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Executive summary

The primary objective of this policy is to build and protect the integrity and reputation of the institution by establishing the necessary principles to be followed by authorised and designated spokespersons, by all AG employees and by all AG vendors and suppliers for public engagement through the media. Such principles will help to avoid dissemination of incorrect information and public expression of uninformed views. 

The policy also helps facilitate the flow of information between the organisation (AG), the news media and the general public, while ensuring that the AG is consistently well positioned and well represented in the media.
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1. Introduction

The AG is committed to and recognises the right of the general public and the news media to be accurately informed about matters of public interest regarding the institution and the work it does as South Africa’s supreme audit institution.
The AG also recognises the importance of the media as a major strategic communication partner and channel through which we can reach our stakeholders and keep them constantly informed of our critical role in supporting the country’s democracy.

This policy is intended to coordinate and systematically guide all interactions between the AG and the media and to ensure that the release of information meets the reasonable needs of the general public and the media, thus providing the media with accurate information while promoting and protecting the AG’s interests, including its reputation and image.

Uncoordinated media interaction results in inconsistent messages being disseminated and may lead to unnecessary controversy and possible conflict with stakeholders. 

The policy aims to help build and protect the integrity of the AG by ensuring that the organisation’s designated spokespeople constantly convey consistent and factual messages when they inform the public through the media. Such guidelines will help to avoid dissemination of incorrect information and public expression of uninformed views.

All media activities within the AG have to comply with the provisions of this policy.

2. Definitions

The words and expressions defined in this media policy and procedures shall, when used in a particular manner, have the meanings so assigned to them:
	Word(s) / acronyms
	Definitions

	ABU
	Audit Business Unit

	Advertorial


	An insertion (usually a page or half-page) in a newspaper or magazine in a space paid for by the AG but featuring editorial content rather than an advertisement.

	AG


	a) Abbreviation for Auditor-General, the institution established in terms of the Constitution of the Republic of South Africa, as contemplated in section 181(1)(e) of the Constitution; and/or 

b) the individual charged with heading the institution or acting as such

	BE
	Business Executive

	BU 
	Business Unit within the AG

	CE
	Corporate Executive

	COO
	Chief Operating Officer

	Crisis


	A crisis, also referred to as an emergency, is a significant event which results in extensive news coverage and public scrutiny, and which has the potential to cause long-term public relations and reputational damage. Basic examples of crises could include criminal/fraud allegations, accidental death of AG executive(s), fatal fires gutting AG offices, and/or a media enquiry targeting high-ranking AG official(s) for violation of legal, ethical or financial rules of the organisation.

Crisis also covers/entails auditee-related issues. A basic example could be a disgruntled auditee publicly discrediting the organisation and its audit processes.

	Crisis communication


	Crisis communication is a planned public relations strategic tool designed to protect and defend an individual or organisation facing a public challenge to their reputation. Such challenges may include, but are not limited to, criminal/fraud allegations and/or a media enquiry aimed at a high-ranking official for violation of legal, ethical or financial rules of an organisation.

	DAG


	Abbreviation for Deputy Auditor-General, the person appointed in terms of section 31 of the Public Audit Act, including a person acting as the Deputy Auditor-General.

	Editorial


	Editorial refers to all the written news reports, viewpoints/perspectives in a newspaper/publication.

	Embargo


	A news or press embargo is a request by the information source (e.g. the AG) that the information or news provided should not be published until a certain date/time or before certain conditions have been met.

Embargoes are usually arranged in advance between the information source and the targeted media. For example, if the AG wants to brief and educate the media about its audit reports before they are tabled in Parliament, the BE: RSM and/or Senior Manager: Media Liaison would contact the targeted media and reach an agreement that the information shared during the briefing would only be published after the audit report has been tabled. 

There are no guarantees that some media might not accidentally or intentionally breach the embargo. The understanding is that if the embargo is breached by reporting before then, the source (AG) can restrict access to further information by that journalist or his/her publication, giving them a long-term disadvantage relative to more cooperative outlets.

	Media briefing 


	A media briefing, which is less formal than a media conference, might involve one or several journalists and might well take place in one’s office. The advantage of a media briefing is that the AG can engage a journalist(s) for an in-depth briefing on a particular topic, with some information being on the record, non-attributable or for background purposes. The organisation can invite whoever it wants to, unlike a media conference where anyone with media credentials can attend.

