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a. Why tell our stories?

“Our stories matter, each and every one of them, because they reach towards the big story, of a God who creates us, and to whom we are reconciled through the cross and who promises us redemption in his kingdom.  The big story is known through our little stories.”
Revd Dr Tim Gibson

Flourishing Rural Church paper
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b. Parish story telling – starter for ten

	The main messages (story!) about our parish that we want others to see, hear and experience are:



	Is your message  reflected  in: 
	Think about
	Comments

	1. Your churchyard?
	· Overgrown grass areas?

· Litter free?

· Seating areas?

· Smooth pathways?

· Access for wheelchairs/pushchairs?

· Lighting

· External noticeboard. Is it…
· Visible from road?

· Up-to-date?

· Engaging?
	

	2. Your porch?
	· Cleanliness

· Welcoming?

· Signage

· What’s on?

· Photographs?

· Opening times?
	

	3. Your building?
	· First impressions

· Signage

· Positioning 

· Design

· Leaflets

· Languages

· Faith-based

· Design

· Branding 

· Heating

· Lighting

· Cleanliness

· Decorations

· Internal noticeboard

· Up-to-date?

· Uncluttered?

· Engaging?

· Space for private prayer?

· Accessibility
	

	4. Your worship? 
	· Language and liturgy

· Service style/theme

· Music & audio visuals

· Mixture of offerings?

· Interaction

Service sheets – large print?
	


	5. Your publications? (online and print)
	· Consistent branding

· E.g. logo/fonts

· Good use of images?  People not just buildings!
· Design

· Uncluttered?

· Engaging?

· Clear target audience

· Publication overload?
	

	6. Your events?
	· Open to all? 

· Based on discerned need?

· Fit for purpose?

· Spaced throughout the year?

· Well organised

· Involve different groups within the parish?
	

	7. By the church community?
	· How do people talk to others about their experiences of being a member of your church?

· Are others invited to join activities? 

· Is faith/church activity promoted across other networks?

· Are newcomers/visitors approached and welcomed?

· Telephone manner of parish office? 

· Cliquey? Inward looking?
	

	This checklist has helped us to identify the following:

Strengths:

Needs attention:

Opportunities:

Potential challenges:



c. What makes a story?

A story is… 

primarily about people – people talking, people doing, people reacting, people hoping, people hurting.  Other ingredients are: hardship, danger, controversy, progress, scandal, strong opinions, change, new ideas, novelty.

A story is… 

ordinary things happening to extraordinary people, or extraordinary things happening to ordinary people.

A story is…

about change – for the better or for the worse.

A story has pegs…
something to hang the messages on!  Examples are: the launch of a campaign; a meeting; support of a celebrity; an anniversary; controversial views; an award ceremony; the youngest, the oldest, the first, the 100th, the 1000th etc.; 

A story is...

whatever is new.
A story…

should always have pictures (they speak a thousands words, after all)!
d. Writing a news story - checklist
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1. Start with ‘Who? What? Why? Where? When?’  These should be in the first paragraph or people may not read on! 

2. The second paragraph should build upon your first with more detailed information.  Subsequent paragraphs can expand on the information but two might do it. 

3. Next, include a quote from a named person (give the full name and title) to make the story come alive.

4. Use short sentences and limit yourself to the equivalent of one sheet of A4. If longer, get editing and be ruthless.  Remember Who? What? Why? Where? When?

5. Choose your headline last to sum up the main point of the story.
6. Get someone else to proof read – typos look unprofeshional and will jar or annoy the reader. (See what I mean?)

7. Publish along with a captioned image on your website.  
8. Send the link with the image as a separate attachment to: appropriate media (see section e), local newsletter editors, parish council websites, deanery website editors and the diocesan comms team.

9. No website? Send the story in the body of an email to the same list.  

For more help and advice contact:

Caroline Gray, Communications & Engagement Officer

Tel: 01749 685276 email: caroline.gray@bathwells.anglican.org

Louise Willmot, Communications & Engagement Officer

Tel: 01749 685145 email: louise.willmot@bathwells.anglican.org

e. Engaging with the media
Local and community newspapers and radio stations and regional television programmes serve and are trusted by their local communities and can be very useful supporters of the Church. It’s important that you consider them as part of your storytelling approach. 
Sharing good news

Effective engagement of media in your area depends on four crucial factors:

1. Building relationships

If you want to gain publicity through your local media, the first thing to do is to know which media serve your area then get to know your local reporters – they are human beings and will be much easier to deal with if a relationship has been established.  This also builds a bank of good will that will be useful if/when something negative hits.

