building keeps an eye open for news feat
tips from teachers. The teacher-reporters might be the same ones
utilized by the association editor to report news. It's best to
recruit teacher-reporters through personal contact with associa-
tion members, just as the teacher-reporters themselves will need

10 personal contact to get story ideas from fellow teachers.

To feed in news feature tips, teachers should not be expected
to write out the entire story. All that is needed is the tip, the
dea of o possible story, so that it can be relayed to o newsnan
o see if e thinks it has possibilities.

News media chairtien shouldn’t be afraid to suggest feature
ideas to newspaper editors or television news directors. The
greater the number of people the feature iden may interest, the
better the chanee it will attraet an editor’s interest. He may rule
it out, or conme up with a different angle than had been suggested.
But that’s his job. The news media chairman’s job, as the asso-.
ciation’s link with the news media, is to offer the idea: if the
editor or news director likes it. he'll send one of the regular
reporters to cover the story.

Editors know that readers are intercsted in children and in
those who teach children. Teachers need to be reminded that
the following types of stories are usuially of news value:

e Success stories of students and graduates

o Individual students who have overcome certain handicaps
to accomplish a projcct or attain success

14

O

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

e The youngster who has done well in a subject through un-
usual or exceptional effort

e Awards, honors (avoiding long lists of names), contests,
festivals

e Mecthods of instruction

e Any instructional project carricd out in an unusual or
different fashion

e Results of new techniques of instruction in comparison
with the old way (This is particularly good if a marked
response is found to the new method.)

e How a subject is taught; individual students’ reaction to it

e Professional activities of teachers. conference and con-
vention attendance, especially if the teacher participated in
a program or scrved as resource person (After the teach-
er's name, grade or subject, and school, always include
“a member of the Ourtown Education Association.™)

e Professional honors or awards given to teachers, such as
summer study grants or scholarships. advanced degrees,
ctc.

o Report of an interesting or unusual summer job or sum-
mer travel experience of a teacher.

These arc a few cxamples of the type of things that may
prove to be interesting human-imterest feature stories. The next
step after organizing a beat system of reporters is to send tcachers
a monthly reminder.

The advice of association newsletter editors is not to send
tcachers a note asking for items for possible storics. Most
teachers think that whai is happening to them is of no particular
interest to anyone. Few understand what's news.

How many feature tips would come in from the bait on the
following page? Very few, probably.

A better method is a news request form which lists possible
feature ideas and asks teachers to check the oncs that could
come from their building. When news tips are received, a follow-

14
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ATTENTION: ALL OEA MEMBERS

1 need to suggest some feature news ideas to my editor
at the daily newspaper. The deadline for good ideas
is February 2. Please send feature ideas to me through
the interschocel mail by that date.

Joc Blaze
News Media Chairman, OEA

up telephene call is needed to learn the details. 1f it s possibili-
ties, it goes on to a newsman for reaction. On the following page
is the sume list of feature ideas, included in a news request form.

What About Pictures?

Not only are pictures worth a thousand words, but if they're
good, newspapers and TV stations want them. Unlike news
copy. photography is un uarca of publicity where the association
may have to budget some money for cquipment or outside
services, Teachers with photogruphy as a hobby often make
excellent members of the news media chairman’s committee.

Weckly ncwspapers seldom have a staff photographer, but
weekly ceditors are usually glad to get and print photos if they
have some news vilue. The weekly editor should be consulted
for his policy. If he will take ussociation photos, the types and
sizes he prefers should be ascertained.

When in doubt, and when a good picture is important, a
professional pliotographer should be employed. It's money well
spent.

Daily newspapers and TV stations have definite policies on
photos. The cditor or news director can provide information
about neceds and requirements. Directions as to size and finish
of prints should be followed carefully. Most of the time, it’s wise
to call the newsman in advance to ask if he wants a picture of

15
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Fetlow Teacher:

Take ONE MINUTE to look over this checklist of
possible news feature ideas. Do you have a situa-
tion like any of these in your school?
Just check the onc that applics and return the form
to me in the interschool mail. Tl call you for
details.

Many thanks!

