Media Access Guide For Non-Profit Organizations

Media Access Guide For Non-Profit Organizations
 
INTRODUCTION Want to learn about the free public service time available for your volunteer organization or non-profit group? If your answer is yes, read on, because this was written for you. KRON 4 regularly provides air time to non-profit community groups as do most other television and radio stations. The competition for time is fierce, so a good presentation is essential. In this access guide you'll find tips on how to organize publicity campaigns as well as information on how to write and format a public service announcement (PSA) and press release. You'll also find a list of helpful organizations for the media mavens among you, including an index of Bay Area television and radio stations. Doing your homework is the best way to ensure your announcement will be aired. That means knowing your audience, paying attention to station formats and writing the best possible announcement. So sharpen your pencils, put a new ribbon in the typewriter or boot up your computer. You're going on the air!

“Organizing A Publicity Campaign Broadcasting," one tired producer sighed, "is all about time." She's right. Timeliness is of paramount importance in radio and television news as well as in public affairs programming. Publicists must allow advance time of six to eight weeks to get their message to the media. Realistic planning is crucial in getting air time. This eight-week period includes preparation, distribution and broadcast time. What Do You Hope to Accomplish With Your Message? Think carefully about your needs and purposes. Write them down. Then decide upon the most effective method of reaching the public. How to Get A Station To Sponsor Your Event Or Campaign. In addition to supporting non-profits through monetary donations, local stations can help you with coverage ideas, community calendar listings, celebrity participation at events, and an occasional auction item. Call the public affairs/community relations office to brainstorm. What Audience Do You Want To Reach? Listeners and viewers are of all ages and have a variety of interests. Decide which group of people will be most likely to respond to your project or appeal. Public service programming and news styles can vary greatly depending on a station's format. For example, a top 40 radio station that caters to a young audience would probably not use a message for a senior citizen activity fair. However, an announcement for a teen volunteer program may be suitable. What Form Should You Use? What you have to say will designate the format you'll use. Is your message simple (giving the details of an event)? Or is it complex (a campaign to educate the public about a health hazard)? The issue or event you're publicizing determines whether you use the Community Calendar or call a press conference. Also, consider your timing. If you have at least one month's notice, your announcement may be appropriate for a Community Calendar. But if you have only a few days' notice, those calendar listings may already have been produced, and you'll have to decide if your item is appropriate for a news story. Read on to see what services television stations can offer you and how the difference between public service announcements / Community Calendar items and press releases / news items can make or break a campaign. 

COMMUNITY CALENDARS & PUBLIC SERVICE ANNOUNCEMENTS  These are the most easily accessible programs available to non-profits. Calendars promote community events of general interest and the activities and services of non profit and government agencies. These listings may air at various times throughout the broadcast day, or air just once at some stations. You think that's small potatoes? Rating services show that even at 5:00 a.m. we reach about 40,000 people. That's 40,000 more people hearing about your project or event! To have an item listed on a calendar you must submit written public service announcements at least one month in advance of the event. Check the station directory at the back of this booklet for each station's length requirement. You may just wish to write a ten, fifteen, twenty, and thirty-second announcement and let us pull the ones we need. Although community calendar editors attempt to use a variety of messages from organizations throughout the Bay Area, these overworked people admit it's the well written and easy-on-the-eyes ones that are used most often. PSA's that are easy to read, need little rewriting, include a contact person and their phone number and offer all the needed information are the ones that get air time. The reason for this is simple. Stations receive far more public service announcements than they can use on a given day. One KRON 4 producer (who asked not be identified) described her incoming mail as "formidable." We can receive 250 of these written announcements per week and sometimes are only able to use four of them! Competition is fierce, so a little extra time spent writing and rewriting your announcement can be well worth your effort. Remember to get your announcement to the station at least three weeks in advance. The following example will help you understand what information your message should contain and how to format a public service announcement.

