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of the Press &
elations Department

s of the Press & Public Relatidns Department

reduce crime and disorder and make our communities feel safer
ough the effective use of press and public relations techniques.
r objectives aré:

confidence in the police;

provide a source of expertise and support our staff in all matters
ncerning'press and public relations;
% to.be open, accessible and accountable in providing information to
the community and the media;

% 1o reassure the public, reduce the fear of crime and reduce crime and
_disorder by promoting campaigns and initiatives in line with key
priorities (vehicle crime, burglaries, robberies, drugs and
reassurance; '

w@ toﬁ,évelop press a d public relations capacity within West Midlands

communications;

_# to provide and develo ihfternal and external communications
~ products, such as News Beat, the intranet, the internet and
newsl .

In all our activities we rie:éd' to adhei'e to the principles of Best
Value and evaluate our efforts.

The department handles dozens of calls from the media‘every day and
services national and regional newspapers, radio; TV and specialist

re are also a number of freelance journalists and

n the West Midlands.

The department is staffed by experienced press officers who can offer
help and advice on any media-telated matter, both during office hours
and on a call-out basis. '

The department is split.into. three main sections: news desk, public
relations and administration.
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NEWS DESK

The news desk operates between 7. OOam 7.00pm Monday to Thursday,
7.00am - 6.00pm on Friday

8.00am - 3.00pm on Saturdays

The news desk is fully computerised and'is responsible for:

4 Issuing details of crimes and incidents to the media
% Responding to general media enquiries
€ Arranging witness appeals, press conferences and photocalls

% Assisting 8l0’s and officer’s investigations by proactively engaging the media on issues
ranging from anti-social behaviour to serious and organised crime

4% Handling documentary requests
4 Advising and supporting officers on media-handling
¢ Dealing with the media at incidents where necessary.

Details of crimes and press statements are released via the Medialine. These are recorded
information lines covering the central; western and eastern areas of the force.

When the office is closed, the Force Communications Centre handles press calls and updates

the Medialine. The duty:inspector can be reached on 0121 626 4040 (mtema 7802 3036).

A member of staff from the Press & Publlc Relations Department is on call 24 hours a day,
seven days a week: They can be contacted via the Force Commumcatlons Centre.

PUBLIC RELATIONS ' '
The public relations role is aimed at promoting the achievements of the force as weil as
providing marketing advice. -

The public relations section is responsible for:

# Writing press releases

4 Organising promotionel campaigns

4 Preparing the Chief Constable's Annual Review
# Producing the force newspaper, News Beat

4 Publishing promotional boeklets and leaflets

¢ Maintaining the force‘s,interhet'and intranet sites
4 Providing promotional photographic material '

# Producing offline multi media e.g. DVDs

ADMINISTRATION SECTION .
The administration section provides an |mportant back—up sewlc 1o the department and is
also responsible for: -

4 Publishing a.computerised daily press clittings summary

4 -Recording police-related television and radio programmes
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LEAFLETS AND POSTERS
 The department produces a wide range of
publicity leaflets and posters, some of which

_ can be viewed on the intranet under Press and
PR Department, Publicity Material, Design and
Print Catalogue. This material can be ordered

direct from Design and Print on 7800 2110.

MEDIA AWARENESS TRAINING ,
A one-day media awareness course exammes -
the role of the media and shows how officers

can get the most out of their dealings with them.

The course includes some practical work
involving television interviews, For more details
about media training contact your Employee
Development Officer.

MESSAGE OF THE DAY ,
The Press & Public Relations Department is
responsible for updating ‘Message of the Day’
on the force intranet site. If you have something
of forcewide interest which you would like to

publicise, contact the department on 7800 2180.

NEWS BEAT , ,
News Beat is the in-house staff newspaper.

Produced monthly, it contains general news and

a variety of features. Copies of News Beat are
_distributed to local MPs, the media, retired

_ officers, other police forces, etc. The paper
welcomes letters, suggestions and ideas for
features from readers.

