Sample media briefing memo:
Teacher for a Day Program
Date:  


Tuesday, May 7, 2009
Sponsor:  

Anytown Education Association (AEA)/Anytown Public Schools

AEA President:  
Bethany Jones,  Anytown Middle School

                              
School:  345-6789

                             
 Home:  345-9876

Purpose:  The purpose of Teacher for a Day is to bring Anytown community leaders into classrooms to experience all or part of a typical teacher’s day.  The goal of the program is to make all Anytown citizens, through the experiences of a number of invited residents, better aware of what today’s students and schools are all about.

School Hours:  
Elementary 9 am- 4pm

                              
Middle 8am- 3pm

                              
High School 7am-2pm

Teacher for a Day                Title         
Cooperating Teachers               School        

William Smith                 Mayor Any town                     Dan Parker                         High School

Jane Albert         President, League of Women Voters      Jack Finch                Middle School

Thomas Kyle            Editor, Any town Gazette        Jan Barker                   Carver Elementary

Diane Smith           Minister, Congregational Church        Tim Wilson                High School

Ralph Black                Any town Chief of Police                Sara Wilkes             Middle School   

Note: A representative of the Anytown Teachers Association will be present at each school to assist all media in covering the activities of each “Teacher for a Day.”  Simply identify yourself on entering the building, and these people will help:  
High School:  Paul Williams                9am-10:30am; 12:30pm-1:30pm

Middle School:  John Foley      
 9am-10:30am; 1:00pm- 2:30pm                           

Carver Elementary:  John Smith         10am-noon; 1:30pm-3:00pm

Please note the specific times for media coverage, since the goal of the Teacher for a Day program is to allow each “Teacher” a typical experience, as free as possible from interruption.  Your cooperation is appreciated to minimize the disruption of the school day.  

Please feel free to join us at our post-program reception for more opportunities to cover this event.
