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Media Enquiries, Incidents & Authorisation

KEEP CONTROL BEFORE, DURING AND AFTER MEDIA ACTIVITY

Use this page alongside the Business Media Release Template. Adapt the roles, approval route, privacy arrangements
and retention period to your organisation and the particular media activity.

1. NOMINATE AN AUTHORISED MEDIA CONTAC]T 2. HAVE AN ESCALATION ROUTE

All media enquiries, interview requests, requests for
comment and approaches for photographs, filming or
audio should be referred to the organisation's nominated
authorised person. Staff should not provide statements,
opinions or interviews unless authorised.

3. CONTROL UNPLANNED APPROACHES

The same approval process should apply to approaches
by telephone, email, social media, in person, at events or
meetings. Staff should not feel pressured to answer
immediately. Record the journalist's or producer's name,
organisation, contact details, request and deadline, then
refer it internally.

5. PRIVACY, CONSENT & PEOPLE IN SHOT

Confirm the lawful basis and privacy information before
recording begins. Obtain appropriate permission where
required. Clearly identify anyone who must not be
photographed, filmed or recorded. Take additional care
with children, vulnerable people or anyone unable to give
permission for themselves.

If the nominated media contact is unavailable, refer the
matter to the most senior authorised manager available.
Staff should know who can approve activity, who can
speak for the organisation and who must be contacted
out of hours where appropriate.

4. SERIOUS INCIDENTS & CRISIS MEDIA

Any accident, complaint, investigation, safeguarding
concern or other event that may attract adverse publicity
should be escalated promptly before a response is given.
Agree the authorised message, who will deliver it and
what information must remain confidential. Keep a record
of communications.

6. THIRD-PARTY USE, STORAGE & RETENTION

Before material is passed to a photographer, agency,
publisher, platform or other third party, establish what
they may do with it and apply appropriate contractual
controls where required. Store releases and media
records securely, keep personal data only as long as
necessary, then dispose of it securely.

~N
7. DATA RIGHTS, BREACHES & RECORD KEEPING
Keep an audit trail of approvals, signed releases, restrictions, publication/use details, changes and incidents. Have a route for
privacy queries and applicable data-subject requests. If personal data is accidentally lost, disclosed, altered or accessed
without authority, follow the organisation's data-breach procedure promptly. For sensitive, high-value, international or unusual
projects, obtain appropriate professional advice.
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PERSISTENCE & DETERMINATION

GIN'S TIP

Do not allow urgency to remove the approval process. A camera, microphone, deadline or unexpected media arrival does not
itself give permission to record, publish or speak on behalf of the business.
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Current UK Legal & Data-Protection Check

CHECK BEFORE USE - THIS TEMPLATE DOES NOT ITSELF CREATE COMPLIANCE

1. UK DATA PROTECTION - CHECK FOR UPDATES

At 8 August 2026, the principal framework includes the UK GDPR and Data Protection Act 2018 as amended by the Data
(Use and Access) Act 2025. Before using this template, the purchaser should check current legislation, commencement
provisions and ICO guidance for any later changes.

2. ARELEASE IS NOT THE SAME AS A LAWFUL BASIS

Signing a media release does not by itself make photography, filming, publication, data processing or Al use lawful. The
organisation remains responsible for identifying and documenting an appropriate lawful basis, providing suitable privacy
information and complying with applicable data-protection duties.

3. INTERNATIONAL USE

Outside the United Kingdom, do not assume UK wording is sufficient. Check the privacy, image/likeness, publicity,
employment, recording, biometric, Al and other laws applying where the organisation operates, where the participant is
located and where the media will be used, published or processed.

4. PRIVACY-BY-DESIGN CHECK

Before recording starts, define the purpose, publication channels, territory, permission period, retention period, access
controls and third-party sharing. Collect only information that is genuinely necessary. Consider whether higher-risk
processing, biometric use, extensive sharing or Al/synthetic processing requires additional assessment, including whether a
DPIA is appropriate.

5. DATA RIGHTS, SECURITY & RETENTION

Provide an appropriate route for privacy enquiries and applicable data-subject rights. Store signed releases and associated
records securely, restrict access, retain personal data only as long as necessary for the stated purpose or applicable legal
requirements, and dispose of it securely when no longer required.

GIN'S TIP

Do not wait until somebody is already in front of a camera. Agree the purpose, permissions, restrictions, privacy position and
any Al or replica use before recording begins.
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