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CHAPTER 4. VA PUBLIC AFFAIRS POLICY

1. PURPOSE
a. Overview

(1) The VA is a vast, complex and dynamic organiza-
tion that is viewed from many different perspectives that
are constantly changing and evolving. An enlightened
approach to public affairs provides for sensing and
responding to the needs, views, and attitudes of individuals
and organizations who affect and are affected by the VA
mission.

(2) The primary philosophy of agency public affairs
programs is to facilitate the VA’s mission and goals by en-
suring that the VA communicates with its various publics
responsively, clearly and consistently. Such a process
should provide descriptions of Agency policy and fact in an
honest and forthright manner that minimizes confusion
and broadens both individual and public understanding.

(3) The purpose of this chapter is to provide agency-
wide policy guidance and authority for the establishment
and execution of public affairs programs and practices
within the VA. These policies are intended to ensure con-
sistency and sound rationales for the many and varied
communication activities and opportunities that are
regularly encountered throughout the Agency.

b. Scope

(1) This chapter describes the basis for a public affairs
program within the VA, the organization that supports
such a program, and how that program is to be executed.
These policies are intended to promote open and produc-
tive communication between and among the Agency’s con-
stituencies and publics. The chapter also provides a policy
framework to guide managers and others responsible for
public affairs planning and response.

(2) Because the nature of many public affairs practices re-
quires maximum latitude and flexibility, this chapter ad-
dresses a limited number of specific instructions and detailed
procedures. A variety of other VA resources exist to assist
Agency managers and public affairs practitioners in the
creative application of an overall philosophy that supports
communication of the VA mission.

(3) Although the release or providing of information is a
fundamental component of most public affairs acuvities,
this chapter does not circumscribe or replace the various
referenced statutes and regulations that provide detailed

prohibitions or authorities for specific situations or types

of information,
2. AGENCY PUBLIC AFFAIRS ORGANIZATION

a. Overview

(1} Primary authority for establishing VA public affairs
policy and program objectives rests with the Administrator
of Veterans Affairs. Interpretation and goal definition of
these objectives will be provided by the Associate Deputy
Administrator for Public Affairs (ADA/PA). The Agency’s
operating departments execute the bulk of facility-level
public affairs initiatives with the support and guidance of
the Office of Public Affairs (OPA), which also engages n

active execution of many national activities.

(2) Positive and active public affairs programs can and
should exist at all Agency organizational levels. Manage-
ment responsibility is outlined in subparagraph ¢, which
follows, and assumes a consistent level of coordination.
guidance and liaison with public affairs elements within

the Agency.

(3} Because the Agency 1s supported by the taxpaver,
part of the VA mission is to account for its performance to
the public. Despite certain limitations, VA public affatrs
program objectives provide a framework for the active
delivery of information to serve the dual purposes of VA's
responsibility to its beneficiaries and its accountabiling to
the American public.

b. Program Components

(1) Public affairs programs generally consist of three
functional areas, the implementation of which varies with
the level of organizational responsibility involved. Each of
these areas — external communications, internal com-
munications, and community relations — seeks 10
establish and maintain reliable and accurate representa-
tions of Agency services and organizational performance in
ways that are understood by and relevant 1o the target

audience(s).

(2) The evolution of activities in these functional areas
should be preceded by initial analyses and statements of
overall communications objectives defined in reasonably
narrow terms. The stated objectuives must be both realistic
and attainable. They may be implemented through
specific activities, processes and procedures in one or more
of the functional areas. Assessment and review of the
results achieved are essential in guiding future public af-
fairs program implementation.

41
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¢. Management Responsibilities

(11 Each level of Agency management — no matter how
small or large — is considered to have public affairs
responsibilities. This principle envisions management’s
awareness of the need to properly include public re-
quirements. expectations and consequences in the conduct
of its operations and in the process of decisionmaking.

(27 As organizational structures increase in size and
scope, public affairs activities will generally require more
attention. For practical purposes, designated individuals or
organizational elements may be assigned to oversee public
affairs practices as they relate to larger and more complex
units of the Agency.

(3) Nevertheless, the ultimate responsibility for pubhe
affairs rests with the individual VA manager. Tt is the
palicy of the VA to view overall management performance
not only in the context of misston-based results, but also m
the condition of the public affairs environment that is
established and nurtured by managers themselves.

(4) It is a further policy of the VA that public affairs
program components communicate and reflect the full
racial, ethnic and sexual diversity of the VA's beneficiaries
and workforce. Public affairs acuvities and communica-
tions products must be sensitive to and consistent with
Agency nondiscrimination policies. Managers will ensure
that adequate safeguards exist to avoid either dehberately
or inadvertently offending, alienating or slighting any
group or individual.

d. Structure
(1) Central Office

(a) Associate Deputy Administrator for Public Affairs.
Agencywide public affairs policy and oversight are provid-
¢d under the direction of the ADA/PA who reports and 15
accountable to the Administrator and immediate staff, As
the Agency’s chief public affairs official, the ADA/PA sup-
ports and is responsible for a variety of communications
activities that are implemented at Central Office and in the
field. The ADA/PA also directs the activities of the OPA, a
discrete staff office function within the VA's overall

organizational structure.

(hy Office of Public Affairs. OPA provides full-time
professional support for the implementation of national
VA public affairs policy from Central Office and through
its regional structure which links OPA to field public af-
fairs acuivites.

