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DCPS Media Guidelines
The Daviess County Public Schools district encourages open communication
between our schools and our community. Our local media outlets are an 
important partner in this communication. 

Our professional relationship — with the media and with our community — 
must be based on honesty. Always tell the truth. Whether the news is “good” or
“bad,” our integrity must never be compromised.

We must always give our media partners the opportunity to provide their 
readers/viewers with complete and accurate information. For that reason, we ask
reporters to contact our district PR department first, and then we will work with
them to put a reporter in touch with the appropriate people who are best equipped
to provide the information they need.

If the media contacts a member of the DCPS staff, notify your 
administrator and/or Central Office. There are a couple of reasons for this.
First, our Superintendent and Board of Education need to be informed in advance
anytime our schools our district will be featured in the media. Also, there are times
when there is additional information that may not be known at the school level,
but which is an important factor in the overall story. We want to be sure the most
knowledgeable individuals are given the opportunity to share information about
any specific topic.

If you have any concerns or are not comfortable in speaking with the media, 
for whatever reason, contact your administrator or Central Office. 

We are here to support you.
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How to ‘get the word out’ about
news and events at your school
v Two weeks before the event

Consider opportunities for publicity:
School newsletters, marquees, bulletin boards, flyers, letters to parents, 
public address announcements, newspapers, television, radio, etc.

v One week before the event
Contact our DCPS PR department with information for a press release 
(see pages 5-6 for summary of deadlines and required information). 

v Two days before the event
Feel free to call the media to ask if they are attending and/or if they 
need more information. (See page 10 for list of media contacts.)
Be prepared to answer questions over the phone. (Note: Plan your 
phone call around the news media’s deadlines. For television stations, 
call between their newscasts; mid-morning or early afternoon are best. 
For newspapers, call both a reporter and a photographer early in the day
to give them time to plan their schedules.)

v The day of your event
If you did not receive a definite “yes” or “no” in your previous call,
contact the media again with a reminder. Call early in the day!
When the media arrive, be sure someone is on hand to greet them,
answer their questions, arrange interviews, etc.

If the media does not cover your event, you can still get publicity!
v “My Community” section, Messenger-Inquirer

Take photographs of your event (see pages 11-12). 
Write a brief article and submit to the newspaper for publication in the 
Community section (you may email this information directly to 
community@messenger-inquirer.com). 

v Your school’s newsletter, website, Facebook page, marquee and Cable 74 
are all great opportunities to share your news with your audience.

v Be sure members of your staff and your parents are aware of what’s going on 
at your school so they can share your good news in everyday conversations 
with friends and neighbors in our community! 4
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Working with your DCPS Public Relations Dept.
What we need and when we need it

News releases are designed to give the news editor or reporter/photographer a 
reason to cover your events and achievements, explaining why or how your news is of
interest and importance to their audience.
News releases should also give the reporter complete and accurate information so
s/he can write or broadcast a story about your event, even if they cannot attend.
Here is a quick list of what we need and when we need it, to give your event the best
chances for coverage:

v Tip 1 - Contact the DCPS Public Relations Department AT LEAST a week 
before the event. Email is preferred. News may be sent to 
Lora.Wimsatt@daviess.kyschools.us   or to   contact@dcps.org 

v Tip 2 - Make sure you clearly provide the Who, What, When, Where,
Why and How information. Include both day and date (for example, say
Friday, Oct. 15) — avoid references such as “tomorrow.” 

v Tip 3 - Describe the event in such detail that the reporter will be able to
actually picture the event! Identify what students will be doing or what will 
take place. An active, participatory, hands-on event is always better than one 
in which students will simply be listening to a speaker. Explain your goals for 
the event (what you want kids to learn) or why the event is important. 

v Tip 4 - Be sure anyone named in this announcement is identified by
title, first and last name (not “Ms. Smith”). Double-check spellings! 

v Tip 5 - List a contact person with name and daytime/evening phone
numbers (cell phone preferred). Be sure this person is willing to talk to 
reporters, answer questions or provide more information about the event.

v Tip 6 - Spell out acronyms and abbreviations on first reference.

v Tip 7 - Include the date you want the information released, if appropriate, but
be aware that media organizations may not accommodate this request.

5

Daviess County
Public Schools

Publicity Handbook
A service of the DCPS
public relations office



What is the media looking for?
It is essential to give the media advance notice of a special event at your school.
Photographers and reporters are often scheduled in advance, so waiting until the day of
the event to let them know what’s going on is usually not sufficient notice. 

