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NEBRASKA DEPARTMENT OF EDUCATION


ADMINISTRATIVE MEMORANDUM #801


ISSUED: JANUARY, 2010
TO:

Nebraska Department of Education Staff

FROM:

Dr. Roger Breed, Commissioner of Education

SUBJECT:
LEGISLATIVE, MEDIA, AND CITIZEN INQUIRIES AND CONTACTS

FOR ASSISTANCE:
Contact the Commissioner’s office at 471-5020

PURPOSE

This document provides guidance for staff members regarding requests for information or printed materials, public testimony, and public presentations from Federal and State Legislative and Administrative Entities.  Additionally, it provides guidance regarding 1) contacts by news media and 2) the issuance of new releases.

A.
Federal and State Legislative and Administrative Entities:
It is important that information provided by Department staff to state and federal legislative and administrative entities is accurate and consistent with the State Board of Education's positions and objectives. The Commissioner of Education is in the best position to determine consistency. The intent of this memorandum is to specify Department requirements concerning Department staff contact with state and federal legislative and administrative entities.

1.
Requests for Information
a.
Written Request for Information - If the matter involves state legislation, and if the staff member is certain of the State Board or Department's position on a particular matter, they should handle the written response and provide copies to the Commissioner, Deputy Commissioner, and Assistant Commissioner as the information is provided to the requestor. For all other written requests, Department staff should prepare a written response from the Commissioner and forward the written response with a copy of the request to the Commissioner through the respective Leadership Council Member (LCM) or designee. Upon the Commissioner's review, the Commissioner's Office will transmit the Department's written response.

b.
Verbal Request for Information - Department staff providing a verbal response to a request for information should provide the Commissioner, Deputy Commissioner, and Assistant Commissioner with notification of the request and the response given in a timely manner. 
2.
Public Testimony by Department Staff
Unless requested by the Commissioner, Deputy Commissioner, or Assistant Commissioner, Department staff should not testify for or against any bill as a representative of the Department. If a staff member wishes to testify on a bill as a private citizen, previously approved leave time will be used.

When a staff member is requested to provide public testimony by non-Department entities in his or her capacity as an NDE employee, the staff member should receive approval from the Commissioner/Deputy Commissioner/Assistant Commissioner in writing prior to the hearing of the content of his/her statement so that the information given will be consistent with the State Board's position and objectives.

Staff members are responsible for informing their LCM or designee when attending Legislative hearings.

B.
News Media and Other Contacts:
Periodically news media personnel, representatives of groups or associations, and other individuals will contact Department of Education staff members to get information or ask questions regarding specific topics. Staff members are expected to respond to inquiries in a professional and accurate manner.

Whenever possible, staff should refer news media inquiries to the Public Information Officer at 471-4537.  In addition to referring the inquiry, staff should provide relevant factual information relating to the inquiry.  If the inquiry cannot be referred directly to the Public Information Officer, staff should forward a summary of the inquiry and the response to the Public Information Officer.

When such inquiries include specific complaints or problems regarding Department procedures or operations, the individual contacted should make note of who is making the inquiry, what the affiliation of the individual is, what questions are asked, and a general summary of the response given. This information should be sent in memo form to the Commissioner, Deputy Commissioner, the LCM and supervisor.

All interviews with news media should be summarized in memo form and forwarded to the Commissioner, Deputy Commissioner, LCM, and supervisor and the Public Information Officer.

C.
News Releases
All prepared news releases of the Department of Education shall only be issued by the Public Information Officer.

D.
Public Speaking.  

With regard to requests to provide programs or to speak to public gatherings, staff should use 
their own judgment.  It is suggested that staff who choose to respond to the request on their 
own do the 
following:

▪
secure approval from their supervisor;

▪
secure prior approval for participating in prearranged panels or programs of public radio, television or other media from the Public Information Officer;


▪
do not enter into debates with opponents;


▪
provide information about State activities and initiatives but make no attempt to represent the local school; 


▪
determine whether questions are to be permitted, and, if so, arrange for them to be written and selected by you or a moderator;


▪
Refrain from debating any individual participant; and,

▪
feel free to refuse to answer questions that are rhetorical, irrelevant, or otherwise “out of line.”

E.
Requests for printed materials:  Refer to Administrative Memorandum #606. 