1. Central Office Staff. OPA’s Central Office mission

4.2
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mcludes direct responsibility for communicating VA's
overall svstemwide performance to the broadest possible
array of publics and interests. It serves as the Ageney’s
principal haison with national media, coordimates field
support of public affairs iitiatives, provides central direc-
tion to public affairs training and education, produces VA-
wide communications media for emplovees and other in-
terests. and engages in other centrally directed public af-
fairs special activities,

2. Field Swaff. QOPA's regional structure is designed o
provide direct liaison with VA field actvities and with
news media i the implementation of centrally directed
public affairs ininatives. Regional OPAs support field ac-
tivity public affairs responsibihties by serving as con-
sultants, providing guidance and training, and producing
information materials,

f¢) Department and Swaff Office Directors. Manage-
ment responsibility for the Ageney's operating departments
and staff offices includes an understandimg and the support
of overall Agency public affairs objectives and commut-
ment to facility and suborganizanonal mvolvement in
public affairs initiatives.

1. Department Public Affairs Officers. The organiza-
tion of cach of the VA’s three operating deparuments pro-
vides for staffing a public affairs office reporung directly 1o
the department  head. These offices mainly  provide
specialized public affairs services that are umque to the
departments’ operating missions. Among these are pro-
viding direct public affairs counsel and advice in the for-
mulation of department policy, management of the depart-
ment’s internal communications media, and idenutymg
and implementing public affairs miuatves. These offices
also function in direct laison with OPA to coordinate
overall Agency policy, to provide a consistent How of -
formation concerning department 1ssues  and
developments, and to ensure that media response is tumely
and accurate,

2. Central Office Public Affairs Coordinators. Each
Central Office staff office and/or discrere management en-
tity will designate a public affairs coordinator (PAC). This
collateral dury function monitors the organization’s ac-
tivities for its public affairs significance and communica-
tions potential. The PAC will also ensure that suitable sub-
ject matter experts are identified for the media response re-
quirements of OPA.

{2) Field Facilities
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{a) Management Responsibility, The prinapal managment
official of each VA field activiry is directhy responsible for
its public affairs performance. Liason and  support
resources are available through regional OPAs to assist
management i implementing and responding to public af-
faurs situations.

(b} Facility Public Affairs Officers. Tt 15 the Agency’s
policy that each facilitv clearly define 1ts public affairs
responsibilities and that associated duties be assigned to a
staff member designated as public affairs officer (PAO).
PAQs shall be chosen for the work m terms of skills, ap-
titudes, prior experience and exposure to public affairs
training. Directors will ensure that tacility PAQOs also have
regular contact with facility management and participate
i discussions of operational and sensitive issues.

3. INFORMATION POLICY

a. s the express public affairs pohey of the VA, atall
levels and in all Tacilities, to promote, assist and support
hoth the flow of, and access 1o, mformanon that will serve
to communicate an understandimg of the Agency’s nussion
and the services the VA provides.

b. Except where statutes or regulations limit disclosure;
P, Privacy Act (PAY (5 ULS.CL 55200 Conhdentaliny of
Certam Medical Records {38 U1.5.CL 41320, ('(mf'idcmi;]ll—
noof Medical Records Quahty Assurance {38 U.S.C.
33081, Conhdential Nawure of Claims (38 UL.S.CL 533010,
the Agency shall, willingly and without requiring justifica-
tion or written submission, release to any mdividual or
organization that requests it, routinely avalable informa-
tion which 1s customarily furnished to the public.

¢. The Agency's policy will be to mmimize, to the
greatest extent possible, the time and procedures necessary
te respond to requests for mformation,

(1) Requests which can be responded to orally by
reference to readily accessible sources such as publications
and statstical summaries will be promptly and courteously
answered.

(2) Except for the purposes delincated by express direc-
tion in VA policy manuals, regulations, airculars and other
dirccuive materials, the VA will not require or impose a
necessity 1o submit routine requests 1 wnting,

d. Written Freedom of Information Act (FOIA) requests
submitted by media representatives and organizations will
be appropriately handled by the Agency FOIA/PA officer
or the designated organizational FOI/PA Officer for each
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department, office of Associate Deputy Admumistrator,
staff office or field facility. In addition. a copy of the re-
quest and a copy of the VA response to the request will be
provided to the nearest OPA acoviny. The OPA will also
recerve tmely notificauon of FOIA appeals to imtial Agency
determinations and appeal decisions 1ssued by the Ad-

MINISTIAtor,

¢. All VA installations are expected to develop and -
ctitute centralized procedures to coordmate therr public af-
fairs activities and o cnsure consistent and appropriate
liaison with media and other activities and mdiaduals.

4. PRACTICAL GUIDELINES

1. Guideline Sources Within OPA. Because the actual
implementation of public affairs practices frequently mvolves
unmigue and unpredictable circumstances. 1t s not feasible 1o
mcorporate detailed  guidelines withmn an Ageney policy
manual. A variety of mechamsms effected by OPA are m-
tended to provide pracucal guidance for the appropriate
conduct of public aftairs practices and for resolving related
sstes within the context of overall Agency policy.

(1" Reference Resources. OPA publishes non directive
materials that provide specific mstructions to be applied in
many public affairs actoviny areass e.g., “VA Public Affairs
Handbook™ and “Meeting the Media.” These and othe
publications offer suggestions, provide technical advice, and
incorporate proven methods for the most prev alent and com-
maonly experienced public affairs situations. Subjects such as
news release preparation, speakers burcau management,
broadeast interview techniques, and  principles ot
photography are among the many topics addressed in these

publications.