                    SAMPLE CALENDAR/PUBLIC SERVICE ANNOUNCEMENT  
Volunteer Center of the Bay Area
Joan Volunteer Event date: April 1-30
1 Main Street, Anytown, CA 90000 
Start date: 4/1(800) 227-2123 End date: 4/30
Reading time: 20 seconds

APRIL IS NATIONAL VOLUNTEER MONTH. SHOW YOU CARE BY SPENDING SOME TIME WITH THE EAST COUNTY SENIOR DAY CARE CENTER. THEY PROVIDE SOCIAL AND EDUCATIONAL PROGRAMS AND AT THE SAME TIME GIVE CARE-GIVERS A NEEDED BREAK FROM THEIR RESPONSIBILITIES. MAKE A DIFFERENCE IN THE LIVES OF THE CITIZENS IN YOUR COMMUNITY. CALL THE VOLUNTEER CENTER AT 1-800-CARE-123.

HOW TO ORGANIZE YOUR ANNOUNCEMENT*Type and double space all information. Please include phonetic pronunciations on all unusual or foreign words or names.*Include the Who, What, When and Where.*Include a phone number for the public to call for further details. Try not to include too many other numbers, which are difficult for the viewer to retain. Rather than listing prices, hours or addresses, spend your time SELLING your event or resource!*Remember to send your PSA's at least one month in advance. No matter how wonderful your event, we may not be able to help you if it comes in after we've taped our calendar for that date.*Try not to send us a flyer or a letter or a postcard announcement; instead try to actually write out the announcer's script as you would expect to hear it on the air.* Note: If you want a news camera to be present, that's a separate approach. You should send a press release to the assignment desk, and you may call them the day before your event to remind them of the camera opportunity (See our examples in the following pages). PSA's like the one shown above, are primarily for the use of Community Relations departments in calendar listings announcing upcoming events or community resources.

EDITORIALS AND REBUTTALS The views and opinions of the station's management on issues of public interest are sometimes presented as editorial statements. Individuals with opposing views are offered opportunities for rebuttal. For information on an individual station's editorial policies, check the station directory at the back of this booklet.  

REQUESTING VIDEO FROM TV As much as we'd like to provide dubs for those people and organizations that are featured on our air, we do not have the resources to do it. But do not despair. For a fee, you can get a copy for your personal or business library by contacting Multivision Media Monitoring, an independent dubbing service at (800) 560-0111. Requests may be made at http://www.multivisioninc.com/referral/KRON.html

COMMUNITY RESPONSE TO PROGRAMS, NEWS ITEMS, ADVERTISEMENTS OR CAMPAIGNS What do you do when you're steaming mad about the way a station represented your cause? How do you thank a station which showed your organization or issue in a supportive and accurate way? Audience response definitely affects change. This is true for both positive and negative images and comments. We encourage you to organize letter writing campaigns. The written word has much more power than a phone call. Letters are read, tabulated, and passed around to several individuals, and finally placed in our Public Information File. When you call, your comments are also recorded; however, often the impact of the calls is diluted when the person answering the phone tries to encapsulate your words. A note on phone calls: we always try to direct your call to the most appropriate person. Remember that your telephone manner is just as important as your point of view. You may be passionate about your cause, but if you offend the person on the other end of the line with some misdirected anger, you may not get the help you need. Remember to keep those cards and letters coming after we've changed something in a positive way. We like to know that people are watching and happy with what we've done. We are always happy to hear from you when we are doing something that you like! No news... is no news. Do your research and get your comments to the right person. Sometimes going to the top is great; sometimes it just means your note takes longer to filter down to the right person. We'll be happy to tell you who to pinpoint and who should get a copy. 

NEWS KRON 4 is very proud of its record for investigative reporting. We do more news than any other local station. You can catch many different news programs on KRON 4, plus 24 hour news updates at the top of each hour. Our KRON 4 News at 5 will often book guests speaking on current news topics. In addition, Saturday and Sunday Morning News often book guests talking on a variety of issues. KRON 4's other weekday news programs are KRON 4 News at 4, 5, 6, and 11pm. For information on who to contact about booking news guests, see our listing later in this guide. 

