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Media

The Catlins Area School has procedures in place to ensure successful interactions with the media.

At our school, the designated media contacts are the board chair and/or principal. The board chair and
principal may work closely to prepare a response to a media enquiry, and determine together who speaks
to the media.

Receiving a media enquiry
Our process for receiving a media enquiry is to record:

¢ the name, organisation, role, and contact details of the person enquiring

e who the enquiry is for

¢ what the enquiry is about

e whether they are contacting any other staff, schools, or organisations.
If the issue is serious, potentially controversial, or sensitive, or there are employment, legal, or privacy
considerations, the school may choose to respond in writing only. We may also seek advice from the
Ministry of Education, NZSTA, or a media advisor. If the media enquiry is about a traumatic incident, we

follow our Crisis Management procedure, which contains information about working with the media in
these circumstances.

Our designated media contact maintains a record of all communication with media.

Related topics

e Crisis Management

e Communication During an Emergency, Disaster, or Crisis
e Privacy

¢ Requests for Official Information

e Concerns and Complaints

e Community Conduct Expectations

e Staff Conduct

Resources

e Ministry of Education | Te Tahuhu o te Matauranga: Media enquiries - Information for schools &
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