(2) Newsletters. OPA regional offices will publish a
periodic newsletter that identifies specific facility public at-
fairs activities and insights that may be applicable
elsewhere. This medium will also  provide current
guidelines on matters of ropical interest. OPA newsletters
will frequently be sources of policy direction a nd program
guidance for public affairs initiatives.

(3} Counsel and Advice. A principal resource within
the entire OPA structure that is available to all orgamza-
tional levels is access to public affairs counsel and advice.
VA facility management is encouraged to estabhsh and
maintain  a frequent level of contact with a designated
regional public affairs office. Candid exchanges of infor-
mation concerning developments, issues and problems
provide valuable advantages in decisionmaking and help
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broaden irfarmation sharing activines that benefit tie
Agency at iarge.

(4) Training. The OPA mission mvolves the creation
and presentation of training programs on various aspects
of the Agency’s public affairs environment. OPA will pro-
vide periodic programs emphasizing current VA issues and
contemporary public affairs policies and practices as they
relate to the VA mission and organization. Other sources
for individual public affairs education and traming are
available through normal Agency traiming and develop-

ment channels.

(5) Periodic Informational Materials, OPA  will
develop, publish and distribute materials that provide
examples of media treatment of VA issues and subjects.

b. Photography in VA Facilities. Public affairs
photography is defined for this chapter as the use of equip-
ment for still and motion pictures and video recordings and
the subsequent publication, broadcast or other public
release of these images. Public affairs circumstances may
include the intention to use VA-produced photography in
internal or mass media, and access to VA facilities by news
or other information gathering organizations. The main
criterion in the collection and use of photographic material
for public affairs purposes is to ensure that there is no inva-
sion of personal privacy. This may be determimned by the
circumstances and environment that surround the in-
dividual(s) being photographed, or by obtaining a waiver
sufficient to obviate invasion of privacy claims. In addition
to outright exclusion from phaotography, privacy con-
siderations may also be addressed by ensuring that in-
dividuals are not identifiable even though thev may other-
wise be visible.

(1) Employees. As a general rule, photography of
Agency employees in the course of their normal official
duties, whether by the Agency or outside organizations,
does not require a written consent. By the public nature of
most Agency environments or by the implied consent of the
emplovee participating in and cooperating with the
photographic activity, further formalizing or documenta-
tion should not be necessary.

{2) Paticnts, Beneficiaries, and Other Agency
Clientele. Members of the public who present themselves
within VA facilities for service or treatment by the Agency
have a right to expect reasonable personal privacy. In-
dividuals who are confined to bed or who are otherwise
unable to move or communicate, must be appropriately
protected in the absence of their expressed written consent.

(a) Persons involved or participating in VA diagnostic
or treatment programs for narcotics addiction, substance

4-4
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Sy osickle cell anemia or human immunodeficiency
vi. s e.g., AIDS patients, may be photographed so as to
be identifiable with consent obtained only under the
following circumstances.

1. If the consent is to be effective, the circumstances
involved and the ramifications of being identified in the
media as having one or more of the four mentioned condi-
tions should be fully explained 1o the person before obtain-
Ing Written consent.

2. Each person involved must then provide the VA
medical treaung facility with prior written consent that
permits disclosure to a third party; e.g., news media
representative, of personal identification and the condition
being treated.

3. A second, separate written consent must be signed
that permits redisclosure of identifying information to the
public; e.g., via newspaper, television, etc.

4. The VA official in charge of the treatment program
involved must explicitly agree that these disclosures will
benefit the person involved and will not cause substantial
harm to the relationship between the person and the treat-
ment program or to the program in general.

5. VA Form 10-5345, Request for and Consent to
Release of Drug Abuse, Alcoholism or Alcohol Abuse, or
Sickle Cell Anemia Information from Medical Records,
will be used, in addition to other applicable forms required
by the Department of Medicine and Surgery, to obtain and
document the required consents.

6. There is a criminal penalty for unauthorized
disclosure of this type of information (38 U.5.C. 4132).

(b) VA-produced public affairs photography of persons
using or occupving VA facilities must involve obtaining
written consent on VA Form 10-3203, Consent for Use of
Picture and/or Voice, or an equivalent statement. The ap-
plication of written consent requirements for public affairs
purposes should be clearly limited to situations where
Agency personnel conduct the photography, or when the
clement of privacy may not be readily definable.

(¢) In general, it is not necessary to obtain written con-
sent  when the following  precaution 1s
observed: Photography sought by news media and other
organizations should be preceded by an announcement or
other actions to identify persons who do not wish to be
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photographed. For public affairs circumstances, particularly
those involving news media and large numbers of people in
public settings, e.g., waiting rooms, hallways, auditoriums,
outdoor settings. etc., the imposition of written consent re-
quirements is both cumbersome and generally unnecessary.
Consultation with a VA District Counsel is recommended
for unresolved situations.

c. Media Access to VA Facilities

(1) VA officials may encounter situations that involve re-
quests by the media for facility access or news media’s un-
announced presence at VA facilities. The variety and in-
dividual nature of circumstances that could lead to such situa-
tions suggest case-by-case handling. Nevertheless, certain
guidelines can be established to assist management in
responding to and contending with questions of media ac-
cess 1o Agency facilities,

(2) The VA has a fundamental obligation and respon-
sibility to its clients through the unimpeded execution of
the Agency mission. At no time will media access be per-
mitted to interfere with or compromise that principle. First
Amendment rights of the media to gather and report the
news and the concept of the “public’s right to know”
should not interfere with the Agency mission and with VA
client rights. Requests for media access can and should be
denied if such access would interfere with the VA mission
or present unwarranted invasions of client privacy.

