
Information Release Guidance

When information needs to be released to the public through the media, the PIO will follow these guidelines:

1) Gather and verify information from the program manager.

2) Identify the purpose of the press release.  Determine if the information contained in the release in is the public interest, is their right to know and will not create unwarranted or unnecessary fear, anguish, or other adverse reaction. Information will not be withheld simply to avoid political or public embarrassment.  

3) Develop key messages.

· Utilize “Talking About Disaster: Guide for Standard Messages” located at http://www.redcross.org/disaster/disasterguide/standardmsg.html.

· Utilize DHSS’s “Emergency Response Public Information Toolkit” located in _______.

· Confer with area LPHA PIOs via conference call to ensure messages are consistent across the region.

· Confer with DHSS to ensure messages are consistent with the State.

4) Prepare a draft press release using the press release template located ___________.
a)   All hard copy press releases must contain the following information:

· _________ logo

· _________ business name, address, and phone number

· Subject line

· Date and Time released

· Formatted number in lower right corner (e.g. ddmmyyyy-001)

· Press releases will be numbered chronologically, starting over at the beginning of each calendar year

· Name, title and contact number for PIO and/or spokesperson

· The marking -30-, END, or ### to indicate the end of the release

b)    Information from outside sources should be attributed to the source

c) All press releases should be written following an acceptable press release style guide, “Associated Press Style Guide” and “Mosby’s Pocket Dictionary of Medicine, Nursing and Allied Health”.

d) All information included in release should comply with HIPAA regulations.

5) Coordinate with subject matter experts to verify information.

6) Get approval from the program manager, the division supervisor, and the Director of Health, in that order, before releasing information.  All press releases must receive approval from the Director of Health or his designee before being disseminated.

· During a public health emergency press releases only need to be approved by the Director of Health before release.

· During a public health emergency, the PIO may also need approval from the Incident Commander, indicated by his/her initials on the press release draft.  This process should take no more than 5-10 minutes to ensure information is released in a timely fashion.

· If the __________Health Department PIO is not the lead PIO in the JIC, all press releases must also be approved by the JIC Lead PIO before being released.

7) Send final press release to the following people before releasing it to the media:

· __________ employees

· Key partners

· LPHA PIOs in Region _______
· LPHA Administrators in Regions_______
· DHSS PIO staff

· Email press releases to _________County media outlets, partners and stakeholders 

· Email addresses should be placed in the BCC: field.
· The email subject line should contain the words “press release” followed by a brief description of the content (the subject line of the press release).

· Emailed press releases should not contain the ___________logo.

· The content of emailed press releases should always be followed by the sender’s email signature.

8) Distribute press releases fairly and impartially by email to __________County media, whenever possible.

· During an emergency it may not be possible to send information to every media outlet. In that case the “hot media” group should be used.  

· When outside media become interested in local events, every effort will be made to add them to the press release distribution list.

9) Indicate, in handwriting, the date and time that the press release was sent in the top right corner of the hard copy.

10) File the hard copy chronologically in the _________ PIO’s file cabinet.

11) Post a copy of the press release in the JIC, or in the PIO’s office if a JIC has not yet been established.

12) Convert the press release to a .pdf document and post it on the __________ Web site under the Press Releases page.

13) Create supporting materials such as backgrounders, fact sheets, etc. for distribution to media and the public.
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