PLASMA ADVERTS

~ The internet team has produced a rahge of 'on' -

line adverts for use on plasma screens. To view
a selection of the ads; see the Press and PR
intranet site. '

__contains some guidelines to use
- members of the public and oth
_ For a copy, see the Press & Pu

 PLAIN ENGLISHIP OFREAD 'ne

, :hke to pubhcrse conta

Relations Desk and ask the
release. ,

PRESS RELEASES f

If you would like to receive copies of some of
the press releases |ssued 1o the media, -
complete the form on the internet or intranet

and they will be sent drrect o your e—marl

~ account.

PUBLICITY CATALOGUE

If you are organising a campaign or

leaflets or posters, see the Public

on the departments intranet site. The site also

_has alink to the Home Offlce pub
' catalogue -

 STYLE eurm-:

We have produced a ‘Style Guide ,
n writing to
anisations.

Relations

mtranet site.

VlDEOI RADIO I..IBRARY

and local radio progra
__ along with police-rel.

appeal programmes

,avallable for vrewmg on equest
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REMEMBER:

- Although dealing with the media can be
demanding and time-consuming, publicity
can bring a swift response and. considerably
shorten your investigation.

WHAT THE MEDIA WILL WANT TO
KNOW

_ Checklist:

, An outline of the incident - (excluding
_ information which may be crucial to an
_investigation, eg, the exact words used.)

Where the incident happened — don't reveal
IP’s full address.

,Wh:'en the incident occurred - the time, day
_and date.

_Who was involved - do not release the
names of victims of crime or people involved
RTCs without their express permission.

'How the incident happened

Ages and occupations of people charged,
he area where they live, full details of the
charges, whether they have been kept in
_ custody or granted bail, what court they will
_ be appearing at and when. (Do not release
ames or full addresses until after any court
appearance)

, ontact numbers in cases of appeals for
_witnesses.

’ Descriptions of offenders

Other information such as vehicles used,
injuries, the name of the hospital victims were
taken to, etc. Remember, newspapers will
~usually want photographs of murder victims.
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responsxbmty on journallsts not to pubhsh or
i , whsch may prejudice a jury. Therefore officers

. BOGUS GFFICIALS
_Media reports about bogus officials alert members of the public
_ to be on their guard. Where possnble give details of the road
where the offence took place to raise awareness in the area and
_ appeal for witnesses. If the road name will clearly identify a
| ,erable victim, use the name of the nearest main road instead.

is about to |

1 be prepared Do not give names of victims in
attempted suicides.

t ';ve the i en’uty of anyone cautloned for an offence.
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COMPLAINTS AGAINST THE POLICE

Queries regarding complaints against the police should b
referred to the Press and Public Relations Department
will liaise with the Professional Standards Department ,
prepare a statement.

CONTAMINATION OF FOODS , ,
No details should be released untll a statement has t

should be referred to the Press and Publlc Relatl
,Department

COUNTERFEIT MONEY -

As with other types of fraud, alerting the publec vi

media can help put them on their guard (advice sho!
sought from the Press and Public Relatlons Departm nt ,
before speaking to the med|a) ' -

cRIME ' ' -
Details of general crimes; eg, burglary, robbenes, eriminal

damage, may be given but consider what is being achleve '
- are you merely contributing to the fear of crime? Ifa
_decision is made to release information, victims' personal
details must only be released with their permission. The
road name where the incident took place should be

highlighted to alert people living nearby and appea
witnesses. Do not go into details about the

of entry in cases of burglary. Serious crime att

of media attention should be referred to the Press and
Public Relations Department.

DESCRIPTIONS
Only mention someone 's race if it is stnctly releva iie
- descriptions. Avoid using words which may be
offensive eg, ‘half-caste’ or cotoured’ Instead
_race’, 'black’ or ‘Asian’. , ,

DISORDER

~ Public order incidents can be released with detalis of how
the disorder started, how many people were involved, any
damage caused and any injuries to police officers. Give =~
brief details of people charged ie, ages, the area where they
live, charges and court dates.

