HANDLING ROUTINEH%*
MEDIA REQUESTS

MEDIA CONTACTS

THE SCHOOL

; 1 Media contacts school
2 Principal determines nature of contact (what the reporter wants)
R 3 If it is for routine* information, it is provided
M 3a) If it is NOT for routine information,
4 see Crisis Flow Chart for instructions
SCHOOL DETERMINES 4 Principal notifies Communications & Media Relations Department &
IF REQUEST I5 Area Office about contact with media and what information was provided

ROUTINE* OR NOT

5 Everyone is happy

SEE
NOT CRISIS SITUATION
ROUTINE /®®=EEw® FLOW CHART _
Ed SCHOOL FULFILLS
THE MEDIA REQUEST- COMMUHNICATIONS & MEDIA

RELATIONS & AREA OFFICE
NOTIFIED OF REQUEST

@J:IHE/ » » ANSWERS QUESTION(S) » »

]
L]
]
]

L 4

EVERYONE
1S
HAPPY

*Routine information requests: enrollment numbers, hours, academic programs, extracurricular activities, student
activities, awards and honors, assemblies, performances, concerts, etc.
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