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Introduction

The Government of Canada’s 2002 Communications Policy,
like its predecessors, states that communications with the
public and the media are a part of the duties and responsibili-
ties of public service managers and program experts. There-
fore our department designates them as spokespersons to
respond to media inquiries within their area of responsibility
and cxpertise, In murn this gives them direct opportunities to
publicly promote the important work that they and our depart-
ment are doing for the environment and Canadians.

This media interview tips guide has been produced by the
Communications Division of the Community and Departmen-
tal Relations Branch to assist Atlantic region media spokesper-
sons. It has been designed both to supplement the two-day
media interview training workshops that are periodically
organized for regional media spokespersons, and also to assist
people who have not attended that wotkshop. In addition the
regional Communications personnel are always available to

assist and advise spokespersons regarding media interviews.

Kecp this guide handy and review it regularly, but especially

betore important interviews.



What Reporters Do

and How They Approach Interviews

It is important to understand that while reporters are not your enemy,
they are also not your friends. They need vou at times in order to do
their job, and you need them sometimes in otder to do part of vour job.

When reporters interview you they are just doing their job of finding out
the details for a story that they have been assigned to cover. As profes-
sionals they strive to cover a story objectively without “an agenda” or
preconceived ideas.

Reporters know what makes good news stories. Thev are typically stories
that contain controversy, drama, good-guys versus bad-guys conflict,
criticism, something unusual and/or something about people. Accord-
ingly reporters are typically in search of statements from the people they
interview and angles to a story that will make what they prepare as
interesting as possible to their readers, listeners or vicwers.

Reporters typically try to get two sides to a story, and more if they have
the time. If there are opposing vicws about something, theyv typically
highlight that dramatic angle ... again to make what they produce more
interesting and also more complete. As a result however, if they have
interviewed someone with opposing views before they interview you,
they are very likely to ask you about those views. That is simply how it

works.

Most reporters are, by the nature of their jobs, competitive. They typi-
cally try to be the first to cover a subject, and when that is not possible
they try to be the first to cover new or different aspects of the subject.
This dynamic can influence both their personal style and the tpe of
questions that they ask.

You should not feel intimidated by reporters. Most reporters are not
“out to get vou”. They do not deliberately try to embarrass people, or
make them look bad or get them in trouble as a result of an interview.
On the other hand, regardless of their personal style many of them do

—3—



employ various common techniques and styles of questions in order to
get bevond vour prepared answers so that they succeed in getting all of
the information they possibly can and in language that their audience will

understand.

In turn, if you are aware of those techniques and styles of questions you
can do more to ensure that you remain in control of telling your story
about something in the way that vou wish to do so. Many of the most
common techniques and types of questions used by reporters are
described below along with tips on how to deal with them.

The Crux of Successful Interviews:

Preparing and Using Your Key Messages

The most important thing that vou can do to ensure successtul media
interviews is to prepare “key messages” about vour work in advance, and

then usc them when vou respond to questions.

Once you have vour messages ready, with some practice vou will be able
to implement the strategy that no matter what question is asked, your
answer is your opportunity to say what you want to say...especially
if vou utlize some of the techniques outlined below, such as “bridging”.

This stratcgy is embodied in the following otten-quoted statements made

to reporters by rwo well-known political figures:

*  “l am now ready to give the answers I have prepared for your

questions.” Former French President Charles DeGaulle.

* Do vou have any questions for my answers?” Former US. Secre-
tary of State Henry Kissinger.

Thus always remember that vour answers are far more important than
their questions.

ey messages are also often called “press lines™ or “media lines™, and
typically Communications personnel work with spokespersons to pro-
duce them. Sometimes they are prepared in our region for the use of our
Ministet.



Using Generic National and Regional Messages

National and regional Communications personnel regularly prepare
generic messages for all of our department’s priority issues and pro-
grams. Typically this is done in conjunction with program personnel. The
messages are placed in communications plans and strategies, media lines
and other related documents. The Atlantic region’s Communications
division periodically collects the national and regional generic messages
together in one document, and makes them available to our regional
media spokespersons.

