Wien areporter calls or shows up at your school, here are sone poi nters:

. Don't panic! There' s no reason to pani ¢ because areporter has shown up at your school or is
on t he phone.

. Take areporter’scall if youcan- if not, ask your secretarytofindout what thecall isregard ng
andtell themyouw!| returnthecall. If it’sgoingtobeawhilebeforeyoucal back, nake sure
thereporter knows that.

. Be ni ce. Renenfer, you catch nore flies wth honey t han you do w t h vi negar.

. Their deadl i nes are not your deadl i nes. Hwever, be sureto RETURNTHECALL - evenif it’s
your secretary tellingthemyou are unabl e to cal | themback due to your schedul e. Ignoring a
reporter won't nmake themgo away - it wll only nake t hemangry.

. Thi nk bef ore you speak. Reneniber, you can’t un-say songt hi ng.

. I f the subj ect requires sone research, tell themso- they wll understand. Again, besureto
returntheir call - either wththe proper i nfornationor the nane and/ or depart nent they
shouldcal |l toget theinfornation.

. You have the final say-sowhenit conesto your school - what YOJsay, goes. |f you do not
vant areporter on canpus, thenthat’s that. Hwever, don’'t usethis as a standard response —
there nust be a reason behi nd your “ no.

”

. Reporters, likeall other visitors, MBT fol | owestablished rul es at your school . They MUST
check-inat thefront of fi ce and shoul d not be al | oned t o roamar ound w t hout an escort.

. Wen it cones to students, renenber one thi ng: NOstudent can be i ntervi ened and/ or
phot ogr aphed unl ess they have a current nediarel ease onfilethat i s signedby their parent(s)
or guardi an gi vi ng per mssi on.

. Never, ever say “no comment.” There are ot her ways to say “no comnment” w t hout sayi ng
“no comment . ” Sone exanpl es ar e:

That isn't sonething | can di scuss nowbecause | don't have al| the facts.
I’mreal |y not the best persontotal k wthabout that. You shoul dcal | (XXXX)

. DONOr SPEAULATE | f you do not have the facts about sonething, don't try to guess. B ther
take afewmnutes togather thefacts, or refer thereporter totheright person.

. DONOT HABCRATE. | f you are asked a Yes or Nb question, give a Yes or No answer .

. There is NOSUHTH NGas “of f therecord.” This just neans you won't be quot ed directly, but
what you say nay still beusedinthe story. Assune whenyou aretalkingwthareporter, you
are al ways onthe record.

Wen i n doubt, you can al ways cal | the Gonmuni cations & Media Rel ations Departnent - that’s what we're here for.
The nunber i s 754- 321- 2300.
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