ESCAPES ,
Requests for information about pnson escapes should be
referred to the Home Office. ,

how the escape itself took place; The name of the escapee
may be released in appropriate circumstances. F

guidance contact the Press and Public Relat n
Department.
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appea tobe no susplcmus c:rcumstances
and we are not lookmg for a Ione else
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VIOTIMS (IDENTITY OF)
In criminal ¢
unless they have agreed to publ |C|ty But ,

consider'that some v:ctlms want to teli thelr story

- i a victim requests anonymlty, thls sh utd
deta:ls about the incident stself shou 'b

_and address may be ngen upon request to the r
formal identification has taken place If there are obje
officers should pomt out that detalls will be made pi

an mquest

i there is any doubt the matter should be referred
and Public Relations Department.

Media traihihg

™ COURSE

,nd PR Department and the

to your Employee Development
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etting the most out of radio
c T\/ mter\/levvs‘?

What are your objectives?
o Af peahhg for help
@ Gaining support from the pubhc '

¢ Promoting the force/pohce offtcers/your

Giving the pubhc adv;ce or mformatlon
L A’n'swer g critic;ism' '

_ Write down in I,eSs,thah 20 words the three most important
points you want to make.
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Handling radio chat shows and phoné-ins

% Radio chat shows and phone-ins have a more informal,
relaxed style - adapt your own style accordingly

% Think of someone who may be listening to the programme
and talk to them as if they were sitting opposite you

4 Dig out facts and ﬁg'ures to support yout argument

4 Research your subject well but if you cannot answef a
question say so and give the reason why '

& Decide which points you must get across and those which '
you would like to get across. Every time you answer a
question try to use one of those on your *hitlist’

% Give figures in non-mathematical terms, eg “one in four"
rather than "25 per cent’

Live or studio television interviews

, DON'T t

% Arrive at the studio early there are often delays a‘t natural

reception

L Ask to see th'e introduction and what will be ,said,abo'utybu' o

% Meet the interviewer and other people involved in the -
interview ,

@ If others are taking part, check the speaking order

& Ask what the first question will be

Location interviews

. lf being interviewed in your office, tidy up and remove '
anything inappropriate

% Put a notice on your door askmg for quiet and no.
interruptions

# Divert your telephone
4 Sit forward and look alert

# If being interviewed outside; check the backg’rouhd
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taff our burldmgs our vehicles
tlonery are, in effect, our

members of the pu,bhc and a strong,
professional identity helps develop

Developing a corporate identity means
adopting a standard, consistent
approach:in-respect of how we present
ourselves in everything we do. For
xample, what state are our vehicles
Are our.uniforms smart? How tidy
L dings? How do we present
hen writing to the public?

ifficult to maintain -a consistent
‘image in any large
on - that is why each and
s has-an important role
¢ 1o present ourselves
nt, professional
on, we need:to comply with
dards laid down.

Jorporate Identity Manual sets out
nt.rules which; if
relp establish a clear
ss the whole force area. In
ould help us achieve a-
coghised corporate
iHich people can relate to and,
ame time, associate with:a
ssional, efficient, police service.

E FORCE CREST
ry time we use the force crest we
e'making a statement about our
rganisation - therefore it is vrtal itis
‘used correctly.

" The crestis a distinctive, identifying
symbol which should be included in as

many internal publications as possible

and EVERY external publication.

pe, styie proportlon,

he crest or

_can be obtained from '

n an Print Department).

CORPORATE COLOURS

Force crest

Where applicable, the force crest should be produced
using full four-colour:process to-the exact specifications
as shown in the Corporate Identity Manual. To ensure
correct reproduction’it should only be published using
p’rofessiOnal printing methods. Where full-colour process
is not being used, the crest should be reproduced in
black and white.

The corporate colours of the organisation are: Reflex
blue and PMS109 yellow:

Font type and size
The font used in written correspondence to the public
should be Arial 11 or 12 point.

STATIONERY

Stationery is often the first introduction the public have to
West Midlands Police: It acts as a formal link and plays a
vital role in projecting our identity so it 'should be clear,
concise and consistently laid out.

