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Do you have Good News happening in your parish?  
Your school?  
Your organization? 
 
Is your faith community a vibrant and active member of your local community? 
 
Are you answering Christ’s call to each of us to go out and tell the Good News? 
 

 In a world in which the shocking and scandalous seem to dominate broadcast and 
print journalism, the Church is called more than ever to tell the Good News of Jesus 
Christ. One way we can achieve this is by focusing on the Good News stories found 
throughout the Body of Christ. 

 
 Much of the Church’s Good News occurs in parishes, schools and organizations and it 

might be easier than you think to spread your Good News via the local media. 
 

 This kit helps identify what interests the media. It provides tips for identifying the 
news within your parish and for providing it in an effective way to the local media. It 
examines the responsible use of the media and puts forward some general principles 
which guide the Church’s relationship with the media.  

 
 In these times of shrinking resources, news outlets are strapped just as we all are. The 

days of “Can you send a reporter over to cover our event?” are gone, at least for now. 
Many news outlets are operating with much smaller staffs and budgets than even a 
year ago. The easier we make it to help share our Good News, the better the chances of 
success for it being published or aired. 

 
 There’s yet another reason to share the Good News – as we grow in faith and in our 

faith communities, we enhance our sustainability. If an organization isn’t growing, it’s 
shrinking. Sharing the Good News helps us grow. (See Matthew 4: 23) 

 
 We’re called to go forth, having been nourished by the Eucharist, to share the Good 

News of Christ’s love for us. That’s what EVANGELIZATION really is! 
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What is News? 
 
We’re all familiar with what makes news, just through our daily intake from television, radio, 
newspapers and the internet. Most large news outlets focus on sensational news that 
highlights tragedy, controversy, conflict, disaster or the new and unusual. “If it bleeds, it 
leads” is a common saying in the news business. The values portrayed often seem 
contradictory to our Catholic values.  
 
Helping to generate media coverage of events, people and ideas that provides a balance to 
those media trends is what telling the Good News is all about. Good local news coverage is a 
great way to provide that balance. 
 
Local newspapers, radio, television and websites are always hungry for content, and that’s 
where you come in. 
 
Consider the following as thought starters of what your faith community might share with the 
local media: 
 

 Local faces: the “bread and butter” of local media. A great story about someone from 
the local community is much more appealing than the same great story about someone 
from another part of the country. What news can you share that will put local faces into 
the media? 
 

 Milestones, anniversaries: Does your faith community celebrate anniversaries of 
married couples? Is your faith community itself celebrating an anniversary? Has 
someone served for 10, 15, 25 or more years? Tell the local media, invite them to the 
party. If they can’t come, send them a photo and caption. 
 

 Activities/events: The activities and events that go on at your faith community make 
up the life of the community. Your faith community festival, art show or guest speaker 
are all of interest to the local media.  
 

 Community service: What is your faith community doing in the way of outreach to 
the larger community? Do you have a St. Vincent de Paul conference, a food bank, or a 
clothing drive? Do you volunteer with community organizations like Meals on Wheels? 
Are you building a Habitat for Humanity house? Has someone in the faith community 
served in a particular ministry for many years? Often these quiet servants are the 
essence of the Good News and make a great story for the local media to boot. 
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Presenting the Good News to the media 
 

 Identify the local media you want to engage: Is there one local paper, or are 
there several? Where do they circulate? Who reads them? What about local TV and 
radio? Are there community internet bulletin boards that would be appropriate for 
your announcements? Maintain an up-to-date media contact list. To request the 
master media contact list assembled by the diocese, simply e-mail 
dekeyserp@ptdiocese.org and enter MEDIA LIST in the subject line. A .pdf file of the 
list will be sent to you by return e-mail. 
 

 Get to know the people: Cultivate relationships with the local media personnel. Get 
to know the reporters and the editors and news directors. Websites usually list staff 
and contact information. Form relationships based on mutual respect. Introduce 
yourself, either by visiting the local media outlet, or through a letter of introduction. 
Keep it brief and friendly. 
 

