When a reporter calls or e-mails…

Guidelines for support staff 

Public Relations is here to help with any calls, e-mails or visits from reporters! 

It may not be required that a member of a Public Relations team has to get involved in every interaction between reporters and faculty/staff, but it can help. 
The bottom line: If a reporter calls, e-mails, or shows up unannounced, call your Public Relations Office and ask to speak with the PR person who covers your area. Together, you can decide what to do. 
If the matter is urgent (and it often is with reporters!) you should page your PR person.  If after hours, you should learn if your institution has a process in place to page the PR person on call.
Other tips for when a reporter calls or e-mails….

· Ask for the person's name, news organization, and phone number (and time zone if you’re not sure!). If you’re not familiar with their news organization, ask whether it’s a TV station, newswire, newspaper, radio station, magazine, Web site, etc.

· Find out whom the reporter is calling for, and what the reporter wants to talk to that person about. For instance, does the reporter want to talk about ProTECT, or do they need an expert to comment on a story from somewhere else? 

· Ask for the reporter's deadline: When is the last possible time by which he or she needs to talk to the person? (Often, the deadline is during the same day they’re calling!)
· If the person who the reporter wants is not available before the deadline, does not wish to speak to the reporter, or is not the best person for the reporter to talk to, call Public Relations to see if we can refer the reporter to someone else, or offer a general statement.

· If you hear that a faculty or staff member, or a patient, in your area has been talking directly to a reporter, and has agreed to do an in-person interview or photo shoot, call Public Relations immediately to arrange an escort by a PR person. PR people can also obtain signatures from patients or their legal representatives on HIPAA consent forms. 

· Please do not ignore a reporter's calls or messages, or delay responding – this only makes them angry! Public Relations can help you handle situations where the person the reporter wants is in clinic, on service, out of town or doesn’t want to talk about the topic in question.

· Sometimes, you might get calls or e-mails from staff at funding agencies, journals, clinical trial sponsors, professional societies, or disease-advocacy groups, who want to feature a ProTECT person, team or facility in their publicity efforts. Please refer them to Public Relations so that they can work with them, and the person or people you support, to plan joint publicity efforts. Sometimes you may even get calls from people who want you to pay for an advertisement or a television “infomercial.” Please ask them to contact Public Relations!