Everything said at a media conference is on the record.

	Media conference


	This is the most public of media occasions. Details of a conference are announced to the media in advance. Any bona fide, accredited journalist can attend a media briefing. Everything said at a media conference is on record.

	Media liaison


	This refers to an AG centre, within the Reputation and Stakeholder Management Unit (RSM). It is the only centre serving as an official link between the AG and the media, and vice versa.

	Media enquiry


	Media enquiries include all the contact made by journalists with the AG requesting interviews and official comment/responses on topical issues.

Journalists can also solicit unofficial comment or leaking of confidential information from employees. This is why all media enquiries should be directed to the BE: RSM and/or Senior Manager: Media Liaison at all times. 

	News release 

(or press notice) 
	This is the main form of written communication between the source of news (AG) and the media.

	PAC
	Public Accounts Committee

	SCoAG
	Standing Committee on Auditor-General


3. Content of policy

3.1 The strategic objectives of this media policy are:

· To ensure that all messages coming from the Auditor-General are consistent, well managed and in support of the AG’s constitutional mandate, strategic goals and vision, taking into account the operational requirements and interests of the Auditor-General;

· To outline responsibilities of designated AG personnel during their interactions with the media; and    

· To help guide and manage the institution’s public interventions (through the media) that might affect the organisation’s reputation, image and brand.

3.2 The AG policy and Best Practice approach when dealing with the media

The Auditor-General’s approach when interacting with the media is:

· To be open, honest and factual:-  not to speculate but to base responses to the media on the actual (audit) work we do;

· To be  proactive (proactive means being prepared and ready to respond with factual information to any media situation). There are circumstances where the organisation will adopt a reactive media approach – be ready with a holding statement/comment but wait for media to make enquiries before issuing the statement);

· To maintain a mutual understanding between the organisation and the media by providing a proactive, professional and interactive information service;     

· To deal with the media in an ethical way by building and managing relationships with key individual journalists to ensure optimal value for the AG brand image whilst recognising and adhering to professional standards; 

· To assist and guide the media on AG issues to ensure that they (the media) reflect informatively and accurately when writing and publishing their stories on the organisation; and

· To respond quickly and appropriately to all media enquiries to limit potential damage caused by adverse or incorrect media coverage about the AG.

3.3 Scope


This policy will be incorporated into the standing service level agreements (SLAs) entered into with service providers/vendors/contractors. The policy applies to:
· All AG employees without exception; 

· All audit firms and/or individuals who work for the AG on a contract basis; and/or 

· All AG suppliers/vendors.

4 DEALING WITH THE MEDIA

 4.1 Different forms of the media

· Broadcast – television and radio

· Print/press – newspapers and magazines

· Electronic – newswires / internet

4.1.1 Who are the media? 

Broadly, the categories of media are as follows: 
· National news media such as television, nationwide radio stations and weekend newspapers;
· Regional media such as daily newspapers in major metropolitan areas and regional radio stations; 
· Local media such as suburban newspapers and community radio stations, trade and professional publications; 
· Popular print magazines; 
· Broadcast magazines and finance programmes; and 
· Foreign media
4.2 Different ways in which the AG interacts with the media

The AG interacts with the media in the following ways:

· Disseminating press/news releases;

· Media enquiries;
· Participating in broadcast interviews on radio or television;

· Advertorials/features/surveys;

· Small or individual briefing meetings;

· Media conferences; and

· Informal relationship-building activities. 

4.2.1 News releases 

The BE: RSM or the Senior Manager: Media Liaison drafts, edits and disseminates all news releases on behalf of the organisation. The BEs of all business units and provincial offices with news or ideas need to consult the BE: RSM or the Senior Manager: Media Liaison to determine whether their ideas will interest the media and promote the reputation of the institution and for drafting and dissemination of related media releases.