(3) Consistent with overall Agency public affairs policy,
officials will provide reasonable accommodation to media
representatives. The presence of mechanical equipment for
the recording or transmission of voice and/or pictures may
present problems that cannot be surmounted. Not-
withstanding prohibitions which may be applied to such
equipment, media representatives are not to be held
distinct from the general public in having access to VA
facilities as visitors or potential clients, nor may they be
obstructed if they conform to facility rules regarding public

access.

(4) As a matter of courtesy and propriety, the VA expects
media to request access. Such requests will be promptly acted
on following, if necessary, consultation with an ap-
propriate OPA representative.

(5) Media activities within VA facilities must involve
the presence of a designated escort. This is to ensure com-
pliance with Agency policy, to resolve problems, and to
serve as a source of information.

(6) Media personnel with mechanical equipment or
who are otherwise disruptive and who, without permis-
sion, enter and conduct news gathering activities, are sub-
ject to curtailment of their activities. Facility management
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should feel free to immediately contact an editor or super-
visor to resolve access questions and to explain VA media
access policy.

d. Political and Celebrity Activity

(1) While the Agency generally welcomes and  en-
courages appropriate tours and visits by government of-
ficials and celebrities, certain restrictions must be imposed
if their purpose is overtly political and imvolves the conduct
of partisan activities. Descriptions and control of politcal
activiies on VA premises are governed by 38 CFR
1.218(a)(14}(ii} and 17.71. '

121 Public affairs pohey may also enter decisions concern-
ing celebrity access, and 10 the greatest extent pracucable,
should be dealt with separately and may involve consultation
with an OPA representative, For example, an agreement 1o
provide an official tour of a VA facility for a candidate for
public office who consents not to conduct partisan ac-
uvities would not in and of itself relax media access linuta-
tions. Thus, candidates encouraging or soliciung media
coverage of their visits rnisk interpretation by the Agency
that the visit constitutes partisan activity.

(3) Certain prominent individuals may be of media in-
terest under any circumstances and may agree to a visit
that is free of partisan or political acuvity. Media access
decisions may then be based purely on the celebrity status
of the visitor assuming there are no VA client privacy or
Agency mission limitations.

(4) Celebrities may also attract media interest at the
time they become or are learned to he Agency clients, e.g.,
patients. Persons who are well known have to a large ex-
rent surrendered a certain amount of privacy and media in-
terest can be expected to follow them. Nevertheless, the
VA will reconcile public interest with individual privacy
and negotiate with the celebrity or personal representative
to accommodate requests for information to the greatest
extent possible,

¢. Advertising

(1) The use of paid advertising by the VA will be imited
to specific acuvities for which a specific designation of
budget authority exists. In general, and in the absence of
additional legislative authority, the Agency engages in the
use of paid media advertising for personnel recruitment
and for certamn loan guaranty activities. Elements of the
VA arc otherwise prohibited from purchasing advertising
time or space to promote VA benefits and services, to pre-
sent “institutional”™ messages, to publicize Agency events or
activitics, to participate in buying congratulatory advertis-
ing. or from expending funds for other forms of adverus-
g enrerprise.
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(2) Neither the VA nor its personnel will endorse or pro-
vide testimonials for any product or commericial line of
endeavor whether or not intended for use in advertising,
promotional or marketing material. Neither will the Agency
expressly permit use of the terms “VA-guaranteed” or
“VA-approved” in the advertising of real estate, educa-
tional and training institutions, or any other endeavor that
would lead the public to believe the VA warrants the pro-
duct or service. Responsible officials should, with District
Counsel involvement, seek to curtail known violations of
this policy.

{3) The VA has no authority to control the use of the
word “veterans” in commercial advertising.

(4) Use of the VA seal, insignia and symbol (logo) shall
conform with MDP-1, part 1, chapter 22.
5. MEDIA LIAISON

a. Introduction. The VA relies on the
availability and interests of news media to communicate
information about the Agency to the publics reached by
these organizations, The VA further recognizes the
legitimate role of a free press in our society and will not
engage in practices designed to discriminate against, favor
or otherwise control legitimate access to Agency sources of
information. Media liaison policies are established to en-
sure the availability and release of accurate and ap-
propriate information according to established and struc-
tured procedures that provide maximum coordination
with the policy interests of the Agency.

presence,

b. Mass Communications Media. The following types
of activities and their representatives are subject to Agency
media liaison policies:

Newspapers

Magazines

Wire services

Books

Newsletters

News and photo syndicates and bureaus
Radio and television broadcast stations
Radio and TV networks

Cable television

Broadcast news bureaus

Free-lance representatives of the above

c. Liaison Defined. Media liaison within the VA
generally encompasses direct personal contact, either orally
or in writing, by an Agency employee in the context of his
or her official duties or in representing any aspect of the
VA, with a representative, cither by name or by title, of a

4-6

November 4, 1988

mass communications medium,

(1) Such a contact mav occur and be subject to Agency
policy irrespective of the time, location and circumstances
involved when its purpose is clearly related to the
employee’s involvement with or access to any aspect of VA
operations, policies and procedures.

