
Home School Association   

Publicity
WHO YOU ARE…

Public Relations arm of your school

Public Relations is a planned effort to influence opinion

WHAT IS  YOUR  JOB…
•Promote your school

•Increase understanding between your school and its publics

•Build relationships with your school’s publics



WHO ARE YOUR PUBLICS?

School Families

Parish Families

Diocese

Local Community

◦ People and Businesses

Public at Large



TWO METHODS 

TO OBTAIN PUBLICITY

 Advertisement- paid communication
• Newspapers

• Direct Mail – brochures; postcards

• Billboards

• Radio

• Cable Television

• Magazines

• Web advertisements



Publicity

Publicity – free advertising; more effective

School Families

• Emails - Constant Contact

• Flyers

• Weekly Packets to Parents

Parish Families

• Parish Bulletin

• Parish newsletter or magazine

Diocese

• The Catholic Spirit



The Local Community & General Public

Newspapers

• Daily

• Weekly

Cable Television

Radio

Remember:

Find out the name of the reporter who covers your town

Make sure you are aware of deadlines, esp. with weeklies

When you call a reporter be sensitive to his/her deadline

You are the publicity chair not the spokesperson for the school 



How to Reach the Media

• Cable Television

• Event Listing

• Press Release

• Photo Opportunity

• Media Advisory







PRESS RELEASE

• Written in article format

• Article is written by you not a reporter

• Send on school letterhead

• Explains event/project/program 

that has taken or is taking place

• All information is objective; no opinions

• Quotes may be included 





PHOTO OPP/MEDIA ADVISORY

 Visits to school by an dignitary, scholar, author, 

 Students doing service projects, etc.

 School is having special event

 Invitation to an event that is very visual

or important

 Plan photo spot: interesting background, 

good lighting

 Explain why media should cover event

 Include all information





GENERAL MEDIA TIPS

 Simple at a glance info

 Send as a word document

 Do not send flyer instead of release

 Put most important information first –

pyramid style

 Contact name; phone no., email

 Proof read release; check spelling & grammar

 Make sure you have photo permission



WHEN TO SEND & WHAT- AFTER 

SENDING INFORMATION

Post sending
1. For a photo opp or media advisory, call two days 

before event or activity

2. Have a copy of what you sent in front of you

3. Ask if event will be covered; don’t pressure

4. If a reporter can’t come, if feasible ask offer to set up 

an interview or photo before or after event

5. Ask if you can send a photo


