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Department of Social Welfare and Development
National Capital Region
389 San Rafael comer Legarda Street, Sampaloc, Manila

REGIONAL MEMORANDUM ORDER

NO.

Series of 2020

SUBJECT: DSWD-NCR GUIDELINES IN HANDLING PUBLIC AFFAIRS AND MEDIA

ENGAGEMENT

Rationale/Background

The Department of Social Welfare and Development — National Capital Region
(DSWD-NCR), over the years, has been furthering its advocacy initiatives and
messaging by undertaking social marketing and networking activities to promote
social change and nurture its relationship with the public through its Social Marketing
Office, in accordance to Regional Administrative Order (RAQ) 470, s. 2005 and
Regional Administrative Order no. 212, s. 2009.

Guided by said regional administrative orders, it has been a practice of the
Department that requests for and conduct of media interviews, shootings, and
tapings, and use of DSWD-NCR managed facilities are to be facilitated by DSWD-
NCR's Social Marketing Office, with the Department's Officials, Programs and Center
Heads, and Sociat Welfare Specialists serving as resource persons in interviews and
tapings. However, said guidetines fack the necessary institutional arrangements,
protocols on ambush interviews, crisis communication, and agency-initiated media
engagements which should have provided clarity on the procedures in handling
public affairs and media engagement.

Recent events happened wherein media outfits insisted to interview representatives
from the Department in which the representative {employee) was not equipped to
face broadcast media. An incident on August 14, 2019 occurred wherein a DSWD-
NCR empioyee was interviewed by a certain media outfit and was put on-air without
her knowledge nor consent. Two incidents aiso happened on October 20, 2019 and
November 15, 2019, wherein media outfits who are to cover the DSWD-NCR events
on said dates insisted to conduct ambush interviews with officials, employees, and
clients of the Department.

Further, as a result of the Knowledge, Attitude, and Practice (KAP) Study conducted
by DSWD-NCR in 2018, residents of Metro Manila rely on technologies provided by
the TV-Radio-intemet-Messaging-Print (TRIMP) facilities as their source of
information. Hence, the advancement of technology in Metro Manila requires the
Depariment to strengthen its media engagement activities and public relations efforts
to reach its target audience more effectively.
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To address such demands, RAOs 470, s. 2005 and 212, s. 2009 shall be superseded
by this enhanced guidelines, which shall provide clanty in the protocols and
procedures in handling public relations, media interviews, agency-initiated media
engagement, including crisis communication.

The DSWD-NCR will start to focus on strategically forging partnerships with media
outfits, institutions, and networks, to disseminate information faster and more reliable
through interviews and segment visits, and develop its advocacy campaigns through
enhanced engagement utilizing all TRIMP faciliies.

Legal Bases
A. National Policies

1. Republic Act No. 11032 of 2018, -Ease of Doing Business and
Efficient Govemnment Service Delivery Act of 2018", promotes the
ease of doing business and efficient delivery of government
services;

2. Executive Order No. 2, series of 2016, "Freedom of Information
Order”, requires all government offices under the executive branch
to make public all official records, data and information requested,
with exceptions to the right of access as listed in the memorandum
from the Executive Secretary of the Office of the President, dated 24
November 2016;

3. Republic Act No. 10173 of 2012, "Data Privacy Act of 2012
protects the fundamental human right of privacy, of communication
while ensuring free flow of information to promote innovation and

- growth. lf also establishes the State's inherent obligation to ensure

~that individual- personal information in information and
communication systems in the government and the private sector
are secured and protected;

4. Executive Order 15, series of 1998, -Redirecting the Functions .
and Operations-of DSWD", mandates the Department to undertake
researches and studies and adopt policies to ensure the effective
implementation of public and private social weifare and development

programs;

5. Republic Act No. 8293 of 1998, -Infellectual Property Code of the
Philippines of 1998", profects and secures the exclusive rights of
‘sclentists, inventors, artists and other gifted citizens to their
inteliectual property and creations, particularly when beneficial to the
people; it also promotes the diffusion of knowledge and information -
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for the promotion of naticnal development find progress and the
common good.

B. DSWD Issuances

1. Memorandum Circular No. 9, series of 2017, -DSWD Freedom of
information {FOU) Agency Manual", provides the Department's
business process in dealing with requests for information, pursuant
to Executive Order No. 2, series of 2016; '

2. Administrative Order No. 7, series of 2015, -DSWD Child
Protectionr Policy in the Workplace®, further emphasizes the
Department's commitment to ensure protection of children by
providing for the courses of action to be adapted by its officials and
personnel while carrying out their mandated functions. This includes
guidelines on the involvement of children as subjects or respondents
in researches, media interviews, and in all scenarios which require
the special protection of children;

3. Memorandum Circular No.10, series of 2019, - Protocot for the
conduct of Research Studies in D3WD Offices, Centers and
Institution, Amending Administration Order N. 19, 5. 2011 including
Request of SWD Data/information.

4. Administrative Order No. 4, series of 2007, IAmendment to
Adminisirative Order No. 10. series of 2008l, provides detailed
research profocols for students and regsearchers in accessing DSWD
data;

5. Administrative Order No. 10, series of 2006, "Policy Guidelines for
the Conduct of Siudies/Researches in DSWD Offices, Centers and
Institutionsl, provides guidance for students and researchers in
accessing DSWD data.

6. Administrative Order No. 5, series of 2004, —Policies for Meda
Coverage of Victims of Abuse and Exploitationl, provides policies
that serve as a safeguard mechanism io ensure that the rights of
victims of abuse and exploifation are protected and upheld without
prejudice to the rights of media practiioners to report news and
evenis.

