
 

National Pro Bono Week Press Tool kit 
 

Introduction 
 
This press toolkit aims to provide you with tools and ideas on how to generate local 
media coverage with a view to articulating the impact of your pro bono work and 
developing a public understanding of the value of legal pro bono work, as carried out 
by solicitors, barristers and chartered legal executives. The work local firms, third 
sector organisations and law schools undertake in relation to press work is incredibly 
vital to this important conversation on access to justice and the future of pro bono. 
 
This pack contains information about local media, how to send out press releases 
and manage media relationships. It also includes examples and templates of 
suggested materials for you to tailor and send to your local media. 
 
This document is designed to make it as simple, easy and time efficient as possible 
for you to promote the work of your pro bono lawyers and start a discussion about 
pro bono and access to justice in your local area. 
 
Some readers may be very familiar with PR and have worked with local media 
before. However, in order to make this toolkit accessible to everyone, we have 
included as much information as possible. 

 

  

Why do press work?  
 
This toolkit focuses on promoting key messages in the media about pro bono and 
the free legal advice provided by lawyers throughout England & Wales. 
 
Press coverage is valuable because a feature in a local newspaper highlighting the 
impact of a volunteering project run by lawyers will be taken as an independent, 
third party view in a way that an advert or a newsletter piece might not be.  
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Working with Local Media 
 
Every area has different types of local media. Some areas are very well served by 
local media and will have a number of local newspapers, local radio stations and a 
local TV station. Some bigger towns or cities may not have a local paper that is 
dedicated to their specific area and you may instead have to target a larger regional 
paper (such as the Yorkshire Post or the Northern Echo). They are far more likely to 
run a story if they have a local relevant photographic opportunity, especially if the 
picture shows local people. 
 
The media needs you to fill their pages as much as you need them to promote your 
message, so press relations should be reviewed as a partnership. Make journalists 
aware of your events, activities and programmes which show case the work and 
impact of your pro bono services.  
 
Don’t be afraid to invite them along, but do give them plenty of advance warning.  
 
Local media publish local stories for local people. Human interest is the main content 
of all local newspapers; people want to read about what happens to other people in 
their local area – real life stories. 
 
Finding a strong news angle will go a long way to ensuring interest from the media.  
 

 
  

Top  Five Tips for local media engagement 
 

1. Find out and adhere to deadlines - Always establish a journalist’s deadline and 
work towards it.  
 

2. Be available - As inconvenient as it may seem, always be available to a 
journalist. Include as many contact details as possible on any press releases. 
 

3. Think widely – Letters to Editors and Local radio phone-ins are often a good 
source of publicity and spreading your message. 
 

4. Get the timing right - Send an invite to local journalists early to let them know 
about National Pro Bono Week and the event you are running so they can plan 
for it in their diaries.  
 

5. Know what you want them to say! - you are the expert when it comes to your 
projects and local pro bono work, remember to highlight the wonderful work that 
you do, and if you are seeking more volunteers/funding/other resources let them 
know.   
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What makes a good story? 
 

 ‘A first’ or new – for example a new pro bono clinic, or a new pro bono volunteer 

 An ambitious project or case which could impact a wide user group 

 A David and Goliath story - overcoming the odds 

 Milestones as plans take shape including the launch of a project/clinic 

 Impact on the local community 

 Involves local people 
 
Be selective about what you send, it will stand out more! 
 

How do I let the press know? 
 
Step 1: Write a press release and send it to your local newspaper, radio, TV station and 
local networks 
Step 2: Make it lively, a story you’d want to read about yourself, test it out on a 
colleague/friend 
Step 3: Get press contacts from local newspapers’ websites, and off Community & Voluntary 
Services and the council for their newsletters 
Step 4: Timing is crucial, send out close to the event (not past it) – one week before at least 
for online press 

 
How to write a press release? 
 
When writing for the media it is important to remember how many press releases and 
photocalls are received by the press make yours as attention-grabbing as possible. 
 
Develop a headline which sums up the message in one snappy sentence or phrase. Try to 
be bold, original and creative with your title.  
  
After the headline, the most important feature of your press release is the introductory 
paragraph. It must attract the readers’ attention and summarise the story using the five W’s. 
These are: 
 
- WHO? (is involved?) 
- WHAT? (is happening?) 
- WHERE? (is it happening?) 
- WHEN? (is it happening?) 
- WHY? (should anyone be interested?) 
 
 

  
Top Five tips for writing a press release:  
 
1. Keep your release short. No more than one A4 side.  
2. Prioritise the facts, putting the most important information first 
3. Put ‘Ends’ at the foot of the last page and include full contact details for a suitable 

person in your project. 
4. Include a date. Journalists need to know your press release is current and not old news. 
5. You can talk about the wider pro bono work of lawyers and include a paragraph about 

the week in your "Notes to editors" at the end. 
 
See our template press release at the end of this toolkit.  
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Photos 
 
The print media are always looking for good pictures so including a photograph with a press 
release will enhance your chances of getting it published. Sometimes the local 
paper will send a photographer down to cover your story or event, which is great. If this 
is not the case, you may decide to get your own pictures to accompany a story. You may 
decide to use a professional photographer or take the photos yourself. 
 
What makes a good photo? 
 
