A Guide to Better Media Relations

for Board / Superintendent Secretaries
Access to Information

· Have board agendas and packets available at an early and fairly regular time for pickup by the press and note revisions or additions prior to the meeting.

· Provide as complete a packet as possible.
· Give available background information to help with fact checking.
· Send out meeting agendas/packets with as much advance as you can.

· Electronic versions are best.
· For ongoing or controversial issues that the School Board is dealing with, provide timelines and background data.
· If there is something happening that might warrant coverage/special attention, call these to the reporter’s attention, especially if the issue is likely to have a large impact on the community.

Access to Individuals

· Provide an organizational chart with contact information for all new media.

· It is helpful to have a contact person to call outside of business hours in the case of breaking news or for clarification or last-minute questions.

· At building level, let reporters know who to contact directly for information (principal or secretary).
· Create consistent “sign-in” rules from building to building within a district.

· Know what the secretary can say and what needs to be deferred.
· Reporters appreciate when someone helps to coordinate interviews, but whenever possible they prefer to talk directly to the administrators and individuals involved in the story for quotes.

Understand the reporter’s role and needs

· Understand the reporters’ need for speed in getting breaking news.
· Return calls and emails quickly.
· Ask the reporter what kind of deadline they are dealing with whenever they need information.
· Reporters are generally very sharp when it comes to FOIA and Open Meetings Act, so you should be, too.  Keep up with the current version of these laws.  Don’t underestimate their importance or the capacity of the media to catch your district in a violation.

· If your district has a media/community relations person, coordinate with them.  Reporters like having a go-to person who can take reporter’s questions and put them in touch with the appropriate person in the district.
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