Joc Blaze
News Media Chairman, OEA
Mitt Elementary

e —_Success story of a student or grad

reee——.Accomplishment of an individual student who
overcame 2 handicap

e __Student who has done unusually well through
exceptional cffort

.Awards, honors, citations to 2 student or stu-
dents (no tong lists, please)

Interesting method of instruction

Instructional project heing carried out in un-
usuat or exceptional fashion

Resource person from the community making
i presentation to a class

—_Resu:, » 2 new instructional idea in com-
pariso.. -~ &1 the old way

.._Professional meeting attendance by a teacher,

program participation by a tcacher

Professional honors, awards, grants, schotar-

ships awarded a teacher

e Unusual part-time or summer job or travcl

experience of a teacher

REPORTER SCHOOL

1v.
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an event. He may want to send out his own photographer if the
story is espeeially newsworthy. '

If the association takes the photos, or sets up the shot for a
phatographer, action subjects should be chosen. The people in
the picture should not simply be looking at the eamera! Small-
group photos are best, with no more than three or four people in
a picture. The prineipals in any photo should be very close
together, almost crowded.  If the photographer has been sent
from the newspaper or TV station, the news media chairman
should ask him what he wants to take.

Photo subjects are identified left to righe. The cutline—a
picce of paper with full names. including middle initial, and titles
or offices typed on it—is pasted or taped to the back of the photo
before it is sent to the editor. Paper elips usually scratch the
finish of the photo. Writing on the back of a photo may also
cause difficulty.  Both methods damage the print finish and spoil
reproduction.

If the association is supplying pictures, glessy prints at icast
S x 7 are used. Standard size is 8 x 10”. The bigger the
photo. the better the detail of reproduction when the picture
is reduced to illustrate a one- or two-column newspaper story.

The TV news director. or program director, might like the
association to provide slides of association officers for the news-
room “morgue” file. Television news is a combination of copy
and photos and TV newsmen always try to illustrate news with
still or action pictures whenever possible.  The newsroom main-
tai s u file of photos of important people who may be or usually
are in the news. When they make news, the newsman on duty
pulls out a head-and-shoulders pictirc of the person, and uses
it during the oral desceription of what that individual said or did.

When association officers are cleeted. it should be standard
procedure to provide all TV stations in the arca with either black-
and-whitc or color 35mm slide shots of cach individual officer.
The news media chairman should ask the news director which
type he wants, shoot closeups, and deliver a set of slides, cach
clearly identified. to the news director with the story announcing
the clection of officers.

lr-
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Newspapers vs. Radio, TV

Compctition for air time on radio and TV is more intense
than for newspaper space. The broadeast day is measured in
minutes. While newspapers add pages to an cdivon if they have
the advertising to carry it. radio and television are limited by
the number of hours they are licensed to be on the air.

Yet the broadeast industry contributes quite a bit of air
time for public service announcements every year. Education
associations may be entitled to some of the time if the informa-
tion appeals to a large audience. The news media chairman
should check with the program director and news dircetor of local
stations to discover the type of programs, spot announccments,
and news items that might be of interest to listeners and viewers.

The message must be important, of widespread interest. and
presented in the best possible form. it's o good practice to listen
to stations to beeome acquainted with the kinds of announce-
ments used.

Few association PR chairmen or news media chairmen
utilize radio and TV news coverage. Many are print-oricnted
and forget about the important role and impact of radio and TV
news. Prime listening time on local radio is carly morning and
late afternoon, when people are getting ready for the day’s
activities and driving to work, or are on the way home.

Broadcasters can't give the details which a newspaper will,
but they like to report summitry news events—and particularly
local news happenings.

When writing for both print and broadcast media. it is im-
portant to remember that copy for radio and TV news must
contain the same essential facts as that prepared for the news-
paper. but that there are some differences worth noting.

Radio copy is more informal, repetitious. and general. The
basic five W’s lead required for print media may say too much
at one time for the listener o grasp. Radio newsmen will rewrite
a newspaper-styie lead paragraph to cover those five W’s more
gradually. Repetition is more cvident, as the listencr cannot
recapture what was said.  Names, then, are repeated.  Minor
details are omitted from broadeast news—there just isn’t enough
time.

13
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For radio and TV, paragraphs of copy are shorter and more
numerous.  Euach page of copy ends with a complcte paragraph.
Copy should be TRIPLE-SPACED. Proper nouns, especially
people’s names, that are difficult to pronounce should be clarificd
for the news announcer:

The new president is Alexander Lyszak (LIE-ZACK).

