
Media workshop for school leaders
Principals’ and Deputy Principals’ Conference 

Saturday, 28 September 2019

PDC Conference 2019 Comms Handout.qxp_Conference Agenda 254  25/09/2019  17:10  Page 1



2

!"#$%&'()*+,(-&.()&
/0,((1&2"%#")+

&'()*+,-'./0+1-'*+23+425567)8'9)27:0+;<=>
?@7- A.)-B0+425567)8'9)27:+>33)8)'B0+;<=>

34334"34")34")434")4$34")4$"34")4$"534")4$"5
%C D7*-.:9'7*)7E+9F-+G2H-.+23+9F-+5-*)'
#C I7E'E)7E+H)9F+9F-+G.-::
JC K.-::+.-B-':-":9'9-5-79
LC 4.'39)7E+'+:9.27E+5-::'E-
$C ;<=>+:6GG2.9

','',6',6&',6&"',6&"7',6&"78',6&"78%',6&"78%8',6&"78%8"',6&"78%8"&',6&"78%8"&5',6&"78%8"&5$',6&"78%8"&5$9',6&"78%8"&5$9,',6&"78%8"&5$9,&',6&"78%8"&5$9,&9',6&"78%8"&5$9,&9,',6&"78%8"&5$9,&9,"',6&"78%8"&5$9,&9,"&',6&"78%8"&5$9,&9,"&1',6&"78%8"&5$9,&9,"&1(',6&"78%8"&5$9,&9,"&1(0',6&"78%8"&5$9,&9,"&1(0%',6&"78%8"&5$9,&9,"&1(0%1',6&"78%8"&5$9,&9,"&1(0%1&',6&"78%8"&5$9,&9,"&1(0%1&
:"::"#:"#$:"#$%:"#$%;:"#$%;
! M28'B+5-*)'+):+'+(-./+G2H-.36B+8F'77-B+23+
825567)8'9)27
! 42:9+-33-89)(-
! NBB2H:+/26+92+-7E'E-+H)9F+H)*-.+825567)9/
! 1-BG:+O6)B*+9.6:9
! 4'7+F-BG+H)9F+
367*.'):)7E".-8.6)95-79".-9-79)27
! IP'5GB-:Q

<%<<%9<%9$<%9$(<%9$(7<%9$(7%<%9$(7%1<%9$(7%1&<%9$(7%1&4<%9$(7%1&4+<%9$(7%1&4+=<%9$(7%1&4+=&<%9$(7%1&4+=&2<%9$(7%1&4+=&2(<%9$(7%1&4+=&2(0<%9$(7%1&4+=&2(0%<%9$(7%1&4+=&2(0%1<%9$(7%1&4+=&2(0%1&<%9$(7%1&4+=&2(0%1&
! JC%+5)BB)27+G-2GB-+)7+;.-B'7*+B):9-7+92+.'*)2+
-(-./+H--R
! ;.):F+G-2GB-+'.-+52.-+B)R-B/+92+B):9-7+92+'+
B28'B+.'*)2+:9'9)27+)7:9-'*+23+'+7'9)27'B+27-+S
$TU+92+LLU
! VWU+23+'*6B9:+:6.(-/-*+9.6:9+9F-).+B28'B+
7-H:G'G-.

>(>>(5>(5&>(5&#>(5&#(>(5&#(">(5&#("+>(5&#("+&>(5&#("+&1>(5&#("+&1(>(5&#("+&1(0>(5&#("+&1(0%>(5&#("+&1(0%1>(5&#("+&1(0%1&>(5&#("+&1(0%1&:>(5&#("+&1(0%1&:">(5&#("+&1(0%1&:"#>(5&#("+&1(0%1&:"#$>(5&#("+&1(0%1&:"#$%>(5&#("+&1(0%1&:"#$%&>(5&#("+&1(0%1&:"#$%&5>(5&#("+&1(0%1&:"#$%&5(>(5&#("+&1(0%1&:"#$%&5()>(5&#("+&1(0%1&:"#$%&5()*>(5&#("+&1(0%1&:"#$%&5()*;>(5&#("+&1(0%1&:"#$%&5()*;
! I*)92.+'7*+&-G69/+I*)92.
! X-G2.9-.+'7*+X-E)27'B+42..-:G27*-79:
! ?G2.9:+I*)92.+'7*+?G2.9:+Y26.7'B):9:
! KF292E.'GF-.
! K.2*689)27
! ?6GG2.9+:9'33