The media will be more likely to cover your event if it meets certain standards. Is your
event the first (or last) event of its kind? Is your event a new approach to an old topic?
Reporters are always looking for angles that make an annual event different from those in
years past. Does it “localize” a national trend? Does it show students in action? Will your
story touch the emotions of viewers/readers? “Human interest” stories and events with lot
of activity are always good news for reporters! Emphasize these points to the media.

The DCPS Public Relations department will be happy to assist you with media coverage.
See page 5 for summary of what we need and when we need it.

Contact Lora Wimsatt at Central Office anytime you are in communication with a news
agency so our district is aware of potential media coverage about our schools. 

DCPS ‘News of the Week’
Every week, we send an email to all schools principals and/or their designees, asking for a 
summary of special events taking place in their buildings during the upcoming week. This 
information is compiled and forwarded to our media partners. Please be sure your school is
represented in this list! There have been many instances in which reporters have covered
positive events just because it was included in this email!

“News of the Week” is not intended to take the place of news releases providing detailed 
information about special events, but it is a fast and easy way to give your students, staff
and school an opportunity to be spotlighted by local newspaper, radio and television
reporters. 

Community News
Community news is published in the Messenger-Inquirer on Wednesday of each week. 
The deadline is noon on the preceding Wednesday (a week in advance). Space in this 
section is limited and publication of items may be delayed. The “That’s My Kid” feature
includes a wide variety of student achievements and activities. Classroom projects, student
awards and scholarships, all-A honor rolls, etc., are featured in this section. If you request
media coverage of an event and the newpaper is not able to attend, you can always submit
information and a good-quality photograph for publication in the “My Community” section.
Items for Community may be sent directly from schools and does not need to go through
our district PR department. Send news to community@messenger-inquirer.com  
For more information, call the Community News Editor at (270) 691-7309.
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Understand the Media
v Reporters are people too ... and they are just doing their job.

Don’t be afraid of reporters! Get to know them. Remember, it’s easier to interest 
them in covering an event or story if they know who we are.

Know and respect their deadlines.
Ask the reporter what kind of stories s/he is interested in covering. Provide 

adequate notice of stories that meet coverage criteria.
Not every event is news. Not every story is “front page news.”
Understand that the media (often one reporter) is responsible for coverage of 

several school districts. For example, the Messenger-Inquirer covers Daviess, 
Owensboro, Hancock, Ohio, McLean and Muhlenberg counties.

v Be open to coverage options.
If the media does not cover an event, don’t take it personally. They are working with 

limited resources in staffing and scheduling.
If news reporters decline or are unable to cover your event, submit news and

photographs to the “My Community” section of the M-I ... write a (positive)
letter to the editor ... publish the information in your school newsletter,
post it on your school website/Facebook page, and submit for broadcast on 
Cable 74.

v Cultivate a good relationship with the media.
Remember the “golden rule.” Reporters are people, too! Never be rude or insulting

about a reporter, his work, or his newspaper/station.
When we submit a news release to the media, it should always include the name of a

contact person who is familiar with the topic/event. Provide a cell phone 
number and/or daytime and evening numbers so reporters can request 
additional information or ask questions.

Before you ask the media to cover your event, be sure someone is willing to be
interviewed!

When a reporter/camera crew visits your school, make them feel welcome.
Introduce yourself, take them to the area where the event is taking place,
offer restrooms/refreshments. Speak to the photographer as well as
the reporter.

Make sure someone stays with the media while they are at the event to answer
questions and provide background information. Be prepared to provide
identification of students. (IMPORTANT: Be sure media releases signed 
by parents/guardians are on file in Infinite Campus. Let media know if there
is a child who cannot be photographed; they will honor these requests.)

Ask reporters who they need to interview or what they want to photograph, and 
help set it up.
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How to talk to a reporter
v Remember: This is YOUR message! 

n You are being interviewed because you were identified as a person who knows and 
understands this topic — so let your confidence come through.

n If you are uncomfortable about talking to the media for any reason, say so. 
Contact Lora Wimsatt at Central Office (852-7000 or 316-0192 ... contact@dcps.org 
or Lora.Wimsatt@daviess.kyschools.us). 
Identify your areas of concern. Are you nervous in front of cameras? Are you afraid 
the media is “out to make you look bad”? Are you unsure of the information you are
being asked to address? We are here to support and assist you.