C. DSWD Field Office NCR Issuances
1. Regional Administrative Order No. 212, series of 2009,

-Enhanced Guidelines in Handling Requests for Media Interview of
Clients and Staff, and Movie & TV shooting or Tapingl, provides
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clear policies in conducting media-related aciivities in DSWD-run
facilities;

2. Regional Administrative Order No. 470, series of 2005,
-Guidelines in  Handling Media Requests for TV
documentaries, Radio/TV interviews, Movie and TV
shooting/taping provides guidelines in handling media requests.

li. OBJECTIVES

A. General
To provide a comprehensive set of guidelines on the conduct of public
affairs activities such as agency-initiated media engagements, media
interviews, and conduct of shoots and tapings, including crisis
communication management, for the promotion of the programs and
services of DSWD-NCR.

B. Specific

1. To increase the awareness of the general public regarding the
different programs and services offered by the Department.

2. To ufilize TV-Radio-internet-Messaging-Print {TRIMP} faciliies
available in NCR for vast information dissemination regarding the
different programs and services offered by the Department.

3. To encourage the media, the general public, and other stakeholders
such as other National Govemment Agencies, Local Government
Uniis, Scocial Weifare and Development Agencies, and Non-
Govemment Organizations to engage and participate in the
different programs of the Department.

4. To foster stronger relationships with existing pariners and
stakeholders of the Department through the conduct of media
relations activities.

5. To serve as a guide in handling media engagements and interviews
for the Department's Officials, Programs and Center Heads, and

Social Welfare Specialists who serve as resource persons in
interviews, shoots, and tapirigs.

. COVERAGE AND APPLICABILITY

These guidelines shall cover and apply to the following individuals and groups:
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1. Media Institutions requesting for interviews, shoots, data, and
statistics from DSWD NCR.

2. Key Target Media who are potential pariners or who are already
pariners of DSWD NCR in information dissemination of good
publicity.

3. Students and members of the Academe requesting for interviews,
shoots, data, and statistics from DSWD NCR

4. DSWD NCR Internal Public requesting for interviews, shoots, data,
and statistics from DSWD NCR

5. DSWD NCR Personnel who are tasked to facilitate the request for
interviews, shoots, data, and statistics from DSWD NCR, as
approved by the Regional Director

6. DSWD NCR Beneficiaries and Program Members who shall serve
as resource persons for the conduct of interviews and shoots.

DEFINITION OF TERMS

1.

Advocacy — refers to the comimunication activities being conducted and
impiemented by DSWD to promote positive behavioral change. Such activities
may include public affairs and media engagement, information caravans, focus
group discussions, and attitudinal and behavioral survey, among others.

Ambush Interviews — refers to requests for interviews by media outfits that require
immediate response from the DSWD-NCR management and the time to approve,
conduct, and facilitate the interview is of the essence.

Crisis — refers to severe events where there exist a high fevel of threat, and the
need to make decisions within a short timeframe and a general sense of urgency.
Such events are accompanied by situations that are fluid, unstable, and dynamic.

Crisis Communication — refers to a iype of Communication Management that has
fo be based on an in-depth understanding of the severe event or issue at hand,
the relevant public, and shall be guided by a plan to respond and recover.

DSWD-NCR Intemal Public — refers to the officials, staff, and employees of
DSWD-NCR. :

DSWD-NCR Beneficianies, Program Members, Residents, and Clients — refers to
those who are beneficiary members of the DSWD-NCR's programs and services.

Good Publicity — refers to stories that promote the programs and services of the
Department, and does not, in any way, damage the reputation of the Depariment.
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8. Human Inferest — refers to stories that appeal to the emotions of peopie.

9. Key Targef Media — refers to media outfits who are potential partners or who are
already partners of DSWD NCR in information dissemination of good publicity.

10. Public Affairs Officer — refers to the Information Officer from the Social Marketing
Office designated to coordinate with the key target media of DSWD NCR.

11. Media Relations Actlivifies — refers fo the conduct of engagement with media
outfits in Metro Manila, such as television, radio, magazine, and newspaper
interviews and guesting. :

12. Social Marketing — refers to the advocacy framework or technique used to
premote or instilt positive change in the behavior of a group of people or a certain

poputation.

13. Social Markefing Office — refers to the Office assigned tc handle the advocacy
activiies of DSWD NCR.

14. DSWD-NCR Speakers Bureau — refers to the pool of DSWD-NCR speakers or
resource persons who are capable of facing the media in the event of ambush
interviews. Members of the DSWD-NCR Speakers Bureau are the Depariment's
Officials, Programs and Center Heads, and Social Welfare Specialists.

16. TV-Radio-intemet-Messaging-Print {TRIMF) Facilities — refers to the technologies
used to conduct information dissemination activities through broadcast
commuinication,

V. ABBREVIATIONS

1. CIAC — Child involved in Armed Conflict

2. GICL — Child i Conflict with the Law

3. DIUISICIRCFs ~ Divisions/Units/Sections/Centers/Residential Care Facilities

410 — Information Officer

5. PAQ - Public Affairs Officer

6. RIO — Regional Information Officer

7. SMO - Social Marketing Office

8. VAWC - Violence Against Women and their Children
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9. PLHIV — Peopie Living with Human Immunodeficiency Virus

GENERAL POLICIES

A. All DSWD-NCR employees shail adhere to the provisions of Administrative

Order No. 15, series of 2004 or the -Policies for Media Coverage of Victims of
Abuse and Exploitationil whenever facilitating media coverage’s and interviews
concerning victims of abuse and exploitation.