The spokespersons should study the generic messages for their areas of
responsibility and determine which ones to use as their own key mes-
sages. In addition they may need to prepare more specific ones.

Preparing Your Own Key Messages

To prepare your own key messages, first think about what vou most
want people to know about the particular subject, and what vou would
most like them to remember. Then prepare briet statements that tell
people those things.

Sometimes one keyv message is enough; however typically vou should
prepare two or three, but rarely more than that number.

Keep the messages short...usually just one sentence long, And make sure
that they contain a complete statement that will make sense on its own.

Use simple everyday language that everyone will be able to understand.

Try to prepare messages that are interesting, catchy and compelling. Your
goal is to speak in “quotable quotes”.

Trv to prepare statements that vou will easily remember, and that Atlan-
tic Canadians will remember after they read or hear them. The regional
Communications division personnel will be happy to assist you with this;
so please do not hesitate to contact them.

After you have prepared vour key messages, write them down in the “My
Messages” section at the end of this booklet. Then practice using them
so that you are totally comfortable with saying them in a natural way.
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Preparing Messages For
Special and New Initiatives

In addition to preparing and using key messages for your regular ongo-
ing programs and initiatives, you may also have to prepare messages for

special or new initiatives or for special events.

This is almost always done in the form of preparing media lines or
questions & answers documents. One of the regional Communicatons
personnel will always work together with you in the preparation of these

documents.

Using Your Key Messages

If vou arc doing a media interview on the telephone vou should have
your kev messages on your desk for reference, however you should not

sound like vou are reading them.
Always use vour most important message first.

During interviews try to use one or two of vour messages as soon as
possible. Then repeat it or them regularly throughout the interview. Do
not worry that you may sound repetitious because typically only snippets
of what you say will actually be used by the reporter. By repeating your
messages vou will be increasing the likelihood that they will be used by
reporters.

If appropriate, be sure to convey your messages with conviction, energy

and perhaps passion.

If appropriate, reinforce vour messages with one briet concrete example

or onge pertinent fact.

Stay consistent in how vou sav your messages, however also be flexible

¢nough to reword them somewhat as vou respond to various questions.
Finally, remember to review your key messages periodically to check if
they need to be updated. The regional Communications division person-
nel will be happy to assist you with this.



Pre-Interview Discussions

For all interviews vou have the right to request a pre-interview discus-
sion, and you should never do an off-the-cuff intervicw. You should
always have at least a brief discussion beforehand. This will enable vou
to be certain that you are the cotrect person to do the interview, and it
will help you prepare for it.

In a pre-interview discussion you should ask:
*  What does the reporter want to interview vou about ?
* If itis not obvious, why is the reporter doing a story on the subject?
*  What types of questions will the reporter ask during the interview?

*  Will the reporter be intervicwing other people as well, and if so
whom will they be ?

®  What is the deadline for the story ?

Pre-interview discussions can be an excellent opportunity for vou to
influence what the reporter will ask you during the actual interview:
Reporters don’t always know the subject they have to interview vou
about, and therefore during this discussion you can suggest appropriate
questions that you would like them to ask.

[t is important to remember that what is said during pre-interview
discussions is never “off the record”. The moment vou begin speaking
with a reporter you may be providing them with information even if vou
think vou are just having a casual conversation and that the actual inter-

view has not started yet.

In special cases when you are going to be discussing a particularly
sensitive subject, after you have the pre-interview discussion you should
notify appropriate managers about the interview before you do it. The
managers may wish to assist you in your preparations for the intcrview,

or alert others about it.

In addition, after a pre-interview discussion you can contact one of the
Communications Division personnel to learn more about the reporter,
the media outlet, etc. in order to assist vou in your preparations before

vou do the interview.