4.2.2 Advertorials

All BU/provincial offices should contact the BE: RSM or the Senior Manager: Media Liaison if they receive a request to place an advertorial/feature/survey in any publication. The BE: RSM or the Senior Manager: Media Liaison will advise them on participating in such an advertorial/feature/survey and whether the requesting publication will help enhance the organisation’s reputation and brand image. To enable message consistency, right pitch, tone and maintenance of AG language style, all advertorials/features/surveys and other written material intended for external publication and distribution should be approved in writing by the BE: RSM or the Senior Manager: Media Liaison before dissemination.

4.2.3 Media conference
Only the BE: RSM or the Senior Media Manager: Liaison is authorised to organise and advise on the viability of and possible media interest in such an event.

4.2.4 Media briefing

Only the BE: RSM or the Senior Manager: Media Liaison is authorised to organise and advise on the viability of and possible media interest in a media briefing. 

5 WHO DEALS WITH THE MEDIA ON BEHALF OF THE AG?

The BE: RSM and the Senior Manager: Media Liaison are the only authorised employees to facilitate liaison between the media and the institution. The BE: RSM and the Senior Manager: Media Liaison are the only AG officials permitted to work with and/or guide designated AG spokespeople on media-related matters. 

All media interactions – interviews and/or direct responses to media enquiries – with regard to AG business are undertaken only by designated spokespeople on behalf of the AG through the BE: RSM or the Senior Manager: Media Liaison. The aim of this approach is to help convey factual, accurate and consistent messages about the organisation in support of and to benefit the strategic objectives and values of the organisation.

5.1 Authorised spokespeople

Only the Auditor-General (AG), the Deputy Auditor-General (DAG) or an authorised Corporate Executive (CE), the BE: RSM, the Senior Manager: Media Liaison and/or a duly delegated person (BE or specialist), may provide commentary, conduct interviews or respond to media enquiries on behalf of the organisation or as the organisation’s spokespeople. Delegated spokespeople are to comment/conduct interviews only after obtaining advice from the BE: RSM and/or Senior Manager: Media Liaison. 

5.1.1 The Auditor-General’s media role

The AG, as the head of the institution, will comment on or deal with all media issues relating to critical, strategic (vision) and policy matters. The AG will also act as the main public relations “face” of the institution to help market the institution’s reputation and image. The AG can delegate the DAG, one of his/her senior executives, the BE: RSM and/or the Senior Manager: Media Liaison to handle such media matters provided that the delegated official has been fully briefed by the AG and has consulted with the BE: RSM and/or the Senior Manager: Media Liaison on how best to handle the issue in the media.  

5.1.2 The Deputy-Auditor General’s media role

The DAG, as the institution’s head of operations, will comment on or deal with all media issues relating to the organisation’s operational matters, from audit to human capital issues. The DAG can delegate one of his/her senior executives, audit specialists, the BE: RSM and/or the Senior Manager: Media Liaison to handle such media matters provided that the delegated official has been fully briefed by the DAG and has consulted with the BE: RSM and/or the Senior Manager: Media Liaison on how to best handle the issue in the media.  

In the absence or unavailability of the AG, the DAG assumes the AG’s media role as stated above.

5.2 Comment on AG-wide general issues

The Senior Manager: Media Liaison and/or the BE: RSM serves as the organisation’s (AG) official spokesperson and conveys the official AG position on issues of general, AG-wide impact or significance or on situations that are of a particularly controversial or sensitive nature. 

In the absence of the Senior Manager: Media Liaison or where language proficiency could be a problem in conveying the required message effectively, the BE: RSM and/or the Senior Manager, in consultation with the AG and/or DAG or relevant CE, will identify a relevant official/specialist to assume the role of spokesperson. 

5.2.1 The sign-off procedure of AG-generated media responses and media releases

The AG or whoever is acting on his behalf, will sign off all AG-generated media responses/ comment and media releases that deal with strategic (vision) and policy matters relating to or affecting the institution and any matter that may be deemed to be controversial,.

The DAG will approve and sign-off all media responses/releases relating to the AG’s operational matters, from audit to human capital issues.

CEs are responsible for the sign-off and approval of all media comment/releases on audit reports/investigations conducted by their provinces or national departments that fall within their portfolios. If such reports are expected to generate controversy, the CE responsible and/or the BE: RSM or the Senior Manager: Media Liaison should inform the AG or DAG of the possible risk.

