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Contents

Congratulations on receiving funding from Sport England. Your project is contributing to our
mission to create a world-leading community sport system and bring sporting opportunities
to your community.

Using the right logo

We want to help you make the most of your funding. That includes generating media
coverage, letting your local MP know about your work and putting up signs so that your
community knows you have been successful in securing financial support.

Click below to jump directly to the page

Organising an event to celebrate your project

You may never have written a press release or organised an event so this handbook is a
simple and easy-to-use guide to help you do all of the above – and in the process ensure
that you complete all the necessary steps to meet the relevant conditions of your funding
award.
There are four main sections covering all the important communications areas that you need
to think about. The handbook also has some examples which you can use to get going
straight away and help you gain the recognition you deserve.

Informing your local MP about your project

Please note - “Come Try Hockey” is not a real project.
You can download copies of the examples, in Microsoft Word format, and customise them
with their own information from www.sportengland.org/promote
We don’t just want to help you promote your project, we want to hear about your successes
too. Share your good news by emailing photos, press releases, press cuttings and updates
on your project’s progress to goodnews@sportengland.org
If you have any questions, please contact Sport England for help by calling
08458 508 508.

Congratulations and good luck from everyone at

Attracting media interest in your project
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Attracting media interest in your project

Using the right logo
Displaying the Sport England logo is not only part of our funding agreement with you but
can also help you to generate extra funds.
Demonstrating that your project has passed through a rigorous application process and has
been awarded Sport England funding can make it more credible and appealing to other
private or public funding bodies.
It also shows the general public – your customers – that the money invested in community
sport is making a difference to them.
We award two types of funding – Lottery good causes money and government money. The
logo you must use depends on which type of funding you have been awarded.
If you successfully applied for funding from our Small Grants programme, one of our
themed rounds, the Innovation Fund or the Sustainable Investment in Community Sport
Facilities Fund then you have received Lottery funding and should use the joint
Sport England/National Lottery logo explained below.

You can reproduce the precise shade of blue the Lottery logo uses with the following
reference numbers:
Pantone 274 or C100%, M90%, Y0%, K20%
For websites, emails and any other electronic or digital media you can use the following
reference numbers:
Hex #00257B or R 0, G 37, B 123
On a coloured background or on top of a photograph or picture, the white logo should be
used.

If you have received Sportsmatch funding, you should use the Sport England logo,
explained on page 5

Minimum Size
Using the joint Sport England/National Lottery logo
If you have received funding from one of the following Sport England programmes, you
should use the joint Sport England/National Lottery logo.
•
•
•
•

Small Grants Programme
Themed Rounds
Innovation Fund
Sustainable Facilities Fund

You should display the joint Sport England/National Lottery logo on all materials related to
the project such as websites, brochures, equipment, sports kit, staff, coach and volunteer
tracksuits or uniforms.
The blue version of the logo should be used when the background colour is white.

To make sure the logo is clear and easy to read, please make sure that it is at least
8mm in height.

Exclusion Zones
We have designed an exclusion zone to protect the logos from other graphic elements
such as type, image boxes or lines. Please leave clear space half the size of the crossed
fingers on all sides of the logo.
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For help and advice about using the Sport England/National Lottery logo, email:
brandhelp@sportengland.org

Getting the right signs for your building project
If your grant has been used to help fund building works – whether that is refurbishing an
existing facility or building a new one – then you must install two joint Sport
England/National Lottery signs.
One of these should be positioned outside, near the entrance. The other should be in a
prominent position inside.
Sport England will produce and install these signs on your behalf. You simply need to
order them online when you are ready for them to be installed.
You can do this at this website:
http://service.hawes.co.uk/
Your personalised log-in details were sent to you with your award letter.
If you no longer have these details, please telephone Sport England on

08458 508 508 and we will be able to supply them.
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Using the Sport England logo

Exclusion zones

If you have received funding from Sport England’s Sportsmatch programme, you should
use the Sport England logo.

We have designed an exclusion zone to protect the logo from other graphic elements such
as type, image boxes or lines. Please leave clear space, the same height as the letter E of
of England on all sides of the logo.

You should display the Sport England logo on all materials related to the project such as
websites, brochures, equipment, notice boards, sports kit, staff, coach and volunteer
tracksuits or uniforms.

Sport England colours
The blue version of the Sport England logo should be used when the background colour
is white.

Getting the right signs for your building project
If you need to reproduce the right shade of blue to match our logo, you can use the
following materials.
For printed material, such as leaflets, brochures and letterheads use
Pantone 2955 or C100%, M55%, Y10%, K48%
For websites, emails and any other electrical or digital media use
Hex #003F69 or R 0, G 63, B 105
However, if you are using the logo on a coloured background or on a photograph or
picture, the white version may look better.

