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	You get a call from a television reporter, asking you for an interview on a subject that falls within your area of expertise.  Your instinct is to:
a) panic;
b) pass the buck;
c) give orders to your administrative assistant to say you are out, and then remain out until the reporter gives up and looks for another person or institution to feature in the story.
If your answer was any (or all of) the above, don’t feel bad.  You’re not alone. Facing the media can be scary and can backfire, particularly if you have not had any practice at it.  The good news is that practice can make you better, if not perfect.  Just knowing a few basic rules can make you more confident, and help turn the situation to yours, and the University’s, advantage.

We’re Here to Help
	Fresno State’s University Communications office is here to help with this effort, both in this media training seminar and in other ways.
	University Communications is responsible for effective and regular communication between the University and its constituencies—including the general public and the news media.  We try to provide consistent and uniform dissemination of messages pertinent to the University, as well as complete information regarding controversial issues involving the University.
	What this unit is not are the following:
	We are not the news media. We are all on the same team as you, working for the good of the University, and we believe in our product.  It is our job, however, to ask you the hard questions as a reporter would and does, not to provoke but, hopefully, to prepare you to clearly explain the University’s position as briefly and completely as possible.  Often, our staff can provide the media with the information it needs.  But accessibility to decision makers is an essential part of a public information operation.
	We also are not in the business of telling reporters what stories not to print or broadcast.  First, we don’t have that power; secondly, that is the surest way to ensure a story will reach the public with the added notation that the University tried to kill it.


[image: photos7]How Can You Help Us?
	In the news business, time is of the essence.  Deadlines most often are measured in minutes and hours, not days, weeks or months—especially for television and the digital media.  It is important that you return calls from our office as soon as possible.  The same goes for providing answers to questions: promptness counts.
	You can be helpful to us in pointing our problems and strong points for the University.  Take us into your confidence.  We are somewhat analogous to an attorney; unless we know your weaknesses as well as your strengths, we cannot present your best case or give you the best advice. 
	Keep us in your pipeline of information.  The information you have—in the way of reports on subjects such as new campus programs—can help us answer media inquiries without having to bother you.  Such information also helps us develop information strategy for the University.
Getting Our Message Across
	Whatever your personal feelings about the media, do not underestimate its importance and clout.  Remember, the media can be both a foe and an ally.  Using the media effectively is the most convenient and important way for the University to convey its message to the citizens of this region, the state and the world.  We urge you to view public relations as an opportunity and not to shy way from it.  The following pages are suggested tips to help you in interview situations.  These tips range from how to sit or stand, and what to wear during a television interview, to getting your message across when faced with a hostile interviewer.  


INTRODUCTION
	Reporters develop their interviewing skills throughout their careers.  It is worth investing a little of your time and energy to learn the basics of the media interview.  
[image: Ringwal=01]	These tips are designed to help you understand what to expect and how to succeed when being interviewed by a reporter.  The emphasis is on the television interview, since this is the briefest, most stressful situation.  Television and print interviews do differ.  Television reports tend to be more superficial and shorter; newspaper and magazine reports tend to be more detailed and the reporters better informed.

THE BOTTOM LINE
	Go into the interview with three or five key points you want to make, regardless of the questions.  Answer the reporter’s question briefly, then transition into one of your main points—YOUR MESSAGE—and convey it simply, clearly and briefly.  

Say It Simply
· Do not use jargon
· Do not use big words
· Do not use acronyms
· Use short sentences

[image: ]Be Brief
Say it in 20 seconds or less.  Chances are the reporter will use the first decent 20-second comment.

Tell the Truth
	It may hurt, but lies are deadly.



Be Friendly and Helpful
	A sense of humor is appropriate and desirable in many situations.

Respect the Reporter’s Deadline
	Return phone calls promptly--within minutes, not hours or days.


 
WHO’S WHO?
[image: Colleen Bentley-Adler (CSU public affairs)  speaks to KMPH reporter Tony Lee.]Reporters
Their job is to get information.  They are not often experts in a field. Consider yourself fortunate if a reporter interviewing you has had any education or training in your field of expertise.
There are good reporters and bad reporters.  The majority are concerned with honesty and accuracy—getting the story straight and getting it first.  But there are those who are biased, antagonistic and slanted with a primary goal of making you lose your cool and say something you’ll regret.
This seminar prepares you to be interviewed by both kinds and to keep your cool.

