
 
 

How and When to Contact the Media 
 
Step 1: Deciding When to Contact the Media 
 
There are times when proactively contacting the media should be part of your communications strategy. It is 
most appropriate to reach out to reporters in circumstances that include enlisting the public’s help during a crisis, 
correcting misperceptions, or generating positive news coverage for your community. 
 
Using the Media as a Crisis Resource 
The media can be helpful to you in some crisis situations. If circumstances arise where you need the public’s 
assistance, contacting your local radio and television news departments can generate much-needed help. For 
example, by using the local media to broadcast critical information about a missing resident, the public can be 
enlisted to provide law enforcement and other emergency personnel with tips as to that resident’s whereabouts. 
 
Correcting Inaccuracies 
It is also helpful to contact the media if you become aware that an issue involving your community, or Assisted 
Living in general, is being continually reported incorrectly. If you see or hear news stories that misstate facts, or 
those that are extremely inflammatory in nature, it is important to contact the reporter, publication, or broadcast 
outlet to explain the error and offer accurate information. 
 
Generating Positive News 
Calling your local paper, television channel, or radio outlet to let them know about events in your community 
builds credibility and name identification. Getting the media to help you tell your positive stories also helps the 
collective success of Assisted Living. Media-appropriate stories might include milestone birthday or anniversary 
celebrations, art exhibits, holiday celebrations, partnerships with other organizations, or residents with unique 
histories. 
 

Step 2: Who to Call 
 
Every Assisted Living community should have an up-to-date list of local media in their files. Every year, update the 
list to be sure that the names, phone numbers, and email addresses remain current. Create your list using the 
following steps: 
 

1. Write down the outlets that you know report news in your area. These include: 
• Local news talk radio stations 
• Stations that broadcast local news daily--usually affiliates of ABC, NBC, Fox, and CBS 
• The major newspaper for your region 
• Local community newspapers in your city or town 

2. Look up the main telephone number for each outlet 
3. Call each outlet and ask to be transferred to the news department 
4. When you reach the news desk, explain that you are creating a media contact list and you’d like the  

direct line and email address for the news assignment desk (radio and TV stations) or the metro desk 
and features editors (publications) 

5. Add all contact information to your final list 
 
 



Step 3: What to Say 
 
When you call a radio or television news desk, understand that the person you will speak to is extremely busy. 
The assignment editor will need to know these things quickly: 
 

• Your name and affiliation 
• The news story you’d like them to cover 
• Why it is newsworthy 
• When and where the event is occurring 
• A contact person for follow-up 

 
It is a good idea to construct your news pitch ahead of time and practice on a colleague. It is also extremely 
effective to email a written news advisory with all the facts--who, what, when, where, and why it is newsworthy-- 
in advance of your call or as a follow-up to your phone conversation. 