 Get to know their needs: What kind of news are they looking for? When are their 
deadlines? When do they publish/air religion news? You’ll get your best response if 
you respect deadlines. Morning events or news are better for TV coverage than 
afternoon, if you want to make the evening news. Newspapers have a cut-off point after 
which your news will roll into the next edition. Daily newspapers have different 
deadline schedules than weeklies. Aim to provide your news to media outlets well in 
advance of their deadlines (but not so far in advance that they forget about you!) Most 
importantly, return calls from the media promptly (that means the same business day 
at the very least). They operate with a high sense of urgency most of the time. 
 

 Make it easy for them: Most news outlets are under-staffed and over-worked (and 
who isn’t these days?) Often, a good story will be overlooked simply because it wasn’t 
possible or feasible to get a reporter or photographer out to an event. The answer is to 
provide the material you want published in a clear, concise way. For print media, it’s 
always good to supply a high resolution, well-captioned photo — more on that later. 
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Tips and tricks for news releases 
 
Media outlets receive dozens, sometimes hundreds, of news releases each day. To help your 
news stand out from the pack,  
 

 Be brief – one page maximum. Break long paragraphs into bulleted points. Keep 
sentences to 25 words or less. Remember the 5 W’s: Who, What, Where, When and 
Why.  
 

 Ask for what you want – do you want to invite someone to cover the event? Publish 
or air an announcement in advance of an event? Consider a story as a feature? Ask at 
the top of the news release. 
 

 Have an accurate, attention-grabbing headline – don’t go overboard with 
cutesy headlines; make yours succinct and relevant. 
 

 Include day and evening contact names and numbers – The contact person 
should be the one who is authorized or can best answer questions about the event.  
 

 Be complete – include date, time, location with proper address, cost to attend, if 
appropriate, who the target audience is for the event (are all welcome?), proper 
attributions for quotes, accurate quotes and captions. (Note: most news media do not 
use courtesy titles like Mr. and Mrs., so please supply first names.) 
 

 Don’t include embedded photos within a  document – It only irritates media 
people. Instead, if you have a photo, attach it to the e-mail or simply offer that you can 
supply a photo if desired. More on photos later…. 
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Sample news release sent via e-mail: 
 

 
This is the Pensacola-area version of a news release sent to regional daily newspapers that 
listed Ash Wednesday Masses in their areas.  
 
Let’s look at some of the items included 

1. Include the name of your parish or organization; use letterhead, either paper or 
electronic. 

2. Always use a brief, accurate description in the subject line of an e-mail release. 
3. Ask for what you want — in this case, coverage. 
4. Include contact information — this should be the person best qualified and most 

available to speak to the media should they have questions in advance. 
5. Include a release date – Most news releases are for release immediately. If you want 

your news held until a certain date/time, include this at the top with the words 
EMBARGOED UNTIL with date and time. 

6. Include an accurate headline. 
7. Double- and triple check to make sure you’ve included time, date, location, cost (if 

any), registration details, etc. You’d be surprised how many times these get left off 
of announcements! 

8. Tell the story with the first sentence – In many cases, that’s about as far as editors 
will read. They’re not mean, just overwhelmed with the amount of information they 
must process. 

9. Include no more than 3 paragraphs of explanation – This is where you will add 
background information and quotes. 

10. Use simple words and short sentences. 
11. Use bullet points for lists – Don’t put lists into paragraphs. 
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12. Avoid flowery language and overly descriptive terms – Your news release is meant 
to interest them in doing their story on your event, not to produce the story for them or 
convert them. 

13. Make sure you correctly record and attribute quotes – Unattributed or vaguely 
attributed quotes get tossed into the “round file.” 