If you are using Sportsmatch funding to create a new building or refurbish an existing
one, then please email: brandhelp@sportengland.org

Where can I get the logo?
You can download electronic copies of the Sport England logo from our website here:
www.sportengland.org/promote

Where can I get logo help and advice?
For help and advice about using
the Sport England logo, email us:
brandhelp@sportengland.org
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Organising an event to celebrate your project
You may want to organise an event to launch or celebrate your project. This can be a
good opportunity to kick start your project, thank your volunteers for their efforts and
inform the local media or MP about your work. It all raises the profile of your project
locally which can lead to more people taking part.
If you decide to go ahead with an event, you should consider the following points:
Your event is not just an opportunity to generate media coverage - the main
aim should be getting people to play sport and have fun. If the press or your
local MP attends your event, think of it as an added bonus
Plan your event well and make sure you start and finish on time
Make sure that you have the right people available. They will need to be able
to talk with enthusiasm and authority about your project to any journalists or
VIPs that attend
Let the media know about your event well in advance and remind them the
week it takes place. Be clear about why they should attend (opportunity to ask
questions/conduct interviews/learn more) and make it clear they can gain
more from attending than simply asking you to email the information to them
Manage the expectations of those taking part – the press might not attend but
this isn’t the most important aspect of the event
Make sure you take photographs on the day. If you’re having a photo call, try
to time it for mid-morning so that photographers will have time to process or
edit images for the next day’s newspapers.
On the next page, there is a checklist you can use to help you organise your event.
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Checklist for organising an event to celebrate your project
Plan your event carefully and in detail
Phone your local council’s sports development team and check that the date
doesn’t clash with any other events in your area
If any governing bodies of sport have been involved, invite their local
representatives

Consider how participants will travel to and from the venue and take into account
travel times and parking
If it is an early start or is an evening event, think about the availability and location
of accommodation for participants

Confirm all participants, volunteers and guests

Make sure you know if any of your guests have a disability that may need to be
considered (not only access but also seating space for a chair or someone with a
guide dog for example)

If children or vulnerable adults are involved, make sure you have made the
necessary arrangements for their safety and well-being

All materials must be clear and visible – eg can people see and read any TV
screens you may be using

Complete a health and safety assessment of the area you will be using

Should your event be advertised on your website?

Arrange the correct signage or literature

You may wish to inform local journalists and your MP about your event. If you have
invited journalists and VIPs, be there to meet them, and introduce them to people
who have a good story to tell

Arrange audio-visual equipment or microphones if you need them
If you are providing catering, make sure you have catered for, and are aware of,
special dietary needs

Leave enough time for questions and answers
Provide participants (including guests) with a map and directions to the venue

Book any stewarding or security if you need it
Provide a key contact/phone number for your event
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Informing your local MP about your project
It’s important that you tell the MP (or MPs) that represent the beneficiaries of your project
about your work - and to let them know you have received funding from Sport England.
Not only does this keep them informed about their constituencies but MPs sometimes
use these examples in their parliamentary work.
When writing to your MP, it’s helpful to include the following information in your letter:
•
•
•

What your project is and who it is benefiting
Whether it is National Lottery or government funding
An invitation to visit your project or attend any launch event you’re planning

You don’t have to write to your MP at every stage of the project. It’s usually best to let
them know only if your project is a new initiative, or if you have received capital funding to
build/improve a sports facility.

How to contact your MP
Your MP’s contact details will be in your local phone book or available on the internet.
The easiest website to use is:
www.theyworkforyou.com
There is an example of a letter to an MP on the next page.
You can download a Microsoft Word version of this letter that you can customise with
your own information from our website here:
www.sportngland.org/promote

Example letter to an MP
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Attracting media interest in your project
Your funding award is an opportunity to generate media coverage. This is a key way of
letting people know about your project and acknowledging the National Lottery or
Government’s financial support for your work.

•

Get the timing right – give journalists enough time to react. If you want journalists to
come to your launch, give them a few days notice. Send out a press release with an
embargo (a note at the top that gives the date that the story can be published) or a
press calling notice (explained later in this handbook). Be aware of each
newspaper’s editorial deadline and when it is published

•

Include a quote – journalists want to hear from real people and if they can’t come
to your event, they can use the quotes you provide for them. Try to make them
opinion-based and talk about why the project is important. Avoid restating the
facts at the beginning of the press release. As much as possible, try to find the
human interest angle and back it up with a quote. For example, include quotes
from those who will benefit from this fantastic new project within your community.
Use case studies if you have them to bring the story to life

•

Attach a photo – photos can dramatically improve your chance of gaining publicity.
It is important that anyone who is going to be photographed has signed a
photography consent form. We have put one on our website for you to download:
www.sportengland.org/promote

•

Make reference to Sport England – your grant awards requires that you recognise
your funding in publicity material. Mentioning who you got your funding from (and
including a quote from us) is the best way to do this. There are some pre-prepared
Sport England quotes on page 24. You should also include in your press release our
logo and the following sentence which describes Sport England:

In most cases, local newspapers, radio and possibly even television will be interested in
your success story – especially if you send them interesting information at the right time.