—7—



The Difference Between

Reactive and Proactive Media Interviews

Reactive interviews occur when reporters contact our department to
speak to a spokesperson. In other words, the reporters initiate the

interviews.

Proactive interviews occur when our spokespersons (or Communi-
cations personnel on their behalf) actively contact reporters in order
to encourage them to report on subjects of importance to us. In

other words, we initiate the interviews.

All of the tips and guidelines that follow apply to both types of

interviews.

However it is important to bear in mind that it is often casier to be
carcless when vou are giving proactive intervicws. The dynamic tends
to be more relaxed, friendly and non-threatening, Therefore spokes-
persons may end up speaking more casually and conversationally
without regard to the tps and guidelines in this booklet. However, it
is precisely the proactive interviews that are of such importance to
us that we actively initiate them that require extra careful adherence

to the contents of this guide.



General Do’s and Don’ts

For Effective Media Interviews

Review the following tips regularly, and always follow them in order to be
effective in media interviews,

= * Always have a pre-interview discussion first.

n *  Alwavs remember that media interviews are not

normal conversations.

*  Always remember that during interviews you are speaking as a
representative of our department; not as a private professional or
individual.

¢ Always remember that your job is to give pertinent facts during intet-
views, and never your own personal or professional opinions about
subjects.

¢ Always be prepared in advance to discuss factual information within
vour area of responsibility about your projects, programs and reports,
etc. You should develop some kev messages about vour work and then
think about how vou can work them into interviews. As well, betore an
interview try to anticipate the questions that will be asked and prepare
answers for them. For some keyv subjects regional Communications
personnel work with spokespersons to prepare written Question and
Answer documents in advance of announcements and interviews.

*  Think positively and consider every intervicw that you do to be an
opportunity to tell Atlantic Canadians about the important work you
and our department are doing, If you think negatively and consider
interviews as a nuisance that vou would rather avoid then that attitude
will likely negatively affect the tone and content of the interview:

* Respond to phone calls from the media as soon as possible. Reporters
are usually working on tight schedules to meet deadlines. On the other
hand, vou should not feel you must call immediately. You should take
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u some time to prepare vourself for an interview.
n Typically vou will know in advance what subject
the reporter wants to discuss, however you

(Cont’d) should confirm this during a pre-interview

discussion when vou do contact the reporter.

Always be prepared in advance to answer the toughest question that
vou can imagine and that you hope the reporter won't ask (if there is
one), rather than the easiest question that you hope the reporter

will ask.

During interviews take some time to collect your thoughts and plan
vour answer before beginning to reply to a question. You do not have
to respond immediately. Furthermore your pauses to think are almost
never reflected in newspaper stories or broadcast on radio or televi-

sion. The reporters use what you actually say.

Always stay within vour own area ot knowledge and expertise when
responding to questions. [f you arc not the appropriate person to
respond to a question then tell the reporter that, and if you know who
the appropriate person or agency is then tell them that.

Be prepared to lead reporters to ask appropriate questions. Reporters
sometimes don’t know enough about some subjects to be able to ask
all of the questions that thev should ask.

Always stick to the facts that vou know:

Provide information in “plain English™ without using bureaucratic and
scientific jargon. ixplain things in ¢veryday language the way that you
would to a family member or neighbour, rather than the way yvou
would talk with co-workers and colleagues. However, when yvou do this

avoid using slang or being tolksy.,

Avoid using acronyms. Give the full names for things so that reporters
and Atlantic Canadians will understand what vou are saving,
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Keep your answers brief and to the point of the question. Then stop
talking ...even if the reporter pauses (which is 2 common technique to
draw more information out of you).

Use short examples to clarify your points if possible.

Be forthcoming and non-evasive when replying to questions. If
information cannot be discussed ot released for some reason, then say
so and explain why it can’t be.

Stay calm if a reporter becomes aggressive. It is usually just a tech-
nique the reporter is using to try to throw you off using your planned
answers.