14. Use complete names and accurate titles where appropriate to do so –Bishop, 
Monsignor, Father, Sister, Brother and Deacon are the preferred titles for Catholic 
clergy and religious within our diocese. Monsignor may be abbreviated Msgr. The 
others should be spelled out. Avoid Rev., Very Rev., Most Rev., Rev. Mr., etc.  

a. For parish staff, include complete (first and last) names and accurate titles 
(Jolene Jarchow, parish bookkeeper, not Mrs. Jarchow who works in the parish office). 
Courtesy titles (Mrs., Mr.) are not generally used in the media today. 

b. For members of groups, like the Knights of Columbus, verify titles and use both 
first and last names (Knights of Columbus Grand Knight Ray Turner, not GK 
Turner). 

c. Remember that the editor or news director might not “speak Catholic.” Provide 
respectful, helpful information so that they can better understand who we are and 
what we do. Remember: you’re also evangelizing the media! 
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Different types of media releases 
 
Use different types of media releases for different purposes. 
 

 Invitation/advance – Invite member of the media to a coming event, such as a 
church dedication or festival. Also use to announce the event to the public. Ask for this 
to be published/aired. Be sure to include the target audience and any cost to 
participate, and any registration information needed. Many media outlets allow you to 
enter these announcements online. Be sure to send a follow-up invitation if you want 
the media at your event. The example below invited local media to cover a colorful 
event: the Catholic Charities annual migration Mass. 
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 Media Alert – Use this to let the media know you’d like them to cover a coming 
event, but that you don’t want them to release the news in advance. For example: use 
this when you want to invite the media to participate in a news conference at which 
your faith community will announce a new program or facility or service that it is 
providing to the larger community, such as opening (ribbon-cutting?) a child care 
center, providing (first day of service?) a soup kitchen, etc. At the event, provide the 
media with printed copies of the important facts, including quotes. The example below 
was prepared and circulated by Catholic Charities USA before Father Larry Snyder 
visited Pensacola following hurricanes Ivan and Dennis. 
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 News release – Use to report on an event already held or to make an announcement. 
For example: “New pastor installed” or “School closing due to inclement weather”. 
Make sure you get it to the media within 24 hours of the event. Stale news isn’t news at 
all. The example below was sent in the days following Hurricane Ivan: 

 

 
 



 

© 2010, the Diocese of Pensacola-Tallahassee  Page 12 
850-435-3500 Web: www.ptdiocese.org  PARISH MEDIA KIT (rev 3/19/2010) 
 

 News release: feature story – Use this to interest the media in covering a story of 
broad interest, such as altar server awards, ongoing stories from the soup kitchen, 
volunteers or employees who go above and beyond or who have served for many years, 
students who have excelled in competitions, programs or services you offer that are 
unique, etc.  
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About photographs… 
 
Go through your local paper. Look critically at the photographs they publish. How many subjects  (people) 
appear? What are they doing? What angles are shots taken from? What is in the background? 
 
Most newspapers (and websites) like action photos of just a few subjects – no more than four or five.  
 
Big group photos, or photos of people holding certificates, awards, checks or shovels (“grip ‘n’ grins”) 
generally end up on the newsroom cutting floor or the recycle bin.  The photos that get selected for 
publication are 
 

 Close up on the subjects – Unless the action shows subjects dancing at a festival, a pitcher 
hurling a baseball or such, it’s better to be in close on the subject. One exception: if your 
point/story is that hundreds or thousands of people participated, a wide-angle crowd shot is 
appropriate. Both examples below work, but for different purposes. 

 

 This photo has 1 main subject…    This photo shows how large a crowd attended… 
 High resolution – For digital photos for print, resolution should be 300 d.p.i. or more at roughly 

8 x 10. Web requirements are not quite as strict. If you intend your photo for publication on a 
website, check with the webmaster for their requirements. Cell phone photos do not reproduce 
well. In general, .jpg files of 1MB or greater are suitable for printing. 

 Unretouched – Don’t Photoshop your images before sending them. It drives layout people 
absolutely nuts because what you do to an image might be totally incompatible with their press or 
web requirements.  

