


Step 2

Step 3

Step 4

Facilitate a 20-minute discussion between the two journalists and the participants
about media interviews. Encourage them to discuss the next day’s interviews, and ask
the journalists to offer tips on being a good interviewee. (15 minutes)

Ask the trainees for two volunteers. One volunteer will be an interviewee and the
other an interviewer. Ask them to do a 5-minute interview and allow for a 15-minute
critique session afterwards. Ask the journalists to first each give a short critique and
then open up the discussion to the participants. (20 minutes)

Ask the journalists and trainees to exchange business cards and contact
details. (5 minutes)

E. Group Work: Organizing the Media Event (90 minutes)

Step |

Make sure participants complete the following:

Write a press release;

Phone up journalists to attend the event;

Fax the press release to media outlets;

Confirm guests and speakers;

Decide on who does what interview and prepare focus points; and
Rehearse interviews.

F. Lunch break (60 minutes)

G. Group work continues: Organizing Friday’s Media Event (180 minutes)

Step |

Help participants complete the aforementioned tasks in preparation for Friday’s
media event.
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DAY FIVE

Objectives

Time

Session

Overview

Handouts
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By the end of this session participants will have:
1. Participated in a live media event that they organized themselves.
2. Received feedback from journalists who attended the media event.

3. Completed the training.

5 hours, 30 minutes

A. Preparing for Today’s Media Event 2 hours

B. Media Event 2 hours

C. Review of the Event 1 hour

D. Graduation 30 minutes

5A Example of an Evaluation Form
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A. Preparing for Today’s Media Event (120 minutes)

Step |

Step 2

Make sure participants have created a checklist they can tick oft as they’re completing
tasks. The list should have checks for the following, and participants can add items as
needed:

Made at least forty copies of the press release.

Made at least forty copies of the journalist fact sheet.

Refreshments confirmed to arrive one hour prior to the start of the event.
Interviewees and speakers briefed.

Confirmed the availability of two or more communication officials or other
representatives who are willing to be reached on their cell phones by journalists for at
least four hours after the event (to answer follow-up questions).

Prepared media event room.

Faxed each invited journalist and the reporter’s editor a media release.

Followed up with a phone call to each journalist.

Prepared a contact list with each journalist’s email address, landline and cell phone
numbers.

Prepared a registration list (or guest book)with categories for the names, email
addresses and phone numbers of everyone attending the event.

Prepared a program for the media event.

Made at least forty copies of the program.

Organized and confirmed transportation for speakers.

Assigned three participants to each keep track of media coverage of the event for
radio, television and print.

Make sure that all the above tasks are completed. Mentor trainees throughout.

B. Media Event (120 minutes)

Note: The senior journalists who participated in the workshop sessions on the first day and the

fourth day should take part in this session. It is important that their consultant contracts state

that they are contracted for a workshop session, to attend the media event and to take part in

the evaluation session of the media event and the graduation. Make it clear that you are not

paying them to cover the media event, although they are free to do so - instead, you are paying

them to provide feedback to trainees on their media event. In almost all the Local Voices offices,

journalist trainers also covered these events for their media outlets, as they found it newswor-

thy. Make sure trainees are aware of the fact that the journalists will be evaluating them.
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a. Press Conference (60 minutes)

» Make sure there are no more than three official speakers; e.g., if the media conference
focuses on pediatric ART, there should be a mother and child using ART, a doctor,
and a government official. There can also be a Master of Ceremonies or trainees who
introduce other speakers, but they can’t be official speakers as well.

 Speakers do not have to be trainees themselves (although trainees who are experts on
the subject of the media event can be speakers too). Speakers can also be someone
from the organization for which a trainee works.

o The room should be arranged in press conference style: a long table for the speakers
and chairs in rows for journalists facing the speakers’ table.

 Two trainees should be assigned to welcome journalists and show them to the media
event room.

o Refreshments should only be put out and served after the media event.

o Itis very important that each attendee fills out the registration list or guest book. This
will make the tracking of media coverage considerably easier and more reliable, as
participants assigned to this task will know which journalists to contact for follow-up.

b. Media Interviews (60 minutes)

o If you have access to a studio (all Local Voices offices have radio studios), have jour-
nalists book 10-minute interview slots. Assign a trainee to design a booking list and
keep track of it.

« If you don’t have access to a studio, create space at the back of the media event room
or in another adjacent room for interviews. Assign a trainee to design a booking list
and keep track of it.

o Serve the refreshments and encourage trainees to intermingle with the journalists
while the interviews are happening.

o Assign a trainee to take each interviewee a plate of snacks and something to drink, as
they’re unlikely to find time to fetch snacks for themselves.
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C. Review the event (60 minutes)

Step |

Step 2

Step 3

Step 4

Make sure that the four journalists who participated in the workshop as trainers stay
to take part in the discussion.

Congratulate the trainees on the event.

Ask the journalists to say aloud what they thought was good about the event, and
then what they thought was bad and needed improvement. Give each journalist about
5 minutes to do so. (20 minutes)

Ask trainees for their feedback. Allow everyone to speak. (20 minutes)

D. Graduation (30 minutes)

Step |

Step 2

Step 3

Step 3

Announce that the graduation is about to start and that the journalist trainers will
be handing out the certificates. Ask the journalists to congratulate each trainee
personally.

Note: The objective for using the journalist trainers to hand out the certificates is to

turther foster personal relationships between the trainees and journalists, so that both
can build on those relationships for the future.

Hand out certificates to trainees. (15 minutes)

Remind the two trainees who had been assigned to track media coverage to do so,
and announce that a complete list of coverage will be sent out within a week after the
training. (5 minutes)

Ask trainees to fill out a workshop evaluation form and thank them for their
participation. For an example of an evaluation form see Handout 5C. (10 minutes)
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Handout 5A-1: Example of an Evaluation Form

NGO WORKSHOP EVALUATION FORM
30 July- 2 August 2007 (PMTCT)
Nairobi, Kenya

The Internews team would like to know what you think about the workshop. Please fill out this
evaluation form honestly. This will help us in planning and structuring future workshops.

What were the most valuable/relevant skills you learned from the workshop?

How will the above skills help you at work?

Are there any skills on working with the media on which you would like extra individual help?

Give your comments/views on the impact our workshop and the guest speakers had on you:

1. Anthony Wafula, Radio Waumini

Rating _ Outof 10

2. Wangari Migwi, Coro FM,

Rating Out of 10
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Handout 5A-2: Example of an Evaluation Form

3. Anne Soy, KTN,

Rating Out of 10

4. Dr Fridah Govedi, KNH/Pumwani,

Rating Out of 10

What did you think of the two T'V stories you viewed (on ARVs and PMTCT)?

Do you feel our Media Resource Center could be useful to you? Please explain.

What do you think of this PMTCT Media Event that you organized; how was this exercise useful to
you? Please explain.

What is your view on:
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Handout 5A-3: Example of an Evaluation Form

The 5-day (or 4-day) workshop program (daily activities and timings):

The facilitators (Internews team)

Rating Out of 10

What suggestions would you give for a future workshop (to better suit you)?

In your organization (or any other organization you work with closely), is there anyone who inter-
acts with the media who might benefit from a similar workshop? If so, please give their name(s) and
contact information so we can invite them to a future workshop.

Your name (optional)

Organization (optional)

We enjoyed hosting you this week and look forward to working a lot more with you.
We would also like to be invited to your future media events.
Thank you!
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