Guidelines for Media Announcement

· Maintain confidentiality, only release information that is public.

· Keep in mind wishes of the family and nature of the crisis

· Use a credible source such as the identified District spokesperson

· Site facts and source of those facts (i.e, police, family)

· Include statement of condolence

· State district plan to support staff and students

· Confer with law enforcement (if involved) regarding media announcement and content

Sample Announcement to the Media
Note: This sample is fictitious and is provided as an example to be utilized by the school principal, or his/her designee, to address the media.  This announcement will require modifications based upon confidentiality issues, wishes of the victim’s family, nature of the crises, (e.g. will the crisis draw national attention), etc.
“My name is Dr. Jonathan Miller and I am the principal of Cedar Creek Middle School. We learned that one of our seventh grade students, Melanie Cole, was abducted this morning by two men as she stepped-off her school bus in front of the school. We subsequently learned that the police found and identified Melanie’s body near Cedar Creek just two blocks east of the school. This is a terrible tragedy for Melanie’s family, our school and our Community. We have been in contact with Melanie’s parents and they have requested that we all understand their need for privacy at this difficult time.

Our school implemented our Crises Response Plan. District psychologists, social workers, guidance counselors, administrators and teachers who are members of our school’s Crisis Response Team immediately went into action and are providing help for our students and faculty. Fortunately, our school family is pulling together at this difficult time. Thank you.”

