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The Millennial generation 
has tools at its disposal 
that empower its members 
to become citizen 

journalists and create and 
experience media in ways 
previous generations couldn’t 
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WORKING WITH THE MEDIA 
 

Why Work With Media? 
 

The media can be an important partner, providing information to your school community, 
highlighting your school’s programs, or serving as a vital link to parents during a crisis. The media 
help schools: 

 
▪ Showcase special events/programs 
▪ Provide accurate and timely information 
▪ Avoid public/parent panic 
▪ Develop and maintain positive relationships/partnerships 

 
 

GENERAL MEDIA GUIDELINES 
 

The MSBSD values the media; however, our first priority is instruction. Therefore, the School 
Board has developed guidelines (BP 1112) for working with the media to ensure a positive 
relationship that does not interfere with teaching and learning: 
 

▪ The School Board recognizes that the media significantly influences the public’s understanding 
of school issues and can greatly assist the district in communication with the community. 

 
▪ The Board respects the public’s right to information and recognizes that the media has a 

legitimate interest in the schools and a responsibility to provide the community with accurate 
news. 

 
▪ Media representatives are welcome at all Board meetings and shall receive meeting 

announcements and agendas. 
 

▪ Like all other visitors, media representatives must register in the school office when coming on 
campus during school hours. 

 
▪ The Superintendent or designee shall coordinate the release of information concerning the 

District and the actions of the Board. The principal or designee of each school shall provide the 
media with information relating to his/her school, including information about student awards, 
school accomplishments, and events of special interest. 

 
▪ During crisis situations, all media inquiries shall be routed to the Superintendent or designee, 

who shall prepare an updated official statement responding to the particular situation as events 
unfold. 

 
▪ The District shall not release information which is private or confidential as identified by law 

and Board policy or administrative regulation. 
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Permissions/Photo Release: 
 

Because of legal/privacy issues and family situations, it is important that students under the 
age of 18 not be interviewed or shown on camera without prior approval from parents. 

 
Following are some guidelines regarding permission: 
 

▪ Media may take overall shots of students without permission slips so long as the students are 
not identified or singled out. If media would like to speak with a student under the age of 18 on 
camera, a media permission slip must be filled out and signed by the student’s parent or 
guardian prior to the interview. 

 
▪ Because media work on such short deadlines, the district requests schools distribute blanket 

permission slips to students at the beginning of the year and keep the signed permission slips 
on file (this is part of the registration packet). 

 
▪ Yearbooks are public documents available to the media and public. To make viewing 

convenient, it is recommended all schools send a current copy of their yearbook to the Public 
Information Office. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 5

 
CONTACTING MEDIA 

 
If your school has a story that you think deserves media attention, the Public Information 

Office is available to help, or you may want to issue your own media advisory or press release. 
 
When sending out publicity materials, remember to: 
 

▪ Have students fill out media/parent permission slips. 
 
▪ Have a few students designated and available for interviews with media. 

 
▪ Include the Public Information Office in your distribution (often media will call the PIO for 

information). 
 
Media Advisories: 
 

Media advisories are used to alert and invite the media to future events. Advisories outline 
the “five W’s” and give a contact name and telephone number for information.  

 
  The Public Information Office has a Media Tips Submission Form (available          
      online at the MSBSD website) for your convenience in submitting information            
      both to media outlets and to the PIO. 
 

▪ Include the date and time of the event, location and description 
 
▪ Send (usually by email) several days in advance to broadcast media (TV, radio) 

 
▪ Email or Fax about a week ahead to print media 

 
▪ Follow up with media by phone the morning of the event 

 
News Releases: 
 

For larger stories, you may want to develop a news release, which can also be distributed to 
media during or after an event. These are longer, more detailed accounts of the event. Forward to 
the Public Information Office and it will be released to various print and broadcast media. 