. Requests for regular interviews, tapings, and shootings, exciuding ambush

interviews, shall be forwarded to the Office of the Regional Director five (5)
working days prior to the conduct of such, indicating the following:

1. Purpose of the interview / shoot / taping being requested
2. Content and methods of the interview {for requests forinterviews)
3. Date, time, and duration of the interview / shoot / taping

4. Specilic areas to be used where the interview / taping / shooting will be
held

8. List of equipment to enter the DSWD-NCR faciliies

6. Listof staff / talent / crew of the requesting party who will enter the
DSWD-NCR facilities

. All requests for such purposes shall be initially reviewed by the Social

Marketing Office, endorsed to the concemed DAU/S/C/RCFs for the review of
questions, and shall have the approval from the Regional Director.

. A DSWD-NCR Speakers Bureau shall be established to create a directory or

pool of resource persons from the Department who are capable to face
ambush media interviews. Members of the DSWD-NCR Speakers Bureau
shall be composed of the Department's Officials, Program Heads, Divisions,
Units, and Section Heads, Centers and Residential Care Facilities Heads,
Social Welfare Specialists, and a designated DSWD-NCR Spokesperson.
Policies in the establishment of the DSWD-NCR Speakers Bureau shall be
further specified in Section Vii. (B) of this guidelines.

. Pettinent provisions of RA 11032, —Ease of Doing Business and Efficient

Government Service Delivery Act of 20181, were considered in the creation of
this guideline by reducing the processing time of request for the conduct of
shoot / taping / interviews / coverage at DSWD NCR.

. Implementing procedures shall follow the process flow as stated in Annex /.
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PROCEDURAL GUIDELINES

The DSWD-NCR Speakers Bureau shall be composed of ait DSWD-
NCR Officials, Program Heads, Division Chiefs, Unit Heads, Section
Heads, Centers and Residential Care Facilities Heads, Social Welfare
Specialists, and a designated DSWD-NCR Spokesperson, who shall
sefve as resource persons for interviews, shoots, and fapings
requested by media ouffits.

Members of the DSWD-NCR Speakers Bureau shall be capacitated to
face ambush media interviews and adequate knowledge and skills in
public affairs and media engagements through annual workshops
provided by the Office of the Regional Director through the Social
Marketing Office.

Members of the DSWD-NCR Speakers Bureau shall prepare Potential
Crisis Scenarios (see Annex Dj, TRIMP Matrix (see Annex E}, and
propose a Public Relations and Media Engagement Plan (see Annex
F) of their respeciive
Programs/Divisions/nits/Sections/Centers/Residential Care Facilities,
which shall be submitted to the Social Marketing Office for
consolidation on or before the 15th of January or fifteen (15) working
days after the effectivity of this guideiine.

The SMO shall then craft the Regional Potential Crisis Scenarios and
Regional Public Relations and Media Engagement Plan which shall be
approved by the Regional Director. The Speakers Bureau shall then
adhere to the activiies and provisions set in the Regional Public
Relations and Media Engagement Plan.

Members of the DSWD-NCR Speakers Bureau shafl submit a2
semestral report {see Annex G) to the Social Marketing Office on the
implementation of the Regional Public Relations and Media
Engagement Plan every 15th day of June and 15th day of December.

Members of the DSWID-NCR Speakers Bureau shall attend the
semestral meeting led by the Office of the Regional Director through
the Social Marketing Office to address possible issues and concems
on the conduct and handling of media relations activities.

A Viber group chat shall be created for the sase of communication
among the members of the DSWD-NCR Speakers Bureau.

in the absence of the members of DSWD-NCR Speaker’'s Bureau, any
staff or personnel of DSWD-NCR requested for interview by any media
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outfit shall politely decline the request, to keep the accountability of the
Depariment’s messaging intact. Request for interview shall be referred
1o SMO for proper disposition.

B. Gonduct of interviews

1.

Requests for interviews shall be facilitated by the Social Marketing
Office. The SMO shall prepare a Permit to Conduct Interview (see
Annex C) and shall secure that the conforme slip wilt be duly signed by
the requesting party.

in the event of ambush interviews, the DSWD-NCR employee/staff
requested by the media outfit as a resource person shall immediately
notify his/her immediate supervisor and the management, if possible,
regarding the request. Likewise, any member of the DSWD-NCR
Speakers Bureau shall notify the DSWD-NCR management through
the DSWD-NCR Speakers Bureau Viber group chat that he/she will

serve as a resource person, for the management's information.

Pursuant to Memorandum Circular No. 10, Series of 2019, otherwise
known as the -Protocol for the Conduct of Research Studies in DSWD
Offices, Centers, and Institutions, Amending Adminisfrative Order No.
19, 5. 2011, the following guidelines shall be followed in the facilitation
of requests for interviews:

a. Interview with clients/beneficiaries in sensitive situations and
other vuinerable persons (e.g. VAWC victims, CICL, victims of
human trafficking, victims of child abuse, PLHIV, etc)) shall only
be allowed to external researchers if accompanied by the staff
handling the case or trained DSWD personnel dealing with the
vulnerable sectors. Further, the researcher shall secure the
consent of the Client/Beneficiary. In case of minor, consent
shall be provided by Center Head. The researchers should

- submit to a non-disclosure agreement to cbserve confidentiality
of cases in the centers.

b. Briefingfinterview/orientation sessions with key focati persons in
the Field Office and/or members of the DSWD Speakers
Bureau on general information about DSWD programs,
policies, and projects need not to go through the protocol and
may be approved and provided by submitting a letter of request
addressed to the head of the concerned office. The Department
however. Discourages requests for -practice interviews" of
DSWD personnel for the sole purpose of students acquisition of
interview skills, in consideration of the valuable time taken
away from the personnel



4. Role

when abcommodating student researchers.

of the Field Office Staff in charge of #the

Clients/Beneficiaries/Program Members:

a.

