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Objectives (1 of 3)

Explain

The basics of public 
relations and 
developing a 
communications plan.

Distinguish

Between owned and 
earned media.

Demonstrate

How to produce 
informational content 
and press releases.



First 

things 

first
COMMUNICATIONS IS THE 
FIRST CHAPTER OF THE STATE’S 
BACK-TO-SCHOOL 
GUIDANCE.



Self-Check

 Prior to engaging in a new communications initiative, you should review 
the following basics:

 1. Does your SAU have a media relations policy? When was it last 
updated?

 2. Does your SAU have a social media policy? When was it last 
updated?

 3. Does your SAU have control of its Facebook page?

 4. Does your SAU use Twitter? Who has the passwords?

 5. What reporters/news outlets cover your SAU? Are you sure? Are 
they on layoff or furlough?

 6. Can your SAU update its website/news blog during the summer?

 7. What does your SAU/communities use as an emergency 
communications tool?

 Code red? Blackboard? Bulk text messaging?

 8. Does your SAU have email newsletter software? Who has the 
password?



Communications Plans

 The State asks:

 “establish clear plans and protocols to ensure the safety of students and 

staff.”

 “Accurate and timely information delivered to students, families and 

educators will allow a district to manage expectations, prepare students 

and families with return-to-school procedures and prevent the spread of 

inaccurate information.”

 “An effective communication plan prioritizes both the message and how 

the message is shared.”



Checklist for 

Developing a Plan

 1. INVENTORY

 What tools do we already use? 

 Considerations: Website, Email 

newsletters, social media 

channels, text messaging 

software, emergency alert 

software. 

 Who has the passwords? Are they 

working?



“Our website is old”

 Create a news blog. The Wordpress software can be configured to 

automatically broadcast your news to email recipients and Twitter, 
Facebook, LinkedIn and Instagram.

 See: https://raymondschoolnews.com/

https://raymondschoolnews.com/


Checklist for Developing a Plan

 2. Technical abilities

 Who in the SAU can produce content?

 Written content

 Video content

 Graphical content



Checklist for Developing a Plan

 3. Policies and procedures

 What are the final decisions of our SAU?.

 Boilerplate. Repeat those decisions/policies early and often.

 Examples: Face coverings, cleaning procedures/disinfection, Hand 

hygiene, stay home if sick, self-reporting, contact tracing, etc.



Checklist for 
Developing a 
Plan

 4. Templates

 To ensure consistency in 

communications, ensure that 

your SAU has digital 

letterhead and a press 

release template that can 

be used at a moment’s 

notice.



Checklist for Developing a Plan

 5. Determine who has final approval of any message that goes out.

 Who needs to be included on any draft messages that are circulated?

 Who needs to review a message before it goes out?

 Who has final approval for any message that is released? What’s the 

best way to reach that person & what if he/she is not available?



Checklist for 

Developing 

a Plan

6. Designate a 
spokesperson. 

Centralize communication. 

Refer press inquiries to that 
person. 



Checklist for 
Developing a 
Plan

 7. Determine when to use what

 RED: Alerts. Use all channels! Text 
messaging, email, social media, reverse 
911, press, etc.

 Closure. Positive case. Change to the 
school day. 

 YELLOW: Urgent. Use email, social media, 
memos/press releases, and website.

 Procedures. News/updates.

 GREEN: Informational. Use email, social 
media and website.

 Reminders. Social distancing. Hygiene, etc.



Checklist for 

Developing 

a Plan

 8. Consistency in messaging.

 For every public communication issue:

 A memo to families

 A memo to faculty/staff

 A press release

 A website/news blog entry

 A social media post

 Use the same messaging, slightly tweaked, 

for all four.

 Summarize major announcements with 
infographics and videos.



Infographic 

Example



Checklist for Developing a Plan

 9. Address book.

 Relevant people’s email addresses and phone numbers (public 

numbers and cellphones for internal distribution only)

 Superintendent, board, student services, principals, special education, 

admins., social media coordinators, etc.

 Media List: local newspapers, radio stations, TV



Checklist for Developing a Plan

 10. Stay in your lane

 Prior to issuing a statement:

 Do we have to contact DHHS? Local board of health?

 Police department? Fire department?

 Municipal government?

 This applies to any “news” release, not just COVID-19!

 State: “Communication about any person suspected or confirmed 

to have COVID-19 while at the school should be coordinated with 

NH DHHS, Division of Public Health Services.”



Earned Media vs. Owned

 Earned: Newspaper, TV, radio, blogger

 Valuable, wide reach, professional content producer

 Drawback: Furloughed journalists can’t cover your news

 Drawback: Newspapers cutting back on local news

 Owned: Your content. Website, news blog, social media, YouTube 

 Control over your own message

 Journalists may re-publish all or most of your content

 Drawback: You have to DO it



Public Relations Skillset

Patience, especially 
while multi-tasking

Dispassionate answers 
to questions

Strong written and 
verbal 
communications

Understanding of the 
science of public 
relations AND 
influence 

Research, technical 
skills, web, social 
media, etc.

News consumer. 
What’s that?



SHOOTING 
QUICK AND 
USEFUL 
VIDEOS ON 
YOUR PHONE



Press 

Releases 

 Specifically-formatted documents, 

addressed to the news media

 Written in “inverted pyramid” style

 With contact information for 

spokesperson

 Requires good contact list (email) 

for local/state news outlets



Elements of 

a Release

 1. Client’s metadata

 2. Logo/photo

 3. The words “FOR 

IMEMDIATE RELEASE”

 4. The date of the

release



Elements of 

a Release

 5. PR person contact

info

 6. Headline and 

Subheads if necessary

 7. Dateline/body

 8. Quote from your

client



Elements

contd.

 9. Boilerplate

 10. End marks



Inverted Pyramid Style

Reporters also use “Associated Press Style” in their 

writing, and you should too!



The “lede”

 Your first paragraph (or two) should answer WHO, WHAT, WHERE, WHEN 

 Example: 

 ACTON — Town Manager John Mangiaratti and Community Resources 

Coordinator Laura Ducharme would like to share information on a new 

rental assistance program available for Acton residents. 

 The Emergency Rental Assistance Program will provide temporary rental 

assistance in the form of a grant and will be administered through a 

collaboration with the Regional Housing Services Office (RHSO). The 

application window for the program will open on Monday, June 1.

 https://jgpr.net/2020/05/29/town-of-acton-provides-information-on-

emergency-rental-assistance-program/

https://jgpr.net/2020/05/29/town-of-acton-provides-information-on-emergency-rental-assistance-program/


Questions?
JGPR CAN BE REACHED 24/7/365 AT 617-993-0003 OR INFO@JGPR.NET