 Limited to no more than four subjects – See above.  
 Action shots – See above.  
 Accompanied by complete and accurate file names – When sending digital photo files, 

rename them with words that clearly identify the source, the event or the subjects. Use underscores 
to separate words in the filename. 
                Do:               dogwood_dash_pensacola_2009.jpg 
                Don’t:         img_4147.jpg 

 Accompanied by complete and accurate caption. Be sure to include the (left to right, front 
row to back row) IDs of all subjects, using first and last names and any other identifiers (pastor, 
principal, fourth-grader, building chairman, altar society president, etc.)  Be sure to describe the 
action pictured and the name of the photographer. When sending a “stand-alone” photo (one 
without a press release), be sure to include a contact person and phone number/e-mail, in case 
questions arise. 

 Safety notes: Diocesan website policy states that the names of minors should not accompany 
their photos when posted to websites. This is a safety precaution that your faith community should 
also observe. For print purposes, it’s acceptable to use minors’ names. Be sure you have a signed 
DIOCESAN MEDIA RELEASE FORM (available for download at in the forms section of the 
diocesan website: www.ptdiocese.org)  on file for any minor whose photo you supply to the media.  
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Getting organized… 
 
Does your faith community have a communications committee? It’s a good first step in 
getting the Good News out. With the approval of the pastor and the parish council, gather 
together a small group of interested parishioners to create a communications plan. Look for 
members with some media experience, if possible. 
 

1. Questions to ask: 
 What communications, from whom, need to go to which people when? 
 What is coming up on the faith community calendar? (Send a list to your favorite 

editors/news directors!) 
 What ongoing programs would benefit from media attention? 
 How can we help the media in regard to our XYZ faith community event?  
 What photos should we take? Who should be in them?  
 What information needs to be included in a media release? 
 What is the approval process within the faith community BEFORE a release goes out to 

the media? 
 To whom should the release be sent? Religion editor? Sports editor? Community desk? 

Special sections (holidays, various demographic groups such as senior citizens, 
women, youth, etc.)? 

 
2. Plan ahead. Think visually. At your event, what good photos will exist? Will there  

be colorful posters or displays? What’s the main action that a photographer would 
want to capture? When is it likely to occur? Not every event in an hour long event is 
photo-worthy – pick your prime moments and let the media know when to expect 
them!  

 
3. Help the media understand the nature of an event, especially if it involves 

liturgy or devotional practices. Backgrounders (documents that give the basics behind 
an event – like an ordination – what they can expect to happen, what we believe the 
significance of an event is, the history of an event, etc.) are very useful. Include contact 
information on the backgrounder in case the media rep has questions later. 
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4. Designate a representative from your faith community to welcome the 

media when they arrive at your event.  Provide them with a program, if you have 
one. Let them know in advance what they may and may not photograph, and where 
they may and may not stand/move to take photos. For liturgy, this is up to the 
discretion of the presiding priest or the pastor. Let them know if flash is or is not 
allowed, and when. Most professional digital photographers can shoot most photos 
without using flash.  

 
 Some things to remember about news and photos you send to the media…. 

 
− They may (and will) edit it for length or style.  
− You will not be able to “proof” the edited story before it goes to print. Don’t even 
bother asking – it will get you a negative response. That’s why you should be very 
careful about accuracy in the first place. 
− They may choose to run it or not. Try again next time. 

 
 Some things to remember about web sites and news: 

 
− Keep your faith community’s website up to date. 
− Include photos of faith community people and events on your faith community 
website.  
− IMPORTANT NOTE: Diocesan policy prohibits publishing the photo of a minor on 
the internet with his/her name. You can use photos, or you can use names, but not 
both on your website. Please visit the diocesan website at www.ptdiocese.org to read 
the privacy policy, terms of use policy and children’s privacy policy.  
− Send news that you’d like published on the diocesan website to 
dekeyserp@ptdiocese.org. 
− Don’t forget to add your announcements to the diocesan NewsNotes electronic 
newsletter: simply log on to www.ptdiocese.org and click on the link.  