Feel free to revise and reword your response if it did not come out the
way you intended it to, or it was too long, Simply say something like:
’let me start that over again”, “ let me clarify what I mean”, or “let me
say that in another way to be clearer”.

If you become stuck or unsute of an answer, then simply say that vou
do not know the answer to that question. Similarly, if a subject comes
up that you do not wish to discuss simply either use the bridging
technique described below or say that you are not prepared to respond
to that question. It is better to avoid a topic you are uncertain of than
to try to fake an answer.

Feel free to add more information, if appropriate, after a reporter has
finished their questions. If their questions did not address the heart of
the subject and you did not use the bridging technique to get to it, or
if you feel that you did not convey your messages the way vou had
intended to, simply tell the reporter that you would like to add some-
thing to what you had said.

Similarly, if a reporter asks you at the end of the interview if there is
anything you would like to add or if there is something else they
should know about, then do take advantage of this opportunity. Either
use this as a last chance to repeat your most important key message, or
as an opportunity to use a key message that you were not able to use
during the interview.
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, . . . . .
DON I *  Never do an interview with a reporter if
n

vou are not the appropriate designated

spokesperson. Arrange for the right
person to return a call to a reporter who has left a message for you,
or direct the reporter to that person and then immediately notify
the person.

Never ever provide your own personal opinions about subjects
¢ven when vou are asked to do so. Remember that vou are alwavs
speaking as a representative of our department, not as a private
professional or individual. If vou have personal or protessional opin-
ions and vicws that differ from those of our department never express
them during an interview: If a reporter asks yvou for your personal or
protessional opinion simply start your answer by saving “the view of

our department is...”" and then state that view.

Never agree to answer questions or engage in discussions “off the
record”. There is no such thing, Always expect anyvthing vou say to be
quoted, even if it 1s said when tape recorders or cameras are not
turned on. Theretore also assume that anything vou say in casual
conversation either betore the interview formally starts, or after it

ends, may also be used by the reporter.

Never say “no comment” in response to a question. The phrasc is
often viewed as an admission of guilt, and it can make you and our
department look bad. If vou cannot provide an answer to a question,
explain why.

Don’t speculate about things even when vou are asked to do so. Say

3

something like: ** Rather than discussing speculations [ would like to

discuss the facts which are ...”

Don’t discuss advice or recommendations you provided to our scnior

managers or Minister in briefing materials.

Don’t criticize government decisions, policies or programs.
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Don’t criticize or attack opponents of our plans and programs.

Don’t provide more information than you are asked for unless you
have a very good reason for doing so. One good reason would be if
it is necessary to do so in order to communicate one of your key
messages.

Don’t try to manufacture an answer to a question when you don’t
know it. If you don’t know the answer to a question, then simply say
so and then offer to find out the answer.

Don’t give too many details, figures or examples when you are replying
to a question. This can overwhelm an interview.

Don’t say “that’s a good question”. Very few people can pull that off.

Don’t get in an argument with a reporter. An interview is not a debate.
If necessary say: “ I'm not going to argue with you. The simple facts

»

are... .

Don’t repeat a negative statement or accusation the reporter said in a
question when you are replying to it. If you do it reinforces it and also
it can be used as a quote of something you said.

Don't utter “um’s”, “ah’s” and other filler noises when you are thinking
about what to say. This can give the impression that you don’t know
your subject well. Simply remain silent while you are thinking, and then
give your reply.

Don't tty to be funny or humorous during an interview. It is rarely

appropriate during interviews about our department, and it is difficult
to do successfully.
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Conveying Your Key Messages...

Using Techniques Called “Bridging”,

“Headlining/Flagging”, “Hooking” and
“Rephrasing”

After vou have read about the techniques described below, watch for
them when vou are listening to radio interviews or watching interviews
on television. You will see how commonly thev are used by people in
both the private and public scctors and also how very effective they

can be.