The average newscaster reads about 150 words per minute.
The average news item in a five-minute radio newscast is 20 sec-
onds, Copy should be judged accerdingly. When time docesn't
permit rewriting for broadeast, the same release that goes to the
newspaper may be sent, but this means that the broadecast ncws-
men will have to rewrite it. If they lack time, it may not get
on the air.
For example. here’s o release for a newspaper (it would be
double-spaced. of course):

Richard A. Wentworth, a mathematics teacher at North
High School. was clected president of the Mytown Educa-
tion Association (MEA) for the 1969-70 school year.

Mr. Wentworth's clection was announced Tuesday cve-
ning. April 30, at the MEA's annual spring banquet, held
at the high school, 14th and Spring Streets.

Wentworth has been a member of the teaching staff of
the high school for six years,

He scrved as vice-president of the local association last
vear, and has also been &t member of the MEA's professional
negotiating committee,

He will scrve as president of the 660-member teachers
association for a two-vear period.

Wentworth succeods Roscoe Thomas, Wyandotte Junior
High School social siudics teacher, who served as MEA
president for the past two years.

:“:

1k
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And rewritten for radio and TV (wriple-spaced):

Mathematics teacher Richard Wentworth is the new presi-
dent of the Mytown Education Association.

Wentworth was cleeted last evening, April 30, at the
cducation association's annual spring banquet, held at North
High Scirool, 14th and Spring Streets.

He succeeds Roscoe Thomas, who served for the past
two yeurs,

# # =

The association may wish also to present a program or
series of programs for the public discussing teachers, the schools,
or matters of particular association interest. The news media
chairman should discuss this idca, proposed format, and content
fully, but briefly, with the stations program dircctor. He may
agree that @ proposed series is much more cffective than pro-
grams broadcast iti a spasmodic, hit-or-miss manner.

No radio or TV program should be attempted without long
preparation and cooperative planning with station personnel.
Programs that are all talk are usually at the bottom of the list
for listener or viewer interest. Worst of all is a speech. Some-
what better is an interview, and still betier is a panel discussion
if the topic is timely and of wide inreresi.

Television adds one cequirement to talk shows which
teachers should be cexpert in providing—visual aids. Maps,
books. pictures, charts. diagrams, and writing on a chalkboard
can increase viewer inicrest in an interview or panel discussion.

Association members or ofticers who will be on the program
will need to understand basic directions provided by station per-
sonnel. The association “talent™ on the program must learn how
to handle copy, how 1o speak into a microphone, and how to
avoid unnccessary noise while on the air. Station personnel will
offer advice.

The National Association of Broadcasters (NAB) has pre-
pared a handy free guide, 7f You Want Air Time. This hand-
book is available from the program director of a station holding
NAB membership or from the Association, 1771 N St., N.W.,
Washington, D.C. 20036. It contains basic tips on preparing
material for radio and television programming.

20
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Both radio and television stations arc glad to receive public
service spot announcement copy. Program directors arc always
glad to discuss ideas for spot announcements promoting educa-
tion, the teaching profession, and the services provided by pro-
fessional cducators, The state association may have TV film
clips or radio tapes for the local association to provide to broad-
cast media.

If the association plans public scrvice announcements, here
are some basic guidelines to keep in mind. Radio spot announce-
menrs run 10 seconds (25 words), 30 scconds (75 words), or
60 sccords (150 words). Standard television announcements are
10 seerizds (about 12 words), 20 seconds (35 words), and 60
sccads (120 words). To visually itlustrate TV announcements:
onc slide or photograph for each 10-sccond spot, iwo for a
20-second spot, and so on. Slides are preferable in most cases
to photographs. atthough photographs can be used.

One other valuable and convenient tool preferred by radio
newsmen is the taped insert for a news show. They will often be
glad to tape-record the association president’s statement for
insertion in a news show as an actuality. It provides variety in
a straight taltk report of a4 newscaster and gives more visibility
to the association tcaders. Taped comments, of course, arc bricf,
usually no more than 30 scconds. Tapes can be made directly
from the telephone, at the station, or the association can supply
them, using a good quatity. portable tape recorder.

News efforts should not be confined to newspapers. The
impact of radio and television is great. Radio and TV stations
eever have cnough staft to cover the news in the way in which
they would tike. So the news media chairman must feed them
regular news of the association and the profession.