Kinds of Media	
	Newspaper reporters may spend as long as an hour interviewing you, but use only one or two comments or none at all.  They sometimes bring tape recorders and often have photographers with them.  While you may be surprised at how little or how much of what you say actually goes into the story the next day, the interview is your opportunity to make sure they have your message and the necessary background and facts to do an accurate job.
	Television reporters come with crews which usually include a cameraperson, and sometimes a sound technician or a producer.  These reporters will usually spend 10 to 20 minutes interviewing you and often will want to shoot videotapes related to the story. The result is usually a 30- to 60-second spot on the news.  In television, the whole story has to be told, or at least headlined, in a very few words, images and minutes.
	[image: ray]Radio reporters often want to do interviews over the telephone.  They will ask you if you mind being taped.  If you are not sure and the reporter starts to question, ask if the tape is running before you respond.  The interview usually lasts five to 10 minutes and results in a 20- to 30-second story on the air.  Being a guest on a half-hour or hour radio program can be a tougher experience, especially if you are expected to field call-in questions from listeners.  If you participate in such a program, make sure you have clear message points. (See pg. 14)

Interview Settings
	The various settings in which you might expect to be interviewed vary tremendously, but include:
· A one-on-one, you and the reporter, in your office.
· A one-on one, you and the reporter, in the television studio, live.
· A one-on-one, you and the reporter, taping the interview over the phone.
· A one-on-one, you and the reporter, in the field as the news unfolds.
· A one-on-one, you “ambushed” by an investigative news team on your way to the office or home.
· A panel discussion on a public broadcasting television program that consists of you, three other panelists and a moderator.
· A debate between you and an opponent with a moderator. 
· A news conference, you and 50 news reporters, with lots of lights, cameras and action.
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First you have to decide if you want to grant the interview.  To help you decide, answer the following questions.
· Why is the interview requested?
· Why me?
· Who’s the reporter?
· What general issues will be discussed? (Never ask a reporter for specific questions.)
· Where will the interview take place?
· How long will it take?
· Who is the audience?
University Communication staff members are available to help you get answers to any of these questions and to advise you on the desirability of granting the interviewer’s request.  A staff member is also available to accompany you to the interview, if you wish.
Once you’ve decided to do the interview, you should try to do the following:

Preview the Show or Read the Publication
Determine:
· The host’s overall style.
· If the reporter, moderator or host is a goldfish or a barracuda.
· If the host helps the interviewees, or tries to show up the guests.
· Whether the reporting seems balance and fair.
· How much the host dominates the conversation.
University Communications can help you preview a show by providing you with tapes of shows, or news clips of a specific reporter, or general information about them. The office records all local television news broadcasts about the campus.
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Outline the Main Points You Want to Make
	Prepare three to five points to get your message across as briefly as possible--preferably in 20 seconds or less.
Questions which might help you outline your main points include:
· What is the issue?
· Why is it important?
· Why is this significant to the general public?
· How does it compare with what is happening in the rest of the world?
Anticipate the Tough Questions and Prepare Your Answers
	List the 10 most difficult questions, those you would most hate to be asked about the subject under discussion.  Then think about how you would transition from answering those questions into making a key point.
Rehearse!
Go over the questions until you are confident you can handle and them.  You can practice alone, with a colleague, or with a member of the University Communications staff.
[image: j0174869]

DELIVERY
The following guidelines minimize distractions and allow the viewer to concentrate on what you are saying.

You Must Project!
Twenty to 40 percent of the human soul gets lost on television.  To compensate, you must be full of energy, projecting out into the room and onto the camera.

Personal Space
	Be prepared for a necessary closeness with the interviewer.  This is being done for the camera’s sake.  Sometimes you may be bumping knees with the interviewer, or talking with a microphone in your face.

