
the P. R. GUIDE
HOW THE PUBLIC RELATIONS & MARKETING COMMUNICATIONS DEPARTMENT
CAN HELP YOU GET YOUR
MESSAGE OUT
Created for the management and leadership of (your organization).
introduction
So, you have something to say, to show, to communicate! The Public Relations & Marketing Department develops plans and strategies to promote all hospital services and the dedicated professionals who work to serve our patients and each other.
We’re ready to help you get your message out.
This pamphlet provides an overview of the roles of the Public Relations & Marketing Department. Please refer to it to see how you can help us to help you.
Topics covered here:
Communicating through the Media
· News releases
· Advertisements

· Stories and interviews
· Newspaper clippings
Congratulations and Condolence Messages
Photography
Using our official communications media
· Publications (name your organization’s internal and external publications here)
· Website
· Flyers & posters
· Brochures
Promoting Your Department’s New Services
Speakers Bureau
Special Events

· Recognition dates

· Displays & fairs

· Program planning
Reference Materials
For more assistance or information, call the Public Relations & Marketing Department, ext. xxxx, e-mail: e-mail address here.

communicating through the media
NEWS RELEASES
News releases are informational articles that the media publishes free of charge, at their discretion and as space or time allows.
What we do
Write and send releases on newsworthy topics to appropriate newspapers, radio and TV stations, and websites.
What you do
If you have a newsworthy item for release, provide us with the information on the following schedule (which includes one week for our preparation time):
· Daily newspapers, TV, radio and websites: two weeks in advance
· Weekly newspapers and magazines: three weeks in advance
· Monthly newspapers and magazines: two months in advance
ADVERTISEMENTS

Advertisements, or ads, are announcements that we pay an organization to print on a specific date and in a specific medium, from publications to TV, radio, websites, etc. 
What we do
Advise departments concerning which media (magazines, TV, Web, etc.), size, placement, frequency, design and expected effectiveness of ads for specific topics.

Coordinate the development of ads, including concept, design, writing, any ad agency work, and technical specifications for the appropriate media (print vs. web).

Help the department determine a budget, based on the above information.

Place ads in appropriate media.

What you do
Budget for your ads. Contact us three weeks to six months in advance (see news release section, above) to determine if an ad will meet your communications needs within your budget.

communicating through the media, continued
MEDIA STORIES AND INTERVIEWS
What we do
Set up interviews between reporters and employees or physicians who are speaking on behalf of the hospital.

Provide guidance to the interviewee about the reporter, the story, and the expected angle of the story.

Help you practice for the interview.
What you do
Contact us with story ideas.

Refer all reporters to us (Mon.-Fri., 8:30 a.m.-5:00 p.m.) or the Nursing Supervisor (when our office is not open).

NEWS and JOURNAL COVERAGE
What we do
File newspaper, magazine and internet stories on topics related to hospitals/health care, as appropriate; route stories related to their work to physicians, department heads, and employees.

What you do
Bring us clippings about our organization and staff from newspapers or magazines we might not have seen, especially journals specific to your profession.
congratulations & condolence messages

What we do
Publish work-related accomplishments and marriage, birth, and death announcements in the internal newsletter.
Send notes of congratulations to employees who have had babies or adopted children.
Send condolence cards to employees, physicians, and volunteers on the deaths of their immediate family members.
Inform the hospital family of memorial arrangements when an employee, physician, or volunteer dies.
What you do
Notify us as soon as possible of accomplishments, deaths, births/adoptions, and marriages.

photography & Video
What we do
Arrange for photography and videotaping of hospital events for publication, for news releases and for displays.
What you do
Call us 3-4 weeks in advance to ensure enough time for setting up a photo or video shoot.
Because of the expense of staff time, equipment and supplies, please bring your own camera for festive events like birthday and “going-away” parties.

printed materials
publications
Internal newsletter or e-news:
What we do
Publish the newsletter every Tuesday.
What you do
Two weeks before you want an item to appear, provide us with the information. Final weekly deadline: 5 p.m. on Fridays.
Community tabloid or newsletter
What we do
Publish the newsletter regularly. (See us for the schedule.)
What you do
Provide us with story ideas, and call us with photograph opportunities that might be appropriate for publication. (Give us five days’ notice for photographs.)
Report to the Community, Annual Report & Other Special Publications
What we do
Determine the need for and goals of special community and employee publications, such as the annual “Report to the Community” and National Hospital Week tabloid; manage production of these publications.
What you do
Give us your ideas and feedback.
Websites: internet (public site) & intranet (internal site)
What we do
Evaluate the benefits of posting your information on official websites.