And the association must not forget to take time out to
pass on appreciation to broadcast personnel for help and assist-
ance. NAB suggests this point to keep in mind:

If a station gives you free time to advertise your cause, don’t
surprise the owner by having him open his newspaper to find
that you bought a half-page. If you do, the next surprise
may be your own when you seek free broadcast time.
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Rudio and TV stations have spot anrouncement time for
sale. Purchasing time may be a good idea when the message
desired cannot be broadcust to the community in the form of
a public service unnouncement.

When To Gall 2 News Conlerence

One of the most effective means of informing the public
about an event or opinion is to hold a news conference. (Note
the word news . . “radio and TV newsmen object to attending
a press conference!) This method of issuing a public statement
can be an cxcellent way to get the association’s story publicized.
Also. it’s a good way to get the association's side of a controversy
explained. In addition, the news conference is an excellent
vehicle for breaking u news story simultancously to competing
media.

But onc thing to keep in mind: The subject must be news-
worthy!

Frederick E. Leuschner. director of public relations for the
Pennsylvania State Education Association, offers these tips for
what should be announced at a news conference:

e Controversial matters are worthy of a news conference
because they provide a forum for discussion rather than a
on:-sided statement with little room for interpretation.

e Euxvlanations of dramatic, concerted action by teachers,
stch as mass meetings, negotiation sessions. “vigils,” etc.,
arc many times most clearly made at news conferences.

e Special events (celebrations, teaching tocls, new instruc-
tion techniques, cete.) may warrant a news conference to
feature action, unusual photographic possibilities, or TV
film coverage.

But a news conference should not be called to—
e Announce new personnel

e Announce a forthcoming meeting

. 22
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e Make a one-sided statement
s Announce the results of an clection.

The news conference site is important, for the background
should blend with the kind of news being announced. If it's an
cducation story, as most of the associations will be, a school
sctting might be appropriate.  Whatever site is selected, it must
be handy for newsmen, with convenient parking and telephones
available.

Timing is important. Consideration must be given to the
deadlines of morning and afternoon papers, TV newscasts, and
radio news programs. If possible, timing of news conferences
should reflect media needs. Afternoon papers need copy before
noon, while morning newspapers prefer conferences concluded
before 6 p.m. Alternate timing of news conferences helps main-
tain a balance.

Every news outlet in the association's coverage urca should
be invited to a news conference. The invitation should be in
writing if it can be planned in advance (three days to a week),
and there should be a telephone reminder as follow-up. If time
is pressing, a telegram can be used: it's impressive, true, but this
requires important news. A telephone invitation to a news con-
ference is not advised unless there are urgent or late-breaking
news developments. Don't promise newsmen anything the asso-
ciation's chief spokesman can’t deliver. However the invitation
is issued, the subject of the conference must be indicated, but
not fully enough to spoil the impact of the story.

The host for the conference should be an association execu-
tive or official. who serves as spokesman. Experts should be on
hand to answer in-depth questions and participate in exclusive
interviews, Limit specialists to three: a large group is unwieldy
and will diminish credibility.

All of the experts should observe the three R’s of a news
conference: rested. rehearsed, and ready. The job of the news
media relations chairman is to prepare them in advance by firing
every question at them which newsmen are likely to ask.

Invitations should be sent under the name of the news media
chairman of the association, and he should be at the door to greet
newsmen when they arrive. The chairman should open the con-
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ference with a brief statement covering the subject, introduce
the host and other experts, and hand out any background material
and a copy of the opening statement. Attendance records should
be kept with a simple sign-in sheet at the door.

News kits containing information about the subject are
helpful.  These can include background information on the
topic, hosts, and facts about the association. These aid in correct
spelling and accuracy in identification of spokesmen.  Nothing
belongs in the news kit that isn't essential to the topic under
discussion, or the association sponsoring the conference.

The prepared statement should be brief. Newsmen should
not artive for a conference where they plan to fire questions and
be handed a complete release with all of the information included.
Their reaction will be: “Next time, just mail the release to me.”

Not all newsmen arrive at the same time. Early arrivals can
scan the prepared statement and have time to formulate ques-
tions. Prepared statements help TV newsmen decide the camera
shots they need to get.

News conferences do not mix with partics. Newsmen enjoy
a party, but they do not attend this meeting to relax. They come
to work, get a story. and return to the newsroom to write copy.
Coffec, perhaps. and a0 sweet roll might be appropriate. Enter-
tainnient can wait for another occasion.

Treal Newsmen Honestly, Fairly

Tiie news media relations chairman for the association will
get to know newsmen on a personal basis. And he’ll soon learn
what others have learned—good news relationships are simply
good personal relationships.

