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Please complete this form when you receive a request from a member of the media. Fill out as much information as you know at each stage. It will help everyone to keep track of the request and make the most of the opportunity. In the end it will be helpful for Roots of Empathy’s records and future media strategy.
PART 1: Request Details (Mentor, KPP or Provincial Manager to fill out, depending on who receives initial request)
	Person filling out Part 1
	 

	Are you a…(please put an X after the appropriate response)
	Mentor        KPP        Provincial Manager

	Your region/community
	

	Date reporter first contacted us
	

	Reporter’s name
	

	 Reporter’s title (if known)
	

	Reporter’s phone number and email
	

	Name of newspaper, radio station, or TV station
	

	Newspaper column or radio/TV program (if known)
	

	Describe media outlet

(e.g., weekly paper, national news)
	

	Describe the request
(e.g., photo of family visit, story about program in classroom, etc.)
	

	If the reporter has requested to visit a specific class, what are the details?
	Instructor’s Name:

Classroom Teacher’s Name:

Grade Level:

School Name:

Type of visit requested: Pre, Post, Family 

	What is the reporter’s deadline?
(e.g., wants picture tomorrow, asks to schedule visit within two weeks, etc.). Give specific date (and time if applicable – e.g. “by end of day” “by 2 p.m.,” etc.)
	

	Do you know if the reporter has covered Roots of Empathy before?
	

	This story should be handled (check one):
	Locally         Centrally


Once Part 1 is complete, please do this as soon as possible:

If you are a Mentor or KPP:

· Email form to the other party. Then phone that person to discuss – for locally handled stories.

· Email form to PM and communications@rootsofempathy.org – for centrally handled stories.
If you are a Provincial Manager:

· Email form to the KPP and Mentor for follow-up – for locally handled stories.

· Email form to Director of Communications. Then phone that person to discuss – for centrally handled stories.

PART 2: Fulfilling the Request (Media Contact to fill out)

Roots of Empathy Media Contact: Are you a Mentor, KPP, or PM? Please specify:____________
	If a classroom visit is required, please fill out the following as you determine the details.

	Instructor’s name and experience level:
	

	Instructor contact info:
	

	Date of visit to class:
	
	Time:

	Roots of Empathy Theme Covered:
	
	Type of visit (pre, family, post):

	School name:
	
	Grade:

	Principal’s name:
	

	Principal contact info:
	

	Classroom teacher’s name:
	

	Classroom teacher contact info:
	

	Parent’s name:
	

	Parent contact info:
	

	Baby’s name:
	
	Baby’s gender:

	Reason program chosen for visit:
	


Checklist for a classroom visit (put an X beside items as they are taken care of)
Preparing:

· I have given reporter background and statistics on Roots of Empathy.

· I have given reporter necessary details for the visit (school address and parking, who will meet them at the school and where to go, name of Instructor and other participants, who is available for interviews, what to expect in a family visit, etc.)
· Instructor has reviewed Family Visit Updates/Reminders and Roots of Empathy Key Information
· Instructor has confirmed photo releases signed

· Roots of Empathy bulletin board up to date 

· Instructor has gone over theme, asked teacher to tell students a reporter is coming, and called the parent the day before to confirm attendance.

· Instructor has gone over Roots of Empathy Key Information with the parent, classroom teacher, and the principal, if they wish.

· I have ensured baby will have an Roots of Empathy Teacher t-shirt to wear

Who is attending the visit on behalf of Roots of Empathy? (Instructor/Mentor/KPP/PM). 
Please specify:

During the visit (tasks to be done by Instructor or Media Contact):

· Remind teacher that any student for whom we do not have a photo release will be asked to sit at one end of the Green Blanket. 

· Meet the reporter and make necessary introductions.

· Advise the reporter about which children may not be photographed.

· Urge the reporter/camera operators to observe the reactions of the children, not just the baby.

· Mentor, PM or Instructor to help the reporter understand visit theme, purpose and outcomes in relation to the curriculum.

After the visit:

· Thank Instructor, parent, principal and anyone else who participated.

· Contact reporter to thank her for the visit and ask if anything else is required.

· Email this form to communications@rootsofempathy.org
· Thank the reporter again once story is out.
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