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Indian Institute of Management 
 
 

Media Relations Policy and Guidelines  
 

Need for media relations policy and guidelines 

Today the news media are omnipresent in Indian society. The media 

is a powerful part of the society. Today the media is typically not 

going to get very excited about the good things an organization 
does, instead anything having some negative connotations is the 

story they are looking forward to and it is the story which grab 

maximum public attention.  A research study in the US has revealed 
that nearly 60% people wanted more reporting highlighting the not 

so positive side of the organization – which traditionally was hidden 
from the public view. 

It has thus become necessary to build better relationships with 
members of media and also identify the target media.  In a scenario 

like today, it’s virtually impossible to get the desired coverage or only 
positive coverage. No one can guarantee coverage or the extent of 

coverage today, how good maybe the relationship is. All one can do 

is to prepare well in advance to handle various situations, have clear 
guidelines and communication strategies in place – what is we want 

to highlight in the media, how would we respond to a media query 
and how to handle crisis situation. 

It is therefore important that as an organization one should prepare 
and enact an official media policy. The policy should describe in 

detail the limits on how the organization's stakeholders- faculty, 
officers and students should interact with the media. The policy 

should detail the boundaries the organization's employees should 
respect when they deal with the press, the public or other media. 

When representatives of the press make contact, often they are 

pursuing a story where they have preconceived ideas and have 
already decided to place a certain "spin" on events. The 

preconceived "spin" may be to the detriment of the organization. The 
organization should be in a position to deal with media questions 

clearly, honestly, with good humor and with the ability to answer 

questions to best representing the interests of the organization. 

Scope 
 

Effective communications with the media is critical to IIML’s ability to 

carry out its mission and promote continued public support for the 
institute. Effective media relations best serve the institute by: 

 
 informing the public of what we can do for them 

 promoting the institute's achievements, activities and 

events of significance 

 expanding the general visibility of the institute 

 ensuring that accurate information is conveyed to 

the public regarding incidents and issues of a 
controversial and/or sensitive nature 
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Major Policy Guidelines 

 

 The Director, IIML serves as the official institute’s 
spokesperson and conveys the official institute’s position 

on issues of general institute wide impact, policy decisions, 

future plans, issue or situations that are of particularly 
controversial or sensitive nature, emergency and crisis 

situations. Inquires from the media on all such issues should 
be referred to the Director. 

 Depending on the specific circumstances, the Director may 

designate another institute administrator to serve as 

spokesperson on a particular issue. 
 The Public Relations & Media Relations Office has primary 

responsibility for media relations at the Indian Institute of 

Management, Lucknow. The responsibilities includes 
publicizing the institute in the media, finding faculty 

members to comment as experts resources and coordinating 

and / or responding to matters related to crisis or 
emergencies. 

 When public comment on behalf of the IIM Lucknow is 

requested, the PR & MR Office with the support of Faculty-
in-charge CCMR and in cooperation with the Director will 

identify an appropriate spokesperson. The office would also 
coordinate the information flow from the university to the 

public No one may speak on behalf of the institute nor 

interpret institute’s policy unless designated as a 
spokesperson 

For Students 

 There would be a student committee created for the 

activities related to students (presently the Media 
Committee). The activities which this body would be 

handling would be restricted to the events conducted by the 
students and would have to work under agreed policy 

guidelines under the PR & MR Office. For all other student 

activities, the queries would be directed to Chairman Student 
Affairs and any communication coming from any other 

source would be deemed unofficial. 
 The student body would be interacting with the PR & MR 

Office on a regular basis for their requirements in terms of 

media coverage. They would not directly handle / 

speak to the media without keeping the PR & MR 
Office in loop. All interactions would be routed through the 

PR & MR Office. All communication with all related parties 
would only be a written communication which can be 

followed by verbal discussions.  
 Minutes of all the meetings would be documented and 

circulated to all concerned. The PR & MR Office would 

coordinate with the media. Only  written invites will be sent 

to the media (in case of dealing with media at local level, 
invites would be sent to the editor/bureau chief and then the 

journalist who is handling the said segment or beat). 
 Other than Media Committee, no other student 

body/committee or student is authorized to speak to 

the media or deal with media. All committees would 
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formally inform the MC about their requirements in a 

structured manner at least 3-4 days in advance. MC would 
then work with the PR & MR Office (along with Faculty-in 

charge) in identifying the appropriate media support, would 
prepare invites, press notes and press briefs. The MC & the 