2. Do your research

Compile a mailing list of all the media in your area; find out how they like to be contacted; read your local papers and get to know their style; listen to local radio stations and watch regional television programmes; think about how you might be included; look for ‘soft spots’; sections of papers or programmes in which you are more likely to be included so you can target your approach and tailor your story accordingly; offer photo opportunities. And be aware of deadlines.
3. Understand what news is

Keep the media informed of what is happening in your parish but give them news, don’t bombard them with trivia.   When your story lands in the journalist inbox, you want them to know it is worth reading!  (see section c:  What makes a story?)
4. An appropriate approach
You’ve done 1-3 above and are confident you have a great news story, now what?  Choose your medium!
Phone call?

Never a bad thing.  If they are interested and want more information, you can follow up with an email.  Or you may be able to give them all the information on the phone.
Press Release?
Local media may not be dead but the formatted press release is – they worked in the time of mail and faxes but are now defunct.  Your press release is your news story (see section d) sent by email with a captioned image attached.

Photocall?

Does your event lend itself to lots of lovely photos?   Of course you’re always going to take your own but consider inviting media along to take photos too. You’ll get professional ones that you can usually use for free (with permission of course). Be sure to include a specific time and description of exactly who and what will be in the photo and the story behind it. 
not sure whether you really have a story or not?
not sure how to present it?
think it’s a biggie and may have wider interest?
worried any part of your story may be twisted and used negatively?
Call the Communications Team on 01749 685 111 who will be happy to help and provide further guidance.
Responding to not-so-good news

Should you ever receive a call from the media asking for your comment on a potentially negative issue, here’s what to remember:
· You don’t have to answer anything straight away

· Thank the journalist for their call and take their name, number and publication
· Ask them to spell out exactly what questions they would like answers to

· Ask them their deadline

· Explain that you or a diocesan spokesperson will get back to them

· Call the communications team straight away – you don’t have to deal with it alone.

Those contact details again:
Caroline Gray, Communications & Engagement Officer

Tel: 01749 685276 email: caroline.gray@bathwells.anglican.org

Louise Willmot, Communications & Engagement Officer

Tel: 01749 685145 email: louise.willmot@bathwells.anglican.org

f.     Design 

Newsletters, parish magazines, leaflets and posters are all important elements for parish  communications. We rely on them to get a wealth of messages across - success depends on design as well as good content.
Design brief 
First, develop a brief by addressing some key questions that will influence your design:

· What the material for? 
· Who is the material for?
· Key information that must be included

· Where/how will it be displayed or distributed?
· For web use or printed?

· The space available

· With other items or stand alone?

· How produced, in-house or by an external supplier?  Print or online?
· Contacts for more information

· Budget

Layout
· Keep your information tidy

· Using a grid system is the key to good design and organising your information effectively on the page.

· Grids are particularly useful in ensuring consistency when working with multiple pages.

· Many desktop publishing packages have grid templates that you can adapt.

Text and language 

· Use text conventions that people are used to seeing, such as: Main headline, subheads, 
       Captions, quotations

· Use language appropriate to the audience

· Make the text inviting

· Avoid CAPITAL LETTERS, underlining and italics to highlight text. They are not accessible.  Used bold or increase font size instead!  For more on accessibility see page 14 of the diocesan style guide at: www.bathandwells.org.uk/diocesan-visual-identity 
· Don’t crowd your text.  Use plenty of space, especially round headlines

· Keep the text as large as possible.  11pt minimum for body text in an A4 newsletter.
Consistent look and feel
· Use a maximum of two typefaces across ALL communications

· Try one for body text and, to add interest to the page, one for headings. The Diocese of Bath and Wells has adopted Calibri for body text and Cambria for headings.
· This is part of effective branding and will help your publications easily recognisable as yours. 

· Develop templates for leaflets, posters and newsletters so you are not starting from scratch every time.

· Make sure you use your logo every time to support familiarity and credibility.  If you don’t have one, use the Church of England one, available at: https://www.churchofengland.org/more/media-centre/logo-and-visual-identity#no-back 
Colour

· Agree a colour palette for your organisation – one that’s a good fit and one you can use across all publications for consistency.  
· Think about some of your favourite brands and how they use this to best effect.  Cadbury (purple), Friends of the Earth (green and black) Wateraid (blue hues)

· You might want to use colours from the diocesan colour palette. See page 12 of our style guide at: www.bathandwells.org.uk/diocesan-visual-identity 

Images

· Use good quality images that reflect your message and will grab attention

· For print aim for 1MB or above

· Use captions – they are often read before the body text 

· Use people where possible – two or three subject maximum – not a crowd!

· Try www.pixabay.com   for free images
· Ensure you have the correct permissions to use the image. Download a permissions form for your use at: www.bathandwells.org.uk/social-media-support/ 
· Avoid clipart - it can look unprofessional

Obtaining print quotes

· Digital print costs are decreasing all the time.  Why not ring around and get a couple of quotes to check against in-house costs.  This is the info you’ll need:

· How many copies you want and by when

· What kind of paper you want to use 

· 130 gsm is a quality stock for magazines, 80gsm is everyday printing paper, the higher the number the thicker the paper stock.