Postures and Gestures

Hands
	Gestures are a way of using up stress energy effectively.  Don’t be afraid to use hand gestures, but make sure you aren’t using them to scratch, touch your face or otherwise show stress.  There are two postures from which to launch into hand gestures:
· When standing, hang your hands at your sides or slightly bend your elbows at your waist.
· When sitting, place your hands in your lap, palms up.
Sitting
· Sit up straight.
· Cross legs at the knees, hands in lap, palms up. Or sit with your legs at a 45-degree angle in the chair, hands in lap, palms up, one hand on top of the other or lean forward a bit, legs crossed the ankles or feet together, one in front of the other.
· In the television studio, don’t jump out of your seat too quickly.  The show’s credits my still be rolling over the scene.  Consider yourself on camera until the show’s director says you are finished.
· Do not lean on the arm rest of your chair; you look too casual.
· Don’t lean forward a little.
· Do not swivel or rock the chair.

Standing
· Stand straight up.  Beware of slouching or tilted shoulders.
· Do not put your hands in your pockets or cross them over your chest.
· Do not rock forward and back nor sway side to side. Rather, refocus that energy and use it to project more of your soul and voice out there.
[image: rwstrip2]Eyes
	TV cameras get much closer to your face than most people do, so eye movement is very critical.
· Do look at the reporter 100 percent of the time.  Look at the bridge of their nose if you get tired of staring into their eyes (it looks the same on camera).  Pay attention to what’s happening or you may be very embarrassed when the camera catches you.
· Do not look at the camera.
· Do not look up at the ceiling (“God help me!”)
· Do not look down at the floor (“Let us pray!”)
· Do not shift your eyes from side to side (“shifty character”)
· Wear eyeglasses if you need them to see. But don’t wear photo grays, which turn dark when light hits them.

Voice
	When asked by the cameraman or sound engineer for a voice level, use this as an opportunity to set the stage.  The engineer wants to know your voice’s normal speaking level so say your name, title and what you’d like to talk about.
· Radio/TV: Beware of leaning to and then away from a stationary microphone while you’re talking because this will cause your voice to become louder and softer.
· Radio:  The voice is all you have to communicate with, so beware of speaking in a dull monotone.  Project more and you will come across better.
· Voices sound best if they’re from the lower register, but they often get higher when people are nervous.  You can lower your voice through awareness and controlled, deep breathing from the diaphragm.
· Smiling helps animate the voice.


Clothing
	Wear clothes similar to those worn by the reporter/talk show host if you’re going to their studio.  Wear what you usually wear if they’re coming to your office.
Do wear:
· Clothes that are comfortable.
· Solid colors, pastels or soft shades.
· Lightweight summer suits which are less likely to cause you to perspire under hot TV studio lights.
· Burgundy tie or scarf. It reflects color in the face. In fact, a blue shirt or blouse, burgundy tie or scarf, and navy blazer is considered a desirable uniform for a TV interview.
· Socks that are long enough to avoid the leg gap between your pants leg and the top of your socks.
· Make sure your tie is straightened, and your shirttail tucked in.
· A jacket or vest isn’t necessary but if you do wear one, button it if you are standing and unbutton it if you are sitting.
Do not wear:
· Clothes that are flashy, wild or loud.
· High contrasts like black or white.  Red also is a difficult color for the camera.
· Large pieces of jewelry.
· Horizontal stripes.
· Seersucker or hounds tooth jackets.

Makeup
	When on television, it’s appropriate, even for men.  It also helps control perspiration, especially on foreheads and bald heads.

Hair
	Should not cover the face, especially the eyes.

Stress
	Most people get butterflies in their stomach at the idea of a TV interview.  The trick is to get those butterflies to fly in formation.  Be aware of how you show stress and control it.  Some examples:

· Pulling at your hair.
· Touching your face a lot.
· Swinging a foot.
· Chewing gum.
· Other unusual gestures.
You may want to avoid eating and instead drink fluids just before and interview to avoid indigestion.  Nervousness vanishes with frequency.  Do more interviews with reporters and you’ll do them better. 

RULES FOR SUCCESS

Get Your Message Across
An interview is not an inquisition; nor is it a dialectical search for the truth.  Come prepared with your messages and find opportunities to get them across without ignoring the reporter’s questions.

Say It Simply
	Be conversational. Avoid long, complex phrases, polysyllabic words and acronyms -- even simple ones, like DOE or USDA.  Even though you may be an expert, avoid talking like one.  You are talking to the general public, not being judged by your peers.  A good rule is to pretend you are talking to your grandmother or your spouse.  Say it just that simply.
	Remember that in radio and television, the audience has just one chance to absorb what is being said, so it must be clear and simple.  When people don’t understand what you are saying, they simply stop listening.

