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School Reporting
Tips to Help Make your Volunteer Reporting Job Easy and Fun
Congratulations! You’ve taken on the important job of school reporter. Thanks to you, your
school and classmates will be stars when you report on events in the local paper.
Here are some guidelines based on the Canadian Press Style Guide, practices of newspaper
reporting and the preferences of the local media. Use these tips to help make your fun job even
easier.

About reporting
Writing news stories is a little different than writing essays or other compositions you learn in
school. News stories contain all the important information near the top (in case an editor needs
to cut for space, they can easily cut from the bottom).

Sample newspaper article – with parts of the story labelled
Caden is one lucky dog

Headline

The mis-adventures of a chihuahua

Sub-Head

By Britt Santowski
Sooke News Mirror

Byline

A beloved chihuahua-cross owned by five-year-old Mia (and cared for by her
mother Lisa Wilson and aunt Cara Wilson) has been found, after being missing
for 15 days.

Lead

Caden the mostly-chihuahua dog has been returned home. She went missing
from the French Road area just off Grant, and she was found 2.2 kilometres away
on Sellars Road, just off Otter Point.
The little chihuahua survived just over two weeks in bear and cougar country
patrolled by hungry owls in some really cold, frosty nights that dipped down to
minus three.

Body

Cadan was found early in the morning on someone’s porch hungrily eating cat
food as the indignant feline owner-of-the-bowl watched on.
After being returned home, and after a brief pit-stop at Mia’s school so that she
knew her dog had been found, Caden was taken to the vet’s for attention.
Caden came home from the vet’s on Friday afternoon, paw in cast, and shoulder
shaved and stitched up. But safe and sound. A happy reunion indeed!

Close

Excerpt from story published April 13, 2014 www.sookenewsmirror.com

Acknowledgement

What to write about?
Here are some ideas on what you can cover:
 Listen to what students are talking about – what’s current?
 What is happening at your school lately? Go to events and report what happened there.
 Pick a series of events going on that month and say a little bit about each one.
 What is happening in the future that you can profile?
What are your ideas? Note them here:
1. ________________________________________
2. ________________________________________
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At the Event






Bring a pen, and an extra pen, along with some paper.
Take basic notes during the event. If something happens, jot
down the details about it. (If there was a school game, for
example, describe how the players played, some of the exciting
moments and note who scored).
Note the names of the main organizers and describe what they
did. Include other volunteers and people – don’t forget the quiet
people who work behind the scenes.
How were students and others acting at the event – were they
laughing? Stunned into silence? Busy? Describe their reactions.

Getting Started
KISS Rule – Keep It Short and Simple


We raised $500 for
the food bank at our
fundraiser






The newspaper has limited space for reports.
Aim for one-two short sentences per
paragraph; and about six paragraphs for a
300-word story.
Open with the most exciting and interesting
thing in your story – the lead.
If you are wondering how to start, think
about the biggest news and most positive
part. How? Imagine one of your friends
couldn’t make it and you phoned or texted to
tell them about it. What would you say first?
(“We just made $500 fundraising”, “Our team
won the game”, “The talent show was
awesome – we have so many talented
students at our school”).
Sometimes saying it out loud helps you find
the words to use in your writing.

Try not to use leads like “There was a fun fair held at Saseenos last month”. Talk about what
happened, who was there, where and when it was.
DO use the five (or four) Ws – What, Where, When, Who (Why) – and How.
Examples of starting paragraphs:
Ecole Poirier students showed, once again, that they have an amazing range of talent. From
Belle Singer’s cover of Adele’s “Set Fire to the Rain” to Joe King’s hilarious impressions of our
teachers, the audience went from laughing, to tears, to explosions of applause during the
annual talent show held May16th.
The Grade Five students in Ms. Prissy’s class have been working hard to raise funds for a trip
to Science World. Students in Sooke colours will be outside the local grocery stores selling
chocolate on Saturday, Apr. 20 from 10am – 2pm.
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Write in the style you are comfortable in – maybe it’s humourous, or just the facts, or you want
to raise awareness of an important issue. What is your style? ________________.

The Rest of the Story
You’ve got your first paragraph, now what next? The rest of the story (the body) includes all the
details you need to fill out your article – dates, places, names.
DO include quotes from the people you are reporting about.

HINT: try not to always mention the same people in every story. Find ways to highlight as many
of your classmates as possible.
Example of quote and further details:
“Look for us in blue and gold,” said fundraising committee member Sasha Keener. The
students will be travelling to Vancouver on June 6th.
You may have a number of activities you will want to report on:
In other news, the boys’ basketball team won against Metchosin Elementary in an
exciting close game on April 4. The visitors started strong with the first points on the
board, but John Muir’s boys answered them all. It looked tough for us when Watt Ashot,
who had scored 12 points so far, twisted his ankle. Then Ben Schwarmer, who hadn’t
scored all season, picked up the ball and nailed a two-handed shot from the centre line
getting his first goal of the season and the win for John Muir.
The Grade Two students have been enjoying the annual swim program that began this
month, sponsored by the Sooke Lions Club. Every year, Grade Two students at all Sooke
schools get to participate in swimming lessons at SEAPARC, with a big thanks to the
generous sponsorship of the Sooke Lions.
Wrapping up:
If you are reporting on a number of activities, you can use a simple closing line that looks ahead
to what will be happening next month. You could even say something like “It’s been a very busy
month”.
If there’s not enough space, it’s OK if there is no “conclusion” in a news story.
To polish your article when you are done, read it aloud and see how it sounds. Check for typos
and spelling, add your byline and see if you are following newspaper style.

Newspaper style
You’ve written your article. Now what? Double check to make sure you follow some basic style
rules of newspaper reporting.
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Names
 Include the first and last name of a student in their first mention in a report. Just use the
last name only on subsequent mentions.
 Make sure names are spelled correctly. Nothing is more thrilling than seeing your name in
the paper – but it’s a big disappointment if it’s spelled wrong. HINT: If you are talking to
someone, ask them right away how they spell their name if you don’t know.
Numbers
 Write out numbers from one to nine; use numerals for numbers 10, 11, 12 and higher.

Sending your story
Congratulations! You have covered and written your story. Time to send it in.
Meet the deadline
 Know the deadline to submit your finished story. Write it here: _______________.
 Send to: __________________________________________________________.

Other ideas
You can use these tips for writing for a number of publications.
Where could you publish your work and practice writing?
1. Local newspaper
2. School newsletter
3. School blog

Good luck and have fun!
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