For interviews with clients especiaily those with sensitive cases,
identification of clients to be interviewed shall be assessed by
the Field Office Staff / Social Worker handling the case.
Number of interviews acceptedffacilitated by clients and
purposesfreasons allowing the conduct of interview shall be
regulated/assessed by the Field Office Staff / Social Worker fo
consider the sensitivity of the client's case.

The staff must properly inform the Client/Beneficiaries/Program
Members about the purpose of the interview and ensure that
consent to interview was freely given. If the
Client/Beneficiaries/Program Members refused 1o be
interviewed, his/her social worker will serve as respondent to
discuss the programs and services of the center afforded to the
client.

The staff must ensure that interview(s) of a child victim of
abuse, child witness, child involved in armed conflict (CIAC)
and a child in conflict with the law (CICL) should be conducted
only when the child interviewee is assisted by a psychologist or
social worker known to the child.

The staff shall prepare the client and the needed
materials/statistics as reference during the interview.

The identity of a child victim of abuse, child witness, CIAC
or a CICL shall not be disclosed whether directly or
indirectly. Exception to this are missing children, children
looking for their parents or relatives or any other similar cases
where revealing the identity, is for the best interest of the child.

Case study reports and other documents pertaining to the case
should not be shared to the media or to the public.

The Field Office Staff, during any media engagement, may
discuss with media practitioners the services being provided by
DSWD to the victim and provide other information that will
make the public understand the programs of DSWD.

5. Role of Field Office Personnel as intervieweefauthorized resource
person/s:
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The Social Marketing Office shall coordinate said request to
the personnel in charge (e.g.: Center/Residential Care Facility
Head, Division Chief, eic.) of the locationffacility requested to
seek approval for the conduct of shoot/taping.

Once the request is approved by the personnel in charge, the
Social Marketing Office will draft a Pemit fo Conduct
Shoolt/Taping (see Annex B).

The Social Marketing Office will issue the approved pemmit to
the requesting party prior fo the scheduled taping/shooting
copy fumished the concemed centerfinstitution. The SMO will
also orient the requesting party on their responsibilities while
conducting the shootfaping.

4. Role of the personnel in charge of the location/facility:

a.

The personnel in charge of the locationfacility shall make sure
that no activities/operations in the locationffacility will be
interrupted.

The personnel in charge shall have the right to dismiss the
shooiftaping should the requesting parly violates any
rules/guidelines of DSWOD.

The Division Chief / Center Head wili assess and recommend
the reasonable number of shooting days aflowabie for the film
maker or requesting parly, making sure that the shootftaping
will not, in any way, affect the normal operation of the DSWD-
managed facitity.

A wiritten feedback report after the shoofing shali be sent to the
Social Marketing Office within 3 working days after the
shooting/taping.

5. Role of the Requesting Party:

a.

The Requesting party shall sign the conforme in the approved
pemit.

The talents, crew and production staff should observe the
centerfinstitution policies and the office protocols prescribed by
DSWD Memorandum Circular No. 2 Series of 2003 tifled -No
Smoking within the DSWD and CSC Memoranchen Cicular No. 7
series of 1999 that adopits and promulgates the -NO
SMOKINGI in govemment agency premises to include state
colleges and universities; offices and grounds, except for
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1. ‘i‘he Social Markehng Ofﬁce shall keep a dlredory of -Key Targst
Medial (see Annex A

2.- One (1) information Officer (10) from SMO shall be designated as a
Public Affairs Officer (PAO) to complement the Regional Information
Officer (RIOQ) in coordinating with media outfits and conducting
media engagements. For the Terms of Reference of the PAQ, see
Annex H.

3. The PAO will conduct initia coordination with Key Target Media for
‘possibie information dissemination partnership. Phone calls, e-mail
and text messaging, and sending out formal letters ‘may be
conducted. :

4. All formal letters to be sent out shall be reviewed by the Regional
Information Officer and shatf be signed by the Regional Director.

5. Once the Key Target Media agrees for a partnership, alt 10s from
the Social Marketing Office will brainstorm on possible information

dissemination strategies that may be conducted Poss:ble strateg:es s o

are as follows:

Interview with DSWD NCR Ofﬁc;ai andlor authonzed Resource
Person

i The PAO m coordmatton w&h the DSWD NCR Ofﬁcrai

_ andlor aut!wnzed Resoume Persan, sha!l pfepare alist .

. of questlons to be ‘sent to’ “the rnedia Said list of
_'_f_{;'j - questmns ‘shalb be sub;ect for rewew of the RIO and
_approvalafme Reglanat ﬂxrector G TR Lo




ii. If the media will opt to provide the questions, guide
questions shouid be approved by the Regional Director.

iii.  The media shall strictly foliow the guidelines stated in
this document under B. Conduct of shoot/tapings.

b. Shoot/ Taping of Stories with human interest

i.  The PAO shall provide a script or story outline for the
media, which may include Success Stories of the
Beneficiaries / Program Members, Call for Donations
and Social Worker Stories among others. Said script
shall be subject for review of the RIO and approvat of
the Regional Director.

il.  If the media wili opt to provide the script or story outline,
said script or story outline should be approved by the
Regional Director.

fii. The media shall strictly follow the guidelines stated in
this documerit under 8. Conduct of shoot/tapings.

¢. Media coverage of DSWD NCR Regional activities / events

i. The PAO shall issue a media advisory. Said media
advisory shall be subject for review of the RIO and shall
be signed by the Regional Director.

ii.  If other D/U/SIC/RCFs within the Field Office aside from
SMC are requesting for media coverage for their event,
said other D/U/S/C/RCF shall write an official request
for the creation of Media Advisory addressed to the
Regional Director, attention to the RIQ and PAQ. Said
request shall be approved by the Regional Director.
Upon approval, the PAO shall then craft the media
advisory.

ii. The PAO all inform the media on the program flow of
the Regional activity/event to be covered.

iv. The media shall stricly follow the guidelines stated in
this document under B. Conduct of shootfapings.

