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As Bradford’s businesses, venues and attractions re-open 
safely, the Sparkling Bradford summer campaign team is 
keen to support you in creating and sharing positive news 
and creating as much awareness as possible to showcase 
our district as the best place to spend time this summer.

In helping you to deliver your own positive ‘Sparkling 
Bradford – back to business’ messages, we can create 
a united and welcoming message to help drive footfall 
where it’s needed, across the district.

Please note, this guide has been created in line with 
Government’s latest advice to ‘Enjoy Summer Safely’ 
please check the latest advice here. Find out more about 
the Sparkling Bradford campaign here.
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Overview - why and how
Public relations is a term used to reference how you 
engage with your audiences, your customers and 
your potential customers to help create good will, 
understanding and ultimately, help to attract footfall 
and spend into your business or operation.

In the interest of supporting local business owners 
make the biggest impact in the easiest and most 
effective ways, this toolkit will cover media relations 
and social media guidelines.
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Key messages to use in
your communications
Eating out: treat yourself to Bradford’s hospitality scene, finding new and returning to 
old, favourite destinations

Great outdoors: Bradford district is full of sparkling experiences, head out and enjoy 
the fresh air and wide open spaces

Shop local: Your high street and independent retailers need you! Think local before 
buying online

‘Your Bradford’: Share your favourite experiences of Bradford with us and help 
signpost others to local food, drink, retail and cultural destinations 

Sparkling Bradford offers easy to access information to create a perfect ‘staycation’ 
this summer by showcasing local venues, shops and restaurants which are open and 
ready to safely welcome customers back

The Sparkling Bradford website is designed to help everyone discover Bradford’s 
hidden gems to explore, discover and support

We’re keeping the sparkle going and asking local people to do the same by visiting, 
eating, shopping and relaxing with us

PR Toolkit
V1.0_27 July 2020

02



What is a press release?
A press release is a means of raising awareness of your new offering, 
your re-opening or your community activities in a way that doesn’t cost 
(free editorial) and which reaches a wide audience.

To be effective and make it onto the news pages, a press release has to 
be newsworthy – ie telling the audience something of interest that isn’t 
overtly selling your product. If a press release is too “salesy” it will be 
considered advertising and you will be asked to pay for it to be used in 
print or online.
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Top tips for writing
a press release
Create a short headline that summarises your story

Impact intro. The first two lines in a press release usually 
determines whether people will be engaged or
not – make it punchy, catchy and interesting… make the 
reader want to know more

Know what your key points and your key messages are 
and get them across early in the release. Keep
them simple and easy to understand

Know your target audience - is your tone of voice and the 
content appropriate to the readership you
are aiming for?

When writing for the local media, look at the content 
you usually see in the Yorkshire Post, the T&A, the 
BusinessDesk, Keighley News, Ilkley Gazette. Emulate 
their style where possible

The general rule for planning content for news writing is: 
who, what, why, when, where, how?

Include figures where possible, journalists like numbers, 
stats and clarity

Always include quotes and from a third party if relevant. It 
adds interest to your story

Keep the word count down – around 350 - 400 words for a 
news release

Write numbers in full from one to nine and from 10 
upwards, write in figures

Include -Ends- at the foot of the story so the journalist 
knows that is the end of the news content

Include a caption if a photograph is included, followed by 
your organisation’s details and your contact details

Include notes to editors if there’s company information 
you want to include which isn’t relevant to the story

Always proof read before emailing out
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To find journalist contact details, see the news source 
website i.e. the T&A is newsdesk@newsquest.co.uk

If time permits, call the journalist to talk to them about 
your story. It helps to build relationships and alerts them to 
another email hitting their inbox. Journalists get hundreds 
of emails and press releases sent every day

Closing quotes to add in from the Sparkling 
Bradford team ie:

xxxx said: “We are absolutely delighted to hear that 
xxxx is re-opening / experiencing strong footfall / has 
re-imagined its offering following over three months of 
lockdown. Covid-19 has hit many businesses in many 

different ways and we are urging local residents to shop 
local, eat local and visit local this summer. Supporting 
our local economy and making the most of what is on 
our doorstep is the best way to ensure the places we 
love survive and thrive for everyone to enjoy in the 
months and the years to come.”

To include at the end of press releases:

For more information about attractions, businesses 
and venues which are helping Bradford to sparkle this 
summer, see the website www.sparklingbradford.info 
and follow the latest news on the VisitBradford social 
media platforms and SparklingBradford for Instagram
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Date: 14 July 2020

Headline: Baildon retailer re-opens with new offering after 
lockdown

Introductory paragraph: Xxxx is opening its doors next week 
with a new offering for customers after four months in lockdown.

With plans to re-open (on xxx date), the Baildon-based retailer 
which has been a fixture in the local community for 30 years, is 
expecting footfall to be high as it opens its doors and introduces 
a new line of... / introduces a new layout to ensure a safe 
shopping experience.

Shop owners Sheila and Michael Smith say they have 
experienced a high volume of requests to open their doors since 
lockdown measures eased in July.

Insert quote here ie: “In 30 years of running our village business 
we have never experienced such loyalty and support from 
our customers. We took our products online in April but know 
people are missing the connections of face to face shopping.

“We’ve installed all safety measures in the shop from 
temperature testing on arrival and hand sanitiser stations along 
with stickers to remind customers to socially distance when 
in-store. We are expecting footfall to quickly reach pre-covid-19 
levels as our new layout creates a safer shopping experience and 
together with other local stores, are delighted to be breathing 
life back into our high street again.” 

Summary paragraph incorporating key message: As many 
families are focussing on the staycation this summer and 
looking to their own neighbourhood for entertainment (name 
of business) is one of many which are being showcased on the 
Sparkling Bradford website which aims to help drive footfall into 
local destinations through the remaining weeks of summer. 

Final Sparkling Bradford team quote: We are absolutely 
delighted to hear that xxxx is re-opening / experiencing strong 
footfall / has re-imagined its offering following four months of 
lockdown. Covid-19 has hit many businesses in many different 
ways and we are urging local residents to shop local, eat local 
and visit local this summer. Supporting our local economy and 
making the most of what is on our doorstep is the best way to 
ensure the places we love survive and thrive for everyone to 
enjoy in the months and the years to come.

-Ends-

Caption: (if including image)

For more information about attractions, businesses and venues 
which are helping Bradford to sparkle this summer, see the 
website www.sparklingbradford.info and follow the latest news 
on Twitter @VisitBradford and Instagram SparklingBradford 

For more information about (name of shop / venue / attraction) 
please contact (name of business owner / manager) on email 
address: and phone number

Example press release template
The notes in bold are for your information and guidance, not for replicating
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