Be Brief
	Make your point immediately.  Elaborate, but don’t ramble.  Rambling often gives the reporter unnecessary ammunition.  If asked what time it is, don’t explain how to build a watch.  Rather, get your message across—the most important point—in the shortest, most concise way.

Tell the Truth
Even though the truth may hurt, lies are deadly.  They destroy you credibility and that of the institution.  Give a direct answer when asked a direct question.  You will come across as an honest, forthright person.

Be Friendly, Helpful, Not Confrontational
Offer information willingly.  Don’t test a reporter’s knowledge.  Assume they know nothing and begin at the beginning, if asked, to help them understand the issue.
Avoid hostility at all costs.  Do not argue with reporters.  Do not get angry or lose control.  Sometimes reporters are rude because they hope to elicit a charged response from you.  Don’t fall prey to this.  Instead, respond politely, in control at all times.
Don’t answer a question with a question.  Such behavior is viewed as hostile.  If you must ask the reporter a direct question, soften it by saying “Why do you feel other (your audience) would think…?”
 
Talk from the Public’s Point of View
	How does what you are talking about affect individuals in the community?  How does it affect their health, wealth, happiness?  Say it in terms your viewers understand.

Admit When You Don’t Know an Answer
	Don’t hesitate to say you don’t know if you don’t.  You are not expected to be the expert on all things just because the cameras are rolling.  It’s better to say, “I don’t know but I’ll try to find out for you,” then to attempt to answer a question and do so erroneously.  You can always offer to help the reporter get the answer, or refer her or him to the University Communications office.

Don’t Exaggerate Facts
	Superlatives are great but don’t make things sound bigger or more important than they are.

Be Patient and Prepared to Repeat Yourself
Reporters may repeat questions because your earlier answers were too long, too complex, they didn’t understand you, or they are simply trying to get a more pithy response.  This may be a clue you’re not communicating well enough.  It’s also a chance to do better use it to get your message across clearly and succinctly.

Never Ask a Reporter to Prevent a Story
It offends their professionalism.  Remember, it’s a reporter’s job to gather the facts and tell the story as accurately as possible.  However, what you can do is:
· Listen carefully during an interview.  Be aware of when the reporter doesn’t understand something, then try to explain it another way, possibly using an analogy or more detail.  Be aware of when the reporter gets off track.  Asking a question that doesn’t make sense is a signal they may be confused.  Back up the conversation and explain again.
· Be available if or when a reporter calls back after an interview to ask other questions or check facts.  Such reporters are making a bona fide attempt to tell an accurate story.

Respect the Reporter’s Deadline
Return phone calls promptly.


Avoid Libel and Slander
	Do not say (slander) or write (libel) anything that isn’t true and which can hurt or injure another person.

Don’t Say It If It Can’t Stand Alone
	Be aware at all times how your response would sound if it were your only comment quote in the news story.  For example, if a response of “yes” or “no” requires a qualifying sentence to be accurate, avoid the “yes” or “no” and simply make the qualifying statement instead.

Avoid Saying “No Comment” Or “I will Neither Confirm Nor Deny”
Instead, tell them why it’s difficult to comment.  Say, “I can’t answer that,” or comment superficially.  Often, basic information—the ABC’s of a subject—will satisfy a reporter’s needs.

Off The Record
Think before you speak off the record.  Ask yourself how well you know the reporter, if you can trust him/her before you go off the record. Remember, everything is on the record unless agreed to in advance.  Beware of small talk.

Be Aware Of When You Are Being Taped
	Make sure no material is recorded by the reporter on audio/video unless you are told you are being recorded.  The pre-interview discussions, talks during commercial breaks and after-show chit chat cannot be used on the air unless you approve it.  However, in broadcast situations, it is wise to assume that everything is being recorded.

Concentrate
	Concentrate 100 percent on what you are doing and saying and what is being done or said by others.
	
Turn Negatives Into Positives
	Reporters often will ask their questions in a hostile manner.  When responding, turn the sentence around and stress the positive.  Use your own words; don’t repeat a reporter’s hostile question, which may be filled with buzz words.