?78??7?78%?78%8?78%8$?78%8$78?78%8$7?78%8$78&?78%8$78&5?78%8$78&5$?78%8$78&5$9?78%8$78&5$9,&?78%8$78&5$9,?78%8$78&5$9,&9?78%8$78&5$9,&9,"?78%8$78&5$9,&9,?78%8$78&5$9,&9,"&?78%8$78&5$9,&9,"&-)?78%8$78&5$9,&9,"&-?78%8$78&5$9,&9,"&-)"?78%8$78&5$9,&9,"&-)"+?78%8$78&5$9,&9,"&-)"++?78%8$78&5$9,&9,"&-)"++
! X-:G27*)7E

! X-'89)7E

! K.2'89)(-

PDC Conference 2019 Comms Handout.qxp_Conference Agenda 254  25/09/2019  17:10  Page 2



3

?78??7?78%?78%8?78%8$?78%8$78?78%8$7?78%8$78&?78%8$78&5?78%8$78&5$?78%8$78&5$9?78%8$78&5$9,&?78%8$78&5$9,?78%8$78&5$9,&9?78%8$78&5$9,&9,"?78%8$78&5$9,&9,?78%8$78&5$9,&9,"&?78%8$78&5$9,&9,"&-)?78%8$78&5$9,&9,"&-?78%8$78&5$9,&9,"&-)"?78%8$78&5$9,&9,"&-)"+?78%8$78&5$9,&9,"&-)"++?78%8$78&5$9,&9,"&-)"++&?78%8$78&5$9,&9,"&-)"++&@@
*"**"6*"6&*"6&-*"6&-)*"6&-)$*"6&-)$7*"6&-)$70*"6&-)$70$*"6&-)$70$-*"6&-)$70$-1*"6&-)$70$-1"*"6&-)$70$-1"+*"6&-)$70$-1"+
!"#$%&'()&*

! N::65-+-(-./+8279'89+/26+F'(-+H)9F+'+Z26.7'B):9+):+
[27+9F-+.-82.*\C

!"#+"*,)-*(."
! NBH'/:+.-:G27*+92+5-*)'+.-]6-:9:+':+:227+':+
G2::)OB-0+HF-9F-.+)9\:+'+9-P90+GF27-+8'BB+2.+'7+-5')BQ

! ;55-*)'9-+.-:G27:-+'8R72HB-*E)7E+.-8-)G9+'7*+
8273).5)7E+/26+'.-+G.28-::)7E+.-]6-:9C

/"00#'1"#'+&'1
! NBH'/:^

?78??7?78%?78%8?78%8$?78%8$78?78%8$7?78%8$78&?78%8$78&5?78%8$78&5$?78%8$78&5$9?78%8$78&5$9,&?78%8$78&5$9,?78%8$78&5$9,&9?78%8$78&5$9,&9,"?78%8$78&5$9,&9,?78%8$78&5$9,&9,"&?78%8$78&5$9,&9,"&-)?78%8$78&5$9,&9,"&-?78%8$78&5$9,&9,"&-)"?78%8$78&5$9,&9,"&-)"+?78%8$78&5$9,&9,"&-)"++?78%8$78&5$9,&9,"&-)"++&?78%8$78&5$9,&9,"&-)"++&@@
*"**"6*"6&*"6&-*"6&-)*"6&-)$*"6&-)$7*"6&-)$70*"6&-)$70$*"6&-)$70$-*"6&-)$70$-1*"6&-)$70$-1"*"6&-)$70$-1"+*"6&-)$70$-1"+
2)-3'#$)44"-'#)-#"."+5'1(-6

