Attach 11.3:  Media Relations Policy for 
_________ Health Department
Goal

The _______________________ Health Department seeks to inform its residents, businesses and visitors by engaging in a pro-active communications program.  This program recognizes that one of the most effective and quickest ways to communicate health department policies and activities is by working in partnership with the news media.

Policy

Inquiries from the news media are given a high priority by the health department and should be responded to as quickly and efficiently as possible.  Every effort should be made to meet media deadlines and to ensure that all information released is accurate.

The health department’s Public Information Officer (PIO) is responsible for developing media information on all issues.  The PIO will work in tandem with the Health Officer in developing statements for release.  Final approval for media releases shall come from the Health Officer.  Because the media often works on tight deadlines, it is important that any health department staff who is contacted by the media get the request to the PIO as soon as possible.

Health Department Spokespersons

· Public Information Officer, 

· Health Officer, 

· Appointed designee.

Media Inquiries

Any media inquiries received by health department staff should be referred immediately to the Public Information Officer or Health Officer.  An appropriate response to the media would be;

“I’m sorry I don’t have the full information regarding that issue.  I will give your request to my department PIO or Health Officer who will respond to you as soon as he/she is available.”

· Obtain the callers name and who he/she works for;

· Get a return contact number;

· Ascertain the topic of the story they are working on;

· Determine the media person’s deadline.

At no point should direct media questions be answered by health department staff other than the PIO or Health Officer, unless specifically assigned by the Health Officer to do so.  Staff involved in the media contact will maintain confidentiality.  No personally identifying information such as occupation, name, age, date of birth, address, etc. . . will be released.

Health Officer Note

Any release of information, either in print or verbally, should be documented in writing to show that you have reviewed and approved the content for release.  This can be done by initializing a written release, or by verbally appointing a speaker to be the voice of the health department.  If there is ever any doubt about the legalities or liabilities regarding release of information for sensitive issues or in times of crisis or emergency, you are advised to consult with your Corporation Counsel prior to the release of any information.
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