DO
TELL THE TRUTH.
Remember — Some journalists use recording devices (cell phones etc.). Everything that is said is 

“fair game,” so be mindful of “small talk,” “kidding around” and other remarks that you 
might not consider to be part of the “official interview.” If you say it, it may be quoted.

Be sure Central Office is aware that your school will be featured in the media. 
Before the interview begins, think about what you want to say. Identify three key points about 

your message, and bring everything you say back to one of those points.
Take your time. Think before you answer. It is absolutely fine to say, “Let me collect my 

thoughts” before responding to a question. If you mess up, say, “Let me start over.”
Pause, smile, and begin again.

If you don’t know ... say so. Offer to find the person who can answer those questions.
If the reporter is making notes, slow down. Give him/her time to write down what you say.
If you can’t answer, explain why (personnel issue, student discipline, etc.).
Stick to the facts; don’t speculate.
Talk only about your area of expertise (“Stay in your lane”). Let others (medical professionals, 

law enforcement, etc.) address their areas of responsibility.
Be firm, fair and friendly.
Use words people will understand. A front-page story is of no value if the average reader 

does not understand it. (Hint: Pretend you are explaining the issue/event to a child.)
Look at the background where you will be interviewed, especially if this is a TV interview or if 

there is a photographer. Does the environment where the interview is taking place 
represent you and your school in a positive way? Is it quiet, clean and uncluttered? 
If not, move to another location.

Remember: You are not alone! Support is available and here for you! 

DON’T
Lie, guess or speculate.
Argue.
Get upset or angry.
Use acronyms and education jargon. (Remember, you are not talking to a reporter; you are 

talking to Mom, Dad, grandparents ....)
Talk about protected information (if you say it, it IS on the record).
Talk about information outside your area of responsibility and expertise.
Repeat negative words from questions.
Introduce new ideas — unless they are ideas you WANT to introduce.
Say “no comment.” 8
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What if it’s bad news?
The same guidelines apply for bad news as well
as for good news (see page 8).

However, when there is a crisis, this is when your Central Office is really here for
you. Messages of this kind will often be handled directly by the Superintendent or
another administrator delegated from the district level. This allows our school
administrators and staff to stay focused on the situation at hand, without the
added stress of dealing with the media.

During times of crisis, it is especially important that all media contact be routed
through the Central Office. We traditionally do not allow media access to students
to talk about crisis situations. Of course, the media may find ways to contact 
students or parents away from school — that is their prerogative.

COMMUNICATION IS ESSENTIAL. This is always true, but this is really
important during times of crisis.  Contact the Central Office immediately to let us
know what’s going on. Even if you only suspect that a situation has the potential
to escalate to a level of crisis, let us know! 

Your DCPS Public Relations department is here to help and support you. 
Among other things, we will help develop a message for you to share with your
parents, staff and/or students. This may include:

1) Letters to send home, either with students or through the mail
2) OneCall Now scripts to keep parents informed immediately
3) Follow-up messages for your parent/staff newsletters and emails
4) “Talking points” for front office, all staff, building administrators and others
5) Messages for teachers to share with their students

9
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DURING A CRISIS, PEOPLE WANT TO KNOW THREE THINGS:
What happened?
What does it mean to me (my child, my family)?
What are you doing about it?

Providing answers to these questions in a timely way — and then doing
what we say — will often keep a bad situation from being even worse. 



NEWSPAPER / PRINT MEDIA
Messenger-Inquirer
Phone: 270-926-0123
news@messenger-inquirer.com

M-I Education Reporter
Bobbie Hayse
Phone: 270-691-7315 or 1-270-576-0692
bhayse@messenger-inquirer.com

M-I City Editor
Bob Bruck
Phone: 270-691-7306
bbruck@messenger-inquirer.com

M-I Photo Editor
Alan Warren
Phone: 270-691-7294
awarren@messenger-inquirer.com

M-I Community Editor
Jeanette Noone
Phone: 270-691-7309
community@messenger-inquirer.com