· The size of the publication

· How you would like it finished – folded, stapled etc.
· Delivery address 
· Black and white or full colour  

If the price is right, using an external printer means you’ll also get a professional finish with the folding and any stapling, plus it frees up time spent standing over your photocopier!

Sources:  www.designcouncil.org.uk; www.foe.co.uk; www.churchofengland.org; www.flyerboy.com   

g. Content

Everything you produce is an opportunity to say something about who you are as a parish, your values and your identity.  Not just to share information.

Golden rule – consider your audience

· Content must be tailored to your audience.  For example: 
· A weekly news sheet available in church are primarily for your church-goers.  They are a great way of keeping your congregation informed and engaged. Content should reflect that (see below)   But don’t for get they can also help to welcome newcomers and visitors and can be outward facing if passed on

· Your parish magazine, typically distributed around the parish, should focus more on how your church connects with and is a part of your community.  Articles and advertising from other local organisations should be encouraged e.g. local school or parish council.
· Both are ‘adverts’ for the life of your parish.  You want to create an appealing and engaging publication that gives the sense of a vibrant church community that people will want to be involved in.

· Make sure it’s what they want to know about, not just what you want to tell them about! 
· Regularly assess the content to ensure it’s relevant and presented in a way your readers want to read it. 

· Encourage feedback and contributions. This will make the Editor’s life easier, and also builds a sense of ownership among the congregation and wider community. 

Images

· Always use photographs. They bring content to life, the larger the better. 
· Use good quality images that reflect your message and will grab attention

· For print aim for 1MB or above

· Use captions – they are often read before the body text 

· Use people where possible – two or three subject maximum – not a crowd!
· Avoid buildings – people like to see “people like me”
· Try www.pixabay.com   for free images
· Ensure you have the correct permissions to use the image. Download a permissions form for your use at: www.bathandwells.org.uk/social-media-support/ 
· Avoid clipart - it can look unprofessional

News sheet content checklist
· A welcome. This should be inclusive to everyone, regulars or new visitors. Think about what you would like to know in order to feel welcome. This could be some basics about the service, such as who can take Holy Communion and how, basic housekeeping such as disabled access, toilet facilities and baby changing, provisions for children, and refreshments after the service. People don’t like feeling like a ‘newbie’! 

· Readings and psalms for the week. Some people like to read them in advance. 

· Hymns and prayers. You could include the Collect for the day, list hymns to be sung with numbers, and any responsorial psalms.  

· Service schedule. Include all the dates and times for the forthcoming week, and any relevant service descriptions. If there are any changes to regular services make sure to highlight them. 

· Notices, events and news items. Include a brief description with something to catch the attention, but don’t go over a paragraph for each item. Remember to include contact details. 

· Prayer requests. You can invite people to submit these either on a piece of paper at a convenient place in the church, or by email.

· Contact details. Don’t stop at the incumbent’s details; include all key church workers such as Churchwardens, PCC Secretary and Treasurer. Include your web address if applicable, and last but not least, your Editor’s details and submission deadlines.  

Manna mailing
Every month (excluding August) the communications team produces a Manna mailing, with content for Parish Magazine editors to use as they see fit. It contains: A main feature, a news page with three or four stories (from around the diocese or about the diocese) a letter from one of our bishops or assistant bishops and an interview. 

They are available to Parish Magazine editors around the 10th of the month in a range of formats so editors have the choice to use as little or as much of the content as they wish, either as part of the magazine or even separately.

Find out more at: https://www.bathandwells.org.uk/parish-magazine-editors/
h. Online presence

According to the Office of National Statistics, 80% of adults in the UK used the internet DAILY in 2017 – that was up from 35% in 2006.

Every church needs an online presence. The good news is that every church has one, through its page on the Church of England’s www.achurchnearyou.co.uk 

Some parishes have in addition created stand-alone websites. Your online presence also incorporates social media channels such as Facebook, Twitter, Instagram and YouTube.
It’s easy to get more familiar with your online presence, simply search for the church in Google and see what pops up in the search results. This should be your starting point to exploring next steps.
As a minimum, we recommend each church has an up to date A Church near You page, plus a Facebook page.

Websites

In the Diocese of Bath and Wells, parish websites range from static websites with minimal content and basic information, built using templates in free online software such as WordPress, to more advanced, bespoke sites where professional web designers have been brought in and significant investment has been made.

Set-up options

· The Church of England’s A Church Near You 

A Church Near You (www.achurchnearyou.co.uk) now offers simple parish websites as part of the free service to churches. Might you considering redirecting the domain name from that website that never gets updated and use this as your main website? Read more at:  https://www.churchofengland.org/more/media-centre/church-england-digital-labs/labs-learning/why-your-church-should-be-using-church  and 
https://www.churchofengland.org/more/media-centre/church-england-digital-labs/labs-learning/more-80-cent-church-near-you-editors 
· WordPress 
Set up a website using WordPress (it’s free and limited tech skills needed) see: www.wordpress.com to get started. 