PR & MR Office would then formally send invites / press 

notes to the media.  
 In a scenario when the representatives from the media are 

on the campus to cover any student related activity, it 

would be the responsibility of the MC to coordinate 
the whole activity. MC would be the single point of 

interaction in such a scenario and would identify appropriate 
spokesperson amongst the various committees for giving 

comments. The MC members would be present during the 

entire interaction and in case feel that the discussions are 
moving to an unrelated area, would try and modulate 

discussions and would get the discussions back on the track. 
 In case any queries are received at the PR & MR office 

regarding the student events/activities, the same would be 

diverted to MC and Chairman Student Affairs and it would 

MC/Chairman Student Affairs responsibility to answer the 
said query. They can take the support of the PR & MR office 

and Faculty–in-charge to answer the same. Post the event / 
activity/media interaction, the MC should inform the PR & MR 

office about the interaction. In case press notes/press briefs/ 
press releases are to be sent to national media, only the PR 

& MR would be authorized to do so.  

 In case the MC receives a request which is not related to 

student activity (i.e. related to institute, faculty members 
etc.), they should divert the same to the PR & MR Office. 

 Photography and Filming by Media in the institute. In 

the case of television crews, the MC member (in case of 
student activity) or member from PR & MR office should 

accompany on-site visits. If this is not possible, an 

appropriate senior institute officer will accompany the crew. 
Prior permissions must be obtained in case of non event 

related photography or filming is to be done by media. All 
such queries will be directed to PR & MR office who would 

take appropriate permissions from the Director and 
Administrative authorities in the institute. Under no 

circumstances the IIML Community members to entertain 

any such activity without prior permissions. 
 Requirements for Effective Media Relations. All the 

student committees to forward their event calendar to the 

PR & MR Office in advance. If possible an annual calendar to 
be prepared, highlighting the event/activity, purpose behind 

the event/activity, their idea and expectations from Media 

and Media coverage.  
 In case of some event/activity/conference/seminar organized 

at the institute level, the appropriate department/area to 

forward the event calendar to the PR & MR Office in 
advance. If possible an annual calendar to be prepared, 

highlighting the event/activity, purpose behind the 
event/activity, their idea and expectations from Media and 

Media coverage. 
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This activity will help in understanding the specific 

requirements and customizing the media solution.  

Important information that would be required by the MRC / PR & MR 
office: 

 Event/Activity/Program/Seminar/Conference name  

 Dates  

 Target Audience 

 Purpose / objective of the event/activity etc. 

 Prominent speakers/chief guests etc. and their 

designations   

 Schedule  

Important: Representative of the Media Committee are required to 
complete a form (available at the CCMR Office) for every event to 

facilitate administrative permissions and procedures for use of 

campus facilities, classrooms and lawns for any media event.  Please 
desist from use of adhoc means with respect to the planning and 

organizing media events (such as interviews, filming etc). 

Some steps to prepare for a successful interview: 
 

 Before conducting the interview, think about the 
subject and develop a few key points that you want 
to convey. It is helpful if they are communicated in a 
short, concise way in order to be quotable.  

 During the interview, keep answers succinct, but do 
not respond with “yes” or “no” answers – such 
responses are not likely to appear in print or in a 
broadcast.  

 It’s ok to have notes in front of you for the 
interview. 

 It’s the reporter’s job to ask the tough questions. 
Don’t get defensive or lose your temper. If your 
topic is controversial, it’s helpful to anticipate the 
most difficult questions that could be asked and 
have responses prepared. 

 If you are confronted with a difficult or possibly 
negative or off-track question, bring the reporter 
back to your key points by responding with a 
positive statement that includes a fact followed by a 
key message. When you answer, don’t repeat a 
negative question. Steer answers back to your 
talking points by saying, “What’s important to 
remember is…” or “What I can tell you is……” 

 If you are asked a run-on question, answer 
individual questions one at a time or choose the part 
that you want to answer. You can always repeat the 
question back to the reporter to ensure you correctly 
understood and fully responded to the question 

 Remember to respond to questions in a way that will 
be understood by a general audience. If you are 
talking about a complex issue, try to use a metaphor 
to relate the information to something everyone is 
familiar with. Also, avoid using culturally, sexually, or 
politically insensitive language or anecdotes – it’s 
easy to be quoted out of context. 
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 Finally, make sure the reporter has the correct 
spelling of your name, your title, and the full name 
of the institute. 