Owensboro Parent Magazine
Ashley Sorce
ashley@owensboroparent.com

Owensboro Living Magazine
Steven Wilson
steven@owensboroliving.com 

RADIO
WBIO Radio – Rob Nichols
email: kyproduction@cromwellradio.com 

Cromwell Radio – Mel Ford
events@cromwellradio.com

WBKR/WOMI — Chad Benefield
chad@wbkr.com
NEWSLETTERS and MARQUEES
Contact your school principal to be sure news
about your students and activities is included in
parent/staff newsletters and on marquees

TELEVISION
WFIE-14 TV
Kara Mattingly — Sunrise Shout-Out feature
email: karamattingly@14news.com 
Katie Kapusta — Western Ky. reporter
Phone: 812-470-1429
email: kkapusta@14news.com 
Shaelie Clark – Western Kentucky reporter
Phone: 812-549-7587
email: shaelieclark@14news.com
Jeff Lyons, Scott Galloway – WFIE news editors
Phone: 800-832-0014
Fax: 812-428-2228
email: newsdesk@14news.com 

WEVV-44 TV
Warren Korff — news director
Phone: 812-465-4567
news@wevv.com
Shelby Coates — School Spotlite
Direct phone:812-602-2895        
email: scoates@wevv.com 

EyeWitness News
Mike Pickett    Phone: 800-879-8542
email: eyewitnessnews@tristatehomepage.com
or mpickett@tristatehomepage.com 

DCPS Cable 74 / DCPSTV
Linda Salyer     Cell: 812-449-9057
Central Office Phone: 270-852-7000 ext. 214
email: linda.salyer@daviess.kyschools.us

WEBSITES and SOCIAL MEDIA
Contact your school webmaster to post news and
information on your school website,
Facebook page and/or Twitter account.

www.SurfKY.com news website
email: news@surfKY.com

NOTE: DCPS press releases / media notifications
are also emailed to district administrators and
the Board of Education. 

Who are our media partners?
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DCPS Public Relations — Lora Wimsatt        270-852-7000 ext. 215     cell: 270-316-0192

lora.wimsatt@daviess.kyschools.us or contact@dcps.org 
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A good picture ...
g is clear, bright and in focus.
g is a close-up of not more than five people.
g shows facial expressions.
g tells a story even without words.

Digital pictures ...
g should be provided to media in .jpg format.
g should be provided in the highest possible resolution / 

largest image size (choose ‘Original’ or ‘Large’ when  
sending photos from a smartphone)

g should be sent in one email, with descriptive file 
names and captions provided in the same email
(see page 12 for more guidelines about captions).

Good: Two children at close range. 

Faces are clear with good expressions.

Photo captures action.

Good: Composition shows student using

computer technology as part of vocational

education.

IMPORTANT NOTICES
It is your responsibility to make sure that any student who is 

photographed or videotaped for publication or broadcast 

has parental permission on file at school (via online registration).

This includes both district media (newsletters, Cable 74, websites, etc.)

and public media (newspapers, television, social media etc.).

SEE PAGE 14 FOR ADDITIONAL INFORMATION.

Do NOT use photographs, clipart or illustrations from the internet unless they are 

‘Labeled for Reuse’ under Usage Rights. If you are not sure ... don’t use it. 



Telling your story through 
pictures — effectively
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A bad picture ...
g is blurry, hazy, not in focus, too dark or too light.
g shows a whole room or too many students.
g is taken from too far away.
g shows the backs of students’ heads.
g does not include identification.
g is posed.
g is a low-resolution digital image.
g has such a “busy” background that the 

subject/activity is difficult to distinguish.
g does not include identification of subjects.

Bad: Can’t tell what is going on. Photo

could have been improved by closing in on

smaller group of people involved in an

activity.

Bad: Subject is too far away from 

camera. Children’s faces not visible.

Improve by shooting from another angle

and moving closer.

PHOTO IDENTIFICATIONS and CAPTIONS

Rename digital images with identification info (‘John Smith’ or ‘BES pep rally,’ not DSC003). 

Write names and information on the back of a “real” photograph with a soft-tip marker. 

When you email a photo, be sure message includes caption information such as description 

of event or activity, first and last names, and job titles (not just “Miss Smith” or “Billy”). 

List subjects from left to right and specify front row, row 2, back row, etc.

Describe the activity. Provide details about what happened and what kids did and learned. 

Include your contact information: Name, email address and daytime telephone number.
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Most of our local/area media outlets cover major high school varsity sporting events (football, 
(basketball, baseball, softball, soccer, volleyball, track/cross country etc.). Athletic directors share
schedules and team rosters with media at the beginning of the school year.