(2) VA media liaison policy is not intended to proscribe
excercise of individual personal rights, expression of opi-
nion, or any enterprise not related 1o employment.

d. Levels of Contact. Proper application of medi
liaison policy will be determined by a combinaton of the
VA organizational level involved, the nature of the subject
of interest, and the scope of the mass medmum’s readership,
audience or clientele.

(1) Organizational Level. The VA funcuons primartly
at the local, regional or national level.

(a) Individual service delivery facilities; e.g., VAMCS,
VAROs, National Cemeteries, Ver Centers, cte., cven
though responsible for sizable geographic areas, are con-
sidered “lacal™ for the purposes of this chaprer.

(b) Agency elements that have been regionalized o
manage collections of local VA activities or which provide
service or support to segments of the agency are considered
“regional” in nature.

(¢) VA Central Office and any other singular Agency
entity serving the entire VA system 1s considered at the “na-
tional” level.

(2) Nature of Subject Interest. In determiming the ap-
plication of appropriate media liaison policy, the subject of
the contact must also be defined. Subjects which are uni-
que to the operations and performance of local VA
facilities are generally considered to be “faclity-specific:”
i.e., not likely to be of such a nature as to necessitate a
higher level of policy coordination. Subjects involving the
practices and performance of multiple Agency facilities or
organizational elements, or those which typically require
Central Office attention, are usually considered to be
“apency wide” in nature.

(3) Media Scope. Media, the products and services of
which are primarily disseminated to a specific geographic
locale, may for the purposes of this chapter be considered
local media. Regional media usually serve a single broader
peographical area. National media include those which
clearly offer service or coverage nationwide or to a collec-
tion of media regions.
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¢. Liaison Authority. Media liaison authority is vested
in the principal management official of each VA local,
regional and national organization who shall be responsi-
ble for ensuring that Agency policy is implemented and
adhered to. The authornty may be appropriately delegated
within the facility to expedite coordination and liaison ac-
tivities. However, responsibility for policy compliance re-
mains with the management official.

f. Liaison Policy

(1) Because the application of media liaison policy fre-
quently will depend on subjective and interpretive cir-
cumstances, the following requirements are intended to
establish a4 basic framework for the exercise of liaison
authority by VA officials. The Administrator may from
time to time, directly or by delegation, issue memoranda
specifving procedures that further define contact, coor-
dination and reporting requirements. Management of-
ficials are expected to ensure that liaison policies are
delineated within the acuvities they direct. Guidance con-
cerning the application of media liaison policy is available
from, and will be provided by, the relevant OPA activity.

(a) Local Authority. local facilities may engage in and
conduct media liaison when the subject matter is facility-
specific and the scope of the media involved is considered

local.

{b) Regional Authority. Agency regional activities may
engage in and conduct liaison with local or regional media
on facility-specific matters within their jurisdiction. Coor-
dination with an OPA regional office s recommended.

(¢) National Authority. Media liaison at the national
level is primarily directed and coordinated by OPA. Na-
tional media liaison authority shall prevail in sitwations
that do not clearly meet the criteria outlined in sub-
paragraphs (a) and (b), above. Local and regional facilities
confronted with liaison situations beyond their authority
must coordinate resolution with the appropriate regional
OPA.

1. The VA Central Office News Service is the
Ageney’s principal media liaison coordinating element at
the national level. Central Office production of news
media materials and media requests for access, informa-
tion and interviews will be referred to and processed by the
News Service with the exception of situations described in
subparagraph 2a, b and c, below.

2. For the purposes of efficient and timely laison,
Central Office departments and staff offices may have direct
access with limited types of media and for specialized pur-
poses:
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a.  With technical, trade and professional publications
when noncontroversial subjects are involved and when
material is limited to the organization's direct area of

responsibility.

b. With scientific journals for the publicanon of
research, studies and other analvses for which there 1s an
established internal review process within the pertinent VA
organizational element.

c. With local media when the subject involves the m-
ternal promotion, appointment or recogmtion of personnel
whose positions are not centralized to the Administrator.

(2) OPA may establish procedures and protocols that
ensure compliance with the Administrator’s requirements
concerning coordination with VA officials and subject
matter experts in conjunction with the discussion of
Agencywide subjects and/or liaison with national media.

(3) In the absence of directives to the contrary. no
liaison involving Agencywide subjects or national media
will be conducted by any VA employee without the 1nitial
involvement and approval of an OPA representative.

g. Liaison Reporting. Development of appropriate and
consistent Agency public affairs policies 15 assisted by an
awareness of media interest in VA matters. Individuals in-
volved in media liaison must immediately report to the
relevant OPA element accounts of media contacts deemed
to be potentially critical, to have external ramifications, or
that carry a potential for evolution to an Agencywide issue.

(1) Clippings. VA facilities are responsible for
establishing and maintaining a systematized process of
monitoring, collecting and transmitting accounts of media
activity, particularly newspaper and magazine clippings.
Included are materials such as news items, features,
editorials, op-ed columns, letters to the editor, and
editorial cartoons that concern any VA facility or activity,
or that deal with veterans affairs at any level of govern-

ment.

(a) Clippings provide valuable mdications of public
awareness, interest and sensitivity.