5.3 Designated spokespeople for various language media   

If the designated spokespersons cannot participate in a media interview or provide official commentary because they cannot speak the language of the interviewing news medium, the AG/DAG, in consultation with the BE: RSM or the Senior Manager: Media Liaison, will designate suitable AG officials/specialists for their proficiency in any of the country’s official languages.

5.4 Interaction of AG provincial offices with the media

CEs are responsible for media comment on audit reports/investigations produced/conducted by their provinces or the national departments that fall within their portfolios. 

Provincial BEs should refer all local media enquiries to their respective CEs, the BE: RSM and/or the Senior Manager: Media Liaison for comment. Provincial BEs should fully brief the CEs on the nature of the enquiry and how best to handle the media enquiry as they (provincial BEs) are closer to and have intimate knowledge of the provincial audits and are aware of any sensitivity linked to the audit reports/investigations.  

The BE: RSM and/or the Senior Manager: Media Liaison, in consultation with the CEs, will formulate final media responses or key messages for interviews. The responsible CE, advised by and in consultation with the BE: RSM and/or the Senior Manager: Media Liaison, may delegate a provincial BE to handle a media enquiry or conduct an interview. This will only happen with the approval of and after media responses or key messages have been discussed and approved by the CE, the BE: RSM and/or the Senior Manager: Media Liaison.

Provincial BEs can play a significant role to build and nurture relations with local media on behalf of the organisation, but such interactions should be coordinated by the BE: RSM and/or the Senior Manager: Media Liaison.

5.5 The role of SCoAG

In times of special crisis, such as the unexpected departure of the serving AG or when the organisation is facing a barrage of negative media coverage, a SCoAG member could be requested to act as spokesperson to present an image of stability and continuity, focusing media attention on the overall mission and long-term goals of the organisation rather than on the current problems.

In such situations, the SCoAG member will work closely with the AG or DAG, the BE: RSM and the Senior Manager: Media Liaison to formulate key messages that represent the organisation’s vision and brand.

6 AG POLICY FOR DESIGNATED SPOKESPEOPLE WHEN DEALING WITH THE MEDIA    

The policy of the AG is for spokespeople to be open (subject to confidentiality considerations) and honest, factual rather than speculative, reliable and consistently available to the media. 

The organisation strives to be available to the media at all times - when there is good or bad news to be communicated.

6.1 Meeting media deadlines

As journalists are always chasing tight deadlines, the policy of the AG is to adhere to agreed delivery or media response timelines. If the organisation does not respond to media enquiries and fails to meet their (media) deadlines, the media will go ahead and print/publish/broadcast a story without the AG’s side of the story. It is in our best interest to cooperate with the media by meeting their deadlines wherever possible. But meeting deadlines should be guided and driven by our commitment to provide the media with relevant facts. When we cannot meet tight media deadlines, the policy of the AG is never to use “no comment”, but to respond along these lines: “Much as we would like to comment on this matter, we would rather give the public complete facts on this issue when we have all the relevant details at our disposal.”

The Auditor-General will strive to adhere to the following timelines and approaches when dealing with media deadlines:

6.1.1 Deadlines in response to media enquiries

Designated media spokespeople/officials should strive to meet media deadlines at all times. If, due to unforeseen circumstances, a designated AG spokesperson/official cannot meet a media enquiry deadline, the spokesperson/official should immediately alert the BE: RSM or the Senior Manager: Media Liaison. The journalist should then be notified at least two hours in advance that his/her deadline will not be met, and an alternative and reasonable deadline should be suggested and adhered to.

6.1.2 Deadlines for media releases

To help RSM generate more media coverage and visibility for the organisation, general media/press releases (e.g. on audit reports) will only be sent to the media between Monday and Thursdays as these are good media days. Fridays are “bad media days” as most mainstream daily newspapers do not publish on weekends; also, it is extremely difficult to get coverage in weekday papers unless the press release carries a breaking story.

As most media package/prepare their stories before 15:00 each day, the AG’s approach is to issue all general press releases before this deadline. Crises/emergency press releases are an exception and are normally welcomed until before the media goes to print as they always constitute breaking news.