Most newsmen are honest, hard-working citizens of the
community who also care and are concerned about children and
teachers. Fair and honest treatment s cssential, without playing
favorites.

Sometimes members or officers of the association get upset
over a particular headline or misquoted remark. They'll want to
call the newsman and demand it be changed.

24
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Instead, in most instances try an approach similar to the
onc the officers of the Bay City (Mich.) Education Association
(BCEA) used in the fall of 1969. They distributed the following
letter to all Bay City teachers on the same day teachers voted to
withhold services to dcmonstrate concern over the problems
facing education.

The president of BCEA wrotc this for the members:

By and large, Bay City teachers have been fairly treated
by the news media in our city throughout our negotiations.

Reporting has been objective and thorough.

Regular contact has been maintained with The Times
and with radio and television newsmen. So far, sincc our
ncgotiations began in April, we have sent a total of 23 news
releases to the media. All of these releases have been
utilized.

But when teachers are forced to take drastic action, such
as we have, to dramatize to the community the deteriorating
teaching conditions of our schools, public opinion will not
always be favorable.

Newspapers and the clectronic media will pay a great deal
of attention to this controversy. Teachers in Bay City arc
page one news,

When that happens, both sides will get their story re-
ported. That's all your BCEA lcaders ask of the ncws
media. The only way to get every single word we wish
publicized is to purchase space through advertising, or for
radio and TV commercial broadcast announcements.

Newspaper reporters do not write the headlines for the
stories they submit to city editors. And, sometimes, a “bad”
headline may provoke us. (It may cven provoke the
reporter who had nothing to do with that headline anyway!)

Every single word we utter may not be broadcast or
printed exactly as we had hoped. But honest ncwsmen will
at least not change facts. And that’s fair enough, to us, and
to the general public.

Editorials may not be supportive. That is the right of
the man who owns the printing press. If our position is
right, and we feel it is, our performance, coupled with a

25
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strong BCEA-news media relationship we have developed,
should produce fair and objective treatment on the edi-
torial page.

We cannot ask for cdited letters to the editor. The press
has the right to print just what people write. But we can
urge parents who agree with us to write their views and sub-
mit these to the voice-of-the-people columns.

Ads will be purchased by your BCEA to get our full
story before the public.

A tape recorded message will provide telephonic answers
to all citizens who call. We may have to purchase broadcast
spot announcements on radio. We may have to print our
own newsletter to this community to provide them with our
full story.

We cannot rely on, nor really expect, a newspaper to do
this job for us.

All'we can ask for is what we have been getting—fair and
objcctive thoroughness of coverage of BCEA news. If errors
in fact should occur in these news reports, we will quickly
call these to the attention of editors. But we cannot dictate
the exact language of news storics nor seek to censor view-
points cxpressed by the school board.

Our “good press” is really based upon our performance
and behavior . . . as teachers and as a professional associa-
tion.

If we continue to ““perform” as we have, a good press will
continue to be a natural by-product.

Do
F";.
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Anpendix A

Basic Suggestiozs for News Media Chairmen
Preparing Releases

SOME DO's:

1.

8]

10.

11

12.
13.

Type the story on one side of the paper only; use standard
8%” x 11" paper.
Double-space. (Broadcast copy, triple-space.)
Leave the top third of the first page blank, except for the
source information.
Source information should be at a top comer of the first
page and should include:
a. The full name and address °f the organization, the
writer's name and title
b. A telephone number and home address if necessary
where writer may be reached.
End each page with a complete paragraph. Never jump
a sentencc from one page to another.

Make it short. If a second page is necessary, always indi-
cate (MORE) at the bottom of the first page.

Use any of the following marks to indicate the end of the
story:

#E# -30- XXXX
Leave generous margins around all sides of the page.

Consider deadlines of the daily and weekly papers. Be sure
they get the story as far in advance as possible.

Send the news to the reporter or editor who will handle
the story.

When making 2 personnel change announcement, lead off
with the name of the person involved—not the name of the
person making the announcement.

Completely identify every person mentioned in the story.
Skip the adjectives! Give the facts.

23
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14.
15.
16.

Use short words, short sentences, short paragraphs.
Know the subject. Get the story right the first time.

Make absolutely certain every name is spelled correctly.

SOME DON'T's:

10.
11.

13.
14.

15.
16.
17.

Don’t use all caps throughout the story.
Don't underline phrases in the story.