Plan
Plan what you want to do, how you want to do it and when. Start by writing a short media
plan which sets out the key milestones for your project (eg the date you are to receive your
award, the date any building work starts and the date the project officially opens or is
launched) and what you could do at each milestone to gain some publicity. This could be
sending out a press release to local journalists, but it could also involve a launch event or
photo call.
There is an example of a media plan on page 19
You can download a Microsoft Word version of this media plan that you can customise
with your own information from our website here:
www.sportengland.org/promote

Press release

Sport England invests National Lottery and Exchequer funding in projects
that will grow and sustain participation in grassroots sport and create
opportunities for people to excel at their chosen sport.

Writing a press release is a straightforward and effective way of publicising your project.
Press releases are designed to get information over to journalists in an interesting way that
makes them want to cover your story.
•

Be available for interviews - make sure that someone in your group is available to
speak to the media and can do radio and television interviews

•

Include your contact details – this is essential

•

Follow-up with a phone call – journalists receive lots of press releases each day and
it will help if you give them a quick call to highlight your news. If time is an issue, select
one or two key newspapers or radio stations.

Important things to remember when writing a press release:
•

•

Make sure you have a good story to tell – think about what is interesting to local
people who read the news. Talk about how your project will benefit them and
highlight the features that will help them get involved or talking about it
Keep the press release short and to the point – journalists are busy and are more
likely to read your news if the story is told clearly. Keep the first sentence short.
Make sure your press release answers these key questions: who? what? where?
why and when? It should be no more than two pages long, and one is better

There is an example of a press release on page 21
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You can download a Microsoft Word version of this press release that you can customise
with your own information from our website here:
www.sportengland.org/promote
Once you have written your press release, included a quote from and reference to Sport
England, and checked it over, you are ready to send it to the media.
You will be in the best position to know which local media covers your area but think about
the following:
•
•
•
•

Your local newspapers
Your local commercial radio stations
Your local BBC radio station
Your local TV news programmes (BBC and ITV)

Phone in advance and ask for an email address you can send a press release to. This maybe
a central news desk address or could be contact details for individual reporters. Collate your
own ‘distribution list’ and store all the email addresses safely for future use.
When you email the press release, put everyone’s address in the BCC box and paste the
press release directly into the body of the email. That way, your press release appears
immediately on the journalist’s screen and is easier to read. If you include photos, try not to
attach too many or to have file sizes that are too large as this can slow down the recipients’
email systems.

Press calling notice
Press calling notices are similar to press releases but are shorter and designed to prompt
journalists to make a note of an important upcoming date in their diaries. Typically, a calling
notice will be used if you’re holding an event or a photo opportunity and you want them to
attend.
You can be even more concise in a calling notice, giving journalists, in bullet points, the
following key information:
•
•
•
•
•
•

What the event is
When the event is
Where the event is
Who it will involve
Why it’s happening
How they can get in contact with you

There is an example of a press calling notice on page 22
You can download a Microsoft Word version of this press calling notice that you can
customise with your own information from our website here:
www.sportengland.org/promote
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Interviews
Once your press release has been sent out, you may receive calls from journalists wanting
more information or the opportunity to interview someone.
Here are a few helpful tips on how to give a good media interview:
•
•
•
•
•
•

Know your audience – who are you doing the interview for?
Use two or three of your key messages (eg how the funding will benefit your
community)
Consider what questions are likely to be asked and how you will answer them
Paint a picture – avoid statistics or long lists
Avoid jargon or technical language
If you do not understand a question, ask the journalist to repeat or explain it. Do not
be drawn into talking about topics you know nothing about.

If you’re doing a radio interview:
•
•
•
•
•

Follow the guidelines for media interviews outlined above, and check if the
interview is live or pre-recorded
Speak clearly and more slowly than usual
Make sure your tone fits with the story
Talk to the interviewer and make eye contact with them, ignore the microphone
Let your natural enthusiasm come over – this is one of your main strengths.

Getting the media interested in your project checklist:
Plan how and when you’re going to involve the media
Send out a press calling notice if you’re organising an event
Write an interesting and punchy press release
Include a quote from Sport England
Send it out at the right time to your distribution list
Follow it up with phone calls
Be prepared to give interviews

Interviews
Once your press release has been sent out, you may receive calls from journalists wanting
more information or the opportunity to interview someone.
Here are a few helpful tips on how to give a good media interview:
•
•
•
•
•
•

Know your audience – who are you doing the interview for?
Use two or three of your key messages (eg how the funding will benefit your
community)
Consider what questions are likely to be asked and how you will answer them
Paint a picture – avoid statistics or long lists
Avoid jargon or technical language
If you do not understand a question, ask the journalist to repeat or explain it. Do not
be drawn into talking about topics you know nothing about.