6. Once the information dissemination strategy is finalized within the
SMO, the PAO shatll prepare the permit to interview/shoot/coverage
(see Annex B) subject for review of the RIO and approval of the
Regional Director.

7. Once the permit is secured, the PAO shall then proceed with
ensuring that the conduct of interview/shoot/coverage be in
accordance with this guidefine and shall secure that the conforme
slip in the permit is duly signed by the media.
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B. The PAQ shall secure 2 copy of the ouinut/materialsnisode
produced by the media for compilation of the Social Marketing
Office. Foliow up letter may be sent to the media after the conduct of
shoot/interviewfcoverage.

9. The Social Marketing Office shall craft a -Public Relations and
Media Engagement Plané before the end of the fiscal year, and shall
be approved by the Regional Director for implementation on the
succeeding year. Format of said plan is provided in this guideline
{see Annex F).

E. Crisis ggm- mupication Management

1. In the event that severe reputational damage to the Department
occurs, this clause shall be activated.

2. The Office of the Regional Director, together with the Social
Marketing Office and the Policy and Plans Division, shaill keep a
bank of information for potential crisis scenarios (see Annex D).
Potential crisis scenarios may be identified by all the heads of
Divisions/Units/Sections/Center/Residential Care Facilities. A
TRIMP Matrix shall be prepared for each potential crisis scenarios
(see Annex E). -

3. In the event of a crisis, the Social Marketing Office shall gather as
rauch information as pessnb{e about the situation, in preparation for
potenfial requests by media for . ime_w:ews andfor press
conference/s, if necessary. '

4. The Office of the Regional Director shall identify and authorize a
Spokesperson as the resource person of ail ‘media outfit who shall
aadress the crisls at hand ang spe‘kanbei‘affofme Dei:»afme#
Said Spokesperson may be a member of the DSWD-NCR Speaker's
Bureau. HefShe may be the Division Chief/Unit Head of the
program/service from which the crisis occured. A special order shall
be issued for this purposes.

5. When facing the Media:
a. The Spokesperson shall ensure that the .agenda of the.

Department is set and shall take ‘control of the convérsation
and offer information.

D. The Spokesperson shat be polite, patient, and pieasant,

e The Spokespersor shal aommumcate simply and cleany, shal
not lie, guess, nor speculate.
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The Spokesperson shall concentrate on the one asking
questions, and answer only what is asked.

e. The Spokesperson shall not offer personal opinions, uniess
asked.

6. Key messaging of DSWD NCR in crsis communication
management should be as follows:

a. Concem and sympathy shall be conveyed.

b. The Department shali assure the public that the Depariment is
doing alt possible efforts to assess and resolve the situation.,

c. The Spokesperson shall humanize the messaging of the
Department and shall show that the Department is in control of
the siuation. Apoiogies may be done i necessary.

7. information from the Potential Crisis Situations and the TRIMP
Matrix shalt serve as a guide in the event of a crisis.

Vill.  INSTITUTIONAL ARRANGEMENT

A. Social Marketing Service (SMS)

1. The SMS may issue memoranda or letier of requests related to
Public Affairs and Media Engagement to SMO, upon directives of
the DSWD Secretary.

2. Said memeranda or letter of requests shall be facilitated by the
SMO in accordance to this guideline.

3. The SMS shall ensure that funding and technical assistance is
properly provided to SMO with regard to the social marketing
activities conducted by SMO.

4. SMQ to provide T& to DCROFSLke along secial marketing

activities/services (preparation of documentation, success stories,
news, articles etc.) :
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B. Social Marketing Office

1. Tive 3MO, as the lead unit that handies DSWD-NOR's Publlic Affairs
and Media Engagement, shall adhere to the provisions of these
guidelines and observe the compliance of other DU/S/C/RCFs.

2. The SMO shall provide technical assistance on handling Public
Affairs.fo other DAYSIC/RCFs as need arises.

3. The S8MO shall provide technical assistance on writing success
stories, articles, news, documentations, photo documentation, -
C/RCF's Communication Plan and other SMOQ related activities to
D/C/RCFAJIS, provided the fund for fraining/ workshop.

C. Bolicy and Plans Division

1. The Policy and Plans Division shall complement the Social
Marketing Office in identifying potential crisis scenarios of ait
DIU/SIC/RCs  in DSWD-NCR to strengthen the crisis
communication management protocols provided in this guidelines.

D. DSWR-NCR's Divisions, Units, Sections. Centers. and Residential Care_
Eacilities

1. All requests for coverages, interviews, tapings, and shoots sent by
clients, publics, and media outfits to DANS/C/RCFs of DSWD-NCR
shali be forwarded to SMO for appropriate action.

2. Each Unit / Section / Center / Residential Care Facility shall
estabiish itheir own Sociai Markeiing Focal who shall submit
accomplishment reporis related to Public Affairs and Media
Engagement to the Social Marketing Office.

IX.  MONITORING MECHANISM

A. Members of the Speakers Bureau shall submit a semestral report (see Annex
G) to the Social Marketing Office on the implementation of the Regional
Public Relations and Media Engagement Plan every 15th day of June and
15th day of December.

B. Members of the Speakers Bureau shall notify the DSWD-NCR management
through the DSWD-NCR Speakers Bureau Viber group chat that he/she will
serve as a resource person, for the management's information.

18

fat



C. Members of the DSWD-NCR Speakers Bureau shall attend the semestral
meeting led by the Office of the Regional Director through the Social
Marketing Office to address possible issues and concems on the conduct and
handling of media relations activities.