General stationery must be the same design and:layout
for all operational command units and departments. Pre-
printed stationery should be ordered from the Design and
Print Department at Lloyd House. Letterheads are also
available on the Standard Forms intranet site. Computer-
generated stationery should not be ALTERED OR
AMENDED IN ANY WAY, unless with the permission of
the Press & PR Department or the Design and Print -
Department..

Endorsements ,
The only additional elements allowed on letterheads are:

4 Campaign endorsements
% Professional marks eg, liP award

A maximum of three symbols can be displayed.

PROMOTIONAL MATERIAL ,
Promotional material or material intended for external use
should be produced in conjunction with the Press &
Public Relations Department.

Copies of all external publicity must be passed to the '
department prior to printing to ensure it complies with the

corporate rdentlty and are proofread.

CORPORATE POWERPOINT

A copy of the corporate Powerpoint is available on the on
line version of the Corporate Identity Manual. This
template will be updated regularly and should be used in

'all force presentations.
GORPORATE IDENTITY MANUAL

A copy of the Corporate Identity Manual is available on
,the Press & Pubilic Relations Department’s intranet site.

";For more information...

If you have any queries about any aspect of corporate
identity or would like more details about the corporate

_standards in respect of buildings, vehicles or uniforms,

please contact the Press & Public Relations Department
on extension 2567 or the Design and Print Department
on ext 21 10.

MOD100055157



For Distribution to CPs

nunications checklist

audience?

courage you to think about your target audience. Who
many people get left out of the communications chain

means eXhaustyive, -and is only aimed at being a general guide;
propriate in particular cases.

EXTERNAL AUDIENCE
[Z1Members of the public (general)
~ [LJKIN members
. [1Specific groups eg, children, teenagers,
parents, businesses
Strategic partners
E)Media
[C)Police Authority members
1 ocal authority members
)L ocal opinion formers (eg councillors, MPs)
. O Constlltative Committees
_ [LINeighbourhood Watch co-ordinators
~ [)Pressure groups/iocal interest groups
[ Other.

EXTERNAL COMMUNICATION METHODS
[internet
[)Press release
L) Specialist publications eg; Police Review,
Crime Prevention Information Digest
[ZYPersonal letter
[ Voicebank (for details of incidents via Press
Office)
[JE-mail to specific groups
[JPoster
LI Newsletter
[L}Press conference (via Press Office)
) Advice line
_ [L)Advertising, eg, radio, buses, plasma screens
- [)VE Relay - KIN
L1Emergency text messages (Media)
leaflets
[_1A frame trailers
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¢ lndcv:duas under cnvestlgation ”
@ Pre verdxct medxa bneflngs in cnmmal cases
Releasing detalls of ‘old’ cases
'nforthatioh about sex of,fenders; -
- ,@ Deaths in polxce care or custody

o 4 The nammg of victims or w:tnesses of cnme, road collisions and other
, 'mctdents '

"«e Photographs of named people

.e Police- hetd /

o Agreements wﬁh programme—makers and takmg the media on pohce
' operatlo s

- + G ' eral guvdance notes

|st ' Cidents and racually m tlvated or aggravated offences
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Contacting us

if youy want to contact us...

The headquarters Press & Public Relations Department is based at Lioyd
House. '

Post External No. Internal No.
Head of Press & Public Relations 0121 626 5198 2568
Head of Public Relations 0121 626 5197 2567
Head of News 0121 626 5411 2191
News Desk 0121 626 5858 2500
'~ Public Relations Desk 0121 626 5496 2561
0121 626 5029 2668
0121 626 5497 2562
0121 626 5499 2565
0121 626 5141 2281
Publications Support Officer 0121 626 5378 2260
Internet Support 0121 626 5456 2564
Intranet Support 0121 626 5180 2180
Photographer 0121 626 5495 2947
Admin Desk 0121 626 5565 2566/2463
Fax 0121 626 5190.0or | 2560
0121626 5111 2191
Email: press office@west-midiands.police.uk
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