• Photos which illustrate your story 
• Include people in your photos 
• Ensure you have their permission and names (the journalist may ask) 
• Photos available in high and low resolution for both websites and print 
• Only send one or two low res photos with your press release – otherwise it may get 

blocked 
 
 

Speaking to the media 
 
The press may want to speak to someone so think about this before the event… 
 
• Have someone available who is happy speaking to a reporter 
• Prepare a short phrase that sums up your work 
• Have 3 key messages ready to get across 
• Test your key messages and phrases on colleague or friends 
• Think of potential criticisms and how you would respond 
 
 

Social media – reaching more people 
 
Many journalists and bloggers are active on Twitter and Facebook. 
Add your press release to a website and post a link to it on social media.  
 
If you’re tweeting please include #NPBW15 and #WeDoProBono in your tweets so that we 
can pick it up and tweet to reach a wider audience. 
 
And remember to add your photographs! There will be a prize for the best photograph at the 
end of the week.  
 

  



 

National Pro Bono Week Press Toolkit 

Contact us – we can tell people too! 

 
If you think this will be of interest to the National press – is it a ‘first’, a unique situation?  
 
Please get in touch and we can promote it further 
 
We can also post your blogs on Locality’s website 
 
We can tweet to our 6,000+ followers 
 
And we select stories for our monthly e-newsletter 
 
 

Please contact:  
 
Harriet Beaumont (The Law Society): Harriet.beaumont@lawsociety.org.uk 
 
Jogeeta Tura (CILEx): jtura@cilex.org.uk 
 
Steve Rudaini (The Bar Council): SRudaini@BarCouncil.org.uk 
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Quotes you can use: 
 
Attorney General Jeremy Wright QC MP said: 
 
“I am always impressed by the legal community’s longstanding and important 
commitment to pro bono work and I thank and congratulate the legal practitioners 
across the country who go to great lengths every year to help increase people’s 
access to justice” 
 
Jonathan Smithers (President, The Law Society):  
 
“Lawyers make a voluntary contribution of free expert help that is unparalleled by 
any other profession.  
Solicitors alone donate over £600m worth of free legal work each year, with 
barristers, chartered legal executives and law students also providing a vast amount 
of pro bono service to those in need. 
For  people who are unable to pay for legal advice and are not eligible for legal aid, 
and for those charities or community groups who have very few resources, free 
advice and representation provided by volunteer lawyers is often the only way they 
can enforce their rights in our justice system.”  
 
David Edwards (President, CILEx):   
 
“Once a year we take time to highlight the work of lawyers who day in and day out 
use their skills to support vulnerable people through the toughest times in their lives 
for no pay or reward.  
We mustn’t overlook pro bono work done in our country as it’s part of being a lawyer. 
Whilst pro bono can help fill gaps, it cannot ever be seen to be a replacement for 
legal aid.  
I want to thank all those who work to ensure there is access to justice.” 
 
 
Alistair MacDonald QC (Chairman, The Bar Council):  
 
“The Bar’s pro bono contribution is both significant and vital to those in need of legal 
support. More than 3600 barristers are on the Bar Pro Bono Unit’s volunteer panel, 
and nearly half of all barristers voluntarily contribute substantial funds to the unit 
each year.  
However, the BPBU is just one part of the Bar’s pro bono contributions. The 
profession’s work through the Free Representation Unit and other initiatives play an 
important role for those unable to obtain legal advice.   
National Pro Bono Week is an opportunity to recognise that contribution and 
encourage others to get involved.” 
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DRAFT Press Release  
 
PRESS RELEASE 
 
TITLE [Insert your own title to describe the event]  

Date 
 
X organisation is hosting XX event on XX date at XX venue to mark the 14th annual National 
Pro Bono Week (NPBW).  
 
A quote from a member of your team about the event 
 
A paragraph about your event 
 
National Pro Bono Week is sponsored by the Law Society, the Bar Council and the 
Chartered Institute of Legal Executives (CILEx) and this year takes place across England 
and Wales from 2-6 November 2015. 
 
Legal professionals make a collective, voluntary contribution of free legal help that is 
unparalleled in any other profession. National Pro Bono Week is an annual event to 
recognise the contribution lawyers make, free-of-charge, to many people and organisations 
in acute need. It celebrates the pro bono legal work which is carried out by solicitors, 
barristers and chartered legal executives throughout the year and provides thought 
leadership on pro bono topics through a series of events run across England and Wales 
throughout the week. 
 
Pro bono legal services are not, nor can they ever be, a substitute for a properly funded 
system of legal aid.  However, for those who are not eligible for the public funding system 
and are unable to pay for legal advice, and for those charities and community groups who 
have very few resources, free advice and representation provided by volunteer lawyers is 
often the only means of obtaining access to justice in order to enforce their rights.  
 
Ends 
 
Notes to editor 
 
Press contact: your email and contact number 
 
The Law Society  
The Law Society supports, promotes and represents all solicitors so they can help their 
clients. We also work to ensure no one is above the law and to protect everyone's right to 
have access to justice. 
press contact: harriet.beaumont@lawsociety.org.uk  
 
The Bar Council  
The Bar Council is the professional association for barristers in England and Wales 
press contact: SRudaini@BarCouncil.org.uk  
 
Chartered Institute of Legal Executives  

press contact: Deborah McDonald; Director of Communications & Marketing  
dmcdonald@cilex.org.uk; 01234 845712 
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