HOW TO GET THAT STORY Air time on news programs can be difficult to get. News is a highly perishable commodity. Stations will only use items that are timely and of broad public interest. So consider your story with candor and honesty. Is it really significant to the general public? Can you make your story compelling during a jam-packed news day? Press Conferences There's an old joke among publicists that goes something like this..."Jones!" her boss yelled. "Call a press conference! No, on second thought, cancel it and leak the information!" Sounds cynical, but news departments are flooded with announcements, calls for press conferences, and releases. Realize all press conferences can look similar -- a respected citizen standing behind a podium. How do you make yours look different? Remember, you are marketing an idea or an event. Think of a visual "hook" -- hang banners behind your speaker, light candles if he or she is talking about an all-night vigil, hold press conferences outside if it's an environmental issue. Remember, we are a visual medium. Press conferences are considered useless by many assignment editors. However, if the complexity of the story or the availability of a key person requires one, here's what you should do: If you decide that a press conference is appropriate, send an invitation or press release to each local station's assignment desk describing the significance of the conference. The best time to hold a morning conference is between 9 and 10 am. Do not call one later than noon. They should last no longer than thirty minutes and should start on time. Make your speaker available after the conference for one-on-one interviews. Have fact sheets and background information available at the press conference. Have clients available who are willing to go on camera who can help personalize the story. How to Write That Press Release Whether it's for a press conference or just to tell the news department about an upcoming event, the way to tell them about it is by sending a press release. A press release is not the same as a PSA, and if you send the wrong thing to the wrong department you may lose your chance for coverage. Try not to send us just a flyer or a hastily scribbled note, but instead an efficiently-written, compelling press release. You can prepare one by following the guidelines on the following page. Be brief, accurate and to the point. You can list visual possibilities on your press release, but don't make up shots you can't deliver. After You've Sent Your Press Release Make sure that Bay City News Service has your item on its calendar with the correct details. Bay City News is a local wire service that provides Bay Area newspapers, radio and television stations with wire stories and a log of events. Bay City News Service: (415) 552-8900 or www.baycitynews.com. You can then call the assignment desk to check if they've received your press release or invitation. People working on the assignment desk recommend that you call once, and just once, preferably the day before the event.

MLK ASSOCIATION OF SANTA CLARA VALLEY
For Immediate Release
Contact: Lillian Fortier (408) - 238-9350
ANNUAL CALTRAIN "FREEDOM TRAIN" RIDE & TEACH-INS
On the third Monday of January, the entire nation pauses to honor the life and legacy of one man: Dr. Martin Luther King, Jr. Please join the MLK Association of Santa Clara Valley in remembering his invaluable contributions to the Civil Rights Movement by participating in the Annual "Freedom Train" ride. From San Jose to San Francisco, riders will enjoy on-board teach-ins conducted by students and staff from Stanford University's MLK Papers Project. Riders will also participate in a symbolic march to the Bill Graham Civic Auditorium and will board the "Freedom Train" returning to San Jose at 3:30pm. You won't want to miss this unforgettable day of community gathering and remembrance. WHO: MLK Association of Santa Clara Valley WHAT: Annual MLK "Freedom" Train Ride WHEN: 10AM, January 17th (or the third Monday of January hereafter) 
WHERE: San Jose Diridon Caltrain; 65 Cahill Street
San Jose, CA 95110-2501
WHY: To remember the contributions of a national hero by celebrating in universal principles of freedom, equality and justice for all. HOW TO ORGANIZE YOUR PRESS RELEASE*Type and double space all information.*Include the Who, What, When and Where.*Be sure that your contact person can indeed be reached at the contact phone number. If we can't find a contact, we may have to drop a story. Because schedules are usually created in the morning for coverage that day, it's usually impossible to promise advance coverage of an event. Our planning editor says she can offer you an educated guess. She recommends you call the desk any time between 10:30 am and 2 pm, the day before your event. If you don't have time to send a release, you can call each station's news assignment desk the day before your event to list it on their planning calendar. The desk is "Information Central" for any news organization. Their job is to come up with the stories, communicate with reporters in the field, assign field crews, dispatch news vans, monitor police scanners, answer phones, read press releases and newspapers, and much more. Realize the person who answers your call here is the same person who handles all of the above, so they are very busy. Plan your conversation first and then call to tell them just the facts, (Who-What-When-Where-Contact Person-Phone Number-).If you're planning the event, keep in mind that Sundays through Thursdays are the best days for news coverage, with the best opportunities on Sunday. If you have some advance notice, it's a good idea to talk with a specific reporter familiar with the issues affecting your group. Call in to the main switchboard of each station and ask to be transferred to that reporter's line; most use voicemail where you can leave all the pertinent information. You've got to do your homework so you can properly market your service or event. The members of your organization should always keep an eye on the airwaves to monitor who does what and who covers your sort of stories. Then you'll know who to contact for coverage or serve as emcee for one of your future events. Don't feel bad if your story idea doesn't make the air. Perhaps we did a similar story, or something else big happened that day, or the cameras couldn't be in two places at once. Maybe we can save your story for use at a later time. The key is, if you never tell us, we'll never know! 
PUBLIC AFFAIRS PROGRAMS Some stations offer locally-produced, public affairs talk shows. If they do, you may wish to mail guest ideas to the producer at least one month in advance. For information on who does what, check the station's website or go to our Index of Bay Area Radio & TV stations: http://kron4.com/Global/story.asp?S=510502&nav=5D8D.BAY AREA BACKROADS (Saturday & Sunday at 6 PM) is KRON 4's "video travelogue," providing you with information about planning weekend trips to interesting destinations around the San Francisco Bay Area. Host Doug McConnell offers tips on what to see, where to stay and eat, and how to get there. Occasionally, they travel to other parts of the U.S. The producers are always looking for interesting Bay Area locations and unusual events for their show. Submit story ideas for BAY AREA BACKROADS at: http://kron4.com/global/Story.asp?s=505429. FOR HEAVEN'S SAKE, LIGHTWORKS & JEWISH PERSPECTIVEKRON 4 works with local religious organizations to produce shows of interest to Catholic, Protestant and Jewish viewers. Each program interviews representatives from the community on an array of topical issues.  