Don't send carbon copies, especially fuzzy copies on onion
skin paper.

Don’t send “dirty” copy that has been cluttered with editing
marks.

Don't ask the editor to send clippings or tear sheets.

Don’t ask for the return of a photograph unless it is one
specifically requested by the editor.

Don’t use highly technical language or “‘pedaguese.”
Don't try to get too much in one story.

Don't call an editor to find out if and when he is going to
use the story.

Don't try to pass off something as an exclusive if it isn’t.

Don't tell the editor that his readers will be interested in the
story. If it’s news, he will recognize it.

Don't try to send a story a week, or some similar schedule.
Wait until there is a real news story.

Don'’t hide unfavorable news; give them the true story.

Don’t quote out of context unle:s it is certain the meaning
of the sentence has not been altered.

Don't ask to check proofs on a story.
Don’t try to pressure an editor.

Don’t complain to the editor if the story is not used. Send
him a better one next time!

—from Pennsylvania Newspaper
Publishers’ Association
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Anpendix B

Sample News Release

Qureivn Educativn Asscctation
3} Main Street
Ourzouwn, Sebrasha

For Further Inforaation: July 25, 1370

Frack Johrson

News Medis Chairsan

Telephone: JHEeie7d FOR IMMEDIATE RELEASE

Tre Ourrown Education Association (QEA) will present s st of

eight items fot resctiation o the meeting of the OEA and the school
*

beard reaotioting tem Wednesday, July 29. The meeting will be held

A the sctool trict offices, Seveath and Pine Stireets,

Tip vonsideratian on the teachers® t will be the reducsiien of
the puptl-teactier ratle in Ourtown classreoms frem an average of 34
pupile to 2 masiomum of 28,

CEX President Charles Watd, in stressinz the {mpertance of the
ratie, maid, “Research by the Notional Education Assacliation and the
Seeraska State Education Association shows exphatically that 34 puptls
in a sircle classtoonm teduces the effectiveness of the learning process.”

Other ftems nn the OBA list fot negottation include eclecentary
plarning tice, library improvesents, music speclalists, faculty parking,

salaries, professional leave, and hospitalization lusurance.

LI
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Appendix G

Sample News Release

Anytodn Educaston Macitetion

Jokn Junes, Sews Media Chairsar

1233 E. M.tn Nireet Julv 25, 14970
Aeytown, Tennewsee

Telephone: Ca 2-0000

PR IMMEDIATE RELEASE

owilliam Soath (DeCovpert will trate the activeties of

Ceneral dsembly 1n the fDiel

o school finance for
m~erhers of tte MAnvtown Edeoatien Assoctation Wednesdav, July O

Sntetr will be the featured spesker st the regular menthly
neet:

3

af tre prufesstenal assocration, composed of moTe than 120
teschers 1n the caty's shcclul The meeting will he teld in the
Wilacn t

schoutl audite 7

=, 11th and Cou

t STrret §.

A former hign e

ol are teaster, Nmith han served in the

Te~ressce louse .f Representatives for 10 years uad has been

arrman of the nouse b

Coamtttre for the past two sessions,

31




O

ERIC

PAruntext provided by eric

Aupendix

Sample News Release

NATIONAL EDUCATION ASSOCIATION

PRESS, RAD!O. AND TELEVISION RELATIONS
WASHINGTON, D C (20712239400 KEW YORK CITY (Q121LT 1-2360 |

For Further lafermation:
Roganre Ford January 30, 1970

FOR IMMEDIATE RFLEASE

SEA Upholds Teacher’s Right
oo Tese Race Relariand an Texss

WASHINGTON, D, C.--2 Texas hieh scheol teacher who was fired ofter teaching

2 Saxsday Lalt 03 race relations and prejodice 18 helng supported by the Satlonal

Educatiar Asmociation and the Texas Classroom Tescners Ass.ociat s

The SEA InShpne Emerzenc

Fund (s paving lewal fees and costs for Henry Neith

5. DiarTict £ for tre Southers District of Texas in

Sterrss

tor 18 asking {or reinstaterent to ks soctal

Horgtsn., e Sugerland, Texas, e

stutien teach

et Bend Indepetdert Schonl tisteist, and dmoses

PUstiion in

- 3750,000. Te DnuShane Fund was cres to protect the rights of educators.