[13 H H 19,

Bridging”:
This 1s the most commonly used and best technique, and it is the most
important one to master. One wav to describe bridging is to sav that
regardless of the question that is asked vou give the answer that vou
want to give... which is one that includes vour key messages. When using
this technique you acknowledge the question, and then use a “bridge”
phrasc that gets you to being able to use vour key messages. The tollow-
ing are ¢xamples ot typical bridge phrases:

“The real issue is ...

“The most important thing is..”

“But whats really significant about this is...”

“But something we shouldn't forect is..”

“That leads to the question of...”

“Just the opposite is true...”

“An equally important question is...”. Then state the question and
answer it

You can also create your own bridge phrases in advance that you will be
comfortable using,

Your bridges
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“Headlining or Flagging™:

Use this technique when vou have something important you wish to
emphasize. Simply tell the reporter that it is important. For example, you
can use phrases such as:

“The most important thing is ...”
“The essential issue here is that...”
“If there’s one point I want to emphasize it’s ...”

“Our key concern is...”

“Let’s be perfectly clear that...”

“Hooking”:

Using this technique you phrase a response to a question in such a way
that the reporter has little choice except to ask for an elaboration from
vou. For example, you can say:

“QOur report contains several important recommendations”—but don’t
say what they are.

“We are using a two-pronged approach to deal with that”—but don’t
desctibe the approach.

Then the reporter will usually ask you to elaborate.

“Rephrasing”:

Using this technique you first rephrase a question to put a different
“spin” on it, and then answer it the way you want to with your key
messages. For example, you can say:

“The key question to be asked is...”

N

“Essentially what you are asking is....
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APPENDIX #1

Typical Problem Question Types and

How To Handle Them

Some reporters use some of the foll wing types of questions, however
they are all easy to deal with when vou recognize them and have a
strategy for handling them.

Remember—vour answer is always more important than their question.

The Loaded or Set-up Question:

This typically consists of a long preamble and then a loaded question
at the end such as...”Do vou agree with that ?”

How to respond: Challenge the premise or scenario outlined in the
question, and then state your positive version of the facts. Also, if vou
are being interviewed on television, be careful not to nod vour head
during this type of question because it indicates vour agreement with
what is being said.

The Broad Brush/ Multi-Department Question:

This type of question goes beyond our department to include aspects
of the work we are doing as partners in conjuncton with other federal
or provincial departments.

How to respond: It is very important that vou never comment on,
or criticize, the activities of other departments we are working with,
even if (and especially when) vou personally are unhappy with some
aspect of the performance of the other department(s). You can only
speak for our own department and vour area of expertise. Simply
always emphasize the positive aspects and results of the collaborations.
As well, you can employ some of the techniques described below for
related types of questions.
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The “Second Hand” or “Empty Chair” Question:

This type of question contains a quote from someone who is not
present during the interview. Typically this would be someone who is
critical of something our department has said or done.

How to respond: Don’t argue with someone, or their position, when
they aren’t there. Say vou haven't personally heard or seen the remarks,
and therefore vou do not wish to respond to them. Then bridge to

using your own key messages.

The Irrelevant Question:

This is a question that is unrelated to the interview subject. Some
times it is asked accidentally, and other times it is intended to throw
vou oft vour prepared answers.

How to respond: Acknowledge the question, then simply bridge to
using your key messages. For instance you could say “that is an inter-

]

esting question, but the real question is ...”” and then use vour planned

key messages.

The Hypothetical/Speculative or Devil’s
Advocate Question:

This type of question asks you “what if...?” or “what would vou do

if...7

How to respond: Don't cver speculate or try to predict what might
occur. Say that the question is a hypothetical one and then say, “*But

that raises the essential issue of...” and then state vour key messages.