I SAW IT ON TVFYI: A Nielsen Media Research study found that average time spent viewing television increased significantly from 7 hours and 2 minutes in 1983 to 7 hours and 58 minutes in 2003.You may be asking yourself why this is a good thing for non-profit organizations. Well, the author's of Promoting Issues and Ideas: A Guide to Public Relations for Non-Profit Organizations found that: "Media exposure is the single most important tool used by public relations practitioners to gain visibility for an organization, its issues, and/or its service." That is what makes networking with media and getting television exposure so important for non-profits. What do we mean by "exposure"? Aside from Public Service Announcements (PSA's), we mean getting community issues onto the public radar screen by:§
         Promoting story ideas§         Supplying media outlets with accessible experts on social and environmental issues in the community Promoting Issues and Ideas agrees. They believe that:" Not every contact with the media needs to result in a story, however. Becoming a trusted source of expert information can be invaluable for nonprofits. If you can help an editor develop a story idea - even if your organization isn't featured in that story - you will be on your way to establishing a useful long-term relationship. And that can work to your organization's advantage in any number of ways." 

PRODUCING A VIDEOTAPED PSA What's a Public Service Announcement? It is a non-commercial advertisement run by television or radio stations to inform the public about a health, safety or social issue.  Some non-profits use PSA's or CSA's (Community Service Announcements) to promote awareness on issues of public importance. Because of this, they are usually aired free of charge. How do you submit one for consideration? While most stations are working on digital formats, the most common format for public service announcements is still 1/2" Beta SP. Some stations will still accept 1" videotapes. Submitted tapes are usually not returned; we often donate them to colleges. Check the station's website or go to our Index of Bay Area Radio & TV stations to see what formats and lengths are acceptable at each station:

http://kron4.com/Global/story.asp?S=510502&nav=5D8D

Be sure that all your tapes are labeled with organization, address, contact phone number and announcement lengths. Allow 6 to 8 weeks for review, and feel free to call to be sure your tape has arrived. If you include a cover sheet, realize that we may not read it; instead we will view the tape as our viewers would see it, without any preliminary information. So remember that the tape must include everything you need said. Because video production requires professional production equipment, taping services for PSA's are very costly. While some stations provide limited services to organizations lacking production funds, others can give only feedback as they may not be able to produce tapes for you. If you want a station to produce your PSA, call the Public Affairs department first to see if these services are available at that station. Then, submit a request letter and a proposal that includes background info and a proposed script. The more you can do some of the legwork, the more we can help you. If approved, it may be several weeks before a station can produce your spot. If you decide to spend the big bucks and produce your own PSA, consult with the public affairs department at your local television station first to preview your proposed shooting script. Though you cannot ensure that a station will accept your announcement by consulting with them in the pre-production stages, you may be able to avoid an obstacle that would make your spot unacceptable. Rather than spending all your time and resources on a one-time event, think about a generic spot for your organization. Then if your tape does get into our rotation system, it can stay there and air again and again.

