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Raise your school’s profile in the lead up to and during

National School Sport Week 19-25 June, 2021
A PR Guide for your National School Sport Week event
National School Sport Week is a flagship event delivered by the Youth Sport Trust designed to inspire more young people to take part in PE and sport. Every year schools plan and organise a range of exciting events and activities and this year we want even more people to know about the great work that is going on.
The following guide provides step by step instruction about how to engage with the media and raise the profile of your activities during the week. It is designed to help you secure local media in your area and help raise the profile of your school, pupils and teachers and all the hard work you have done for the week. 
At all times in this guide, the school should take the lead on activity, unless otherwise stated.  

Overview

The media love to hear about local stories involving young people and will want to hear from you and your school in the run up to and during your event. This is your chance to invite journalists along to your school to interview teachers and pupils, take some pictures and highlight the fantastic work you are doing to promote school sport and PE.  

Below are some steps that will guide you through contacting media and what you need to do. Remember journalists can only write about your events if they know what you are doing.

Included in this PR guide is: 

1. A step-by-step guide for schools to help engage local media and showcase all that you are doing for National School Sport Week

2. Guidance about inviting a reporter to your school event 

3. A template press release to send to media ahead of your event, this can also be adapted for on the day of your event (please fill-in the blanks)

4. A guide to showcasing your event through social media

1.  Step-by-step PR guide for schools

Step 1 – Selecting an event

Your school may be celebrating one day of National School Sport Week or be hosting activity all week. If you have multiple events going on throughout the week, we recommend you focus on one to invite media to.  

Step 2 – Issue a media alert inviting media to attend your National School Sport Week event 

Your school’s National School Sport Week leader should fill in the media invite with your school’s details, which will provide media with all the information they need to attend your event. 

The invitation announcing your school’s participation in the week should be issued to your local newspapers and radio stations, ideally via email, or you can talk details through with them on the phone. 

Here is a guide to help you do this:   

1.1  About four or five working days before your event, send a media invite with details that are specific to your school to your local press. This should include a brief summary of what you are doing and why, dates, times and the address of where the activities are taking place, what journalists can expect to see/film and who they can interview, contact details for them to confirm details with you
1.2  Cut and paste the contents of the invitation into the body of an email, using a headline like ‘PRESS INVITE: School joins forces with thousands across UK to hold biggest inclusive school sport day’ as your email’s title

1.3  Visit your local press websites (including newspapers and radio, ideally at least one from each) and use the “contact us” page. There are two options to contact media a) take the email for the news desk or your area’s reporters from each outlet and bcc all contacts into an email with the media invite. Or b) once you have a phone number, call the number and ask for the “News Desk”. You will then be put through to a local journalist in the news team to tell them about your event. Further steps below for this option. Most journalists prefer option a.
1.4  If phoning, clearly explain where you are calling from and let the journalist know the date, time and location of the event that you are inviting them to and give them some information about the activity they can see. You can also suggest that there will be the opportunity to get some great photos. Tell them that you have an invitation that you can send them with all the information included

1.5  Ask for an email address to send the press invitation to and inform them that you will be sending the invitation to that address immediately. Ask for a contact on the “Picture Desk” to send the invitation to as well

1.6  Send the press invitation via email to the addresses provided and repeat the process for all the media in your local area.  Hopefully, you will get a response from a news reporter saying that they want to visit your school 

Step 3 – The Press Release

We have created a press release template which you can issue to say you will be taking part in NSSW and update post event.  A press release is used to inform the media of key events that they might be interested in, answering the “who”, “what”, “where”, “when”, “why” and “how” questions in an easy to understand format.   

Should media attend your school during National School Sport Week, your press release will provide them with all the information about your event to help them write their story.  

The press release giving details about your school’s participation in the week should be issued to the newspapers and radio stations in your local area. It should be sent via email to those that can and cannot attend.

Remember all media have their own websites so even if newspaper or radio journalists aren’t able to attend, they might put your story on their website.  

Here is how you complete and use your press release:   

2.1 Fill in the details in the press release template that are specific to your school and the activity you are putting on (where you should do this is clearly marked in the template)

2.2 Once you’re happy with the final document, circulate with your local media one month before your event (update it with a photo from the day post event and send to the papers directly, ideally still on the same day of your event.) Cut and paste the content of the press release into the body of an email, using the headline of the press release as your email’s title 

2.3 Any pictures you attach to the press release email should be around 1MB – 2MB in size and should capture children posing to the camera (parental consent must have been given for all images). You can also send an action shot if you wish. The media like to receive pictures that bring to life the story they are writing about so attaching a picture will help to make your approach stand out. 

2.4 Use the same email address that you sent your media invitation to and send the press release and a photo to your local media. Remember to send the release and photos as soon after the event as possible to keep the story timely, preferably before mid-afternoon on the day of your event
PRESS RELEASE 
National School Sport Week: Organisation name backs campaign for biggest ever week of school sports days this summer
 
[organisation name] is preparing to join the Youth Sport Trust, and thousands of other schools, teachers, and parents across the UK to get behind a national summer of school sports days after a year in which young people had their worlds turned upside down.
 