6.2 Committing to media interviews (designated spokespeople)                      

When contacted directly by the media for comment or an interview, designated spokespeople should consult the BE: RSM or the Senior Manager: Media Liaison before committing to the interview. Spokespeople should take the journalist’s contact details and pass them on to the BE: RSM or Senior Manager: Media Liaison, or refer the journalist directly to the BE: RSM or the Senior Manager: Media Liaison. This will allow the BE: RSM and the Senior Manager: Media Liaison to advise the spokesperson on the advantages of doing such an interview or possible reputational issues that might arise from such an interaction. 
All AG employees who receive media enquiries or requests for comment should direct the journalist to the Senior Manager: Media Liaison or the BE: RSM.

6.3  Managing reputation issues during interviews with designated spokespeople

At all times, the BE: RSM or the Senior Manager: Media Liaison should brief designated spokespeople, accompany them to and sit in at media interviews. This is to ensure that RSM picks up and manages any reputational issues that might affect the image of the organisation and also help to protect the spokesperson from unfair/unethical questioning during the interview.   

6.4 Comment on individual audit reports by designated spokespeople

6.4.1 Completed audit reports not yet tabled

The organisation will not comment on any audit reports until they have been tabled to the relevant legislative structure(s). The AG policy is also not to ever comment on management letters (draft or final) as these are meant only for internal use, as part of the audit process. Should such documents be leaked to media, the AG’s stance would be to explain to the media the difference between the management report and the final audit report, and that the AG’s mandate does not allow the organisation to make public comment until its reports are tabled in the respective legislative structures (Parliament, provincial legislatures or municipal councils).

6.4.2 Tabled reports that have not been considered by the relevant legislative structures

Auditee reports

The organisation will not comment on individual audit reports that have not been considered by the relevant Public Accounts Committees (PACs) or city councils. When approached for comment on such reports, the BE: RSM or the Senior Manager: Media Liaison should politely refer media enquiries and requests for interviews/comment to the relevant PAC or city council. The BE: RSM or the Senior Manager: Media Liaison should explain to the journalist(s) that the organisation’s comment will not add any further value to their news reports as the organisation (AG) has nothing new to add but can merely restate what is already in the report.
In exceptional cases where the media approach the organisation for a television or radio sound bite, the designated spokesperson will merely restate the report’s findings and recommendations but not comment on resolutions. This is the task of the provincial public accounts committees or city councils.

The BE: RSM and/or Senior Manager: Media Liaison should refer media enquiries on such reports to the Accounting Officer of the audited entity. 

AG reports

Media enquiries on AG reports (e.g. General Reports, Annual Report) should be referred to the BE: RSM and/or the Senior Manager: Media Liaison, who will, in consultation with the AG or DAG, formulate a standard response/comment to address the enquiries raised in the media. 

6.5   Dealing with media during parliamentary/provincial  legislature/PAC hearings

All AG employees appearing before any parliamentary committee for hearings should notify their CE or BE in advance. The CE/BE will then advise and consult with the BE: RSM or the Senior Manager: Media Liaison with a view to preparing a standard AG media response/ holding statement in anticipation of media enquiries. If the BE: RSM and/or the Senior Manager: Media Liaison cannot attend the hearing to deal with possible media enquiries, the AG officials will stick to the prepared response if they receive media enquiries.

7 RULES ON THE USE OF THE AG’S NAME BY SERVICE SUPPLIERS AND CONTRACTORS

No service provider or vendor, audit firm or contractor who provides services on behalf of the AG may use the organisation’s name in their media campaigns without alerting, consulting and obtaining the consent of the BE: RSM or the Senior Manager: Media Liaison. For example, if a vendor/service provider wins a contract with the AG, they cannot make a media announcement mentioning the organisation without the consent of the BE: RSM or the Senior Manager: Media Liaison.
All AG units should explain this provision when signing service agreements with their vendors/service providers.  

8 EMPLOYEE RESPONSIBILITY TO PROTECT THE AG’S REPUTATION AND INTEGRITY

All AG employees have an obligation, expressed in the AG Staff Code of Conduct and Ethics, to act in the best interest of the organisation at all times. 

Employees are expected and encouraged to participate fully in the organisation’s consultation and decision-making processes on all official AG matters, and to refrain from debating opinions on such internal matters through the media. 