 
▪ Include a contact name and phone number 
▪ Keep to one page, if possible 
▪ Put most important information at the beginning, and less important following 
▪ Send (usually by fax or E-mail) the day of the event 

 
Be sure to include contact information on both media advisories and news releases. 
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SPEAKING TO THE MEDIA 
 
The media like to speak to people from all levels of the District, from Superintendent and 

principals to teachers and students. When speaking to the media, it is important that a reporter know 
who is speaking, and whom they represent. This is to distinguish school stories from district-wide 
stories. 
 

Spokespeople--Superintendent, Dr. Deena M. Paramo, and Public Information Office, 
Catherine Esary (and other designees of Superintendent), are primary spokespeople for the District. 

 
 The Board President or designee is the primary spokesperson for the MSBSD School Board. 
 
 The principal or designee is the primary spokesperson for a school. 

 
Tips for conducting an interview: 
 

▪ Write out what you want to say/information you need: Who, what, where, when, why. When a 
reporter requests an interview, it is right to ask the subject of the interview and some sample 
questions. 

▪ Names of students/staff involved, as well as age, grade or position, years of service. 
▪ Think before you speak. 
▪ If the media are taping an interview, it is perfectly ok to stop and repeat your answer. 
▪ If you do not know an answer, do not guess. Tell the reporter you will find out from the 

appropriate person. 
▪ Do not give more information than what is asked--do not feel obligated to fill silent pauses. 
▪ Avoid filler words like “umm” . . . 

 
Other tips: 
 

▪ Think of two or three main points you would like to make about your subject. Gather facts, 
figures, and anecdotes to support your points.  

▪ Anticipate questions the reporter might ask and have ready responses. 
▪ Have printed materials to support your information when possible. 

 
During the interview: 

 If you are interviewed by telephone, ask if the interview is being recorded. 
 Begin at a basic level. Avoid academic or technical jargon; explain special terms if you must 

use them. 
 Be brief! The shorter your comments, the less likely they are to be edited. 
 Stick to your main points and do not allow yourself to get drawn too far off on tangents. Most 

people make the mistake of talking too much. Repeat your points if necessary to get back on 
track. 

 Speak in complete thoughts. The reporter’s question may be edited out and your response 
should stand on its own.  

 Don’t overestimate a reporter’s knowledge of your subject. When a reporter bases a question 
on information you believe is incorrect, do not hesitate to set the record straight. Offer 
background information where necessary. 

 If you do not understand a question, ask for clarification rather than talking around it. If you do 
not have the answer, say so. Tell the reporter where to find the information, if possible, or find 
the answer and relay it. 
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Five C’s to success: 
 
Speak with conviction in a conversational manner while retaining your composure. Be 
confident. Be colorful—tell stories and anecdotes that illustrate our point, give 
examples. 

 
 

Ambush Interviews: 
 

▪ Do NOT say “No Comment” or wave hand at camera. 
▪ I am not the appropriate person to comment. 
▪ Direct them to the Public Information Office. 
▪ Avoid saying things “off the record.” Reporters may or may not honor this, and it annoys them. 

If you don’t want to hear it on the evening news, then don’t say it. There really is no “off the 
record.” 

 
Personnel-/student record-related matters: 
 

Personnel and student record matters are confidential to protect the rights of staff and 
students--do not provide details/name of employees or students. 

 
Remember: Give positive feedback to reporters, if merited, after a story appears. Like the rest of us, 
they usually hear only complaints and rarely get a call or note to say they’ve done a good job. If an 
error appears, let the reporter know right away. Sometimes a correction can be printed or aired. You 
will also want to prevent the incorrect information from being used as background for future stories. If 
you are unhappy with a story, share your concerns with the reporter first. Contacting his or her editor 
is a last resort.  
 
Call or let the Public Information Officer know that you have conducted an interview so that she may 
track down clippings, videos, etc. You may share with PIO, too. 
 
Unwanted media: 
 
The best solution is to compromise on a spot--somewhere on the edge of campus, where they can 
get the shots they want, but without letting them wander around campus; or 
 
Tell the media you would not like them on campus; explain they are welcome to remain on the 
sidewalks off campus. Escort them to the sidewalk so you both have a clear understanding of where 
the boundaries lie. 
 
