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1. Background
Healthcare in Scotland is the responsibility of the Scottish Government which allocates resources and sets the strategic direction for the service.  The key functions are then overseen by the Scottish Government Health and Social Care Directorates.

The NHS in Scotland has a different organisational structure to other parts of the UK. 
http://www.scotland.gov.uk/Topics/Health/NHS-Workforce/NHS-Boards  

There are 14 local NHS boards which are responsible for all of the hospital and primary care services in their area.  The local NHS boards are, in turn, supported by seven national boards which provide a full range of national services.
2. Introduction
NHS Education for Scotland (NES) is NHSScotland’s education and training body.  We provide educational solutions that support excellence in healthcare for the people of Scotland.  This supports our vision: Quality education for a healthier Scotland.  Increasingly our remit also includes educational support for social sector staff to align with the Scottish Government’s policy to integrate health and social care.

We work closely with NHSScotland boards to achieve a common understanding of what we need to do to support them.  The Scottish Funding Council (SFC) and the Scottish Social Services Council (SSSC) are key 
partners, and we work closely with Colleges Scotland, Skills for Health, COSLA and Skills Development Scotland.  We also maintain strong links with UK regulatory bodies and other important organisations such as the Health Foundation.  
In developing our media strategy, we adhere to the tenets of the Chartered Institute of Public Relations: honesty, transparency, equality, ethical and responsible actions, professionalism and effectiveness.  The Corporate Communications Department will lead the organisation’s media activities and provide professional support to colleagues. 
This Media Protocol is designed to help ensure that:
· risks are minimised and opportunities maximised

· staff and non-Executive Directors (Board) are not undermined or exposed in any way by media interest or pressure

· information issued to the media by NHS Education for Scotland is honest, appropriate, timely, accurate, informed and consistent
· interviews given or statements issued adhere to NES policies, practices and services and do not compromise or threaten its reputation

It provides guidance on:
· routing media enquiries through the organisation

· who needs to be informed regarding enquiries from and responses to the media

· who is authorised to speak to the media

· the role of the PR & Marketing team

3. Proactive Media Relations
Part of the Corporate Communications department’s overall objective to increase NES’s public profile is to take a proactive approach and engage with all areas of the media including press (news and feature), broadcast, professional (news and feature) and online.  To do this we need to identify opportunities for potential media coverage which may include promoting innovations in education, training and workforce development, best practice and good news stories.  However, the PR & Marketing team may not be aware of all relevant activity, therefore:
· members of the Executive Team and senior managers should inform Corporate Communications about new initiatives, service development or the introduction of new services
· staff are encouraged to discuss work they think might interest the media with one of the PR & Marketing team who will assess its potential and take appropriate action to try and generate media interest.  This would also include liaising with the Press Office at the Scottish Government (CommunicationsHealthier@scotland.gsi.gov.uk) as appropriate
Any member of staff listed as a contact on an NHS Education for Scotland press release must inform the PR & Marketing team if contacted by a journalist.
4. Reactive Media Relations

No member of NES staff should enter into discussions with journalists without prior contact with the PR & Marketing team.  This applies equally to contact made by phone, e-mail or in person at NES premises and to approaches made at events or meetings.

In the first instance all media enquiries should be redirected to the PR & Marketing team.

During normal office hours

· Monday – Friday

Media enquiries should be directed to the PR & Marketing team on: 0131 656 3206 (Head of Corporate Communications)
0131 656 3213 (Corporate Communications Manager)
0141 352 2922 or 0131 656 3212 (Corporate Communications Officer)
If any of these numbers go to voice mail, an alternative contact number to try will be provided (usually a mobile number).  If none of the PR & Marketing team staff is available on these numbers, staff should instead send an e-mail to the Media mailbox, media@nes.scot.nhs.uk and mark it Urgent.
Out of hours

· Out of hours and weekends

Media enquiries should be directed to the Head of Corporate Communications on:07786 398082 or media@nes.scot.nhs.uk
· This will protect the member of staff concerned as there will be an opportunity to discuss and agree lines of response, take advice from others who may have valuable input, and also enable the Head of Corporate Communications to flag up any potential areas of concern with the Chief Executive and others, where relevant.  This would include liaising with the Press Office at the Scottish Government (CommunicationsHealthier@scotland.gsi.gov.uk) as appropriate.  

It will also allow for a strong NES message(s) to be communicated.
5.  Interviews
Following a proactive press release being issued, or as part of a reactive media enquiry, staff may be asked by the PR & Marketing team to be a media interviewee.  Before agreeing to be interviewed, it is the responsibility of the member of staff concerned to confirm that they have sufficient knowledge of the interview topic to represent NES appropriately.  Once the member of staff has agreed to the interview, it is their responsibility to:
· arrive at the interview location on time

· respect patient confidentiality throughout the interview

· conduct themselves in an appropriate manner

· respect and put forward the views of NHS Education for Scotland

6. The Role of Non-Executive Directors

Non-Executive Directors also have a role to play in NHS Education for Scotland’s communications.  They are asked to inform the PR & Marketing team:
· if they are approached by a member of the press, giving details of the journalist, media outlet concerned, nature of the enquiry and their response
· if they are involved in any activity, which might generate negative publicity for NES

· if they are involved in any activity, in their NHS Education for Scotland capacity, which could provide positive media opportunities e.g. addressing non-NHS organisations

The Corporate Communications team will ensure that Non-Executive Directors are:
· when possible, alerted about negative or controversial media coverage prior to the event

· regularly updated regarding both proactive and reactive media activities

· thoroughly briefed if they are asked to become involved in media activity

7. Major/Serious Incidents Occurring Out of Hours

In the case of major or serious incidents that take place out of hours, the Head of Corporate Communications is the first point of contact and can be reached on: 07786 398082. 
Appendix A Principles
In its dealings with the media, NHS Education for Scotland will comply with the Caldicott guidelines ensuring that:
· the duty of care and protection of a patient’s right to privacy, dignity and confidentiality is paramount

· contact with the media never detracts from the primary purpose of care delivery
· media activity does not detrimentally affect the duty of care

· pressure is never put on patients, service users, carers or staff to participate in media activity
· no inducement, financial or otherwise, to take part in media activity will be accepted
In addition, NHS Education for Scotland will:
· be open and honest in dealings with the media

· respond to enquiries within deadlines

· when providing spokespeople, ensure that they have appropriate knowledge and expertise

· explain its policies, decisions and activities fully and clearly

· respond to criticism

· acknowledge mistakes promptly, confirm lessons learned and actions taken

· recognise the commitment of NES/NHSScotland staff 
· recognise NHS Education for Scotland’s achievements and those of the wider health and social care community in Scotland

Any comments made to the press or information distributed to them will reflect NHS Education for Scotland’s policies on disability and equality, particularly in relation to the use of language and respect of persons.
Appendix B Definitions
Media covers local and national newspapers, television and radio as well as web based media such as BBC Online and press agencies.
Reactive media activity refers to all contact with the media that is unsolicited by NHS Education for Scotland, including social media platforms.

Proactive media activity refers to all contact with the media that is initiated by NHS Education for Scotland.
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