Information about other sports, including junior varsity, middle school and elementary school
events, may be submitted to media partners (see page 10). The Messenger-Inquirer Sports 
department may also be contacted at sports@messenger-inquirer.com  
(Note: Most sports reporters work afternoon/evenings.)

Provide advance notification to media about significant events – explain why it is significant.
Include time/date and location of event, list of participating schools and a cell phone number or
email address for someone who can provide more information. 

You may also submit results; news organizations’ publication policies vary. 

Student-athletes may always be featured in your school communications, including newsletters,
website, Facebook etc.

Marquees
Whether your school has an electronic marquee or the kind with plastic letters on a board, this is
a great venue for sharing good news about your school and students with parents and members
of our community. Follow these guidelines to be sure your message makes an impact!

1) Keep your message short! Most viewers are driving by and have to catch your message on 
the go! For electronic marquees, try to fit everything on one screen; maximum of two! 

2) When publicizing events, list Title, Time, Date in that order.
For times, do not use :00  For example, don’t say 7:00 p.m.  Just say 7 p.m. (periods optional) 
To avoid confusion, say “noon” or “midnight” instead of 12 p.m. or 12 a.m. 
For dates, abbreviate months but don’t use th, st or rd. For example, don’t say February 5th,
April 1st or September 3rd; just say Feb. 5, April 1 or Sept. 3.

3) Don’t overload your message rotation with too many announcements. Remember most viewers 
will only see your marquee for a very limited amount of time, so include only a few of your 
most important and timely messages.

4) Don’t waste this opportunity on non-relevant messages such as time, date or temperature.  
Marquees are the place to get YOUR message out! 

5) Make a note on your calendar to REMOVE messages once the event is over. Pay special 
attention to this before extended breaks; you don’t want “Last Day of School - May 19” to 
be your school’s message all through June and July! 
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All DCPS schools are encouraged to maintain a presence on social media, including an 
official school Facebook page, YouTube channel or Twitter account. (If your school does not
already have these, perhaps this is an area where you can volunteer to assist!) 
Remember: Images, photographs or information about students posted on these sites must be
carefully reviewed to ensure that the parent/guardian of any student who may be identified
in these images has given permission for that child’s image to be published (this permission
is part of the online registration process).
Identifying information such as students’ last names, address etc. must not be posted on
social media pages.
Be sure messages, photos, grammar and spelling reflect your school in a positive manner. 

DCPS staff members are prohibited from posting student photos on their personal
social media accounts. 

DCPS staff members should be aware that district Board of Education Policy 10.5 prohibits
audio and video recording and photography from personally owned devices unless the 
principal (or his/her designee) and the individual(s) being recorded/photographed have given
prior permission. Exceptions may be made for “public events” at which there would be little
or no legitimate expectation of privacy (ie, football games etc.). This policy extends to parents
and other visitors to our schools, as well as staff members. 

Social Media

Subscribe to

www.Youtube.com/dcpstv

Follow us

@DCPSKidsFirst



SBDM Meeting Schedules and Special Meetings
At the beginning of each school year, the DCPS Public Relations department submits a
schedule of SBMD meetings for all schools to the media.

Very Important — If there are any changes to this schedule, including changes to
time, date or place, the meeting becomes a “special meeting” and we are required by
law to provide additional information to the media at least 24 hours in advance.

Announcements of “special meetings” must include the complete agenda or purpose of
the meeting. Those attending the meeting must understand that they cannot deviate
from that agenda; additional items cannot be added at the meeting. The agenda for
special meetings and notices of cancellations must be posted on the front door of the
school.

Again, it is required by law that we notify the media of special meetings. However, the
media is not rquired to publish these notices.

Guidelines and explanations for the Open Meetings Act are provided each year to
DCPS Administrators at their summer meeting. Those guidelines are available for
your review in your administrator’s office, or by contacting Lora Wimsatt at Central
Office at Lora.Wimsatt@daviess.kyschools.us or 852-7000, ext. 215.