 
Honesty is the best policy. Never try to fool a reporter. Say only 
what you want to say. Better than saying “no comment” is 
explaining why you cannot answer. If a reporter’s questions indicate 
he has some misinformation, please offer clarification.  

If you’re unsure of an answer to a question, do not guess and do not 

speak for another person. Do offer to get the information or refer the 

reporter to someone who knows the answer or who can gather the 
information.  

Here are a few things you might consider doing to improve 

the likelihood that you’ll be quoted accurately: 

 Try to avoid speaking faster than someone can write or 

type. Do not feel compelled to continue speaking if there 

is a pause; a reporter may need a lull in a conversation 
in order to finish jotting down what you’ve said. 

 At the end of an interview, ask a reporter if he has any 

questions. Consider encouraging a reporter to call back if 

necessary to clarify a point, double check a quote, or get 
additional information. Or, encourage a reporter to 

contact PR & MR staff as additional questions arise. 
 A few reporters may be willing to read direct quotes back 

to a source. Before an interview begins, you may ask a 
reporter if he is willing to read back direct, or verbatim, 
quotes at the end of your conversation.  

 
You are free to ask the reporter questions. Who else a reporter is 
talking to? When will coverage be broadcast or published? 

PR & MR Office monitors and tracks the progress of all IIML-related 

stories in order to help reporters find sources and gather facts. 
Knowing to whom a reporter has talked will assist in the tracking 

process and will allow the office to provide the reporter with all 

pertinent information.  

Broadcast  interview 

The most important thing to remember for radio or television 
interviews is to speak in sound bites.  

 Before the interview, develop a few points that you 

want to convey in the interview and prepare to 
communicate them concisely.    

 Consider rehearsing your comments.   

    
 It’s also important to use words that a general 

audience will understand and not to speak in jargon. 

(Vivid, descriptive quotes can be beneficial.) 

In a television interview, make sure that:    

 You are comfortable before the interview so that you do 

not fidget on camera.  
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 You do not swivel or rock in your chair, engage in 

nervous movements (like clicking a pen), or chew gum.  

 You Dress in a dark, solid top/shirt/jacket, and avoid 

flashy jewelry in order to present a professional 
appearance on camera. 

When on camera, it’s important to have a conversation with the 

interviewer and not the camera. It will make you look more at ease, 

and it will help to quell any nerves you may have. Remember that 
any comments – even those made when cameras or tape recorders 

are not rolling – can be used as part of the story, so don’t say 
anything you wouldn’t want to appear on air. 

Finally, broadcast news often changes depending upon the day’s 
breaking news. Do not take it personally if your interview is bumped 

or cancelled.  

You should promptly notify the PR & MR staff when an article or 

broadcast incorrectly quotes you or attributes inaccurate information 
to you. If warranted, PR & MR office can bring a problem to the 

attention of the reporter, which may help ensure the reporter does 
not repeat the error in the future. In certain cases, PR & MR staff 

might request a clarification or even a correction, depending on the 

circumstances. Remember, too, that reporters do not write headlines 
or photo captions. Usually an error in one of those places has been 

made by someone who is not as familiar with the story. 

Important: During a Crisis or Other Institutional Issue 
 

When IIML Community members are asked to comment on an 
institutional question or an issue that relates to the entire institution, 

the reporter should be referred to the PR & MR Office. The PR & MR 
Office with the support of Faculty-in-charge Corporate 

Communications and Media Relations, in cooperation with the 

Director, will identify an appropriate spokesperson. The PR & MR 
Office would refer the reporter to the appropriate source for 

comment.  
 

Any comment on an emergency should be limited to:  

1. an expression of concern for the safety of all involved; 
2. an indication of what has been done to ensure people are 

safe; 

3. an outline of communications that have been put in place; 
and,  

4. a comment on what is being done to provide assistance, 
counseling and other support. (This is applicable to the 

designated spokesperson during crisis and emergency 

situations.) 

 

 
 
 

Please revert to the Office of the CCMR for clarifications, if any. 
Thanks. 