(b) Clippings represent an important form of feedback
regarding the efficacy of Agency and facility media liason
and information generation.

(c) Clippings form the basis for a variety ol internal
communication products that illustrate VA media treat-

ment and coverage.

(d) Clippings should be obtained economicaliy and effi-

ciently,
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(2) Submission of Clippings. For public affairs pur-
poses, Agency facilines must obtain and forward original
newspaper and magazine clippings to their assigned OPA
regional office even if providing copies to other VA

elements under orgamzational directives or guidelies,

(al Forwarding to OPA must be timely in a manner con-
sistent with the urgency and sensitivity of the material. Ad-
vance information copies may be telefaxed to OPA if dic-
tated by the time-sensitive nature of the material. Prompt
submission ensures the earliest possible response to

published errors or misinformation.

(b1 Original clippings should be mounted and prepared
for mailing to OPA as shown in exhibit A.

6. MEDIA ACTIVITIES AND APPEARANCES BY VA

PERSONNEL

a. Introduction. There may be occasions when VA per-

sonnel pursue or become involved in media contact situa-

tions that fall outside the scope of policies delineated under

paragraph 5, Media Liaison, The following are among the
most common circumstances for which an Agency policy
under this chapter is established:

{1} Requests to be interviewed.
(2) Letters to editor.

(3) Broadcast guest appearances.
(4) By-lined material.

(5) Public speaking engagements.

b. Requests to be Interviewed. Personnel who are
directly requested by media to be the subject of an inter-
view must first ascertain if the request properly should be
handled under the Media Liaison (par. 3) provisions of this
chapter which relate to the level of contact or scope of sub-
ject. If the request for information involves insttutional or
organizational policies, procedures or actions, appropriate
authority must be obtained to participate in the interview,

(1) Before speaking in an official capacity for the Agency
or for the organizational activity of which an individual
VA employee is a part, the employee is responsible for ob-
taining appropriate authoriry.
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(2} Emplovees who are not authorized to speak officially
should refer the media request to a proper Agency public
affairs source,

(3) Emplovees who agree 1o be interviewed concerning
information or opinion on a personal basis, whether work-
related or not, should make clear that they do so in their
personal capacity, and that they are not speaking officially
for the VA. Emplovees are under no obligation to par-
ticipate in media interviews n their personal, unofficial
capacities, and do so on their own,

(4) Individual employee standards of conduct are fully
applicable to such acuvity whether done in an official or
personal capacity. (See MP-5, pt. 1, ch. 735.)

c. Letters to Editor

(1) Individual employees may not use their official
titles, VA stationery, or duty time to engage in acuvities in-
volving the communication of comment or opinions directed
to media without the expressed consent of the highest official,
or designee, of the facility to which assigned.

(2) This prohibition is o ensure that official com-
munications by and on behalf of the Agency are properly
coordinated to be consistent with authorized public
statements.

d. Broadcast Guest Appearances. VA employees may not
accept or seck opportunities to appear on radio, television or
cable system programs for or on hehalf of any Agency ele-
ment without authority to act n such a capacity.

¢. By-lined Material

(1) The preparation and submission of signed artcles
and other forms of communications media manuscripts,
with or without remuneration, is largely governed by
standards of conduct rules and regulations. As a matter of
general practice, activities covering materials related o
Agency subject matter are covered by this chapter’s Media
Liaison policies (par. §). (Also see MDP-5, pt. 1. ch. 735,
par. 15 b)

(2) Individuals who are requested or who seek to
prepare VA-related material for specialized media such as
professional journals, technical publicavons, and trade
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magazines, should determine the existence and applicability
of locally pertinent circulars or other directives before
engaging in such acuvites,

f. Public Speaking Engagements

(1) VA employees who are mvited or who seek to speak
in public on hehalf of the Agency and in their official
capacity must obrain permission from their immediate
supervisor. In addition, the employee must determine if
any other VA representative is scheduled or is being re-
quested to speak to the same group and should provide this
informarion to the supervisor for coordination purposes.

(2) Supervisors are encouraged to routinely permit and
encourage general local community relations appearances
by their employees so long as supervisors are fully aware of
the content of these remarks and are satisfied of their con-
sistency with current VA policy,

{3) Invitations to VA personnel to speak before or make
presentations to national organizations must be cleared at
an appropriate Central Office policy management level in
the affected department or staff office. Officials at these
levels must further ensure, prior to accepting or approving
such invitations, that such an appearance is coordinated
with the highest VA official attending the event.

(4) Acceptance of honoraria for public speaking ap-
pearances must be consistent with MP-5, part I, chapter
735, paragraph 6, and, as appropriate, MP-5, part II,
chapter 13, and its DM &S supplement.

7. INTERNAL COMMUNICATIONS

a. Overview. Organization managers are responsible
for engaging in various forms of internal communications
as an integral aspect of a comprehensive and effective
public affairs policy. For the purposes of defining “inter-
nal,” such communications shall have as their primary ob-
jective the conveying of information relevant and pertinent
to groups of individuals who have a common association
or frame of reference to the specific organizational activity.
Thus, for example, internal communications may be
directed toward emplovees and their families of a specific
facility; employees within the VA who share a particular
function or expertise; and individuals, such as patients,
volunteers and visitors, who may need or can benefit from
facility-specific information,

b. Purpose. Internal communications products can be
either recurring or situation-specific. In addition to the
authority and basis for various nternal media described in
MP-S, part 1, chapter 790, paragraph 8. the following ob-
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jectives and criteria should prevail for these media to meet
the overall public affairs policy of the Agency.