Talking points when asking media to leave: 
 

 “We do not want to disrupt instruction.” 
 “We are responsible for the safety and security of the students and staff.” 
 “There are procedures for access to campus.” 
 “The media may call the Public Information Office for comment.” 
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SCHOOL CRISIS 
 
Crisis Communications Checklist: 
 

When the Public Information Office receives a crisis call, the following checklist is used in 
order to track the incident. Knowing what information the Public Information Office will need, will help 
save time and provide thorough and accurate information. Public Information will notify the 
appropriate parties. 
 
Called in by: ____________________________  

 
School 
 
1. School Site: __________________________  Phone: ______________________ 
 
2. Address:  ___________________________  Fax:   ______________________ 
 
3. Time: ___________________________ 
 
Nature of Crisis 
 
1. Description: __________________________________________________________ 
 
2. Is the crisis still occurring: _______________________________________________ 
 
3. Does this involve:    Students    Staff    Other _______________ 
 
4. Principal on Site: Who is In Charge? _______________________________________ 
 
5. Nurse or counselor onsite: _______________________________________________ 
 
Other Agencies Onsite 
 
Agency: _______________________________________________________________ 
 
Name: ________________________________________________________________ 
 
Phone: ________________________________________________________________ 
 
 
Notification 
 
1. Have parents been notified? When/How: ___________________________________ 
 
2. Are Police or Troopers on Site? ___________________________________________ 
 
3. Who has been notified? Police/Ambulance? _________________________________ 
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(SCHOOL LETTERHEAD) 
 

Sample 
Parent Letter 

Death of a Staff Member 
 

Date 
 
Dear Parents: 
 

On {date}, a tragic event occurred that impacts all of us at {school name}. {Name of 
staff member}, a {title, e.g. teacher, secretary, vice principal, etc. }, passed 
away/was killed while {activity engaged in at time of death (e.g. sleeping)}. 
{details of incident of illness that caused death, if appropriate} 
{Name of staff} was {description of personality, achievements, hobbies, etc.}. 
Optional paragraph: {Name of staff}.s {husband/wife}, {name of parents}, and 
children need our help and support to get through this most difficult time. {Any special 
request the family has made} 
 

The Matanuska Susitna Borough School District crisis management team visited our school 
today/will visit on {day} to assist students and staff in dealing with this tragedy. In addition, all our 
teachers have discussed this matter with their students and have allowed them time to grieve for 
{name of staff} as they struggle to understand what has happened. All of us at {name of school} 
are deeply saddened by the loss of our dear colleague. 

 
Please talk to your child about their thoughts and feelings regarding this matter. They may 

need extra assurance of their own health and safety. If I can be of further assistance to you in any 
way, please do not hesitate to call. 

 
{Funeral or memorial service information} 

 
Sincerely, 

 
{Name} 

 
Principal 



 10

(SCHOOL LETTERHEAD) 
 

Sample 
Parent Letter 

Attempted Abduction 
 

Date 
 

Dear Parents: 
 

At {School}, your child’s safety is one of our top priorities. As such, we want to make sure 
you are aware of a situation that recently occurred with one of our students. 
{Over the weekend, yesterday, today} you may have seen reports that a person accosted a 
{young girl/boy} walking home from {School} on {day}. We are very happy 
to report the {girl/boy} was able to free herself and get away safely. However, this is a 
scary incident. 
 

{Description of event: The girl described the man as white, in his 30s, wearing a black 
shirt and blue pants, with a tattoo of a dog on his right arm. He also had shoulder-length 
hair and a small knife attached to a pocket.} 

 
Please partner with us in our efforts to help keep your child safe while walking to and 

from school. The following are some tips and reminders from our safety team: 
 

▪ Always walk with a buddy 
▪ Never take a ride with a stranger 
▪ Never approach a car if you do not know the driver 
▪ If someone is following you, immediately go the first house and call the police/trooper 

 
Please rest assured that we are working with all of the appropriate authorities to ensure your child’s 
safety. {We also have our District’s crisis team available to help support any students who 
may need to talk with someone.} If you have any further questions or concerns please feel free to 
contact me at {phone number}. 
 