! X-5')7+8'B5C+=F)7R+:9.'9-E)8'BB/C+_F'9+*2+;+H'79+92+:'/Q+
_F'9+8'7+;+:'/Q

7)-8(9"-'(%0('5#$)&-'*
! `'R-+:6.-+92+-PGB')7+B-E'B+'7*+:9'9692./+8273)*-79)'B)9/+
G.2():)27:+/26+'.-+O267*+O/C

! &)33-.-78-+O-9H--7+[72+8255-79\+'7*+[9F-+:8F22B+):+
G.-8B6*-*+3.25+8255-79)7Ea\

:9&$%'"#;)&+-%0(*'*
! ='R-+9)5-+92+-PGB')7+G.28-::-:+'7*+G.28-*6.-:+HF)8F+9F-+
Z26.7'B):9+5'/+729+36BB/+67*-.:9'7*C+`2:9+Z26.7'B):9:+'.-+
729+:6OZ-89+-PG-.9:C

A)AA)(A)(%A)(%0A)(%09A)(%09$A)(%09$4A)(%09$4"A)(%09$4"&A)(%09$4"&@@ B+BB+&B+&:B+&:6B+&:6&B+&:6&+B+&:6&+9B+&:6&+9(B+&:6&+9()B+&:6&+9()6B+&:6&+9()6&B+&:6&+9()6&
7"77"57"5+7"5+57"5+5(7"5+5()7"5+5()97"5+5()9,7"5+5()9,67"5+5()9,6;7"5+5()9,6;
/(4"0(-"**
! ?92.)-:+E-9+2B*+)7+'+F6../C+=F)7R+23+/26.+:92./+':+'+
O'R-*+E22*+9F'9\:+O-:9+:-.(-*+3.-:FC

<+)=(4('5
! K-2GB-+H'79+92+F-'.+B28'B+:92.)-:C

>4,%$'
! &2-:+)9+5'99-.Q+&2-:+/26.+:92./+G'::+9F-+[:2+
HF'9\+9-:9Q

A)AA)(A)(%A)(%0A)(%09A)(%09$A)(%09$4A)(%09$4"A)(%09$4"&A)(%09$4"&@@ B+BB+&B+&:B+&:6B+&:6&B+&:6&+B+&:6&+9B+&:6&+9(B+&:6&+9()B+&:6&+9()6B+&:6&+9()6&B+&:6&+9()6&
7"77"57"5+7"5+57"5+5(7"5+5()7"5+5()97"5+5()9,7"5+5()9,67"5+5()9,6;7"5+5()9,6;
?&4%-#(-'"+"*'
! D76:6'BQ+&)33-.-79Q+<2(-B9/Q

<+)4(-"-$"
! K-2GB-+'.-+52.-+)79-.-:9-*+)7+3'526:+G-2GB-C+;:+
9F-.-+'+O)E+7'5-+)7(2B(-*Q+b)E+B28'BB/Q

7)-80($'
! =.'*)9)27'B+32.56B'+[E22*+7-H:+):+72+7-H:\+
*2-:7\9+'GGB/+B28'BB/C+M28'B+G.)*-C

A)"AA)A)"+A)"++A)"++&A)"++&)"A)"++&)A)"++&)"1A)"++&)"1"A)"++&)"1"%A)"++&)"1"%+A)"++&)"1"%+"A)"++&)"1"%+"CA)"++&)"1"%+"C+A)"++&)"1"%+"C+9A)"++&)"1"%+"C+9%A)"++&)"1"%+"C+9%9A)"++&)"1"%+"C+9%9"A)"++&)"1"%+"C+9%9":A)"++&)"1"%+"C+9%9":"A)"++&)"1"%+"C+9%9":"7A)"++&)"1"%+"C+9%9":"79A)"++&)"1"%+"C+9%9":"79
@'50"
! `'98F+9F- G6OB)8'9)27
! ?F2.9+:-79-78-:+cWd%e+H2.*:f
! N7:H-. R-/+]6-:9)27:+)7+3).:9+G'.'E.'GF