(1) To provide VA employees with a comprehensive
understanding of Agency issues, programs and activiues so
that they accurately represent these subjects during their
official and unofficial interaction with the public.

(2} To broaden an internal audience’s awareness of
issues currently receiving or likely to recerve attention from
news media and to impart the full context of current events
which may be treated vaguely, incompletely. inaccurately,

or unfairly.

(3) To report significant organizational achievements,
milestones, and other performance information that serves
to improve morale, productivity, and attitudes.

(4) To expand knowledge of VA’s magnitude and diver-
sity among internal audiences.

{5) As opportunities to identify successful, cffective.
and productive personal and orgamizational achievements
that can serve as incentive examples.

(6) As vehicles for the expression of management
philosophies, objectives, goals and expectations relating to
performance and chent relations.

§. FILM AND TELEVISION INDUSTRY LIAISON

a. Introduction. The unique and frequently complex
requirements of the film and television industry call for
special centralized attention to ensure consistent and ap-
propriate Agency liaison. The scope of this paragraph 1s
mainly intended to include contact with or from produc-
tion organizations which in and of themselves are not news
media. Contact with news media employing the use of
television or motion picture equipment is governed by
policy set forth in paragraph § (Media Liaison).

b. Industry Definition. Film and television producton
organizations are typically engaged in the development of
materials presented to mass audiences in theaters, on
public and commerical TV stations and networks, via
cable systems, and for release to subscribers or other tvpes
of limited exhibition. Generally, the production utilizes
dramatic presentation techniques as distinet from material
gathered to represent actual events for news and public af-
fairs purposes.

¢. Liaison Responsibility

(1) The VA Regional Office of Public Affairs in Los
Angeles (LAZOPA) is designated as the central Agency
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organization responsible for day-to-day liaison with the
film and television industry irrespective of the geographic
location of the intended production or of the production
organization itself. Requests received by individual VA
facilities from production organizations must comply with
the following procedure:

{a) Obtain information concerning the request to in-
clude the name, address and telephone number of the
organization; the name and title of the requester; and other
details conrtained in published guidelines available from
[LA/OPA.

(b} Make no commitment offering access to or use of
Agency property, equipment or personnel. Indicate only
that the request will receive a prompt telephone response
from the Agency’s industry liaison office.

(¢) Refer the request to LA/OPA and concurrently in-
form the facility’s deparrmental PAO and the OPA regional

office assigned to that facility.

(2) The LA/OPA provides the industry with informa-
tion and guidance concerning production support available
from the Agency or at its facilities. It also provides script
review and research assistance services and seeks 10
develop interest in Agency expertise and locales.

(3) The LA/OPA provides the Administrator and all
VA facility directors with policy guidance applicable to
production requests and related fiscal procedures. The of-
fice also maintains and catalogs industry technical and
background information.

d. Liaison Action by LA/OPA

(1) Inital contact from LA/OPA will be to determine
the nature and scope of the production, technical re-
quirements, and potential benefits to the VA or its
facilities. Such contacts may also result from direct pro-
posals or “location” suggestions provided by LA/OPA to

the industry.

(2) The LA/OPA will review the substance of the request
with the VA activity or facility director or designee and pro-
vide guidance and counsel. Practical references to film and
television production assistance may be found in the VA
Public Affairs Handbook and in guidelines published by the
LA/OPA.

e. Support Criteria
(1) Approval or denial of request for production sup-
port should be made at the facility level with the advice and

counsel of the LA/OPA,

4-10

November 4, 1988

(2) If LA7OPA determines there is a need for higher
level Agency involvement, they will assemble all informa-
tion and data necessary for the preparation and submission
of a decision memorandum and recommendation to OPA
at Central Office. Concurrence with the recommendation
will be sought from appropriate deparunent, staft office
and/or ADA levels within Central Office and, if necessary,
from the Office of the Administrator.

(3) Notification to the production company of Agency
decisions will be communicated only by LA/OPA,

4} Liaison following approved reguests will be coor-
dinated by LA/OPA for recordkeeping purposes and for
the provision of periodic reports to OPA at Central Office.

(5) Inthe event that production assistance 18 provided to
commercial entertainment ventures, the Agency typically
arranges for the imposition and collection of fees for the
use of VA facilitics and equipment or for the services of VA
personnel. Contributions of money and/or equipment may
also be accepted over and above amounts received to offset
the VA’s costs.

(a) Fees will be depostted as miscellancous receipes in
the U.S. Treasury.

(b) Monetary contributions will be deposited to the
facility’s General Post Fund. Donated equipment will be
accepted in accordance with the faality’s existing pro-
cedures for such donations.

(¢} Additional consideration for production support or
assitance may be provided in the form of an appropriate
film credit.

