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Purpose
Communicating with the media informs the public of the work Endeavour Foundation does in the community. This document should be used to understand the process and steps to be taken, as well as the stakeholders involved when an Endeavour Foundation employee is contacted by a member of the media. It may also be used to prepare proactive media releases or develop strategies to pre-empt perceived threats.
Scope
This media policy is intended to guide the interactions between Endeavour Foundation employees and volunteers and members of the media.
It is important that public comments made by all Endeavour Foundation’s employees and volunteers are consistent with our mission and values and do no harm to the people we support or our organisation’s reputation.
Comments should not breach the NDIS Quality and Safeguarding guidelines or other legislative requirements.
The policy applies to all divisions and subsidiary organisations within Endeavour Foundation Group and all permanent, casual, temporary, employees, volunteers, and private contractors/consultants who may interact with the media.
It applies to all forms of media interaction, including verbal, written or electronic, other than social media which must be done in accordance with the Social Media Policy (QD 3104) located in the Document Management System (DMS).
This policy sets protocols for dealing with the media and responding to media enquiries across Endeavour Foundation Group.
Where in this policy, the term “Endeavour Foundation” is used, it means Endeavour Foundation Group and all its subsidiaries, including such entities as Community Solutions, BRACE and so on. 
Definitions and abbreviations
The term ‘media’ includes newspapers, magazines, journals, bulletins, newsletters, radio programs, television programs and electronic media such as online journals, online news websites including alternative news websites, weblogs, podcasts, electronic newsletters and electronic noticeboards. For social media, see the social media policy.
For the purposes of this policy, where the term ‘journalist’ is used, it refers to any representative of media organisations, including reporters, editors, producers, researchers, managers and technical employees.
Where the term ‘customer’ is used it refers to an individual accessing one or more of Endeavour Foundation’s services, such as a person living on one of our homes, a Learning and Lifestyle participant or a supported employee.
Responsibility for media inquiries
Endeavour Foundation’s Marketing department is responsible for managing all liaison between employees and the media. The role of Media Advisor manages:
· media inquiries from journalists
· producing and distributing media releases on behalf of Endeavour Foundation
· developing and executing media strategies for the handling of major announcements and campaigns
· monitoring media reporting and briefs for the relevant members of the Executive Leadership team on pertinent media reports. 
If you have any questions about this policy, want to find out who has been delegated to speak to the media on any given subject, or if you require media training, please contact the Media Advisor. 
The current Media Advisor, Ash Moore, can be contacted on 0472 809 503 or ash.moore@endeavour.com.au. 
During the period of 18 February 2022 to 24 August 2022, Ash Moore will be on leave.
While Ash is on leave, Michael Corkill will be the Media Advisor. The phone number will remain the same – 0472 809 503 – and his email is michael.corkill@endeavour.com.au. 
Receiving an inquiry
Once a person identifies themselves as a journalist, they are entitled to report any conversation that follows. To avoid unwittingly providing comment, employees can say, “Sorry, I’m not authorised to speak to the media” and immediately provide the journalist with the contact details of the Media Advisor.
You should then also take note of details of the call and the caller to be passed on to the Media Advisor by saying, “I would be glad to take down some details and pass on your request to our media team who manager these types of enquires.”
The following process should be followed when contacted by a journalist.
1. Gather details. Always include the below:
· the journalist’s full name (check spelling)
· the media outlet where the journalist works
· the nature of the request
· the journalist’s contact details – email and phone (ideally mobile)
· the journalist’s deadline
· the time and date the call was received.
These details will enable the Media Advisor to understand what the request is about, and the timescale required for a response while also protecting the employee from providing accidental commentary.
Once the details have been gathered, take the following steps:
2. Email the details of the request directly to the Media Advisor as soon as possible
3. Call the Media Advisor to ensure the email has been received. If there is no answer, leave a message and send the Media Advisor a text message about the call.
4. If the Media Advisor doesn’t answer the phone but the matter is urgent, leave a message and text the Media Advisor.
This will allow the Media Advisor to action the media request in a timely manner. Employees should also give out the Media Advisor’s contact details to any journalist – these are freely available in the media section of Endeavour Foundation’s website and in this policy.
Enquiries at an event
Often local media will attend events, such as a disability expo. These may include TV cameras, photographers and journalists of any media type. Representing Endeavour Foundation in an official capacity at all events requires the approval of the Marketing Department and as such, attendees at events arranged through the Marketing Department will receive an event pack. Representatives sanctioned by the Marketing team to attend events should ensure they know the identity of nominated spokespeople who are authorised to speak to media and have sought approval from the relevant manager and the Marketing team. 
Event packs provided by the Marketing team include key messages around the services provided by Endeavour Foundation, which are pre-approved messages that approved spokespeople can use to promote our services, value and mission. 
Anyone who believes they may be called upon to do an interview by media at an event should contact the Media Advisor in advance of the event for guidance and to arrange a practice interview.
Sensitive, contentious, and political enquiries
Where media inquiries are of political, sensitive or contentious nature, details of these should be urgently provided to the Media Advisor in line with the process outlined above. These include invitations or requests relating to any level of government, questions regarding issues which have arisen at services provided by Endeavour Foundation and requests for comment on political or other topics of a potentially sensitive nature. When receiving sensitive, contentious or political inquiries, the Media Advisor will notify both the Head of Marketing, who is currently Camilla Marshall and the Head of Corporate Affairs, who is currently Kirrily Boulton. 


