Media Communications Guidelines

· Establish administrative procedures that mandate all staff, students, and school personnel to direct news media questions to the designated Public Information Officer during a school crisis. 

· Consult with the Incident Commander (Principal, Law Enforcement Commander, or Fire Chief) or designee prior to communicating with media. 

· The media is not allowed inside the school unless authorized by the Principal or designee. 

· Be honest with media personnel. If the answer to a question is not known tell the reporter that you will get back to them as soon as possible. 

· Don't provide information "off the record". Do not say "no comment" nor use jargon. 

· Student confidentiality must be maintained at all times. 

· Use a tone-alert radio to warn of impending natural disasters.

· Consider notifying parents prior to speaking with the media.

· List key names, phone numbers and information for radio, television, and newspaper contacts in the table below. 
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