Employees are prohibited from: 

· Leaking or releasing any confidential AG information/documents to the media or any external party. This includes airing of internal grievances in public through the media. Aggrieved employees who feel they have been wronged or treated unfairly by the organisation are encouraged and advised to follow existing internal channels and procedures to register their concerns for proper investigation and resolution;

· Expressing views and opinions in the public domain with the intention of discrediting the organisation; or

· Expressing views on behalf of the organisation unless authorised to do so by the AG or DAG. 

Failure to observe and adhere to the principles stated in this policy is a serious disciplinary transgression and the necessary disciplinary steps will be taken against those employees who are in breach of this policy. 

8.1 How should AG employees handle media enquiries, requests for placement of advertorials and/or interviews/comment?

AG employees should refer all media enquiries to the BE: RSM or the Senior Manager: Media Liaison at all times.

· Media enquiries - All AG employees who receive media enquiries or requests for comment should direct the journalist to the Senior Manager: Media Liaison or the BE: RSM.

· Advertorials - All AG employees should contact the BE: RSM or the Senior Manager: Media Liaison if they receive a request to place an advertorial/feature/survey in any publication/ newspaper. 

· Use of AG name by service suppliers and contractors - All business units and/or employees who interact with service providers (audit firms, vendors or contractors) should explain to their service providers that while they (providers) are retained by the AG, they may not use the organisation’s name in their media campaigns without alerting, consulting and obtaining the approval of the BE: RSM or the Senior Manager: Media Liaison. This provision should be explained and agreed upon when AG units/employees sign service agreements with their vendors/service providers.
· Media access to AG offices – If employees in AG provincial offices receive media requests to film AG offices and/or to conduct media interviews in provincial offices, the journalist(s) should be referred to the BE: RSM or the Senior Manager: Media Liaison. 

· Negative media reports – As there are time delays before the BE: RSM and the Senior Manager: Media Liaison receive provincial media coverage, AG employees should alert the BE: RSM or the Senior Manager: Media Liaison immediately when they pick up negative coverage of the AG in their local media.

· Employee compliance with the media policy - All CEs should ensure that their direct reports and all their staff are aware of and understand the content of this media policy. All CEs and their direct reports are responsible for implementing this policy, for ensuring compliance with and knowledge of its provisions, and for taking immediate and appropriate corrective action where necessary.

8.2 Contact with the media by AG employees as private individuals

The organisation (AG) acknowledges that employees may at times interact with the media in their private capacity or on behalf of their social organisations (e.g. sports clubs or societies) outside their scope of work.

In such instances when employees discuss with the media or write about matters outside their areas of work, they should observe the following:

· They should make it clear that they are speaking as private individuals and not as employees of the organisation;

· The use of AG position titles, letterheads, email or postal addresses is prohibited in this context; and 

· AG property/buildings should not be used as a backdrop for filming or photographic purposes. 

9 MEDIA REQUESTS FOR CONFIDENTIAL INFORMATION UNDER THE                   PROMOTION OF ACCCESS TO INFORMATION ACT (PAIA)

9.1 AG information

Confidential AG information should not be disclosed to the media under any circumstances. Requests for information that is confidential should be referred to the BE: RSM or the Senior Manager: Media Liaison who will, in consultation with Legal Services, review and prepare a response on behalf of the AG within the provisions of the Promotion of Access to Information Act, 2000 (Act No. 2 of 2000).

9.1.1 AG audit reports

AG audit reports should be regarded as confidential until they have been tabled and should never be released/leaked to the media.

· Audit reports to be handed to and tabled by auditees will also be treated as confidential until they have been issued to the auditees. After these have been tabled, the AG will refer all media enquiries on such reports to the auditees or the relevant legislative structure.
· With regard to AG-owned reports, the BE: RSM or the Senior Manager: Media Liaison, in consultation with the AG and/or DAG, may pre-release such reports (e.g. general and performance audit reports) to the media under strict embargo. Reports will only be pre-released if the intention is to allow the AG an opportunity to explain and give the media a better understanding of such report(s) to enable journalists to interpret it correctly when they write their stories. 
9.2 Disclosure of employees’ personal details to the media

Personal information of individual AG employees (such as addresses, telephone numbers, salary or health status) should never be given to the media without the explicit and written consent of the individual(s) concerned. 