Sincerely, 
 
{Name} 

   
Principal 
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(SCHOOL LETTERHEAD) 
 

Sample 
Parent Letter 

Staff Investigation 
 

 
Date 
 
Dear Parents or Guardians: 
 

At {school name} our first priority is to provide a safe and secure learning environment for 
your children. We also believe in communicating openly with our students and parents about 
incidents that occur on campus. 

 
As a result of our commitment to our students, we have recently removed an employee from 

our school campus due to allegations of inappropriate behavior. An investigation is being conducted 
by law enforcement authorities. We are currently not at liberty to release any information about the 
employee or the investigation. 

  
At this time, we are working with the District’s administrative departments to provide support 

services to our students and staff as necessary. 
 

The following at some tips for talking to your child about the situation. Right now, they may 
need reassurance that they are safe and have nothing to fear. 

 
▪ Listen to your child; don’t interrogate. 
▪ Notice changes in behavior or words. Watch and listen for signs that your child has something 

to tell you. 
▪ Report any observable concerns to me. 
▪  
Please rest assured that we are working with all of the appropriate authorities to ensure the safety 

of your children. Please feel free to contact me with any questions or concerns. 
 

Sincerely, 
 
{Name} 

 
Principal 
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Working Effectively 
with the Media 

 
GOOD, BAD, OR THE UGLY 

 
 
1) When something great (or not so great) happens at your school, take a few moments to ask 
yourself the following: 
 What do I want people to know and remember? 
 Why is this important to my audiences? (staff, parents, community) 
 What two or three sentences would I like to read in tomorrow’s paper? 
 What would my ideal headline be? 

 
2) Develop no more than three or four key messages you want to share. 
3) Review those messages for memorable language (short, to the point, free of jargon) 
4) Anticipate the reporter’s questions. 
5) Practice bridging your questions/responses to your key messages. 
 

Stick to your messages. You control the interview and your agenda! 
 

1) Try to avoid education jargon, acronyms, and abbreviations. 
2) Never underestimate the intelligence of your audience. Never overestimate their knowledge. 
3) Do not answer hypothetical questions. 
4) Do not repeat the reporter’s question, even to challenge or deny it. Respond in a positive way. 
5) Do not let the reporter put words in your mouth. Beware of: 
 

▪    “Are you saying….”  ▪   “Do you mean….”  ▪    “Isn’t it really….” 
 
6) Do not feel pressured to respond quickly. Verbalize a pause and buy some time. 
7) Do not fill in uncomfortable pauses! Answer the question to the point, and then say nothing further 
until the reporter asks you a follow up question. 
8) Never say “no comment.” 
9) If you don’t know the answer to a reporter’s question, say so. Offer to find out the answer and get 
back to him/her right away. Never, ever speculate. 
10) Always ask for the reporter’s deadline and understand that timeline is inflexible. 
11) Never ask to go “off the record.” 
12) Don’t ask to read a reporter’s story before it is published. 
13) Keep your cool about errors, but make sure to correct them. 
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School: __________________________________________ 

Today’s Date: _____________________________________ 

Telephone: _______________________________________ 

Principal: _________________________________________ 

 

WHAT is it? _________________________________ 

 

WHERE is it? ________________________________ 

 

WHEN is it? (day, date, time) __________________ 

 

____________________________________________ 

 

WHO is involved? _____________________________ 

 

HOW will it be carried out? (Please be specific) 

_____________________________________________ 

_____________________________________________ 

 

EVENT contact person: _________________________ 

 

WHAT is unusual or special about this event? 

_____________________________________________ 

 

General public invited?  Yes _______ No ________ 

 

Other: _________________________________________ 

MSBSD—MEDIA TIPS SUBMISSION FORM 

Send at least one week prior to event to:
 
Catherine Esary—Public Information Officer 
Phone: 746-9251 FAX: 746-4076    Mobile: 907-982-9092 
E-mail:  catherine.esary@matsuk12.us 