A%B" ;)&+-%0(*'3*#0(8"#"%*5
! g--G+)9+O.)-3
! _.)9-+2OZ-89)(-B/
! ;78B6*-+.-B-':-":9'9-5-79+)7+-5')B+O2*/
! ,-9 :25-27- -B:- 92 G.223.-'*

B+BB+&B+&6B+&6(B+&6(DB+&6(D)B+&6(D)&B+&6(D)&:B+&6(D)&:"B+&6(D)&:"+B+&6(D)&:"++B+&6(D)&:"++%B+&6(D)&:"++%8B+&6(D)&:"++%8"B+&6(D)&:"++%8"&B+&6(D)&:"++%8"&+B+&6(D)&:"++%8"&+9B+&6(D)&:"++%8"&+9)B+&6(D)&:"++%8"&+9)(B+&6(D)&:"++%8"&+9)(7B+&6(D)&:"++%8"&+9)(78B+&6(D)&:"++%8"&+9)(78&B+&6(D)&:"++%8"&+9)(78&
"7""7("7(D"7(D8,"7(D8"7(D8,;"7(D8,;
C*B#5)&+*"08#'1"#8)00)D(-6#E&"*'()-*F#
! ;:+9F):+92G)8+B)R-B/+92+O-+23+)79-.-:9+92+9F-+B28'B+
825567)9/Q
! &2-:+9F-+92G)8+'33-89+9F-+B28'B+825567)9/Q

PDC Conference 2019 Comms Handout.qxp_Conference Agenda 254  25/09/2019  17:10  Page 3



4

E(:EE(E(:-E(:-(7E(:-(E(:-(7"E(:-(7"7E(:-(7"79E(:-(7"79+E(:-(7"79+&E(:-(7"79+&(.E(:-(7"79+&(E(:-(7"79+&(.&E(:-(7"79+&(.&%&E(:-(7"79+&(.&%E(:-(7"79+&(.&%&+E(:-(7"79+&(.&%&+9E(:-(7"79+&(.&%&+9)E(:-(7"79+&(.&%&+9)(7E(:-(7"79+&(.&%&+9)(E(:-(7"79+&(.&%&+9)(78E(:-(7"79+&(.&%&+9)(78&E(:-(7"79+&(.&%&+9)(78&
:"::"#:"#$:"#$%:"#$%&:"#$%&:":"#$%&::"#$%&:"+:"#$%&:"++:"#$%&:"++%:"#$%&:"++%8:"#$%&:"++%8":"#$%&:"++%8"
! 427:):9-79
! b.)-3
! I'.dH2.9F/
! N6*)-78-d3286:-*

F6FF6-F6-"F6-"+F6-"+&F6-"+&(F6-"+&(.F6-"+&(.&F6-"+&(.&:F6-"+&(.&:"F6-"+&(.&:"#F6-"+&(.&:"#$F6-"+&(.&:"#$%F6-"+&(.&:"#$%&F6-"+&(.&:"#$%&:F6-"+&(.&:"#$%&:"F6-"+&(.&:"#$%&:"+F6-"+&(.&:"#$%&:"++F6-"+&(.&:"#$%&:"++%F6-"+&(.&:"#$%&:"++%8F6-"+&(.&:"#$%&:"++%8"F6-"+&(.&:"#$%&:"++%8"+F6-"+&(.&:"#$%&:"++%8"+
! =F-+A'89"X-:6B9+5-::'E-
! =F-+K.2OB-5"?2B69)27+5-::'E-
! =F-+N*(28'8/+2.+4'BB+92+N89)27+5-::'E-