The Catching-You-In-An-Inconsistency
Question:

This type of question points out when you or our department has

taken more than one position or given more than one response to the
same question.
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How to respond: If it is true that you or our department has been
inconsistent, then admit it but don’t act defensive about it. You could
point out that the situation has changed, or that new facts have entered
the picture, etc. Or vou could simply explain the correct current
position or facts.

The Questionable or False Fact(s) Question:

This type of question is based on questionable or false facts or infor-
mation, or it may ¢ven be completely fabricated.

How to respond: If you are confronted with a fact you are not
tamiliar with, then either ask for the specific source of it, or disassoci-
ate yourself from the fact or simply deny its validity.

For example for the question: *“A recent report by a major university
says vour department has the worst performance rccord in the field.
What’s vour comment on that? *

An example response would be: “I have not seen that report, however
I certainly question what vou say it says because..... and then you use
your key messages.

The Yes Or No or Either/Or Question:

This type of question is designed to trick you into choosing between
two negative options.

How to respond: You should refuse to choose either one of them.

For example if the question is: *“Was the recent incident caused by

poor training or faulty equipment?”

A good response would be: “Neither one of those. Our employees
receive comprehensive training and their equipment is inspected
regulatly. Actually we believe that the cause was ...”
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The Fishing Trip Question:

This type of question ts deliberately vague and broad in order to get
vou to start talking in the hope that the reporter will find something to
explore in more detail.

How to respond: Idcntify that the question is too broad or general
and ask for a more specific one.

For ¢xample in response to the question: “What's vour department’s
P p q ) P

policy on ¢nvironmental assessments?”

You could respond: “That’s a very broad queston. What specific

aspect of our assessment process do you want to know about ¢

The Are-You-Happy/Satisfied Question:

This tvpe of question is designed to get you first to go on record as
being happy or satistied with something. Then the reporter will quote
someone who is not happy or satistied about it, and ask how vou can
be happy if they are not.

How to respond: Remember that it is inappropriate to talk about
vour personal opinions or cmotions when speaking on behalf of our

department.

l'or example if the quesdon is: “Are vou happy with vour department’s
handling ot this incident?”

You could respond: “We have conducted an evaluation ot this inci-

dent, and we have concluded that it was handled appropriately.”

The Pregnant Pause Non-Question:

This type of non-question is a long pause that is deliberately used to
get you to say something, or something more, because vou feel uncom-

tortable.

How to handle this: Don't fall tor this; simply remain silent. It is not

up to vou to fill “dead air™; that is the reporter’s job.



The Totally Unexpected Difficult Question:

Sometimes no matter how well vou prepare for an interview, reporters
ask questions that you are totally unprepared to respond to and that
are difficult to reply to.

How to respond: Say “that’s a hard question to answer because”. ..
and then using the bridging technique to shift the question to one that
you want to answer that will enable vou to use your messages.

The Deliberate Interruption Question:

This is more a technique than a specific type of question. By interrupt-
ing yvour response, this technique is meant to throw vou off vour
prepared answers and get you to reply without thinking about the new
question,

How to respond: First sav: “let me finish responding to vour previous
question”’, and then finish the answer. Then ask the reporter to repeat
the interruptive question.

The Totally-Inappropriate-For-Our-Department
Question:

This tvpe of question asks vou something that should be answered by
someone who works in another federal department, or in a provincial
government department. This is often an innocent mistake; the divi-
sion of jurisdictions and responsibilities between departments is often
confusing,

How to respond: Simply explain that the question addresses another
department’s jurisdiction and refer them to the appropriate depart-
ment. If vou happen to know who the spokesperson on the topic is at
that other department then you could also provide the name, however
then as a courtesy you should call them an alert them about what vou

have done.



The Multiple-Questions Question:

This type of question deliberately or accidentally asks you two or more
questions at once. Sometimes it is a deliberate tactic to confuse people
and try to trick them into answering a question that they would not

have answered if it was asked alone.

How to respond: Simply pick the question that you think is most
pertinent and/or that is the one vou would prefer to reply to, and then

provide vour answer.