WHERE TO GO FOR HELP/PRODUCTION HOUSES Bay Area Video Coalition: (415) 861-3282San Francisco is home to the Bay Area Video Coalition (BAVC), a non-profit media arts center. BAVC offers low cost access to video production and post production facilities for less than half the going commercial rate. BAVC is first and foremost a support center for non-commercial or educational projects. However, it offers the same low cost and high-quality production and editing services, as well as rentals, to eligible non-profit organizations working on broadcast projects. Contact the Bay Area Video Coalition via e-mail at bavc&bavc.org or via telephone. Public Media Center: (415) 434-1403 If you've got a big campaign and you don't know where to begin, contact the Public Media Center. It's a non-profit, full service advertising and public relations group headquartered in San Francisco. They conceive and produce campaigns for non-profit organizations working for social change and will do pro bono (for public good) work on a space-available basis. The Center's initial consultation is free. Its services are available on a sliding scale. 

WHEN WILL YOUR MESSAGE BE SCHEDULED FOR BROADCAST? Let's make use of our sophisticated technology at KRON 4 and uplink with our crystal ball for a forecast of tomorrow's news today. We foresee that you'll orchestrate a coup for your non-profit. You'll manage to get a local agency to produce a PSA for your organization. It will be accepted by most of the Bay Area television stations six weeks after you submit it for review. There will even be talk of submitting it for an Emmy nomination. When will this announcement air? If you've submitted a videotaped public service announcement, and it has been reviewed and accepted, it will be put into a station's PSA rotation schedule. Because stations have so many PSA's to air, they usually can't tell you when your message will air or promise you a specific time of day. Actual days and times of broadcasts are determined on the basis of interest, immediacy, balance and variety. While we will use specific PSA's when we have openings within an appropriate show, most PSA's given to a local station will air within the "fringe" time of 11:30 pm and 6:00 am weekdays, or on weekends. Don't despair: If a PSA or Community Calendar item airs at 5:00 am, our figures show it can reach 40,000 people! That's plenty of new commuters, parents, and others learning about your event or resource as they're getting ready for their day. Remember: Taped PSA's require more lead time than a calendar listing. You must submit them at least six to eight weeks in advance. 

OTHER GROUPS THAT CAN HELP THEATRE BAY AREA: (415) 430-1140Publicists of both big and small campaigns should know about the Theatre Bay Area and Media Alliance. No art publicist worth his or her salt should be without "Source of Publicity" put out by Theatre Bay Area. This guide to local media (available for $22 through the mail) is geared especially to the performing arts. It's updated annually and is also available on labels. Other lists available through Theatre Bay Area include a critics list, a calendar/PSA list for print and broadcast media, and a list of radio and television producers. 

CLASSES AND WORKSHOPS MEDIA ALLIANCE: (510) 832-9000Media Alliance (MA), formed in 1975 by a handful of journalists, represents the interests of media workers. They offer a variety of services and an opportunity to make fresh contacts within the media. Media alliance offers low-cost, short-term workshops and classes on a monthly basis. They are taught by media professionals on subjects ranging from video production and graphic design to public relations and how to write headlines. Media Alliance is located in Oakland at 1904 Franklin Street, Suite 500, and just one block away from the 19th Street BART. 