Be Confident
	You’re the expert.  You have a message to deliver, so use your own words and make your point or points.  But stick to your area of expertise and be aware that reporters may be intimidated because of that expertise.  You may want to put them at ease.  Act confidently and you’ll become confident.

Retain the Initiative
	Zero in on the interviewer’s questions.  Weed out those parts which are unconstructive or unnecessary and seize upon those you can use to transition into your own message.
	One way to help control an interview is to set a time limit at the outset. Be reasonable.  If you can allow an hour, that’s usually ample time for print reporters, while five minutes is ample for radio and television reporters.

TV is Show Business so Entertain When Appropriate
	End with a “sparkler” -- humor, quote, statistic, one-liner, something that makes the listener chuckle or say “oh wow!” It is dreadful to be boring on TV.

Never Read From a Paper
	This is especially true when you are on camera.  No scripts are allowed.  You are the expert and ought to know your field.

DIFFICULT SITUATIONS
	All interviews are opportunities to get a message across.  Remember your message or messages and create an opportunity to get them across.

[image: 960 News Turner explaining - SM.JPG]Ways Reporters Intimidate You
	One thing to remember about nasty reporters is that those who take cheap shots lose their audience appeal.  The American public has a great sense of fairness. Insist upon fairness.

Loaded Preface
	The reporter lists three to five items to build a case, then asks a “loaded question.” Respond by countering what the reporter said, then bridge to your message.
	For example: “You’ve raised a lot of questions, and made some statements, some of which are not true, but I think… (your message).”

Unacceptable Alternatives
The reporter asks you to choose between one extreme or another neither being acceptable.
	For example: “Neither response is acceptable but what I think is….(your message).

Hypothetical Situations
	Never comment on a hypothetical situation.  If the reporter asks you a “what if” question, don’t interrupt, but respond by calling him/her on it and then bridge to your message.
	For example: “I know nothing about the hypothetical situation but what I do know is …(your message).”

Comment On Quote Made By Another
	Essentially the reporter is asking you to speak for someone else.  Don’t do it, especially if you did not personally hear what the individual said.  It’s too easy to get into trouble speaking for someone else, especially if they are being misquoted.  Respond, then bridge to your message.


Divide and Conquer
	Reporters may want to divide you from your superiors by asking, “How would YOU handle this?”  Respond by qualifying your comments if it is out of your area of expertise, then bridge to your message.

False Premise/Dart Thrower
	Reporters’ questions may contain false premises.   Respond by countering immediately or the viewers will believe the wrong premise.
For example: “When are you going to finally improve the mathematics education at Fresno State?”
Respond by countering immediately or the viewers will believe the false premise.
Answer: “I believe students are getting a good education now and one of the things we are doing to ensure that is… (your message).

False Conclusion
	Reporters may misparaphrase one of your answers to get you to agree to it, then use only your agreement.  Or the reporter may use “charged” words to paraphrase your comments.  Beware.  Respond by qualifying your comments. Use your own words, restating the positive, then bridge to your message.
For example: 
“So the public doesn’t misunderstand, let me restate… (your message).”

Negative Entrapment
	Reporters may list a string of negatives to entrap you, take you down the road.  Do not repeat the reporter’s negative statement, even to deny it. Rather, counter by commenting on the positives, then bridge to your message.  Or say, “That may be your perception but that’s not accurate!”
For example:
Question: “Fresno State is a bureaucracy where administrators and faculty members don’t listen to or care about the students, and where everything is done in the name of the almighty buck.  And most students think the quality of their classes at the university is poor.  What are you doing to fix that?”

Answer: “Everything you have said is incorrect. For example…”



Machine-Gun Questioner
The reporter asks a string of questions simultaneously.  Use body language -- your hand -- to stop it.  Then, respond by simply answering the one question you most want to answer, then bridge to your message.

Interrupter
The reporter interrupts you while you are trying to answer his/her question.  Respond politely, yet firmly, then bridge to your message.  For example: “Excuse me, I haven’t finished answering your last question.  I will get to your next question in a moment.”

Embarrassing Silence
	Beware of the reporter who remains silent, encouraging you to ramble on and dilute your original message.  Once you feel you’ve answered the question, stop.  If you continue, you may end up providing them with ammunition with which to shoot you.  There are several things you can do to fill an embarrassing silence
· Ask the reporter if you’ve answered their question.
· Ask them if they have any more questions.
· Stay silent.

