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REFERENCES

Missouri’s Sunshine Law RSMO 610.011 

Related DNR Policies

Sunshine Law Requests 2.02 

Related DNR information:

The department hot sheet is accessible on the department’s Intranet page at
http://www.dnr.mo.gov/central/hp.htm

A sample department communications plan is also available on the department’s Intranet page at http://www.dnr.mo.gov/central/communications/DNR-communications-plan-2002-2003.pdf
DEFINITIONS

Controversial topic: Broadly defined as any subject where there is misunderstanding or a difference of opinion on a sensitive issue between the department and an individual, citizens, a facility or local, state or federal agency or official.  A list of current controversial topics, although not comprehensive, is found on the Hot Sheets.
Director of communications: Provides communications support for the department director; serves as department’s spokesperson as needed.  This position has final authority and responsibility on all communications and media relations for the department.  

Division information officer: Staff in divisional administrative offices that provide guidance and assistance to ensure two way communication on media calls, publication development and other public information-related projects and initiatives. 

Litigation:  Legal action on issues in which the department is involved.  Examples include lawsuits filed by or against the department or cases referred by the department or its director to the Missouri Attorney General’s Office.
Media or press: A person working for a newspaper, radio and television station, trade journals, the Internet, newsletter and other forms of communications.

Office of Communications: Part of the department’s Director’s Office, the office oversees department media efforts and publication development, including Missouri Resources. 

Personnel issues: Personnel actions taken by the department such as promotions, transfers or termination of employees.

Publications:  All printed material and electronic media, including brochures, reports, proceedings, Internet postings, e-mails and audio-visual productions for the general public.
Public information specialists: Designated program staff who develop and coordinate public information within a program.

GENERAL PROCEDURES

The department’s goal is to respond to media requests the same day as receiving the initial call.  This simply means calling the reporter to determine his or her deadline, need for information, story angle and so forth.  If possible, provide the information or complete the interview within the same day.  If this is not possible either contact the reporter as soon as possible or ask your division information officer for assistance.

Department staff should strive to meet the reporter’s deadline whenever possible.  If there is a problem, it should be reported to the program’s public information specialist (if the program has one) and the division information officer or to the Office of Communications.  Often, the division information officer or the Office of Communications can relay the information for the employee or work with the reporter to push past the deadline to provide complete and accurate information.

Each program, regional and district office should have a designated contact person for media calls and a backup person.

Staff should follow up these contacts with e-mail to the appropriate division information officer, who can inform the Office of Communications as needed.  This applies to calls received in the office and media contacts while in the field or outside of the office.

While e-mail is a good follow-up tool on media calls, e-mail is not an acceptable way to forward media calls to others or to ask for help with a call as the message may not be received or answered in a timely manner.  A phone call or personal visit is more direct.

Contacts requesting general information on non-controversial issues can be responded to immediately without prior approval of the departmental or division information officer.  The only exception to this is national media calls, which must be coordinated with the department’s Office of Communications.
Providing information on departmental policy, personnel issues or litigation
All calls on departmental policy, personnel or litigation issues should be coordinated through the chain of command with the Office of Communications before a response is given.

Below are some questions to consider when providing information on departmental policy, personnel issues or litigation:

· Policy:  What is the department’s policy on an issue?  What is the department’s stand on the issue?  What is the department’s or director’s response to something, particularly legislation changes, proposals or controversial statements made by people who disagree with actions taken or planned by the department?

· Personnel issues: The director of communications will handle calls related to any personnel actions taken by the department and coordinate the response with the department’s legal counsel, Human Resources Program and others as needed.

· Litigation:  The Office of Communications will handle these calls on a case-by-case basis with the appropriate division.  Calls about cases the department has referred to the Attorney General’s Office should be coordinated through the Office of Communications prior to responding.
The Office of Communications will inform the appropriate division information officer on these contacts as needed.  The division information officer will then relay the information to the necessary staff.

Calls from the national or international press

Calls from national or international press must be coordinated with the Office of Communications, even if the calls are on a routine matter or issue.  The Office of Communications will work with the appropriate division information officer to ensure a timely response to the call.

Controversial topics

Staff must contact the appropriate supervisor, public information specialist and division information officer or the Office of Communications before doing an interview on a controversial subject.  The division information officer or the Office of Communications can offer assistance before doing an interview on a controversial subject.

This is especially important as controversial topics often cross program, division or agency lines.  Employees who are asked to do a live or televised interview must coordinate with the appropriate public information specialist and division information officer or the Office of Communications.  If an employee is in the field, and unable to alert anyone, he or she should proceed with the interview, relaying the established facts.  Public information specialists, division information officers or the Office of Communications can be available to answer questions or provide help by phone in these situations as needed.

Calls on issues or events crossing division or program lines

Calls on issues crossing division or agency lines should be coordinated with the appropriate division information officer or the Office of Communications before responding if possible.

It is the responsibility of the Office of Communications and the appropriate division information officer to coordinate on calls crossing division or agency lines.

Responding to stories, articles, releases 

All responses to a story that has appeared in a publication, on television or on the radio must be coordinated through the director of communications.

Contacts requesting general information on non-controversial issues can be responded to immediately without prior approval of the departmental or division information officer.  The only exception to this is national media calls, which must be coordinated with the Office of Communications.
Copying fees

Fees associated with copying costs and access time, as outlined by the Sunshine Law of Missouri, may be waived for news media professionals.  Please check with the Office of Communications or the appropriate division information officer for further guidance.

Media training

Media training is available for any department staff wishing to improve their interview skills.  Meet the Media training covers departmental media policy, tips for conducting a good interview and suggestions for answering tough questions.  It includes an opportunity for participants to go on camera in real-life scenarios to practice what they’ve learned in the training.  Meet the Media training is offered on a regular basis as needed.  

Contact your division information officer to sign up for this training.  
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