D. The Social Marketing Office shall prepare accomplishinent reports of the
DSWD-NCR Speakers Bureau and consolidate the issues and concems (if
there are any) raised by the members of the DSWD-NCR Speakers Bureau
and come up with recommendations which shall be submitted to the Regional
Director on or before the 29th of December.

E. Members of the Speaxers Bureau sheil send immediate feedback raport

every after media engagement atiended. Said report shall be sent in text form
through the DSWD-NCR Speaker's Bureau Viber group chat.

X. REPEALING CLAUSE

All guidelines inconsistent with the provisions of this Regional Memorandurn
Order are hereby repealed, modified. or amended accordingly.

Xi. EFFECTIVATY

This Regional Memorandum Order shall take effect immediately. issued in

Manila this_NOVeber 4 2020
/
G A

VICENTE GREGORIO B. TOMAS
" Regional Director

I

19



ANNEXES

Annex A. Key Target Media Directory

' TARGET  TARGET o i
SHOOT/ AIRING / :
COMPANY / PRODUCTION PUBLICATION . POINT - CONTACT!
TYPE OF MEDIA STATION PROGRAM DATE DATE * PERSON : DETAILS REMARKS
‘February 20, February27, - Korina © 0817-234-°  Contacted on 01-11-18 :
Television ~ ABS-GBN Ratad K 02 : 2020 Sanchez | 56789 Responded on 01-12-19 |
20 .
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Annex B. Permit to interview/Shoot/Cover {Department-Initiated)

f

Depariment of Social Welfare and Development
National Capital Region
389 San Rafael corner Legarda Street, Sampaloc, Manila

Filef Ref. No.
PERMIT TO INTERVIEW/SHOOT/COVER
' { Date: August 6, 2679
MR/MS. (NAME OF OFFICIAL / AUTHORIZED RESQURCE PERSON)
TO {Position/Designation)
(Office)
{ FROM | THE REGIONAL DIRECTOR

SUBJECT FERMIT TO CONDUCT AN INTERVIEW/SHOOTICOVERAGE

This is to refer the conduct of interview/shoot/cover of {name/company) for their program entitied {title
of program). Please note that this is a Department-inifiated interview/shoot/coverage which is being
made to strengthen the Department's efforts to increase the awareness of the general public on our
programs and services, through the broadcast media.

Kindly see attached (questionnaire/script) for your reference. The {shootfinferview/coverage) will be |

conducted at (place of interview) on (date) at {Eime).

NOTE: This additional clause may be added in ths even: that shootimiarview will be conducted inside DSWD NCR-managed facilitios:

{ Please ensure that the media team will observe orderiness and cleanliness of the areas used. You |
or your representative must supervise the shoot/interview to ensure that the activities there will not be
interrupted.

For your reference and appropriate action.

VICENTE GREGORIO B. TOMAS
{initial of the preparer of permit}

We understand our accountability that any damage incurred should be settled within five days.
Otherwise, it can be a ground for prohibition to conduct future interviews/ftapings/shootings at DSWD
offices/centers/residential care facilities. We also agreed that we will send the copy of the
output/material/episodefinterview at smoZ dswdnci@amail.com for DSWD's documentation purpose.

| cONFORME:
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Annex C. Permit to Interview/Shoot {Requested)

Depariment of Social Welfare and Development
National Capital Region
389 San Rafael comer Legarda Street, Sampaloc, Manila

File/ Ref. No.
PERMIT TO INTERVIEW/SHOOT/COVER
Date: August 8, 2019
{
TO
(Office)
FROM THE REGIONAL DIRECTOR
| SUBJECT

This is to refer the request for interview/shoot/cover of {name/company) for their (study/program)
+ entitled (fifle of ram).

Kindly see attached (questionnairefscript) for your reference. The {shoot/interview) will be conducted
at (place of interview) on {date) at (time).

in the event that the interview will take piace inside DSWD NCR-managed facilities, please ensure
i {hat the requesting party will observe orderiness and cleanliness of the arsas #eed. You of your
representative must supervise the shootinterview to ensure that the activities there will not be
interrupted.

The media should also be aware that no airing of footage will take place for commercial or resource
generating purposes.

For your reference and appropriate action.

VICENTE GREGORIO B. TOMAS
(initial of the preparer of permif)

We understand our accountability that any damage incurred should be settied within five days.
Otherwise, it can be a ground for prohibition to conduct future interviews/tapingsishootings at DSWD
offices/centers/residential care faciliies. We also agreed that we will send the copy of the
| output/materiaifepisodefinterview at smg2 dewilneridgmei.com for DSWD's documentation purpose,

l
i
! CONFORME:
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Annex . Potential Crisis Scenarios

.

DIUISICRCFS | POTENTIAL | PLANTO | PLANTO KEY TR ACTNHES
CRISIS- RESPOND | RECGVER. | MESSAGING . ' E
SCENARIOS . =
B o
s 12 15 |E = 18 |z
g 1§ |5 12 1313 (8|8 |8
F iz 13 2 1% 12 12 1812
= ilx iz |E 18 1B (2 |®
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Annex E. TRIMP Matrix

ISSUB/EVENT: (IssuerTopic o be addressed)
Source: (Reference Used)
Date: {Date Issued}

STATEMENT OF THE PROBLEK: {Fossitte scenaios fal sy arfse and a%es the
- wiganizatian)

L SITUATIONAL FACTS: . A OPERATION PRODUCTS:

IL. B. INVESTIGATICK PFRODUCTS

iStafements that addresses the issugi

{Presentation of factsidetails | {Operational Actions 1o be producediundertaken i | {investigative actionsiorodudis fs be produtedindeskken Ip
surraunding the address the crisis) address the oisis}
issus’eventincident)
L KEY MESSAGES:

IV.TARGET
- AUGENCE:

V. TREAP ACTIVITY MATRIX {Intervention activifies in the TRIMP Fazfibes?

™ RADIO

INTERNEY

MESSAGING

PRINT

{Target
Suthences may
be inlemai
andfor extemal
Public}
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Annex F_Format of Public Relatigns and Media Engagement Plan

- DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capitai Region

389, San Rafael St. comer Legarda St., Sampaloc, Manila

A PROPOSED PUBLIC RELATIONS AND MEDIA ENGAGEMENT PLAN

RATIONALE

REGIONAL BACKGROUND
OBJECTIVES

TARGET AUDIENCE
ACTION PLAN
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Annex G, Format of implementation Report for Public Relations and Media Engagement Plan

DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

389, San Rafael St. comer Legarda St., Sampaloc, Manila

DSWD-NCR PUBLIC RELATIONS AND MEDIA ENGAGEMENT IMPLEMENTATION. REPORT
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Annex H. Terms of Referance of the Public Affairs Officer

o)

DEPARTMENT OF SOCIAL WELFARE AND DEVELOPMENT
National Capital Region

389, San Rafael St. comer Legarda St., Sampaloc, Manila

. Coordinates with media outfits and conducting media engagements,

Creates a directory of —Key Target Medial (see Annex A) and update the directory
weekly or as often as needed.

Conducts initial coordination with Key Targei Media for possibie information
dissemination partnership. Phone calis, e-mail and text messaging, and: sending out
formal letters may be conducted. All forma! letters 1o be sent out shall be reviewed by
the Regional Information Officer and shalt be signed by the Regional Director.

- Prepares a list of questions that the media may use as reference in interviewing a

DSWD-NCR Resource Person / DSWD-NCR Speakers Bureau member, in an
agency-initiated interview.

Prepares a script or story outline for the media, which may include Success Stories of
the Beneficiaries / Program Members, Call for Donations, and Social Worker Stories
among others, 1o be used for an agency-initiated information dissemination strategy.

Prepares media advisory for regional activities / avents.

Prepares permits to interview, shoot, and/or cover per request of media, academe
and/or other stakeholders. Secure that the conforme in the permit is duly signed by
the requesting party.

Ensures that the conduct of interview/shoot/coverage be in accordance with RMO No.
, 8. or the Guidefines in Handling Public Affairs and Media Engagement.

Secures a copy of the output/material/episode produced by the media for compitation
of the Social Marketing Office. Follow up letter may be sent to the media after the
conduct of shoot/interview/coverage.

10. Drafts the —Public Relations and Media Engagement Plani of DSWD-NCR before the

end of the fiscal year. Said pian shaii be approved by the Regional Director for
implementation on the succeeding year.
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Annex L1. Non-Ambush Interviews Process Flow

Step 1. Processing of
Non-Ambush
interview Request

LENGTH: 1hr to 8 hrs (depending on the availability of the-
Resource Person) '
s The requesting parly shall: _

1. Write a request for interview, attached with guide -
questions and preferred date, time, and venue of
interview (Note: The requesting party may indicate
their preferred date, time, and venue, however, it is
not guaranteed. The interview schedule will stilf be
based on the availabifity of the member of the
identified resource person.)

Address the request to the Regional Director
3. Submit the request to the Social Marketing Office
through:
a. Email: smo2.dswdncr@gmail.com
b. Hand-in/Courier: 2nd Floor, Social
Marketing Office, DSWD-NCR, San Rafael
St. comer Legarda St., Sampaloc, Manila
¢ The Social Marketing Office shall:
1. Receive the request and identify potential resource
person from the DSWD-NCR Speaker's Bureau
2. Coordirate said request to the identified resource
person and provide advance information and copy
‘of the guide questions.

b

Step 2. Scheduling of
date and time of Non-
| Ambush Intarviow

LENGTH: 5 mins
» The Social Marketing Office shall coordinate with the
identified resource person and agree with a definite date,
fime, and venue for the conduct of interview
¢ Once the inferview schedule is agreed, the SMO will
coordinate said schedule to the requesting party to confim
their attendance

| Sten 3. Preparation,
Approval, and
Issuance of Permit to
Interview

LENGTH: Bhrs-2days

e The SMO shall draft a Permit to Interview following the
prescribed format siated in Annex C. Permit to
intervien/Shoot of the RMO No. . Series of 2020 or
the DSWD-NCR Guidelines in Handling Public Affairs and
Media Engagement

¢ The Regional Director shall approve and affix his/her
signature on the Permit to Interview

+ The SMOQ shall send a copy of the Permit to Interviewto
the requesting party '

Step 4. Signing of
Conforme and
Inierview Proper

g

1 LENGTH: 5 mins — 2hrs

e The requesting party shalf sign the conforme in the Permit

to Interview and adhere to the provisions in the said
conforme

After signing the conforme, he/she may proceed fo.the
venue of interview for the intenview proper.
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Annex |.2. Ambush interviews Process Flow

Step 1. Processing of
Non-Ambush
Interview Request

LENGTH: Sminstof hr

+ The requesting party shall: :
o Provide/lList down guide questions for the identified |
resource person before putting the resource person
-on-aid.
« The identified resource person shail:
o If the resource person is not a member of the
DSWD-NCR Speakers Bureau — Forward the
- questions to the head of hister office.
o If the resource person is a member of the DSWD-
NCR Speakers Bureau - Forward the questions to
the DSWD-NCR Speakers Bureau Viber group
chat, and wait for the approval of the Regional
Birsetor,
s The Social Marketing Office shall:
o Monitor the broadcast appearance / airing of the
ambush interview
o Assist the resource person in answering the
questions, if necessary