Inquiries relating to the Disability Royal Commission
Any media inquiry relating to the Royal Commission into Violence, Abuse, Neglect and Exploitation of People with Disability should be immediately escalated to the Head of Corporate Affairs, Kirrily Boulton, and the Media Advisor should also be informed as per usual processes. Kirrily Boulton can be contacted on 0429 077 886 / kirrily.boulton@endeavour.com.au 
Authorised spokespeople
Any media inquiry – whether seeking comment or information, or permission to take a photograph, produce an audio, or video recording of Endeavour Foundation employees and/or customers must be directed to the Media Advisor prior to filming.
Only authorised spokespeople may make comments to the media. Who is authorised to speak to the media depends upon the type of media inquiry and is up to the determination of the Marketing Department. The Media Advisor will obtain approval from the Head of Marketing and/or the appropriate manager to advise employees that they have been authorised to speak to the media. 
By working through the above processes, there will be approved spokespeople for all circumstances and people other than those who have been approved should not make comment.
Contacting the media
Proposing media
It is the responsibility of the Media Advisor to liaise with media and employees should not contact media directly. Any proposals for initiating media contact should be discussed in advance with the Media Advisor, who will provide advice about the proposal, seek authorisation and liaise with the media about the issue if approved. 
Proposals considered include:
· generating media interest about an Endeavour Foundation program or initiative 
· increasing community awareness and understanding of our services
· promoting awareness of a particular problem affecting people we support
· promoting business or community partnerships.
Media releases and media statements on behalf of Endeavour Foundation should only be issued with the knowledge of the Media Advisor or with prior authorisation. They should only quote authorised spokespeople. 
Initiating media contact
The Media Advisor is responsible for all media liaisons. Once a proposal is approved, the Media Advisor will take the necessary actions such as preparing key messages, statements, media releases or arranging media conferences as outlined above in consultation with the employees proposing the media activity and/or their relevant manager. 
Timeframes
Media Advisor’s response to journalists’ requests
The Media Advisor will commit to responding to any media request within the timeframe specified by the journalist. The media works at a fast pace and sometimes turnarounds are short, meaning responses may vary. 
Media Advisor response to non-urgent employee requests
Employees are encouraged to liaise with the Media Advisor when they think they have strong potential news stories or angles.
As such, the Media Advisor commits to responding to non-urgent requests for support within two business days of the request being received.
Subsequently, the Media Advisor will determine the news value of the proposal by liaising with employees outlined in this document as well as working collaboratively on what action to take to achieve the best outcome. The Media Advisor’s own capacity for additional work may be a factor in this decision.
If the Media Advisor judges the request to be unsuitable or not aligned to Endeavour Foundation’s mission and goals, the Media Advisor will direct the employees making the proposal to other, more suitable channels.
Media Advisor’s response to urgent requests
The Media Advisor commits to responding to urgent requests for media support within four hours of receiving the request from the employee, provided the steps outlined in this document are followed.
If the Media Advisor does not respond in this time, the employee should escalate the request to the Marketing Team Leader, who is currently Jessika Woolford J.Woolford@endeavour.com.au / 0466 510 406 and the Head of Marketing, who is Camilla Marshall Camilla.Marshall@endeavour.com.au / 0427 874 259.
Employees’ response time to media requests
Employees are expected to notify the media advisor as soon as possible when contacted by a journalist.
Media permission forms
Everyone who is to participate in media activity must have a signed media permission form signed by them or their legal guardian. These forms should be part of an on-boarding process and should be reviewed annually.
Notifying relevant people
Depending on the relationship between the customer and their family, it may be appropriate to notify family members, particularly carers, in advance that the customer is participating in the media. This would help avoid circumstances where family members are surprised, or even upset, to see their loved-one in the media without having received notification or finding out via a third party.
The Media Advisor will work with local sites and relevant managers to determine who is best placed to do this. For example, the Site Manager may have an excellent relationship with the family member of a customer and be the best person to contact them. However, in other circumstances, such as when arranging an event with a government media team, the Media Advisor may be best placed to engage. 
First name, last name, images
Generally, for media purposes, particularly where we are being proactive, we require permission to use first and last names and photos/videos. This is because in journalistic convention, full names are used first, followed by an honorific and last name (EG: John Smith will become Mr Smith). 
Last names are usually only withheld when there are problematic circumstances or for legal reasons. 
Speaking to the media in a capacity other than as an Endeavour Foundation employee
Section 4.7 of the Code of Conduct (QD 5001) provides that employees have a right, in the capacity as private citizens, to engage in political, professional, charitable and/or interest-based activities, provided that the participation does not give rise to an actual or perceived conflict of interest or impede on the ability to perform our work duties.
However, there are some circumstances in which this is inappropriate – for example, situations when the public comment, although made in a private capacity, may appear to be an official comment on behalf of Endeavour Foundation. Employees should make every effort to avoid such situations.
Where an employee makes a public comment in connection with any trade union, political, charitable or interest-based activities, it should be clear that such comment is made on behalf of the group they represent and not in their capacity as an employee of Endeavour Foundation.
Employees should not refer to their position, or wear or carry anything that identifies them as an employee of Endeavour Foundation when expressing an opinion or participating in a public debate in a private capacity.
If unsure please consult the Media Advisor before making comments in the media. Whenever possible the employee should advise the Media Advisor in advance of an intention to comment in the media.


Breaching this policy
Substantiated breaches of Endeavour Foundation’s Media Policy may be considered to be breaches of the Code of Conduct.
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