
PANSALB INTERNAL POLICY DOCUMENT ON COMMUNICATION WITH THE MEDIA
OBJECTIVES:

1. To regulate the interaction between PanSALB and the media 
2. To provide staff with a system that must be followed in dealing with the media 
3. To ensure that the Communication section provides optimum service to the interests of PanSALB 
4. To avoid duplication, misinformation or any other circumstance occasioned by a lack of communication within the organisation. 
PROCEDURE

1. It shall be recognised by all staff that the Head of Communication is the official spokesperson of PanSALB as an organisation. 

2. Should any staff member receive any query from the media requiring a response on behalf of PanSALB, such query should be directed to the Head of Communication. 
3. In the absence of the Head of Communication, such queries must be directed to the Communications Officer, and if that person is not available, then they shall be directed to the CEO or Assistant CEO. 
4. The Communication section, on receipt of any enquiry, will either respond immediately, or direct the enquiry to such staff member as may be deemed appropriate in terms of the enquiry. 
5. The switchboard operator shall be required to ensure that all enquiries from the media are directed to the Communication section. 

6. In the event of any staff member communicating with the media without first having followed the above procedure, or in the absence of an express authority from the CEO to do so, then the Communication section shall distance itself from any comments so made by the staff member. 
7. In such instance, and depending on the potential harm that such unsanctioned comments may cause to the image of PanSALB, such staff member may face disciplinary action. 