9. AGENCY CEREMONIES

a. Overview. The VA system presents many situations
and opportunities for holding public ceremomes. These
events categorically fulfill a public affairs objective since
they are designed to attract attention to occasions that are
deemed significant and worthy of celebraton. Ceremaonies
large enough to involve the presence of government of-
ficials and other dignitaries must be guided throughout the
VA by the consistent application of protocol elements.
These will ensure uniformity and proper attention to detail
in the planning and presentation of ceremonial activities.

b. Scope. While not intended to be all-inclusive, the
following types of Agency ceremonies would typically re-
quire attention to protocol requirements: Groundbreak-
ings, dedications, facility anniversary programs,
presidentially-proclaimed commemorative  observances.
and national holiday programs.
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¢. Protocol Elements. Ceremonies generally contain a
variety of components that may require attention to
elements of protocol. These ceremony components include
such marters as site location, size, seating, and access;
logistical requirements such as security and parking; pro-
gram format and sequence of events; music, displays and
other enhancement activities; and public communication
derails such as media liaison, publicity activities and
printed materials. These components should be assessed
for protocol implications.

d. Operational Responsibility. Each Agency organza-
tional element and related field facility is operationally
responsible for its own ceremonies. [t is recognized that
each event and facility 1s unigque and that ceremonies will
vary accordingly, Operational responsibility includes at-
tention and adherence to issues involving matters of pro-
tocol and the facility’s use of and reliance on Agency pro-
tocol guidance resources,

¢. Protocol Guidance. OPA has been designated as the
Agency’s primary resource for protocol guidance and
assistance. As a staff support function, OPA will respond
to organizational  and  facility  requests for  advice,
assistance and recommendations concerning matters of
protocol in the conduct of Agency ceremonies.

(1) Responsible facility directors should contact cheir
regional OPA carly in the ceremony plannimg process 1o
identify those areas for which protocol decisions are

necessary,

(2) OPA will provide guidance for each pertinent pro-
tocol matter as well as ascertain that overall planning for
the ceremony addresses fundamental protocol issues on a
standardized and uniform basis.

(3) OPA will prepare, maintain and make available
guidelines, checklists, sample programs and other forms of
materials for use by facility directors planning and
conducting Agency ceremonies,
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10. INTERNAL AND EXTERNAL COORDINATION

The preparation of reports, documents, hterature,
responses and the variety of materials that by their nature
may attract, invite or produce public attention should
always involve coordination with an appropriate VA
public affairs element. This process emphasizes the value
of applving public affairs insights in the formulation of the
content of these materials, This policy also ensures the ade-
guate preparation of individuals ultimately responsible for
dealing with public interest issues.

a. Federal Register Items. Material intended for
publication in the Federal Register should be subjected to a
review by the originating organization’s PAO prior to
presentation for Agency concurrences. The Central Office
OPA is a required point of concurrence for all Federal
Register items with the exception of “information collec-
tions™ subject to the Paperwork Reduction Act of 1980 (5
CFR 1320) and the Reauthorization Act of 1986.

b. GAO and OIG Report Responses. Written
responses to draft GAO and OIG reports should be
prepared with the concurrences of the subject
organization's public affairs element and an OPA represen-
tative. Because GAQ and OIG reports in final form have
the potential for significant media interest, it 1s essental
that report findings be completely and comprehensively
addressed and responded to within the documenr text.

¢. FOIA Requests and Responses. Requests from and
replies provided to media under the provisions of the FOTA
should be coordinated in the manner described in

paragraph 3d.

d. Intergovernmental References. Materials intended
for public release which mention by name or which direct
the public to contact any other governmenral entity at the
Federal, State or local level must be fully coordinated with
that organization prior to release.
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EXHIBIT A

SQURCE
Anytown Daily News
Cr1Y AND STATE

Anytown, U,S.A,

DATE OF FUBL

r/// TP eE; ////
/ (GUMMED AREA
SIS S /) //

Figure 1. Completed VA Form 06-4585, News Clip N e L T

Fold lower edge up to expose gummed area.

. Attach original clippling (not a photocopy)

to gummed area (Fig. 2).

1. Attach combined Form 06-4585 and clipplng
to plain B%xl1 paper.

4. Extra columns or material requiring more
than one sheet should be attached with
glue, or tape that is doubled and applied

SOURCE to the reverse side of the clipping.

Anytown Daily News 5. DO NOT USE TRAMSFARENT TAPE ON THE FACE

OF THE CLIFPING.

NEWS CLIPPING MOUNTING INSTRUCTIONS

Identification, with lower edge folded ready to 5

attach newspaper clipping

CITY AND STATE s
{ US.A 6. Limit mounting to one or more letter-size
Anytown, U.S.A. sheets. Photos or large layouts that
DATE OF FUBL. cannot be suitably cut down may be leflt

intact with Form 06-4585 attached, then
{olded down to letter-size.

LA vets compete
February 21

Two Las Animas velerans, Roberl
Lewls and Steve Marlinez, will be
competing in the Velerans Ad-
ministration Winter Sports Clinic on
the alopes of the Rocky Mountains
during the week of Feb. 21.

The six-day clinlc will consist of
three days of skl lessons and train-
ing, as well s three days of spon-
sored and self-directed alternative
activities, The clinic [s designed for
disabled veterans to learn adaptive
ski techniques at Colorado Discover
Ablity, the handicap &ki scheol at
Powderhorn,

This Is the second year for the na-
tlonal competltion to be held at the
Powderhorn ski area, 45 miles from
the host VA medical center at Grand
Junction.

The clinic is co-sponsored by the
Disabled American Veterans, the
American Leglon, Veterens of
Forelgn Wars and the Paralyzed
Veterans of America. More than 130
spinalcord Injured or blind veterans
are expecled to compete.

Figure 2. VA Form 06-4585 with newspaper clipping
affixed to folded gummed edge
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