 
 A word about MEDIA RELEASE FORMS 
− When publishing information (news) or images (photos) of minors or vulnerable 

people, always ask permission first. Vulnerable people can include the elderly, 
those who are disabled in any way or those who are seeking assistance from the 
Church or one of her entities, such as a food pantry or free clinic.  

− Let the subject know how you intend to use the information or image – publish it to 
the parish website, put it into a brochure advertising an event next year, put it in 
the organization’s newsletter, etc. 

− When asking permission, ask the subject of the story or photo to please sign and 
date a Diocesan Media Release Form (available online). 

−  If you are taking photos at a publicly advertised event, such as a parish festival, 5K 
race or religious service that is open to the public, you do not need to obtain a 
signed media release. It is still important to inform the subject of the purpose for 
your photo/questions and its intended use. 
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EMERGENCY SITUATIONS: Days you DON’T want to deal with the media…. 
 
In some situations, it is best if faith community staff and members don’t deal directly with the media. 
In the case of disaster or controversy, or where liability issues might be involved, it is best to simply 
ask for the name or the reporter, the media outlet they represent, and the contact 
information of the reporter, then say… 
 
“I’m sorry. I don’t have the most accurate information on that (or “I’d like to refrain 
from commenting.”). Please call (insert designated name) at (insert designated phone 
number). They have the most accurate information. Thank you.” 
 
The designated person to speak to the media will usually be either the most senior member of the staff 
(in the case of a parish, the pastor; in the case of a school, the principal; etc.) They may choose to defer 
calls to the diocesan Communications Office. If they should be unavailable, please call the diocesan 
Communications Office for assistance. 
 
If the media persists in questioning you, simply repeat the above statement, calmly, politely and 
firmly. If they persist, simply repeat the above statement, calmly, politely and firmly. If they persist, 
simply repeat the above statement, calmly, politely and firmly. You get the idea…. 
 
Don’t get trapped into commenting or offering your opinion – it can happen in a heartbeat. 
Don’t offer information other than the name and number for the designated contact person. In any 
crisis situation, your pastor and/or faith community staff will be in contact with the diocesan 
Communications Office, and a communications plan will be thoughtfully prepared and ready to 
implement. An agreed-upon spokesperson will handle media inquiries. 
 
If the media contacts you about a crisis situation, please don’t assume that they have 
first contacted the diocesan Communications Office. Simply use the statement above, ask for 
the name or the reporter, the media outlet they represent, and the contact information of the reporter, 
and refer the call to our office. Then call or send an urgent e-mail to our office to let us know about the 
inquiry.  
 

 
IN URGENT OR CRISIS SITUATIONS,  

Call the Communications Office (Peggy DeKeyser) at 850-435-3528 or 850-748-1812. 

E-mail dekeyserp@ptdiocese.org. Include URGENT in the subject line.  

BACK UP: Call the diocesan switchboard (850-435-3500) or the bishop’s office (850-435-3511) and 
ask that Communication Office  be contacted immediately. Explain to the person you speak with that 
you have received an urgent media inquiry.  
 

 
Finally, the diocesan Communications Office is here to help. If you have questions about any of the 
information in this media kit, please don’t hesitate to call.  
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Diocese of Pensacola-Tallahassee Mission Statement  
 
Nourished by Word and Sacrament,  
the people of the Diocese of Pensacola-Tallahassee  
faithfully strive to learn, live and proclaim the Gospel of Jesus Christ. 
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Diocese of Pensacola-Tallahassee 
Office of Communications 
11 North B Street 
Pensacola, FL 32501 
Phones: 850-435-3500, 850-435-3528, 850-748-1812 
Fax: 850-435-7756 
E-mail: dekeyserp@ptdiocese.org,  
Web: www.ptdiocese.org 