School sports days and competitions were all but cancelled last year amid the global pandemic.  
Since young people returned to school, the Youth Sport Trust has been working with other sports organisation to help promote an active recovery – harnessing the power of sport and play to help young people to reconnect and recover. 
Now the children’s charity has announced its annual campaign, National School Sport Week, is back running under the theme of Together Again. It wants to encourage as many schools, families, and communities as possible to pledge to holding a Together Again school sport day between 19 and 25 June.  
[organisation name] will be taking part in the week by [Insert organisation info about involvement]. 
Insert organisation quote 
Everyone who signs up to National School Sport Week will receive free resources from the Youth Sport Trust, including the ultimate guide to staging an inclusive sports day, top tips on harnessing the power of sport to bring young people together and advice on how to give young people a voice in organising their sports days.  
 

Youth Sport Trust Chief Executive Ali Oliver said:  
“We are so happy to announce the launch of this year’s National School Sport Week and to have the support of [insert organisation name]. With the planned lifting of restrictions, we hope this June will see a summer of refocussed Together Again school sport days, celebrating togetherness and helping young people to recover from a year like no other. 
“Sports days don’t have to be about being the best, strongest or quickest, they are a celebration of bringing us together and learning key skills like communication, empathy, teamwork and resilience. 
“To support every child to recover from the effects of the pandemic, National School Sport Week will be a truly collective national effort with schools, sporting organisations, and families up and down the country playing their part. Sport has such a crucial role to play in promoting young people’s wellbeing and we can’t wait to see young people, families and friends come together again.” 
This year, National School Sport Week is partnering with the Together campaign to bring the themes to life for young people through sport.   
For more information and to join [insert organisation name] in signing up to take part in this summer’s National School Sport Week go to: www.youthsporttrust.org/national-school-sport-week. 
Notes to editor: 
Insert partner contact for further media enquiries. 
  
For more information and media enquiries around National School Sport Week: Together Again and the Youth Sport Trust, please contact Isabel Dunmore in the press office on 07825065195 or Isabel.dunmore@youthsporttrust.org 
The official hashtag for the campaign is #NSSW2021 
About National School Sport Week  
  
Children’s charity the Youth Sport Trust started the annual National School Sport Week campaign in 2008 and it has run every year since. Last year the campaign was repositioned as National School Sport Week at Home and, with many young people not in school, families were invited to take part at home for the first time. With the help of Sky Sports, it reached 2 million people. National School Sport Week is run is association with European School Sports Day, which this year will take place on 24 September.  
ENDS 
Things to consider 

1. Journalists are very busy and often have deadlines to meet - do not be put off if they say they are too busy to speak to you at the first attempt. Simply agree a time to call them back and try again. The journalists will want to hear from you, but you may have to be patient to ensure you get your message across.  

2. Ensure you know when the media will arrive and what equipment they will be bringing, so you can make arrangements to accommodate accordingly. For example, if your local radio station wants to attend for interviews, they may need a parking space for a van that carries their equipment.

3. Ensure a member of staff is available to meet the media and show them around the school.  

4. Media should be taken to the sports events with the most children taking part / the most exciting thing you are doing at your event – like children taking part in a visually exciting sport, or opening ceremonies. This will help showcase that the entire school is taking part in National School Sport Week and help demonstrate the positive effects sport is having on your pupils’ development.

5. Media will want to take photos of your children taking part in sport, so encourage them to do so at every opportunity. Please ensure all individuals taking part in media activity have given written permission / been given permission from their parents / guardians to take part.

Top tips for maximising media coverage for your event

Engaging broadcast media (Radio)

Regional radio is keen to hear about colourful and interesting events taking place in their area. We hope that once you have contacted your local media and let them know about your event, regional stations will want to feature it on the radio.  

It is important that spokespeople for your event are identified in advance. These should include:  

· School sport leader or head teacher at your school
· Confident pupils that will be comfortable being asked questions by the media
· Live / pre-recorded interviews face-to-face

Some stations may send a journalist to attend your event and will record interviews with spokespeople using a microphone. Many will also film for online content on their websites as well. Some stations may not have capacity to send a journalist to attend the event so may request landline phone interviews.  

· Landline phone interviews

Landline interviews involve the radio station conducting interviews with specific spokespeople from your event over the phone. You can do this by giving the regional radio contact details of a landline or mobile number. Make sure it is in a quiet place (teacher’s offices often work well).  

Set up a time when the radio can call the number and ensure you have your agreed spokespeople near the phone at that time. The station will normally call about five minutes before the interview to check the line and brief the interviewee. The station will then either conduct a pre-recorded interview with the spokesperson or will do a ‘live’ interview over the phone. 

Producing your own photography for media – key to securing print coverage

In order to get the most out of your involvement in National School Sport Week, it is important that you take as many quality photos as possible of your pupils taking part in the week and generally having fun and enjoying themselves.  

