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	In a crisis, calls from the media should be referred to the school Principal, communications department or PIO (Public Information Officer) who will write all news releases and updates as approved by the principal/superintendent to be read and/or distributed to the media.


	
	First things first…

	
	Every situation is different; therefore every response is different. Depending upon the circumstances, the following checklist should serve as a guide for working with the media in a crisis.

· The principal, in concert with the school’s safety/security director, school superintendent, and community relations director decides where the communications center will be if necessary to take off-site. If possible it should have telephone/s, copier, and fax machine.


· The PIO gathers facts and writes a news release to include facts about the incident actions to protect students and staff, other positive actions taken by the school such as what is being done to help students and staff cope, and any restrictions such as where the communications center will be, who the spokesperson will be, that parent release must be obtained before speaking to students, etc.


· Principal/Superintendent will decide who will actually speak to the media. 

· Depending upon the situation, the PIO or principal will contact the news media if they are not aware of the situation.


· The PIO/Principal makes copies of the news release to distribute or have available to the media.


· The PIO/Principal ensures that updates are made throughout the day, even if nothing new has happened, and that the time of the release is at the top of the page.


· The PIO is accessible to the media.


· The principal, with assistance from the PIO, writes a letter to send home with students for parents using samples from the section entitled “Communications Involving Safety.”
· After the incident, the school announces any changes in practice or policy made as a result of the crisis.


	[Type Your School Name]

~ Emergency Procedure Template ~

	Check List:

Communicating with the Media in a Crisis


	[image: image2.png]


Action Completed
	Action (Continued)

	
	

	
	Tips for speaking to the media in a crisis…

	
	· Be prepared. Understand all the facts, especially technical ones.


· Be honest. Be brief. Stick to the facts.


· Don’t become defensive. Don’t lose your temper or argue. Keep cool.


· Do not make statements about responsibility until all the facts are known.


· Pause and collect your thoughts before you respond to reporters’ questions.


· The interview is not over until the reporter leaves. Always be careful about what you say in the presence of a reporter before or after an interview – the microphone may still be on.


· Don’t respond to negative questions by repeating words that inflame the situation.
· “Yes, it is a real tragedy…”
· Be alert to statements that begin:
· “Isn’t it true that…?”
· “Aren’t you really saying…?”
· “How do you respond to…?”
· “Are you aware that…?”
· Avoid “what-if” questions. You can’t predict the future.


· Do not say, “No comment”. Instead, try “I will have to check into the matter. What is your deadline and I will get back to you”.


· There is no such thing as “off the record”. While many reporters will honor this, you cannot assume that all reporters will.


· If more than one spokesperson addresses the press, make sure that all are using the most current facts.

















