
 

 
 
Planning Your Live Update 
 
[  ]  Assemble your approved talking points 
 Print them out in a bulleted list in large type (16 -20 point type size) so they are 
 easily readable. Decide whether you are going to hold them in your hand or tape 
 them to the tripod. 
 
[  ]  Decide who will be on the broadcast 

• Will it be just you? 
• Or will you have a guest, such as a subject matter expert or agency head? 

 
[  ]  Set up your broadcast area  
 [  ] BACKGROUND:  
 Decide what you want in the background 

• large agency logo 
• map of the affected area 
• shot of people working in the EOC 
• large HDTV monitor being fed with graphics from a computer or thumb drive 

 
 [  ] AUDIO:  

• Plug in and test your microphone by doing a quick recording to the video 
app. Play it back and make sure it sounds fine with no buzz or hum. 

• If you have a guest, use a handheld smartphone mic (such as 
the MXL-MM130), or use a Rode SC-6 mic splitter to use two 
smartphone lavaliere mics at once 

 
 [  ] LIGHTING:  

• Ensure there is adequate facial lighting, as well as overhead lighting shining 
down on the heads of the guests. Use an LED smartphone case light, ring 
light, or other video light as needed. 



 
 [  ] TRIPOD:  

• Set up your tripod and make sure it is at eye level, 
whether you are sitting or standing. 

• Attach your smartphone mount to the tripod. Plan 
to livestream using the forward-facing (“selfie”) 
camera so you can see the comments. 

• Make sure the “pan bar” on the tripod is facing you and is within your reach 
so you can easily make left-right adjustments while broadcasting if needed 
to better frame a guest or graphic 
 

Pre-Promotion 
 
[  ]  Promote the start time of your upcoming news conference 
 Send out an announcement 15-30 minutes in advance on your social media sites 
 (Twitter, Facebook, Instagram, etc.). Include the time zone (i.e. “2 pm PST”) so 
 there’s no confusion.  
 
 Methods can include: 

• A simple text post 
• A photo post, or a graphic (“News Conference 

Announcement”) that you create in advance 
using the free Canva.com graphics creation site 

• A quick recorded video (direct-to-camera 
style). Maximum pre-recorded video upload length is 140 seconds on Twitter 
and 60 seconds on Instagram. 

 
Pre-broadcast 
 
[  ]  Check Wi-Fi and cellular signal strength 

Broadcast on whatever source gives you the best signal. Check Wi-Fi upload 
speed with SpeedTest app. Also, fire up Facebook Live and/or Periscope but don’t 
start a broadcast. They’ll tell you if your signal isn’t strong enough to go live. 

 
[  ]  Check phone battery level 

I recommend not broadcasting on battery power with less than a 
75% charge as a precaution. Keep a power source, such as a big 
backup battery or 110-volt wall charger and a long charging cable 
at the tripod at all times.  



 
[  ]  If using Periscope, decide if you want Location turned on or off 

Broadcasting with your location turned on (triangle icon) 
will place your broadcast on the world map and list. It will 
also reveal your exact location because it uses GPS. 
Leaving it on will likely not be an issue if you are broadcasting from a public 
building or well known outdoor location. Make sure Twitter bird icon is “on” so a 
tweet is sent when you go live. 
 

[  ]  Pre-compose a complete title in your device’s Notes app, and 
 include hashtags if you’re using Periscope or Twitter Live  
 You must enter a title; otherwise, all viewers will see is “City of Springfield is 
 Live.” This will be very confusing if you do multiple broadcasts over a day or two. 
 Here is an example of a complete title: 
 

• 9:00 am Mar. 2 Flood Update @CityofSpringfield Joint Information Center 
#SpringfieldFlood #News 
 

[  ]  Go to the broadcast screen, and paste in the title you created 
 in your Notes app 
 The reason you composed your title in the Notes app, 
 then copied it and pasted it into the broadcast 
 screen, is because if your livestream goes down for 
 any reason and has to be restarted, all you have to do is paste it back in and not 
 retype the whole thing. (If you do restart, I would add “Part 2” to the title).  
 
Starting Your Broadcast 
 
[  ]  Hit the “Go Live” button and start your broadcast  
 Your viewers are important. YOU are their window into this crisis. The perception 
 of the competence of your organization to handle this emergency can skyrocket 
 when you come across as genuine and “real,” and in the process make your 
 viewers feel included.  
 

• If livestreaming on Periscope only, during the first 8 seconds or so, say 
something like: “Welcome to the replay. We’d appreciate it if you would share 
this update so everybody can stay informed.”  

• If you’re on Facebook live, just start cold and don’t worry about replay viewers 
 



 
For the first 30-60 seconds, do the following: 
 
• Introduce yourself and the agency you’re representing 
• Acknowledge a few viewers by name as they join 
• Explain where you are broadcasting from and tease what 

you’ll be covering 
• Ask viewers to share the broadcast with their friends 
• Continue to welcome viewers, recap what is known about 

the incident from facts already released, and again discuss 
where you are and what will be happening 

 
 Then…transition into your content! 
 
 [  ]  Delivering your content 

• Make sure your first point is a sincere expression of empathy. Do not use the 
cookie cutter “our thoughts and prayers are with the victims.” You’re more 
creative than that, and people are tired of hearing that old phrase. 

• Go through your bullet points and explain or expand upon them. 
• Do a delicate dance with the viewers by including them when possible, but not 

letting them derail you. You can say things like: 
 

o “That’s a great question, Bob, and I’ll be covering that in a minute” 
o “Thanks, Jill, for sharing that. I know it’s a difficult situation for many.” 
o “Hold your questions for a couple of minutes, because I have some 

important things to let you know about immediately. I’ll be back to 
questions shortly.” 
 

• You can also involve viewers in the chat by asking for quick responses. This 
makes them feel included. You can ask things like: 
 

o “Put a ‘1’ in the chat if your power’s out, and a ‘2’ if you still have power 
o “How many of you have a go bag prepared in case more evacuations are 

called for? Type ‘yes’ or ‘no’ in the chat.” 
 

• Finally, thank your viewers and direct them to a web site where they can get 
more information. Tell them when you will be back on again. 
 

[  ]  After the livestream 
 
• Promote or share the replay. If on Facebook, answer questions in the chat. 