Coordinate writing and design.
What you do
Contact us about your ideas for specific content.
printed materials, CONTINUED

flyers & posters

What we do
Coordinate design and printing of flyers and posters for official, scheduled hospital-related activities.


Coordinate distribution and posting.

What you do
Notify us of your intent to make flyers or posters. This is important so that we can coordinate the number of items vying for attention at any one time. (The more items being displayed at once, the less impact each will make.)


If you need design and/or printing, notify us 4-6 weeks in advance.


Show us a sample poster or flyer before posting. Those displayed without a signature from personnel or P.R. will be taken down.

brochures

What we do
Advise you concerning budget, timelines and production requirements.


Coordinate production, writing, design (including photography) and printing.

What you do
Let us know of your needs 6 weeks to 3 months before the brochure is required.
promoting your department’s services

What we do
Whether you need to communicate with the entire hospital family about a new service, to professionals about new procedures, or to the community about ongoing programs, we can offer guidance concerning the best way to reach your audiences.
What you do
Schedule an appointment with us.

speakers bureau

What we do
Suggest topics and arrange for speakers for community organizations, including schools, civic groups, professional associations, etc.

Coordinate feedback between speakers and groups.
What you do
Refer all requests for speaking engagements to us.
Inform us when you speak on behalf of the hospital so that we can coordinate appropriate feedback.
Volunteer to speak.
special events
RECOGNITION months, weeks and days
Whether a specific month, week or date is officially proclaimed by a national organization, or if your department chooses to celebrate your good work, the Public Relations & Marketing Dept. can help you spread the word.
What we do
Keep a master calendar listing of all national recognition weeks or days, plus those scheduled by internal departments or groups.

Help you schedule bulletin board and display space.

Give you guidance for display production, promotion ideas, conference room and Food Service reservations.

Photography.

Internal and/or external (public) promotion.
What you do
For a bulletin board or display case, reserve the space as far in advance as possible to get the week you want.

For photography, contact us 3-4 weeks before the recognition date(s) to allow time to schedule a photographer & process photos.

For a newsletter brief, notify us 2 weeks before you would like it to be published.

For general guidance, contact us as early as possible, but no later than 2 weeks before the date.
special events , continued
displays and fairs

What we do
Coordinate informational displays within the hospital and in the community.

Organize hospital involvement in community activities, such as health fairs, certain town-sponsored events, and miscellaneous projects.

What you do
Let us know as soon as possible of your intent to set up a display in the hospital or in the community. This will allow us time to publicize it, make sure other events do not conflict with yours, and prepare any literature or giveaways.


Contact us if you would like to participate in any hospital-sponsored community activities or if you have an idea for hospital involvement in events in area towns.

PROGRAM PLANNING

What we do
Plan programs with doctors, doctors’ office staffs, legislators, business leaders, and other special interest groups.


Help you plan seminars, open houses, or similar events for your audience(s). We’ll assist you with getting a speaker, setting an appropriate date, ordering invitations, etc.

What you do
Meet with us 6 weeks to 4 months in advance.

reference  materials



The Public Relations & Marketing Department is happy to share our files on a wide variety of communications issues, from performing market research to tips on videotaping. 

In addition, we have published two brochures for your reference:

-   “So, You’re Going to be Interviewed,” a guide for newspaper, TV, and radio interviews.

-   “Working Backwards,” the “how-to’s” of planning a timetable for printed projects.

please call or visit our office:
(give specific address, e-mail, phone, website, etc.)

Original copy created by Amy M. Avery, Amy@AveryWrites.com, 
for colleagues in healthcare P.R. and marketing.
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This basic guide was originally prepared for small to medium sized hospitals, to inform non-PR managers about practical steps to getting their messages out.


Since it’s a Word document, you can cut and edit it for your organization. I hope you find it useful.


--Amy M. Avery