Set Up
If you feel a reporter is setting you up, chances are you’re right.  Some reporters think they know the answers long before they’ve asked the questions.

Ambush
If ambushed by a reporter while going to or from your house or office, keep walking.  Ask the reporter several questions such as, “What is the story?” and “When does your editor want it?”  If your judgment is to allow the reporter an interview, tell them you’ll get back to them within their deadline.  Try to buy yourself at least an hour’s time to prepare.  Do not go into it unprepared.
	Another way to avert an ambush interview is through body language.  Shake the reporter’s hand while turning away from him/her, buying yourself time while promising to get back to them within their deadline.
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When Asked a Tough Question
· Pause.
· Avoid such platitudes as, “That’s a very good question,” or “I’m glad you asked that question.” The audience recognizes such devices as obvious stalls.
· Avoid saying, “Well, as I said in my speech ”or “ What I already said a few moments ago…”  These may give you a split second to think but your audience will hear them as, “Why didn’t you listen the first time?”
· Use the reporter’s first name.
· Rephrase the question using your own words, e.g., “If I understand your question…” This assures that the audience heard it.
	These steps will allow you about 10 seconds to determine what the issue is, the bottom line, so you can think through your response, transition and message.
· In all cases, if you disagree with a reporter, you must counter it.  If you don’t, the audience will assume you agree with what the reporter has said.
· Answer the question briefly.
· Transition.
· State your message.

AFTER THE INTERVIEW
Realize that while you many spend an hour with a reporter, their story may air for 30 seconds and your comment may be only six seconds long.  Or you may spend half a day being interviewed by a reporter, then be quoted only once in a 20-inch story.  Or you may be interviewed over the telephone for 10 minutes and not be quoted at all.  All of these are typical situations.
	Don’t be disappointed if you don’t get in the news every time you talk to a reporter.  Having a reporter consider you an expert in a certain field, calling you for perspective on things, helps you establish a good solid relationship with that reporter.

Compliment
	If the story was reported well, consider complimenting the reporter or the reporter’s editor.  But don’t overdo it.

Corrections
	If the story was inaccurate, it should be corrected.
· Consider calling the reporter and clearing up the inaccuracies.  This is especially important if there are likely to be future stories on this issue.
· Avoid going over the reporter’s head to his/her supervisor unless the reporter is totally unresponsive.
· Avoid badmouthing a particular newspaper, TV or radio station.
· The University Communications office is available to help you get a story corrected.

YOU DO HAVE RIGHTS!

· To know who is interviewing you – and what newspaper, magazine, television or radio station they represent.

· To be treated courteously.  The questions can be tough, but the reporter’s demeanor should not be abusive.

· To physical comfort during the filming or taping of the interview.  You should have the appropriate setting, chair, make-up as well as the cooperation of the director and the floor manager.

· Not to be physically threatened or impaired by hand-held lights or microphones shoved into your face.

· To make your own audio or videotape of the interview, or to obtain a complete tape from the TV or radio station.  You must tell the reporter you are doing so, and you should be aware that this disarms the reporter and my make them more careful about the interview process.

· To be heard, or allowed to answer without the constant harassment of interruptions.  However, it’s your responsibility to answer briefly and to the point.

· To get some of your points across in the interview.  Don’t just answer the reporter’s questions.  Be sure you also make the transition into your message.

· To have an accurate on-air introduction that will put the interview in proper perspective.  If that doesn’t happen, you have a responsibility to correct the introduction.

· To have the basic intent and flavor of your answers come through in the final story.

· To be quoted accurately.  Remember, you also have a responsibility to communicate clearly.

· To make a mistake.  Even if you say the right words, the impression you have with the audience is the most essential thing.  Studies have shown that of the total message, only 7 percent is the words themselves, while 38 percent is voice and 55 percent is non-verbal communications.   You want the words to be right, but it’s the total impression that counts. And that is the ultimate purpose of the interview – to create a positive impression.

· To establish ground rules, even for a spontaneous interview.

· To terminate the interview if any of the above rights have been violated.




Mark Aydelotte: From content developed by Lawrence Livermore National Laboratory, the University of California-News and Communications, and Fresno State University Communications.
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