>(>>(5>(5&>(5&B>(5&B<>(5&B<F>(5&B<F3>(5&B<F3&>(5&B<F3&0>(5&B<F3&0%>(5&B<F3&0%7>(5&B<F3&0%7&>(5&B<F3&0%7&+>(5&B<F3&0%7&+D>(5&B<F3&0%7&+D->(5&B<F3&0%7&+D-->(5&B<F3&0%7&+D--(>(5&B<F3&0%7&+D--()>(5&B<F3&0%7&+D--()9>(5&B<F3&0%7&+D--()9&>(5&B<F3&0%7&+D--()9&6>(5&B<F3&0%7&+D--()9&6(>(5&B<F3&0%7&+D--()9&6(D>(5&B<F3&0%7&+D--()9&6(D;>(5&B<F3&0%7&+D--()9&6(D;
>G/H#<+"**#/"%4
! &'()*+,-'./0+1-'*+23+425567)8'9)27:
! ?@7- A.)-B0+425567)8'9)27:+>33)8)'B
! `'7*/+&.6./0+K.-::+>33)8-
! `'P)7-+4.2:0+K.-::+>33)8-

>(>>(5>(5&>(5&B>(5&B<>(5&B<F>(5&B<F3>(5&B<F3&>(5&B<F3&0>(5&B<F3&0%>(5&B<F3&0%7>(5&B<F3&0%7&>(5&B<F3&0%7&+>(5&B<F3&0%7&+D>(5&B<F3&0%7&+D->(5&B<F3&0%7&+D-->(5&B<F3&0%7&+D--(>(5&B<F3&0%7&+D--()>(5&B<F3&0%7&+D--()9>(5&B<F3&0%7&+D--()9&>(5&B<F3&0%7&+D--()9&6>(5&B<F3&0%7&+D--()9&6(>(5&B<F3&0%7&+D--()9&6(D>(5&B<F3&0%7&+D--()9&6(D;>(5&B<F3&0%7&+D--()9&6(D;
C9.($"#
! =F-+9-'5+8'7+'::):9+/26+)7+5'7'E)7E+'7/+
G29-79)'B+2.+86..-79+5-*)'+)::6-:C
! _-+8'7+'*():-+/26+52:9+-33-89)(-B/+HF-7+
)7(2B(-*+)7+'+:)96'9)27+3.25+'7+-'.B/+:9'E-C
! ='BR+9F.26EF+'+.-:G27:-C+

2+%8'#'"4,0%'"#4"**%6"*#
! ?--+G'8R+32.+:25-+9-5GB'9-:+27+825527+)::6-:C+

>(>>(5>(5&>(5&B>(5&B<>(5&B<F>(5&B<F3>(5&B<F3&>(5&B<F3&0>(5&B<F3&0%>(5&B<F3&0%7>(5&B<F3&0%7&>(5&B<F3&0%7&+>(5&B<F3&0%7&+D>(5&B<F3&0%7&+D->(5&B<F3&0%7&+D-->(5&B<F3&0%7&+D--(>(5&B<F3&0%7&+D--()>(5&B<F3&0%7&+D--()9>(5&B<F3&0%7&+D--()9&>(5&B<F3&0%7&+D--()9&6>(5&B<F3&0%7&+D--()9&6(>(5&B<F3&0%7&+D--()9&6(D>(5&B<F3&0%7&+D--()9&6(D;>(5&B<F3&0%7&+D--()9&6(D;
?"0,#,+",%+"#5)&#8)+#%#4"9(%#(-'"+.("D#
! _F-9F-.+/26+F'(-+*27- '7+)79-.()-H+O-32.-+2.+
7290+)9\:+'BH'/:+6:-36B+92+9'BR+9F.26EF+HF'9+/26+
GB'7+92+:'/C+

!+%(-*')+4#(9"%*#')#1"0,#5)&#,&I0($(*"
%$'(.('5#5)&#%+"#B""-#')#,+)4)'"
! 1':+/26.+:8F22B+'7+-P8)9)7E+:92./+92+9-BBQ

G%GG%4G%4$G%4$#G%4$#&G%4$#&HG%4$#&H"G%4$#&H"%G%4$#&H"%)G%4$#&H"%)6G%4$#&H"%)6
!"#$%&'%(&))*+,-#.,&+/0%1234

/I//I7/I7"/I7" J)JJ)$J)$"1J)$"J)$"1&J)$"1&
(&))*+,-#.,&+/%4'',-,#50%1234

_-Oh+)792C)- i+=H)99-.h+j;<=>7-H:
A'8-O22Rh+;<=>7-H: i+;7:9'E.'5h+)792k7-H:

PDC Conference 2019 Comms Handout.qxp_Conference Agenda 254  25/09/2019  17:10  Page 4



5

Press Release

Ballysomewhere NS

Some town, Co Somewhere

XX September 2019

Headline

Intro - If there’s a one-line summary of your story, include it in italics below the headline. 

Key information in first paragraph: Who? What? When?  Where? Why?

More details/further information in later paragraphs. Leave a space between each paragraph to make

the press release easy to read.

Don’t make the press release too long or no one will read it. There should be space to add a couple of

quotes at the end without the main text going on to a second page. If you are including photographs to

go with the story, make sure you have permissions to use them.   

Keep the language simple and clear! Don’t use a long word if you can use two short ones instead. A sixth

class pupil should be able to understand it easily.

ENDS//// 

More information on this item from: 

David Geary,  INTO Press Office on  01 804 7736  or  dgeary@into.ie 

Síne Friel, INTO Press Office on 01 804 7744 or  sfriel@into.ie 

Notes for Editors:

Give any information that might help an editor here. A short piece about your school or a bit of

background to the initiative or activity you are promoting, if appropriate.

Press Release
A press release is  is typically proactive and used to convey new information or make announcements.
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Press Statement

Board of Management of XX National School

Ballysomewhere, Co XX

XX September 2019

The Board of Management, staff and pupils of XX National School are deeply shocked and saddened at

the tragedy that took place today resulting in the sudden and untimely death of a young pupil in the

school. 

“We learned this morning of the death of one of our pupils,” said principal teacher Mary Murphy. “This is

a terrible tragedy for the family, the school and our community. We are deeply saddened by these

events. Our sympathy and thoughts are with the family and friends at this terrible time.”

Ms Murphy said the focus of the staff at this time was on the pupils in the school who are trying to come

to terms with the loss of a young friend. “We will help the children to the best of our ability. We have

requested the support of the National Education Psychological Service in this and have implemented

our critical incident management plan.” 

To allow the staff to focus on the children, we appeal for privacy and will make no further comment at

this time.

The school has been open to parents, to support them and to offer them advice and guidance.

ENDS///

More information from INTO Press Office on XX XXXXXXX

6

TOPIC/TITLE

Press Statement
A press statement is typically reactionary and used when the school needs to respond to an  event(s) that have occured.
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Interview preparation 
Points to consider 

What do you want to say?
Make some notes about what you want to talk about. You are doing this interview for a reason. What are you trying to
convey? Jotting down your  key messages ahead of time will help you to stay on topic during the interview

Key questions
Think about questions the interviewer is likely to ask. What would somebody want to know about this topic?  If you can,
listen to examples of the interviewer’s previous interviews, this can give you an idea of the approach he/she tends to take
and help you to consider the questions he/she might ask. 

Sound bites
Sound bites work really well on television and radio. If your interview gets edited or previewed, a good soundbite is often
used. Spend a bit of time before the interview to jot down potential soundbites/oneliners that could potentially be used in
your interview. 

Anecdotes
We all love stories. Is there a short anecdote that you can use to get your point across? Anecdotes or real examples will
help people connect with your story much more easily than dry facts will. 

Contact us

David Geary,
Head of Communications
Phone: 01 804 7736
dgeary@into.ie

Síne Friel,
Communications Official
Phone: 01 804 7744
sfriel@into.ie
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Head Office
Vere Foster House
35 Parnell Square
Dublin 1
DO1 ET35

Ard Oifig
35 Cearnóg Parnell
Baile Átha Cliath 1
DO1 ET35

Phone/Fón: 01 804 7700
Fax: 01 872 2462
Email: info@into.ie
Web: www.into.ie
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