




1. Themes for events

When it comes to organising an event, 
one of  the biggest challenges is creating a 
theme that will generate enough interest 
for people to want to attend – and ensure 
that they stay when they do show up! 

Planning the best time to stage your event also 
requires careful consideration.

Reading promotions can be easily associated with 
many different themes, but the activity of  reading 
may not be enough in itself. That’s why Words 
Unite is looking at the bigger picture.

We will be providing a full calendar of  events that 
can be used to promote the Words Unite campaign 
– events that tie in with initiatives taking place on a 
much grander scale. 

World Book Day in March 2009 is also, of  
course, an ideal date for providing the theme 
for subsequent events. But there are many more 
calendar occasions that lend themselves perfectly  
to the theming of  initiatives that will provide the 
basis for meaningful activities that can be made  
fun for everyone.

Some events will be directly linked to reading and 
learning, while others may be more general. But 
these can still be used to get the message across. 
In February, for example, why not promote the 
enjoyment of  reading or writing through the use of  
Valentine’s Day cards or pancake recipes?

As well as widening the choice of  themes available 
to us all for the promotion of  reading, using 
established dates in the calendar will help to 
generate interest from the local press.

Reporters can be made aware weeks in advance 
of  scheduled local campaign activities that are 
associated with events of  national significance. 
This will ensure that our initiatives are both noted 
and newsworthy.

Some key events for your calendar:

• Age Concern Week 

• Black History Month 

• Children’s Book Week

• Family Learning Week

• Parenting Week 

• Plain English Day 

• Valentine’s Day 

• Pancake Day 

• Chinese New Year 

• Mothers’ Day 

• World Book Day 

• Bedtime Reading Week 

• National Mother and Baby Week 

• Adult Learners’ Week

• Positive Parenting Week 

• Learning Disability Week

• Fathers’ Day 

• Exam Results

Please check the website for the latest details  
of  upcoming events.



1.1  Hosting an event

Events are a very effective way of  
communicating directly with your 
audiences. Take the time before you start 
to consider the following:

• �what is the purpose of  the event?

• �is it really necessary?

• what do you want to get out of  it?

• �who will speak/cut the ribbon/ 
hand out the awards?

• who do you need to invite?

• when do you want to hold the event?

• are the key people available?

• does it clash with anything else?

• where will you hold it?

• do you want the press to come?

• what photo opportunities will there be? 

1.2 Planning an event
Fail to plan, plan to fail! Yes it is a cliché  
but when it comes to organising an event 
you ignore it at your peril. Your planning  
should fall under three broad areas:

1.2.1 logistics
• catering 
• seating plan 
• technical support 
• presentation equipment 
• PA system 
• registration

1.2.2 content
• VIPs 
• speaker availability 
• content of  presentations 
• tour 
• performances

1.2.3 promotion
• invitations 
• awareness-raising 
• media 
• photography 
• capturing output/feedback 

6 months identify objectives agree budget draw up the brief

4-6 months identify venues/
availability and book

identify availability of 
key attendees

set date issue brief to all people 
likely to be involved

4 months request/gather names 
of invitees

draw up 1st/2nd 
wave list

agree suppliers 
and book

3 months issue priority invitations meet suppliers and 
agree requirements

confirm requirements 
in writing

5-6 weeks review replies/issue 
extra invitations

request further names 
if required

4 weeks chase all outstanding 
invitations

produce briefing notes  
for hosts

produce briefing notes 
on key clients

3 weeks confirm requirements 
to suppliers

finalise guest list  
and distribute

finalise hosts

2 weeks issue briefing notes to 
hosts

issue client briefing to 
hosts

1 week confirm final numbers 
to suppliers

produce table plan produce place cards produce name badges

1 day finalise table plan prepare guest/ host log

The Day enjoy the event!

Planning schedule



1.3 Inviting VIPs

You may wish to invite a speaker, a member of  
the council’s executive, a government minister or 
even a local celebrity to your event to give it a focal 
point and a bit of  glamour! It is important that 
you invite any VIPs as soon as possible because 
their diaries fill up very quickly. They may not be 
available at the time you want so be prepared to 
be flexible. Consider who the invitation should 
come from, for instance, if  inviting a government 
minister the invitation should come from the 
Headteacher or Chair of  Governors. They will 
receive hundreds of  diary requests every year and 
can only accept very few, so think carefully about 
why they should accept yours. Do they have a link 
with Hackney? Do you have a very strong case 
study in a particular policy area? Are you the first 
to do something?

1.4  Getting people there

Consider some promotion for the event such as:

• letters to audiences

• advertise in local paper 

• community newsletter

• posters

• �alert other partners and include in 
their newsletter

1.5  On the day

It is important that you have a clear idea of  how 
the day will run beforehand and that everyone 
is clear on the part they are playing. Things to 
consider for formal occasions are:

• who will greet VIPs?