LIGHTS, CAMERA, ACTION! Let's say that the perceptive producers of a public affairs program are interested in your story and impressed with the caliber of your spokesperson (Not to mention the quality of your release!). They invite you to be a guest on their studio show. What do you do if you've never been on the air before? Follow your mother's advice, just be yourself. Easy for her to say, she's never been on television. Maybe, but there are things you can do to improve your confidence and help you prepare for your fifteen minutes of fame. Field stories are shot on location where more likely than not, a cameraperson and reporter will come to you, rather than the other way around, to conduct the interview. Be sure to find the best spokesperson for your organization or agency as possible. They should have an in-depth understanding of your organization; they should know how it functions and be able to give a brief history or background on your work with a particular issue or service. They should be well versed in speaking in "30 second sound bites". Keep in mind that you're the expert. That's why you've been invited. You may also want to send a list of suggested questions for the show host that you feel would help you describe your program and its significance. Wear something simple. Stick to solid colors, with the exception of white. Avoid busy prints. That conservative hounds-tooth jacket you're planning to wear should be left in your closet. Video cameras can't focus on busy patterns. Leave big or noisy jewelry at home, too. It can interfere with the microphones. Another important point that many people forget when being interviewed is to smile or nod as you are being introduced. Otherwise, you'll just look unfriendly.

LOOKING FOR A JOB? For those individuals who are interested in working in TV, KRON 4 offers internships and job postings which can be found under "KRON 4 Jobs" or through our job line at (415) 561-8662.

SO LET'S REVIEW: For Cameras and News Coverage (on the day of your event):EMAIL, FAX or MAIL a Press Release to the assignment desk at any station. You don't have to send it to a specific person's attention, as the assignment desk is a collection of people. Call the folks at the assignment desk a day before your event. Give them just the Who-What-Where-When-Contact Name/Phone. Include daytime and evening numbers. They'll put your story on their planning calendar. The next day, when the assignment desk staff reviews all possible stories, plus the availability of reporters, vans and cameras, they may consider your story. Remember, any big news breaking that day may affect whether or not your story will be covered; they can't make promises. But at least you will know that you've done your best and have given them all the info they'll need for the best possible opportunity. You may also wish to approach a reporter who has covered stories like yours; someone who may have a special interest in your event or resource. Reporters often suggest story ideas. Some main switchboards may be able to send you into their Voicemail if you don't have their direct numbers. For Advance Publicity Using Community Calendars and PSA's: Send written Public Service Announcements (PSA's) to each station's Community Relations or Public Affairs office. BE SURE to do your research to find out each station's specific requirements for length. REMEMBER: Written PSA's should arrive one month in advance (If they arrive any later than that, no matter how wonderful your agency or how important your cause, we may not be able to help you -- we may have already pre-taped our announcements for that date). So plan ahead. Just so you know: We receive 200-300 written PSA's per week and some of us can only use four per week (!). So: Give us complete information, pronunciations and lengths, stick with the requirements, and send them in on time. Many television stations post Community Calendar listings on their websites. For Videotaped Public Service Announcements Send pre-produced Public Service Announcement (PSA) tapes to each TV station's community relations or public affairs office. BE SURE to do your research to find out each station's specific requirements for lengths and for tape format. REMEMBER: Taped PSA's should arrive 6-8 weeks in advance. If they arrive any later than that, no matter how wonderful your agency or how important your cause, we may not be able to help you. Why? Because we get zillions of them; we view them in clusters every 6 weeks or so. Yours may wait a good 6 weeks before being seen. Try to plan ahead. Those taped PSA's really do take a lot of time, money, and energy for small non-profits. You might consider producing a generic tape rather than one for a specific event; then it can't come in late, and if we do use it we can continue using it; perhaps for years! Then you really get your money's worth. Also: Consider making one tape with a combination of :10, :15, :20, :30 and :60 messages on it. Why? Because we have hundreds of :30 spots, and quite a few :60 spots in our system. You'll have a better chance if you give us several choices of times for those different availabilities we may have in our schedule. If we do decide to use a taped PSA, it will go into rotation; we will not be able to tell you when it will run. PSA's run at all times during the day, but many run during the early morning hours between 1and 6AM. But heck, even if your spot runs during this time period, it can still reach tens of thousands of people! 

OK, NOW IT'S YOUR TURN That's about the sum total of our knowledge on how to access local media. If you have a question we've failed to answer, please call our Community Relations Department at (415) 561-8686.Good luck with your campaign! 
SOURCE:  http://www.kron4.com/Global/story.asp?S=510446&nav=menu130_10_3
CURRENT LIST OF PUBLIC AFFAIRS CONTACTS (4/17/08):  http://images.kron4.com/images/bamc.pdf