Cable 74
DCPS operates a public access channel through Spectrum Cable Television. 
Cable 74 / 113-205, DCPSTV and the DCPS YouTube channel offer to our community
up-to-date information about what is happening in our schools and district. 
Cable 74 is broadcast on-line (http://www.daviesskyschools.org/Content2/1578 or
http://ch74.dcps.org). Our school and district news is available to anyone with a PC
and Internet connection — perfect for out-of-town relatives and anyone who does not
get local cable channels.
For further details about broadcasting your school’s news and events on Cable 74, 
contact Linda Salyer at 852-7000 ext. 214 or linda.salyer@daviess.kyschools.us

Paid Advertisements
The Messenger-Inquirer and other local/area news outlets accept paid advertisements
for local events. Information about M-I rates and deadlines is available by calling the
newspaper office at 270-926-0123. However, we encourage you to consider the many
avenues for free advertising instead of, or in addition to, paid ads.
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40 Techniques for Dealing with the Media
Prepared by Richard William Brundage, President
Center for Advanced Media Studies
P.O. Box 19383, Lenexa KS 66215
Phone: (913) 375-1777
Fax: (913) 375-1799
Email: rbrundage@earthlink.net
Website: www.mediatrainers.com

1. Know the facts; don’t guess.
There is no such thing as a pleasant surprise from the media! Get the latest information
available on the subject of the interview.

2. Rehearse your message.
Know what you are going to say, and equally important, know how you are going to say it.
Do not over-rehearse and lose spontaneity.

3. Help set the “ground rules.”
Journalists need help getting the story. Help them with background, locations for good
visuals, and facts sheets or other information that will help them round out their stories.

4. Prepare for the worst; do your homework.
Do not think that the journalist will not ask “that” question. Assume that he or she will
and prepare for the worst csae, using management staff practice time, with a video camera, 
and using “bridging techniques” as taught in Richard Brundage’s “Mastering TV 
Appearances”video-based teaching program. 
(Note: This video is available at the DCPS Central Office; contact Linda Salyer at 852-7000.)

5. Answer questions. Stay alert. Listen.
Listen to your interviewer. Do not start formulating the answer to a question that is not
being asked! And listen with your facial expression. Be compassionate and viewed as
someone who is likable.

6. Say it in 12 seconds.
Remember, your time with a TV news story is very valuable and very limited. Economize
to maximize.

7. Admit mistakes.
No one will fault you for being honest and forthright, but follow the admission with how
you have corrected the situation. Place the incident in its proper perspective.

8. Relate to the viewer, not the interviewer.
Think about how the viewer will receive your information, not how the interviewer posed 
the question. Talk directly to the journalist, but relate to the viewer at home. The camera
will provide the subjective angle. Talk to a child. Your face will warm up, and your words
will be shortened. Do not look at the camera.

9. Humanize yourself and your organization.
The audience will always relate to a real human being, no matter what the subject is.

16



40 Techniques for Dealing with the Media
Prepared by Richard William Brundage, President
Center for Advanced Media Studies
P.O. Box 19383, Lenexa KS 66215
Phone: (913) 375-1777
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10. Think like the media.
What kind of story are they after? How will they most likely tell it? How can you present it
in the best possible context?

11. Know journalists’ language.
Use their language. Do not say “film”; most videographers use videotape or digital cameras.
Use the term “sound bite” for the comments you are giving. “Cutaways” are visuals that
support the story. Show the camera person locations that will provide those visuals.

12. Be politely persistent, but don’t get angry.
Try to always finish your statement without being constantly interrupted. Smile, be patient
and allow your overall grasp of the situation to come through. Remember, you will always
know more about the story than the correspondent.

13. Localize your story.
If there is a national story that the media is airing locally, give them the local significance
of that story. Many times, your efforts will be either better than the national average, or
at least have a positive impact on local residents.

14. Lean forward slightly, projecting positive body language.
Do not lean back, swivel or fidget. Look interested and professionally aggressive in your
body language.

15. Tell it like it is. Look at the interviewer.
Give candid comments that are well thought-out and presented in a professional, warm
manner directly to the reporter. The reporter is your audience. The person in command of
the interview is you!

16. Use the news conference sparingly.
The news conference is one of the most overdone of all media events! Journalists don’t like
to come out for a “hype the district” event. Use only when you have a major news event
in which you want all of the media to have the same information at the same time.

17. Stick to the subject; don’t ramble.
Do not open other situations unnecessarily. Answer questions with enough information to
get your side of the story told. Do not be a slave to questions.

18. Dress for the occasion.
Conservative dress and professional image go a long way toward presenting a positive
impression of you and your school/district on television.
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19. Never go “off the record.”
If you do not want to see or hear it on the news, or in the morning paper, do not say it.

