World Summit on the Information Society – Geneva 2003 – Tunis 2005

16 – 18 November 2005, Tunis


MEDIA GUIDELINES / CIVIL SOCIETY

1.
MEDIA CENTRE
Access to the Media Centre is strictly limited to accredited media representatives and to the bearers of media overpasses. The media overpasses will give access to most of the WSIS Media Centre's facilities (press conference rooms, Media Centre staff offices, documentation service, pigeonholes), but not to the work area that is strictly reserved for journalists. The overpasses will also give access to the media centre for the panellists of a press conference/interview/briefing and their accompanying persons.

2.
MEDIA RELATIONS OFFICER

The Media Relations Officer (MRO) for the Civil Society, Adina Fulga Radi (media@ngocongo.org, Tunis contact details to follow), will act as focal point for all media-related matters, and in particular for:
· Obtaining Media Centre Overpasses required for civil society to access the Media Centre 

· Facilitating and booking media opportunities (press conferences, interviews, briefings) on behalf of the Civil Society 

· Reserving the press conference room 
· Acting as a focal point in order to facilitate civil society’s access to the media

· Gaining access to the Accredited Media List 
· for announcing events to the Press 

· for arranging interviews with the Press in the Media Centre 

· Submitting information on media events for inclusion in the WSIS Media Calendar 

· Reserving pigeonholes on behalf of civil society for distribution of their documents in the Media Centre of documents to the media 

3.
MEDIA CENTRE OVERPASSES
The media overpasses are not nominal and therefore may be shared amongst the members of the Civil Society as and when required. Civil Society has 20 overpasses to be distributed to the civil society entities when their presence is required in the Media Centre. The Media Relations Officer (MRO) will distribute the media overpasses onsite at the Kram PalExpo - Civil Society Information Desk (in the Civil Society Area). Once distributed, the MRO should be notified of any change in the overpass’ allocation (between various NGOs).  For security reasons, any lost overpass will not be replaced. 

4.
MEDIA OPPORTUNITIES: PRESS CONFERENCES, INTERVIEWS, BRIEFINGS

All press events booked for the Civil Society will be included in the official Event Calendar, which will be displayed on plasma screens throughout the venue, and on the web for worldwide public access. The press conference room facilities include:
· 200 seats capacity (for journalists ONLY)
· interpretation English-French-Spanish

· audio-visual system
Press conferences in the Media Centre can be booked DAILY for 45 minutes, between 16:00 – 16:45. The 45 min time slot allocated to the civil society can be split into two slots of 20 minutes or 3 slots of 15 minutes. If two or three slots are chosen, they should be back-to-back, but the entity (caucus, family, NGO), speakers and topics can be different. The time slots will be assigned on a first-come first-served basis. The requests should be sent by email to the MRO (media@ngocongo.org), providing the following information:

· Date of the requested press conference

· Organization/ entity name

· Time slot required

· Topic of the press conference

· Panellists FULL names and affiliations
· Equipment required (beamer / overhead-projector, tape)

· Contact details (person name, telephone, email, contact in Tunis)
Please kindly note that any email missing the required above information will not be considered. Onsite booking is also possible, provided timeslots and space are still available. 
Also please note that press conferences are media events dedicated exclusively to journalists, therefore ONLY the panellists (and accompanying persons) of the civil society entity organizing a press conference are allowed in the press conference room.

Reservation of the interview rooms will be done ONSITE ONLY by Vicki Knight, Press Events and Services Manager. The Media Relations Officer will receive all requests for interviews and facilitate the access of any requesting organization to the media.
5.
ACCREDITED MEDIA LIST

The media list is not be disclosed nor shared with any entity. The Media Relations Officer is in charge and will assist you with making all the necessary arrangements for media opportunities (press conference, interview or briefing), contacting the accredited media and planning any media event as required. Moreover, you can post flyers in the media centre advertising your established panellists/speakers and potential media opportunities. 

6.
PIGEONHOLES

Pigeonholes are the main mechanism in the Media Centre allowing attending media to retrieve hard-copy information, such as documentation, flyers, brochure, meeting requests, etc. Documentation can be left in the pigeonholes either by the MRO or by a media overpass bearer. Staff of the media service will stock your pigeonholes. However, media staff will not be able to provide a photocopying service so please ensure an adequate supply of documentation is provided on a regular basis to replenish your stock i.e. just enough to fill the pigeonholes which will have been allocated to you, based on the dimensions of the pigeonholes. In order to reserve/book a pigeonhole for your organization, please send your request to: media@ngocongo.org, by 11 November, providing the following information:
· Pigeonhole title - the name of the delegation as you wish to see it displayed on your pigeonhole 

· Language of documentation available in the pigeonhole 

· Number of pigeonholes per language required 

For more information about the pigeonholes and the reservation procedures, click here: http://www.itu.int/wsis/tunis/newsroom/mro/pigeonholes.html
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