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Checklist For Implementing Media Training Within Your
Organization

Building a media-savvy team requires a strategic approach. This checklist will guide
you through the process of implementing media training within your organization:

Preparation and Planning:

1. Identify Key Media Spokespeople: Who within your company is most likely
to interact with the media? This could be your CEO, PR specialists, subject
matter experts, marketing managers, or even customer service
representatives depending on your media strategy.

2. Assess Training Needs: Conduct individual assessments to gauge existing
media skills and identify specific areas where team members might need
extra support. This can be done through questionnaires, self-evaluations, or
one-on-one meetings.

3. Set Training Goals and Objectives: What specific skills or knowledge do
you want your team to gain from the training? Consider objectives like:

o Developing clear and concise messaging for different media platforms.
o Mastering interview skills, including body language and vocal tone.

o Learning to handle challenging questions and potential crises.

o Building confidence and stage presence for media interactions.

4. Develop a Budget: Allocate resources for fraining costs, including trainer
fees, materials, venue rental (if applicable), and any travel expenses
associated with in-person training.

Choosing a Training Program:

5. Decide on Training Format: Choose between the following options:



o

In-person workshops: These offer a highly interactive experience
with immediate feedback and networking opportunities. However, they
may be more expensive and less accessible for geographically
dispersed teams.

Online training programs: These offer flexibility and
cost-effectiveness but might lack the interactive element of
in-person workshops. Consider a combination of online modules and live
sessions for a blended approach.

Hybrid Training: Combines elements of in-person and online training,
offering flexibility while maintaining some level of interaction.

6. Research Training Providers: Look for experienced frainers specializing in

media communication and relevant to your industry. Check their credentials,

experience working with businesses like yours, and client testimonials.

7. Review Program Content: Ensure the training program covers key areas

like:
(@)

o
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Message development and crafting compelling narratives.

Interview skills, including preparation, body language, and handling
tough questions.

Media relations and building relationships with journalists.

Crisis communication strategies fo manage negative press effectively.

8. Negotiate Contract Terms: Finalize training dates, costs, logistics, and any

additional support services offered by the provider with your chosen

training provider.

Implementation and Support:

9. Schedule Training Sessions: Choose convenient times that minimize

disruption to daily work schedules. Consider offering multiple sessions to

accommodate team members across different time zones or departments.

10.Prepare Training Materials: Provide participants with relevant handouts,

pre-reading materials, and access to any online resources or platforms used

in the training program.

11.Facilitate Interactive Training Sessions: Move beyond traditional lectures.

Encourage active participation through interactive elements like:



e Role-playing exercises simulating real-world media scenarios.

e Group discussions on case studies and best practices.

e Q&A sessions to address specific concerns and provide personalized
feedback.

e Video analysis of mock interviews for self-reflection and improvement.

12.0ffer Ongoing Coaching and Support: Media training shouldn't be a
one-time event. Consider offering:

e Regular mock interviews with personalized feedback.

o Media Q&A sessions to address current events or emerging media trends.

e Group discussions allow team members to share real-world experiences and
seek advice.

e Access to online resources, templates, or cheat sheets for ongoing
reference.

Building a Media-Positive Culture:

13.Lead by Example: If your leadership team is media-shy, it sends a negative
message. Encourage senior management to participate in media training and
actively engage with the media whenever possible. This demonstrates the
importance of media engagement and builds confidence within the
organization.

14.Position Media Opportunities as Career Growth: Highlight the value of
media engagement for professional development. Recognize and reward
employees who successfully navigate media interviews and contribute to
positive brand exposure. This incentivizes media engagement and fosters a
proactive approach.

15.Promote Open Communication: Ensure team members at all levels feel
comfortable seeking guidance and support from colleagues or media training
professionals when faced with potential media inquiries. Open
communication channels help mitigate risk and ensure a unified media
strategy.

16.Celebrate Media Successes: Recognize and reward employees who
successfully navigate media interviews and contribute to positive brand



awareness. Share positive media mentions internally to boost feam morale
and create a culture of media confidence.

17.Gather Feedback from Participants: Evaluate the effectiveness of the
training program based on participant feedback through surveys, one-on-one
meetings, or group discussions.

Following this checklist will ensure you implement a comprehensive media training
program within your organization, empowering your team to navigate the media
landscape with confidence and contribute to your overall business success.