Step 2. Interview
proper

LENGTH: 5 minsto1 hr
« The resource person shali ensure that his/her appearance
is -camera readyi '
» Adhere to the provisions of RMO No._____, Series of
2020 or the DSWD-NCR Guidelines in Handling Public
Affairs and Media Engagement when answering the
questions

Step 3. Feedback
Report

LENGTH: S minsto 1 hr
+ The resource person shall provide a brief feedback report
of what transpired in the interview, for the reference of the
Regional Director. Issues/Concems may aiso be raised.
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Annex L3. Non-Ambush Shooting/Taping Process Flow

Step 1. Processing of
Non-Ambush
Shooting/Taping
Request

LENGTH: 1hr to 8 hrs {depending on the availability of the

Resource Person) i

The requesting party shall:

o Write a request for shogtftaping, atiached with the
list of equipment to enter the DSWD-NCR
managed facility, along with the preferred date,
time, and venue of shoot (Note: The requesting
party may indicate their preferred date, time, and
venue, however, it is not guaranteed. The shooting
schedule will still depend on the approval of the
Regional Director and/or Center Head as the Field
Office shall ensure that no operations will be
hampered.)

Address the request to the Regionat Direclor
Submit the request to the Social Marketing Office
rought

s Email: smo2.dswdncr@gmail.com

= Hand-in/Courier: 2nd Floor, Social

Marketing Office, DSWD-NCR, San Rafael
St. comer Legarda St., Sampaloc, Manila

- Step 2. Scheduling of
date and time of Non-
Ambush Shoot/Taping

LEMGTH: & ouns

The Social Marketing Cffice shall coordinate said request
to the head of the DSWD-NCR managed facility for his/her
approval

Once the shootingftaping schedule is agreed, the SMO
shall coosdinate said schedule o the requesting party 1o
confirm their attendance

Step 3. Preparation,
Approval, and
issuance of Permit to
intarview

LENGTH: 8hrs-2days

The SMO shall draft a Permit to Shoot/interview following
the prescribed format stated in Annex C. Permit to
Interview/Shoof of the RMO.No.___, Series of 2020 or
the DSWD-NCR Guidelines in Handling Public Affairs
and Media Engagement

The Regional Director shall approve and affix his/her
signature on the Permit to Shoot

The SMQ shall send a capy of the Parmit to Shoot to the
requesting party

Step 4. Signing of
Conforme and
Interview Proper

LENGTH: 5 mins — 2hrs

The requesting party shall sign the conforme in the Permit
to Shoot and adhere to the provisions in the said conforme
After signing the conforme, he/she may proceed to the
venue of shoot for the shoot/iaping proper
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Annex [.4. Agency-Initiated Media Engagements Process Flow

Step 1. Preparation of
Formal Letter for Key Target
Media

LENGTH: 1 day fo 3 days (depending on the availability of
the Key Target Media)

» The SMO shall prepare a formal letier of request for
parnership/coilaboration with Key Target Media
listed in the Key Target Media Diractory of DSWD-
NCR, subject for review and approvat of the
Regional Direcior.

Step 2. Coordination with
Key Target Media

LENGTH: 1 day to 15 days

+ The Social Marketing Office / Public Affairs Officer

- shalt coordinate the partnership request to the Key
Target Media. Coordination may also be done via
text and phone calls.

¢ The SMO/PAQ shall coodinate the availability of
Key Target Media for the conduct of an
interview/shoot

» The SMO/MPAQ shall coordinate if the Key Target
Media prefers to foliow a
script/outline/flow/questions prepared by DSWD-
NCR. lf so, the SMO/PAQ shall prepare the
script/outline/flow/questions

Step 3. Preparation,
Approval, and Issuance of
scriptoutline/flow/questions

LENGTH: 8hrs-2days

» The SMO/MPAQ shall drafta
script/outiine/flow/questions following the provisions
of the RMO No._____, Series of 2020 or the
DSWD-NCR Guidelines in Handling Public Affairs
and Media Engagement

o The Regional Director shali approve and affix
hisfer signature on the script/outline/fflow/questions

« The SMO/PAQ shall send a copy of the
script/outline/flow/questions to the Key Target Media

« if the scriptoutline/flow/questions will come from the
Key Target Media, the SMO/PAQ shall review said
script/outiinefflow/questions before the actual
conduct of Interview/Shoot

Step 4. Interview/Shooting
Proper

LENGTH: 5 mins — 2hrs
* The SMO/PAQ shail guide/brief the Resource
Person/personnel involved in the interview/shoot on
the details relative to the interview/shoot before the
conduct of the interview/shoot
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Annex 1.5. Grisis Cammunication Management Process Flow

Step 1. Gathering of LENGTH: 1 hr to 24 hrs (depending on the availability of data)

Data and Presentation ¢ The SMO shail gather as much information as possible

of Data to the about the situation, in preparation for potential requests by

Regional Director media for interviews and/or press conference/s, if
necessary.

» In the event of a crisis situation, the Regional Director
shait be notified instantly, followed by the necessary
informatino from the data gathered by the SMO

Step 2. identification LENGTH: 1 hr

of a Spokesperson + The Regional Director shall identify and authorize a

) Spokesperson as the resource person of all media outfit
who shall address the crisis at hand and speak on behalf

of the Department
= A Speciat Order shall be issued for this purposes
Step 3. Conduct of LENGTH: 8hrs-2days '
interview s Annex 2. Ambush interviews Process Flow shall be

followed in the event of ambush interviews

o Annex | 4. Agency-initiated Media Engagemenis Process
Flow shall be followed in the event of agency-initiated
media engagements
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