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TE TOTARA

PRIMARY SCHOOL
POLICY & PROCEDURES:  Media Guidelines
Why have this policy?
This policy has been formulated to ensure accurate, factual and timely communication with any relevant party.  This promotes confidence in the integrity of the school.
What is it for and how will we do this?
1. To ensure the school maintains and enhances its high reputation. 
2. To ensure factual release, in a timely fashion, of any news or issues to any relevant party. 

3. To ensure, as best as the school is able, public understanding of any issue.
4. To ensure the school and the board release a consistent message.
5. To be aware that any media release made on behalf of Te Totara Primary School, must not name the Ministry of Education, unless prior approval from the Ministry has been sought and obtained.
6. To ensure any relevant confidentiality is maintained. 
7. To ensure compliance with the Privacy Act 1993, the Local Government Official Information and Meetings Act 1987.

Operational News
1. Positive exposure of the school and its students should be promoted through the media where possible.

2. The Principal is responsible for the release of communications to relevant parties where the need arises.
3. In the Principals absence, the Deputy Principal undertakes this role.

4. If required, the Principal may seek clarification from the board in respect of any media release.

5. The board should justify any difference in any proposed release by the Principal where clarification is sought.  Where any difference exists, the board should discuss and determine what release should be made.

6. Any staff member wishing to interact with media, on behalf of the school, must seek prior approval from the Principal.

Governance News
1. A media incident log must be immediately initiated by the Principal once recognition of any emergency incident or issue. This log must include any comment or phase of the incident (including timings) and should be regularly updated during the incident. This log will be utilised for briefing and referencing any action from the incident.
(See Appendix A – copy of the Media Communication Incident Log)

2. A delegated member from the board should be the designated spokesperson on behalf of the board for any media comment. While this spokesperson could be the Principal, the need for transparency and fairness for all parties may dictate that, on occasion, it is not to be appropriate for the Principal to fulfil this function.
3. Where there is doubt as to the communication to be made or the person making it, clarification should be sought prior to any media comment made.  Given the person delegated to speak on behalf of the board speaks for the board; no individual comment should be made by any other board member without the permission of the chairperson of the board.
4. The Principal may make a media release if they consider that urgency requires it.  As soon as practicable, the Principal should contact the chairperson of the board to advise what action was taken and why it was necessary.
5. The board must remain vigilant of any emerging issue that may gain momentum. If an issue is going to be in the public arena, then consideration should be given to taking the initiative and notifying the media to emphasise the positive action the board is undertaking.  The chairperson of the board will consider when it may be appropriate to consider a media release in consultation with the Principal, and with the other board members, where this is considered appropriate.
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Principal:
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