The After-The-Interview-Is-Over Question:

This question is intended to catch vou off guard after you have relaxed
and let down vour defences because vou think the interview 1s over.
The reporter might sav: “there is one thing I forgot to ask™, or
“another question just occurred to me.”

How to respond: Simply take a long pause before you reply to the
question, get vourself back mto “interview mode”, and think of your
main message again. Then reply to the question. This also provides
vou with an opportunity to mention any key points that did not come
up carlicr.
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APPENDIX #2

Preparation Tips For
Radio & Television Studio Interviews

*  Advance preparation is particularly vital for studio interviews. Try to
anticipate potential questions and practice answering them. Regional
Communications division personnel will be happy to assist vou with
this preparation work.

*  Prepare or review your key messages (as cxplained in the first section
of this booklet) and think about how you can work them into the
interview smoothly.

*  Arrive at the radio or television station early in order to give vourself
enough time to get comfortable with the surroundings.

*  Remember that you are “on the record” the moment that vou e¢nter the
studio. Thus be cautious what vou say in casual conversation before
the actual intervicw begins.

Radio Studio Interview Tips:

*  How you dress is important even for radio studio interviews because
dressing well can shape vour attitude and give you more professional
confidence.

*  Use the minutes before the interview starts to stretch and warm up
vour voice. A brief conversation with someone and a few deep breaths
will help prepare vour voice for an on-air radio conversation.

»  For radio news interviews, always answer briefly and succinctly. Learn
to get your kev points across in 15 seconds.

+ If you are on a call-in show;, don’t become defensive or be pulled into
an argument during calls from people who are hostile. Always try to
answer in a positive and friendly manner. It may help vou to respond
to callers in the same way that vou would to reporters by using the
guidelines in this booklet.
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Television Studio Interview Tips:

¢ Men should wear a conservative dark suit or sports jacket with a light
blue plain shirt if possible. They should avoid wearing a white shirt, or
a jacket or tie with a fine print or design (such as small stripes, checks,
ot herringbone pattern) which may be distracting to the television
audience. They should pull their jacket down at the back and sit on it.
This prevents the shoulders of the jacket from riding up.

*  Women should wear professional clothing with basic colours (avoid
red) and styles, and avoid a lot of jewellery that would show up on

television, particularly dangly earrings.

*  You should accept makeup services if the studio staft ofters them to

you.

*  You should remove tinted glasses before the interview unless that will
cause a problem for you. The intervicwer and vour television audience

will want to see vour eyves.

*  Take a few deep breaths before the camera is turned on. Sit erect but
not stiff. You should relax and try to avoid nervous gestures or man-
nerisms.

¢ Always maintain ¢ve contact with the interviewer. And don’t look at
the camera (unless it 1s a remote interview in which vou are in a studio
alone with a camera and camera person while being interview by
someone in another city). This will help vou to concentrate on the
questions, it will look more natural, and it will convey a better impres-
sion of vou to the viewing audicnce. On the other hand, if vou want to
particularly emphasize a kev message it is appropriate to look at the
camera directly.

*  Don’t nod your head while the reporter/interviewer is asking a ques-

tion unless you totally agree with what they are saving in the question.

— 24—



Keep your head up, and keep your hands away from your mouth and
nose. Also don’ clench your hands in front of you, and avoid exces-
sive hand movements while you are talking.

If you have notes or documents lay them flat on the table in front
of you.

Don’t play with a pen or pencil during the interview.

Remember that television interviews move at a quick pace. Keep your
answers brief and to the point. Your key messages are more likely to
be used if they can be extracted as “sound bites”.

Following the interview, a ditector may want to shoot extra footage
without sound in order to have different camera angles for the final
product. If this occurs remember that you are still on camera and act
accordingly.
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APPENDIX #3

MY MESSAGES

#l1.

#3

#4.
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MY MESSAGES
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