Here is a quick guide on how to produce your own quality photography: 

1. Find a well-lit area of your sports field or sports hall (wherever your activities are taking place). Media are more likely to use photos that are clear and well lit

2. Organise pupils into a pose that captures the fun they are having – action shots are great but make sure you can see the faces of pupils. Alternatively, you could have a group of pupils posing/jumping together to celebrate the week

3. Pictures need to be about 1MB – 2MB in size so make sure the camera you use is on a ‘high resolution’ setting – remember a bigger picture can always be made smaller but not vice versa

Once you have taken all your pictures and made a decision on the ones that you think would work best, it is time to send them on to your journalists.
Please ensure that you send the pictures, along with your completed press release across on the day that your event has taken place and as early as possible, as journalists want to place articles immediately - ideally so it can appear in the media the day after your event.  

Ensure you collect details of full names (spelt correctly) and ages of all the children (and teachers) featured in your pictures if less than five children feature, along with the sports they are taking part in and the full name of your school with all the pictures you send across. This can be sent in the email you use to send the pictures. 

A guide to showcasing your event through social media

Social media channels, which includes sites such as Facebook, Twitter, Instagram, TikTok and YouTube, will be key to helping you raise the profile of your event and encouraging parents of your pupils to pledge their support for your school’s activities.  

If you do not already have a school Facebook or Twitter account, then it’s a good idea to set one up. We have seen that Twitter has become very popular with schools and teachers and so would recommend using this channel to promote your National School Sport Week activity.

Ideas for content

· Share updates on Twitter and Facebook about the preparation for your day – give people a taste of what they can expect from your activity

· Share images captured on the day to showcase what is taking place at your school  

· Highlight the personal bests achieved by your pupils throughout the week
· Add hashtags for your local area e.g. #London #Hackney to create more buzz about your event locally

· Add hashtags about the activity to generate more interest e.g. #tennis #parkour #teambuilding 
· Use the official hashtag #NSSW2021
Twitter

If you are using Twitter, please ensure that any tweet about your National School Sport Week event includes the following:
@YouthSportTrust (Youth Sport Trust twitter handle)

By using #NSSW2021 anyone that searches for this hashtag is more likely to see your activity. In addition, by including @YouthSportTrust, we will see your posts and retweet the best ones during the week. 
If you do not currently have a Twitter account, it is easy to set up and only takes a few minutes. You should consider though that to attract interest in your posts you must update your account regularly with new posts about your activity. Take a look at our twitter feed and some popular school accounts for ideas on content. 
With 280 characters available, it is key to ensure that your Twitter posts are frequent and relay the information you require in an easily digestible format. Regular updates to your followers, including photos will help attract a following for your event.  

A few example tweets are below.
Ahead of the week:

We’ve just signed up for @YouthSportTrust National School Sport Week! Sport has a crucial role to play in young people’s recovery and helping them come together again. Hold a school sports day this #NSSW2021 to celebrate the power of sport and being active: http://bit.ly/YSTNSSW  

There’s just one month to go until @YouthSportTrust National School Sport Week! It’s not too late to sign up to receive free #NSSW2021 resources including top tips to host an inclusive sports day: http://bit.ly/YSTNSSW 

National School Sport Week is only one week away! We’re holding an inclusive sports day to celebrate the return of youth sport and its power to bring people together again. Find out more: http://bit.ly/YSTNSSW #NSSW2021 @YouthSportTrust 

During the week:
.@youthsporttrust Check out our Year 5 students taking part in #NSSW2021 with young leaders #teamwork #football @TheFA [insert link to pictures]

.@youthsporttrust [insert school name] pupils are having so much fun being together again through our school sports day #NSSW2021
Facebook

Facebook has become increasingly popular with schools and will provide a great platform for you to raise awareness of the great things you and your pupils are doing during National School Sport Week. 

It will be important to update your Facebook following regularly on the achievements of your school and encourage parents to pledge their support to your event. You can loop in another page by typing in their name (e.g if you type ‘Youth Sport Trust’ into your status update then you should see us) and hashtags are also used too. Quick wins on facebook include posting photo albums or updating the cover photo.
A few example Facebook posts are shown below:

Day 1 of #NSSW2021 and we’ve got Year 8 students trying out a range of new sports – see their progress! (LINK to photo album)
Check out Mr Smith giving cheerleading a go for #NSSW2021! (Post accompanying photo)

YouTube

If your school already has a YouTube channel then it’s a good idea to post videos on to here and then use this link to share on Facebook or Twitter. This means that your video is always “housed” somewhere and you can use it later on for the school website or email newsletter. 

Instagram

If your school already has an Instagram account with a large following then we’d recommend sharing photos or videos on here. Don’t forget to loop Youth Sport Trust’s instagram account in and include the hashtag #NSSW2021
Child safeguarding

Don’t forget to explain to parents and children that you are taking their photo for use on the school social media channels to promote and profile your National School Sport Week event. At the Youth Sport Trust, we have a Safeguarding Policy for our work and social media channels, which we recommend you read and adapt for your own channels. https://www.youthsporttrust.org/safeguarding 
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