As a courtesy, if the employee is a topic of the media article, the AG’s response on the matter should be shared with the relevant employee before it is released to the media.

10 MEDIA ACCESS TO AG PREMISES
The organisation’s policy is to be helpful, open and honest, and factual rather than speculative, at all times when working with the media. The following are the official guidelines for media access to any AG premises/offices. Failure to follow these guidelines may result in the media representative(s) being asked to leave the premises/offices.

10.1 Media permission and access

All media should make the necessary arrangements with the BE: RSM or the Senior Manager: Media Liaison before entering any AG office. Although the AG welcomes the media to its premises there may be times when access is denied, for example during emergencies or crises. 
Members of the media should be escorted/accompanied by an RSM staff member at all times when they visit AG offices. In the provinces, if the BE: RSM or the Senior Manager: Media Liaison is unable to be present at a media briefing or during a visit; they will duly delegate someone in the province to escort the journalist to the interview venue. 

Unless otherwise arranged, visiting journalists should wait in the main reception/lobby area until an RSM staff member or assigned employee in provincial offices arrives to escort them to the arranged venue. No journalist should be allowed beyond the main reception area without an escort.

This arrangement is to ensure that the media are directed to the correct interview venue(s) and that the organisation’s private/restricted areas and confidential documents are not exposed to unnecessary public exposure.

10.2 Access to AG-organised open events

The BE: RSM or the Senior Manager: Media Liaison will make prior access arrangements for all reporters covering AG-organised open events such as media conferences or briefings. Such arrangements will allow these journalists access only to the function venue, but will prohibit them from venturing into other unauthorised areas of the organisation.

10.3 Permission for television crews
As television equipment could interfere with the organisation’s daily operations, television crews should seek permission from the BE: RSM or the Senior Manager: Media Liaison to videotape or broadcast live from AG premises. Such permission will be granted for exterior work provided it does not interfere with daily operations.

10.4 News filming and photographing of AG premises

News crews are allowed to film and take exterior photographs of AG premises provided they do not interfere with the AG’s daily operations.

Permission to film interior spaces of AG offices is required at all times.

For all television broadcasts and photographs, the venue should meet the AG’s branding and visual standards. Display of partisan political paraphernalia or visuals/photos is against the AG’s branding policy and is prohibited in such a venue. Only pictures of government appointees of the day (e.g. the President/Ministers) and/or the country’s national flag are allowed to be displayed in the venue or as backdrop during interviews at AG offices.  

10.5 Commercial, non-news filming or photographing of AG offices

All commercial, non-news photographing or videotaping of AG offices is prohibited unless approved by the BE: RSM or the Senior Manager: Media Liaison.

10.6 Media monitoring and evaluation
The BE: RSM and the Senior Manager: Media Liaison track and analyse daily news coverage of the AG. This helps the BE: RSM and the Senior Manager: Media Liaison to anticipate issues and trends that could affect or enhance the organisation’s corporate reputation and image, to develop effective plans to proactively deal with issues raised and to advise AG executives accordingly.

Media coverage clippings are sent to senior management daily. As there is a time delay before the BE: RSM and the Senior Manager: Media Liaison receive provincial media coverage, AG employees should alert the BE: RSM or the Senior Manager: Media Liaison immediately when they pick up negative coverage of the AG in their local media. 

11. MANAGING MEDIA DURING CRISIS

This media crisis communication provision should be read in conjunction with the procedures and guidelines on how to deal with the media during crisis situations. 

11.1 The AG’s crisis communication management approach

The organisation’s policy is to be pre-emptive when communicating crises that affect the institution, using disclosure whenever possible as the preferred strategy for preventing or minimising public relations crises.

11.2 Withholding information

The AG policy is never to resort to a "no comment" response/strategy at any time when dealing with the media, especially during a crisis. Withholding information encourages speculation and often results in an inaccurate picture of an incident. In addition, the vacuum created by failure to communicate is often filled by rumours or could actually lead to accusations of a "cover up". 

11.3 Establishing clear media communications lines during crises

The BE: RSM and the Senior Manager: Media Liaison are authorised to gather and verify information in a crisis, and are the only ones authorised to release information after consultation with and obtaining approval from the AG or DAG. The most senior representative of the business unit(s) affected by the crisis will supply the BE: RSM or the Senior Manager: Media Liaison with all known details and the RSM will prepare, verify and issue the information on behalf of the organisation.