Srercing's tesching conrrwt for (ohleh8 way termimated in February lyodl on

the ppcesds of "iascbordination™ after Fe Lad Taught theounit en civil riohts. using

filzm approved by trie achoal districe sed ®migazrine artictes.

Following » bearirs, e Board of Trustees wpheld its oriainal duecisian, The

e wix appraled to the Texas Ceemigsluner of Educacion whe satd that Sterzimg's

due Drocess righte tad heen violated o the dismiasat rroceedinga and that bia

dise.ea1l Wi withont ann lust)fiahle chorve, Hiwever, be woald rot arder the

defends s el beard o rehire Sterzing,

Sters,rl hag been soable to ohtara

ther teaching position, in presectly

ezployed a3 o civilias wir the I, 2ir Force in Okrami,

1Mere)
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NEA Upholds Teacher’s Kight

To feach Rave Relations in Tosos

T said Ster2ing.

The issue 18 T

free exchange of tdeas 1n the ¢l wsroos,

Wlo msintaine be waB TOst conerred about making hlg students aware of controversial

issies. Me cloims tuat Wis righkts of academic freedem mnd rights under the due

J equal protection cluuses of the Fourteeath Admendment have teen violated,

procesa

The students in his clasn were asked to resd srticles cuoncernlng race and

prejudice and the tragie implicaticas of these conceptu for a1l people. The

woe

dhoeok, and holantac

articles rragically appeared in Saterday Review, Re

nston and the

Several unthropuelusists grd seciclovisen at the University of 4

at that thase articles

bave s1ined A ostatem are all valld states

Unpverssty of
"

“ “Far from being biased." they

Fanzy of the scieatific view of the concept of races

we. “we bel, v represent the onl. tenable point of view an the cencept

self”

Poe HEA 13 2180 supperties the cane vf Robert Stevenson, o refedsor in the
PP l"

versity of Seath Florida, wle was dismissed

1 Tdeas Deporisent of

LIS SK

claima bis

3

press seversge of Yug cffecampus antlcar activities.

follims

ren violoted.

=% fichta

Forat Amemizent and due p
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Anpendix E

The Fog Index

Robert Gunning developed a simple readability formula,
employing only two factors: the average number of words in
sentences and the number of multisyllabic words for each 100
words of text. The figure or index is roughly comparable to
grades in the school system. The formula:

SL + 2PS
5

In this formula SL equals sentence length (for casy reading
a sentence should include 20 words or less). PS equals percent
of polysyllables. These arc words of three or more syllables (for
casy rcading, polysyllables in one sentence should not exceed
10 percent). Gunning does not count as polysyllables any words
that arc capitalized or words that are combinations of short
familiar words (such as bookkeeper, butterfly) or words which
become polysyllabic by the addition of ¢d and es. The sum of
SL plus PS should not exceed 30.
If a large number of long words must be used, balance may be
maintained by keeping sentences short.

+ 3 = Fog Index

Reading Level

Fog Index By Grade By Magazine

17 College grad

16 " senior

15 " junior

14 " soph

13 ”  frosh

12 High school senior  Atlantic Monthly

11 ” *  junior Harper's

10 ” " soph  Time
9 ” " frosh  Reader's Digest
8 Eighth grade Ladies’ Home Journal
7 Seventh grade True Confessions
6 Sixth grade Comics

34
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This is booklet #9 in a series of 10 booklets written for education
associations by the public relations department of your state association
and the NEA's Division of Press. Radio, and Television Relations.

Additiona! copies of this booklet can be obtained from your state asso-
ciation or at $1 each from Publications-Sales, National Education Asso-
ciation, 1201 Sixteenth Street, N.W., Washington, D.C. 20036. Orders for
$2 or less must be accompanied by payment. Quantity discounts: 2-9
copies, 10 percent; 10 or more copies, 20 percent.

Order Stock No. 381-11922, Press, Radio, and TV Tips.

For further information about other booklets in this series, write to the
public relations director of your state association or to PR Bookshelf,
Division of Press, Radio, and Television Relations, 1201 Sixteenth Street,
N.W., Washington, D.C. 20036.

Other booklets in this series are—

Booklet #1—School Finance Campaign Handbook
#2—Tips for the PR Chairman
#3—The PR in PN
#4—Internal PR
#5—Publishing a Newsletter
#6—A Primer in Pubilicity
#7—The Feedback Process
#8—Developing Citizen Committees
#9—Press, Radio, and TV Tips
#10—Community Decision-Making
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