· Church Edit  

Packages available from £149 plus VAT per year www.churchedit.co.uk.  They’ll do everything for you except write and upload your content

· Web designer – congregation member
One of your congregation might well be a web designer. Will they design a site for you?  There’s a risk though if the person moves away or to another church.

· Web designer 

See which other church websites you like and approach a local web designer to discuss your requirements and budget.
Editing

· Build a dedicated team of 4-5 people (it’s hard for one person to do it all) with responsibility for uploading content. 
· Don’t let one person keep all the log-in, set-up and updating information to themselves.  If they move on, the site goes with them!
· One person in the team is responsible for the oversight – this is your Webmaster, any requests for new pages/tools/widgets etc, must go through this person.

· This job is made one hundred times simpler if you stay disciplined and limit yourself to a handful of pages.

Content 

· Less is more – especially when it comes to keep your site fresh and up-to-date and especially if you don’t have a lot of teccie know-how.  A basic website can simply be: 
· Home page featuring a welcoming message and images
· The team

· Services

· News and events including gallery – be sure to keep up to date
· Contacts

· Location map/directions

· It’s helpful to keep a persona in mind when thinking about content, navigation and how to plan structure your site.  
· For example, if I’m a family with young children just moved into the area, what would I like to see?  For any persona, one of the first answers will be “people like me”. If all they see is images of buildings, that won’t engage them.

· Compliment your static site with your social media page(s) which are more dynamic and updated more often.  It’s why we recommend as a minimum a Facebook page and A Church Near You Page or site.

· Feature a feed from your Twitter or Facebook page to help your homepage look engaging and fresh.

· There are certain things to think about when writing for the web. See these top ten tips: https://www.churchofengland.org/more/media-centre/church-england-digital-labs/labs-learning/ten-top-tips-when-writing-web 
· Create video on your smartphone, upload it to You Tube (www.youtube.com) and embed to your website from there.
· Link to and use resources and content already at your fingertips by linking or reproducing diocesan news content, Church of England blogs – be sure to include the source!
Images

· Ensure there’s an ‘official’ photographer, i.e. a volunteer taking snaps at every special event for use on the website.

· This volunteer should be armed with a photo permission form, downloadable at www.bathandwells.org.uk/social-media-support 
· Use low resolution images on websites so they don’t take an age for users to download. 100kb or under is a good rule of thumb.

· You can resize images using Photo Manager on Microsoft Office or you may have Photoshop, which is all singing, all dancing although more expensive and may require training.   Photoshop do though offer Photoshop Express, which is online and free.  It’s basic but may meet your needs – worth checking out.  http://www.photoshop.com/tools/expresseditor?wf=editor 
· Download royalty-free images from www.pixabay.com – a great resource!
More free stuff!
Google Calendar www.google.com/calendar/  
Create an events calendar and embed it into your site. You will need to set up a Google account for this and other Google tools listed (except search)

Google Documents https://docs.google.com/
Good for creating online forms for survey purposes. 
Google analytics www.google.com/analytics/ 
See how many people are coming to your site and what they like to look at – then you can provide more of it!  Requires some web know-how as you will need to add some html code to your pages.

Survey Monkey  www.surveymonkey.com/
Feature online surveys on your site with this tool.  Takes a bit of time to get to grips with the system.

Google search www.google.co.uk 
See what other churches are doing and use it to inform your content and design ideas.  Especially good in the planning stages!

Social media

Social media is constantly evolving so it’s hard to make one definition stick.   But there are themes:  direct conversations, user-generated content, interactivity, sharing, word-of-mouth, viral campaigns and a shift in control away from big organisations and traditional media. 

Consider social media simply as another channel for you to use, where appropriate, to compliment the others you already employ, like email, newsletters, noticeboards, parish magazines, websites etc.

Before you start read our Social Media Guidelines at: www.bathandwells.org.uk/social-media-guidelines which have been developed to give you confidence to engage on social media and help you avoid any pitfalls
Why engage on social media?

Social media is now an established part of our culture that isn’t going to go away.  A church that chooses not to engage chooses isolation.

That doesn’t mean you have to engage on every social media platform – we have to be practical.  So focus on covering at least one of the big three – Facebook, Twitter and Instagram.
For further guidance, please contact the Communications Team on 01749 685111.
Check out more useful guidance form communications at: www.bathandwells.org.uk/communication/
You can also find us on:

Twitter
Facebook 

Instagram
YouTube
Vimeo
Sharing our stories





Three column grid example











PAGE  
2