If you’re doing a radio interview:
•
•
•
•
•

Follow the guidelines for media interviews outlined above, and check if the
interview is live or pre-recorded
Speak clearly and more slowly than usual
Make sure your tone fits with the story
Talk to the interviewer and make eye contact with them, ignore the microphone
Let your natural enthusiasm come over – this is one of your main strengths.

Getting the media interested in your project checklist:
Plan how and when you’re going to involve the media
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Example media plan

Example media plan
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Example press calling notice

Example press release

Example press calling notice

“

Pre-approved Sport England quotes for your press release

Here is a selection of Sport England quotes that you could use in your press releases. There
are four quotes – each relevant to a different kind of project. Select the one that fits your
press release best. If you send out a number of press releases during a year – please use
a different quote each time.
Once you’ve used them all, please contact Sport England’s communications team and we
will provide you with a new one. Please do not amend the quotes, other than where you are
required to insert some relevant details. In your final press release, please ensure that all
insert sections are completed or removed where appropriate.
You can find out who is your Regional Lead for Sport England and download a Microsoft
Word version of these quotes to customise with your own information from our website
here:
www.sportengland.org/promote

Please check who is the Regional Lead of Sport England in your region each time you
send out a press release with a Sport England quote in it - in case they have changed.

Quote 1 - Facility improvements
insert name , Sport England’s Regional Lead for insert region , said:
“If community sports clubs want to attract and retain participants, they need to be able to
offer quality facilities for everyone. The improvements to insert name of club/organisation’s
facilities will be welcomed by regular users and those who are new to insert sport .”

Quote 2 - Increasing participation
insert name , Sport England’s Regional Lead for

insert region said:

“The opportunity to try a new sport for the first time is often all a person needs to catch
the sporting bug. The insert name of project project is a great way for
insert descriptor eg young/older people to try insert sport and have a quality
sporting experience that will encourage them to stay involved.”

Quote 3 - Equipment to increase participation
insert name , Sport England’s Regional Lead for insert region , said:
"Athletes of all abilities need the right equipment so that they can take up a sport, play
and compete to their full potential. The insert brief description of equipment will really
help to get more local people taking up insert sport .”

Quote 4 - Investment in coaches
insert name , Sport England’s Regional Lead for insert region , said:
“Great coaches play a vital role in bringing more insert descriptor eg young/older
people into insert sport and giving everyone a fun and fulfilling experience that will keep
them coming back for more. This project is fantastic news for
insert name of club/organisation and for the whole community.”

“

Pre-approved Sport England quotes for your press release

Here is a selection of Sport England quotes that you could use in your press releases. There
are four quotes – each relevant to a different kind of project. Select the one that fits your
press release best. If you send out a number of press releases during a year – please use
a different quote each time.
Once you’ve used them all, please contact Sport England’s communications team and we
will provide you with a new one. Please do not amend the quotes, other than where you are
required to insert some relevant details. In your final press release, please ensure that all
insert sections are completed or removed where appropriate.
You can find out who is your regional lead for Sport England and download a Microsoft
Word version of these quotes to customise with your own information from our website
here:
www.sportengland.org/promote

You can also find out who is the Regional Lead of Sport England in your region here:
www.sportengland.org/promote

Please check who is the Regional Lead of Sport England in your region each time you
send out a press release with a Sport England quote in it - in case they have changed.

Quote 1 - Facility improvements
insert name , Sport England’s Regional Lead for insert region , said:
“If community sports clubs want to attract and retain participants, they need to be able to
offer quality facilities for everyone. The improvements to insert name of club/organisation’s
facilities will be welcomed by regular users and those who are new to insert sport .”

Quote 2 - Increasing participation
insert name , Sport England’s Regional Lead for

insert region said:

“The opportunity to try a new sport for the first time is often all a person needs to catch
the sporting bug. The insert name of project project is a great way for
insert descriptor eg young/older people to try insert sport and have a quality
sporting experience that will encourage them to stay involved.”

Quote 3 - Equipment to increase participation
insert name , Sport England’s Regional Lead for insert region , said:
"Athletes of all abilities need the right equipment so that they can take up a sport, play
and compete to their full potential. The insert brief description of equipment will really
help to get more local people taking up insert sport .”

Quote 4 - Investment in coaches
insert name , Sport England’s Regional Lead for insert region , said:
“Great coaches play a vital role in bringing more insert descriptor eg young/older
people into insert sport and giving everyone a fun and fulfilling experience that will keep
them coming back for more. This project is fantastic news for
insert name of club/organisation and for the whole community.”