• who will preside over the whole event?

• �who will be speaking? 

• will they need a microphone?

• who needs to be included in photographs?

• �once the formalities are over, will there be 
refreshments and an opportunity for networking?

• will there be a tour of  the premises?

• will there be a performance or demonstration?

1.6  Feedback and follow-up

Always try to get feedback from any event you 
host. Asking visitors to complete a simple feedback 
form will help identify what worked and what 
didn’t. This will help improve any future events.

2.  Working with the media

We recommend that you publicise your own 
good news and events in the local papers. 
The two Hackney newspapers may support 
your events and initiatives with coverage of  your 
activities, particularly when accompanied by 
good photographs. 

2.1  Writing a press release

Every press release should include the following 
information:

• who

• what

• why

• where

• when

• how

• potential photo opportunities 



2.2  What kind of  story?

Stories where people have won awards, achieved 
good results or where high profile ‘outsiders’ visit 
and contribute to partner organisations are of  
particular interest.

2.3  Photography

Articles accompanied by a high resolution photo 
are more likely to be published. Permission must  
be obtained from parents/guardians before 
publishing any photographs of  children. 

2.4  Style

Simple, plain English suits best. It’s always good 
to have a quote but it must be attributed. Start the 
story by telling what it’s about and then explain 
why it’s of  interest. Remember news is not a formal 
piece of  writing, it needs to be lively. 

2.5 Where to send it?

The Worlds Unite Team can advise you on which 
publications, however we recommend starting with 
Hackney’s two main papers Hackney Gazette and 
Hackney Today. A template for a press release can 
be downloaded from the online download centre  
at www.gethackneyreading.com

The Hackney Gazette is a weekly 
newspaper sold in Hackney with an audited 
circulation of  over 10,000. The deadline for 
copy is midday Monday.

Hackney Today

Hackney Today, the Council’s newspaper is 
interested in featuring positive stories and 
publicising upcoming community events. It is 
published every second Monday (subject to a few 
exceptions). The copy deadline is a Monday the 
week before publication. 

For Hackney Today submit an article of  no  
more than three hundred words to the editor  
at htnews@hackney.gov.uk - the editor can be 
contacted by phone on 020 8356 3275 or by  
fax 020 8356 3118. Please include the name  
and number of  the relevant contact person at  
the organisation. 

Send your release to Hackney Gazette by email at 
hg.editorial@archant.co.uk or call 020 7791 7788 
to talk to a journalist.

You should also send a copy of  all press releases to 
the Words Unite Communications and Marketing 
Team for approval by fax on 020 8820 7235 or 
email - wordsunite@learningtrust.co.uk



3. Photography

A good picture tells a thousand words 
and forms an essential part of  all print 
publications and brings news stories 
to life.

3.1 What makes a good photo 

Where possible you should consider using a 
professional photographer for publicity material. 
However, this may not always be possible or 
affordable so if  you are going to take pictures 
yourself  using a digital camera consider 
the following:

•  focus on people doing things - whilst it’s nice for 
everyone in the group to get a copy of  a 
group shot, most group shots look very similar 
and so can be a bit boring to feature on a website 
or publicity material

•  look for good colour and contrast - natural light 
(outdoors) is better than flash (indoors). If  it’s a 
very bright, sunny day then you will get better 
colours and contrast if  you take pictures early 
morning or early evening

•  show people in their natural environment, as 
opposed to studio or staged shots

•  try not to let the background distract too much 
from the main subject of  the photo - it shouldn’t 
be too busy

•  even if  the resulting photo does look a bit busy, 
think about whether it would work better if  it was 
cropped -  in this way you focus in on a particular 
part of  the photo (someone’s smiling face, for 
example).

•  look for the one significant element of  the 
photograph and focus on that - but don’t chop 
off  people’s heads!

3.2 Permissions

If  you are taking a picture to store and use for 
publicity purposes you must obtain the permission 
of  the people or parents of  children you are 
photographing.

A common sense approach suggests that if  
the photographer asks for permission to take a 
photograph, this will usually be enough to ensure 
compliance with The Data Protection Act 1998.



4.  Marketing Tools

The following templates can be downloaded at  
www.gethackneyreading.com and can be personalised for partners’ own uses.

• promotional poster

• invitation for events

• press release

Should partners wish to use the Words Unite brand for their own literature or advertisements, the Words 
Unite logo can be downloaded from the Online Resource Centre together with the guidelines for its 
use. However, we would be grateful if  you could email such items to wordsunite@learningtrust.co.uk for 
approval to ensure the brand remains consistent throughout the campaign.

5.General Enquiries

Telephone: 020 8820 7078

Email: wordsunite@learningtrust.co.uk

Website: www.gethackneyreading.com