11.4 Releasing information internally first 
The AG policy is to inform or alert employees (internal audiences) first at all times. Employees need to learn about news affecting them from their leadership before it becomes media headlines. 
Wherever practical, and in partnership with the Legal Services, Employee Relationships and Human Resources Units, all possible attempts will be made to inform employees of crises before details are released externally.

However, the organisation acknowledges that some crises are sudden and could happen at awkward hours, making it difficult to reach all employees through the organisation’s conventional internal communication channels. 

In such cases the mainstream media becomes the only effective channel to convey crisis warning messages to employees. If, due to circumstances similar to the ones mentioned above, the AG communicates to the media first, similar messages will be sent to AG employees as soon as possible and will be contextualised to update employees.  

11.5 Releasing information to the media 
During a crisis the organisation will supply verifiable details to the media as soon as possible. This may be done through personal contact, telephone, fax, radio feeds, video feeds, background sessions or news briefings. 

If necessary, RSM will schedule periodic news briefings to give the media updates on the crisis situation.  

11.6 Informing AG external stakeholders of crises

The BE: RSM or the Senior Manager: Media Liaison will provide crisis information at their disposal to business units/departments that manage relationships with external stakeholders, such as SCoAG and other relevant parties that might be interested in the crisis situation.

For example, SCoAG might be interested in receiving notifications of pending AG news briefings. Wherever practical, the BE: RSM or the Senior Manager: Media Liaison will provide media updates to relevant relationship executives/managers who will handle the actual notification of their stakeholders. 

11.7 News monitoring, evaluation and issue management 
The BE: RSM or the Senior Manager: Media Liaison will document the news coverage surrounding a crisis, including newswire stories, newspaper articles, radio and television broadcasts. This allows and presents an opportunity to restate/emphasise key messages during a crisis.

When the crisis is over, the BE: RSM or the Senior Manager: Media Liaison will supply the AG/DAG or a crisis team with a summary and analysis of news coverage. 

The AG/DAG or the crisis team will review this report and evaluate the AG’s performance during the crisis. The team will note the overall success or failure of the crisis communication effort, problems to be avoided in future, and appropriate follow-up measures to be taken in anticipation of similar occurrences in future.

12 POLICY REVIEW AND EVALUATION
This policy will be reviewed as and when required, but at least once per annum (August).

13 COORDINATION AND IMPLEMENTATION
All AG employees will be held accountable and responsible for complying with this policy. Failure to comply with the provisions of this policy is a serious disciplinary transgression and the necessary disciplinary steps will be taken against those employees who are in breach of the policy.

All CEs should ensure that their direct reports and all their staff are aware of and understand the contents of this media policy. All CEs and their direct reports are responsible for implementing this policy, for ensuring compliance with and knowledge of its provisions, and for taking immediate and appropriate corrective actions where necessary.

Should the BE: RSM or the Senior Manager: Media Liaison be aware of any contravention of this policy, they should bring this to the AG, DAG and CEs’ attention for the necessary action to be taken.

The BE: RSM and the Senior Manager: Media Liaison are responsible for ensuring that this policy is distributed to the COO and all CEs who will, in turn, ensure that their direct reports and all their staff personally receive a copy of the policy. 

The Human Capital Business Unit should ensure that this policy is included as a topic during the induction programme and that all new employees receive a copy of the policy. All other relevant business units should ensure that this policy and all applicable provisions are included in the AG’s procurement processes and all contracts entered into with vendors and suppliers (current and new).

The approved policy will be placed on the AG’s intranet for all employees to familiarise themselves with its contents and provisions. An abbreviated version will be posted on the Internet as a guideline for all external stakeholders.

14 POLICY APPROVAL

This policy was recommended for approval by the BE: RSM on the 16th (day) of August (month) 2007, at Pretoria (place) and will be effective from 1 September 2007 

Signature: ______________________________________

                        BE: RSM

This policy was approved by Exco on 30 (day) of August (month) 2007, at Pretoria  (place) and will be effective from 1 October 2007

Signature: _______________________________________

                       Auditor-General of South Africa
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