20. Keep it on a one-to-one basis.
The interview is with one person in the audience — the viewer, through the interviewer.
Keep it personal and direct.

21. Never say “No comment.”
No matter what anyone says about “your right” to silence, it is not golden in the media;
a “no comment” is generally perceived as a “guilty” plea. At the very least, tell the reporter
why you cannot comment.

22. Maintain solid eye contact.
Do not look to Heaven for guidance before answering. Look at the reporter, not the camera.
Remember, your facial language tells more about you than what you are actually saying.

23. Avoid arguments and hostility.
It is impossible to win an argument with the person who has the editing equipment. The 
old adage “Never argue with a man who buys ink by the barrel” is very appropriate.

24. Provide advance biographical/background data.
Always try to provide a “one pager” on your organization and you, and include other facts
that will help reporters “flesh out” the story. Offer facts that they may not know, that will
allow them to tell “the rest of the story.”

25. Be direct and friendly.
The directness of your words in that 12 seconds must be offset by the friendliness of your
delivery. Practice. Practice. Practice.

26. Do not fold your arms — defensive body language.
Remember, people are looking at your body language and listening with their eyes first,
and then with their ears. Let them like you, first of all. Peak yourself before the interview;
then relax and enjoy it.

27. Ask for makeup if in a studio.
Your host/hostess will be wearing makeup, and you may look quite pasty and pale in
comparison. Ask a makeup person what you should wear for a studio appearance. That
individual will recommend the right shade and color for the studio lights.
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28. Do not squint at the lights.
Give yourself enough time in the studio before the interview to get used to the lights. 
If outside, close your eyelids and tilt your face to the sun for a few seconds. Your pupils will
constrict and remain that way for a few minutes.

29. Suggest “talking points” before the interview.
Again, help set the agenda. You know the story; the reporters only know what they’ve been
told ... often not very much. Help them to help you tell the story.

30. Always have at least two “themes” going into each interview.
Know what the interview is about, and have two positive themes that relate to the subject.
Always get these themes out front after answering each question.

31. Bridge potential adverse, negative stories into positive responses.
Bridge immediately — after making a direct, honest, short answer — to the themes that 
will round out your story.

32. Anticipate questions to be asked.
If you have done your homework on the subject, you should be able to anticipate the areas
of tough questions within the story, and answer them in the best possible light.

33. Know the reporter.
Read the paper, and watch a different channel each night. Get to know the reporters’ beats.
Who covers education? ... government? ... business?

34. Never guess, and never, never lie!
Having to retract or alter your comments is both awkward and, in most cases, almost 
impossible. Your comments in print or on tape are the essence of your reputation. You can
turn a simple 15-second sound bite into a five-part investigative series by lying.

35. Advance work: Do it.
It may seem like extra work to have your staff assist you in preparing for the worst, but 
it will be well worth the effort. Bridging conferences are most valuable in developing 
“themes.”

36. Arrive early for questions and pre-talk with the interviewer.
Pre-talk about the other stories that the reporter has done and establish a rapport with
him or her. Try to remove artificial barriers that exist between reporters and schools. 
Establish yourself as a professional in your field early on before the interview begins. This 
is an excellent time to provide the reporter with the fact sheet mentioned earlier.
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37. Set a 15-second timer and practice answers in that format time frame.
Be able to answer a question, use the reporter’s name, and bridge to your two main themes
in this time period every time.

38. Talk to the interviwer, not the camera.
Avoid eye contact with the camera. The camera operator will provide the best viewer angle.

39. Edit yourself as you speak.
Be concise, correct, conversational, current and as complete as possible.

40. Peak yourself before the interview.
Much like an athlete, you must be physically and mentally prepared for the interview.
This may require relaxation exercises, and the mental exercise of answering questions
in your mind. Develop “mental muscle memory.” Be up for it!

20



NOTES



NOTES



NOTES



Daviess County
Public Schools

Publicity Handbook
A service of the DCPS
public relations office

Lora Wimsatt

DCPS Public Relations Coordinator

1622 Southeastern Parkway

Owensboro KY 42303

phone: (270) 852-7000 ext. 215

cell: (270) 316-0192

fax: (270) 852-7030

www.dcps.org

email: contact@dcps.org

Lora.Wimsatt@daviess.kyschools.us


