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1.  Introduction

NHS Sheffield Clinical Commissioning Group (CCG) is a publicly funded organisation.  As such it has a duty to be accountable and open about its decisions, policies and actions and ensure that the highest possible standards are maintained.  Communication with the media is an integral part of this openness and accountability.  At the same time, effective media relations also require honesty, mutual trust and understanding.

This protocol is designed to help to ensure that:

· Staff, Clinicians, lay members and members of the Clinical Reference Group are not compromised in any way by media interest or pressure

· Information issued by NHS Sheffield Clinical Commissioning Group or given to the media is honest, appropriate, informed, accurate, consistent and timely

· Interviews given or statements issued accurately reflect NHS Sheffield CCG’s 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 communications professionals who support NHS Sheffield CCG
2.  Re-active media enquiries

No member of NHS Sheffield CCG staff should enter into discussions with journalists without prior contact with the communications team.  This applies equally to contact received by phone, email or in person at NHS premises and to approaches made at events or meetings.  

In the first instance all media enquiries should be directed to the communications professionals working for the CCG on: 0114 305 1088. If this number goes through to the answer machine, it gives alternative numbers to try. 
3.   Pro-active Media Relations

It is part of the CCG’s communication professionals’ remit to identify opportunities for pro-active media coverage.  As well as key policy initiatives and service developments, this includes promoting innovative work, good practice and general ‘good news’ stories.  However, in an organisation as diverse and active as NHS Sheffield CCG, the communications professional may not be aware of all relevant activity.  Consequently:

· Members of the Commissioning Executive Team and senior managers should inform the communications professional about new policy initiatives, service development and the introduction of new services

· Staff and clinicians are encouraged to discuss work they feel might interest the media with the communications professional who will assess whether or not it is news worthy and take appropriate action to try to generate media interest

4.    Interviews 

Following a proactive press release being issued, or as part of a reactive media enquiry, staff may be asked by the communications professional 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 on the topic of the interview to represent NHS Sheffield CCG appropriately.  Once the member of staff has agreed to the interview it is also 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 Sheffield CCG
5.  The Role of lay members and CET/ CCG/ CRG Clinicians 
Lay members and Clinicians also have role to play in NHS Sheffield CCG’s communications and should be mindful of their NHS Sheffield CCG role and the linkages the media can make to it when undertaking media activity that is not directly linked to the work of the CCG.  
They are asked to inform the CCG communications professional:

· 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 NHS Sheffield CCG
· If they are involved in any activity, in their NHS Sheffield CCG capacity, which could provide positive media opportunities e.g. addressing non-NHS organisations

The communications professional will ensure that lay members and Clinicians are:

· When possible, alerted about negative or controversial media coverage prior to the event

· Regularly up-dated regarding both pro-active and re-active media activity

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

6.  Major / Serious Incidents occurring out of hours

· In major or serious cases that take place out of hours the NHS England on-call system is in place. Communications professionals from the Commissioning Support Unit provide 24/7 communications support to NHS England 
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Principles

In its dealings with the media, NHS Sheffield CCG 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 Sheffield CCG will:
· Be open and honest in its 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 health and social care staff

· Recognise NHS Sheffield CCG’s achievements and those of the wider health and social care community in Sheffield
Any comments made to the press or information distributed to them will reflect NHS Sheffield CCG’s policies on disability and equality, particularly in relation to the use of language and respect of persons.
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Definitions

Media covers local and national newspapers, television and radio as well as web-based media such as BBC On-line, Sheffield Forum and press agencies.
Re-active media activity refers to all contact with the media that is unsolicited by NHS Sheffield CCG.
Pro-active media activity refers to all contact with the media that is initiated by NHS Sheffield CCG.

