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Pre-Promotion 
 
[  ]  Promote the start time of your upcoming news conference 
 Send out the announcement at least 30-60 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. If it looks like there will be a  significant 
 last minute delay, send out an update. 
 
 Methods can include: 

• Simple text post 
• Photo post, or a graphic (“News Conference 

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

• Quick recorded video (direct-to-camera style) 
 
News Conference Set-up 
 
[  ]  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. 
 
[  ]  Position your tripod in an ideal spot 
 You deserve a great camera position; don’t be at the back of the room!  
  

• Mount your device to the tripod and check the field 
of view using the video camera app 

• Try pinching the screen to zoom in and out so you 
know how to tighten the shot if you need to 

• Adjust the pan and tilt controls on the tripod so 
they allow for easy movement but still hold the device solidly in any position 
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[  ]  Determine how you will get audio to the device 
 People will tolerate marginal video quality, but poor audio makes a livestream 
 unwatchable. Getting great audio is one of the most critical things to do. It is 
 essential that you have a smartphone microphone. Approaches can include: 
 

• Running a TRRS audio cable up to the podium and plugging 
in a wired lavaliere or handheld smartphone microphone; or 

• Using a wireless microphone. You will need a female TRS to 
male TRRS adaptor cable to connect the receiver to your 
device. You may also need duct tape or a long Velcro strip to 
lash the wireless receiver to the tripod; or 

• Positioning your tripod close to a PA system speaker if the presenters are using 
a microphone at the podium that is connected to the PA system. You can either 
run your wired mic over by the speaker to get it as close as possible; get your 
wireless mic close to the speaker; or just use the smartphone’s built-in mic if 
you think the PA system will be loud enough. 

 
[  ]  Test your audio 
 To do this, simply record using the device’s video camera  app as you speak into 
 the microphone. Play it back and make sure it is loud, clear, not  distorted, and 
 free of hum or buzz. 
 
[  ]  Make sure there is adequate lighting 
 Check the lighting in the area where news conference presenters 
 will be standing. If presenters are standing next to an HDTV to 
 show maps or graphics, it is important for the light level on them 
 to match the brightness of the HDTV. The presenters will look 
 dark otherwise. The smartphone’s auto-iris adjusts for the brightest source. 
 (When broadcasting, you can tap the screen to force a light level adjustment.)  
 
The Livestream Broadcast 
 
[  ]  Using your Notes app, pre-compose a complete title, 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 
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[  ]  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).  
 
[  ]  Hit the “Go Live” button and start your broadcast a couple of 
 minutes before the news conference begins* 
 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 make your viewers feel included.  

 
 *(Just before you go live, make sure people in the room know that you will be 
 starting your broadcast early so no inappropriate comments are picked up!) 

 
• You, the PIO or spokesperson, should appear on camera for a moment to 

welcome viewers. Start with the forward-facing camera (screen side) so they 
can see you, and then switch to the rear-facing camera (the one that points 
away from you).  

• You will need to unplug the mic that runs to the podium while you talk so your 
viewers can hear you 

• Introduce yourself and the agency you’re representing 
• Acknowledge a few viewers by name as they join 
• Ask viewers to share the broadcast with their social media networks 
• Explain where you are broadcasting from and what is about to happen 
• Recap what has already happened 
• Continue to welcome viewers, recap what is known about the incident from 

facts already released, discuss where you are and what will be happening 
• When the news conference begins, plug the mic back in that runs to the 

podium. (Your role now is to be a great camera operator!) 
 
The Wrapup 
 
[  ]  After the news conference 

• Answer viewer questions for a few minutes if possible. Then, thank your 
viewers and direct them to a web site where they can get more information. 

• Promote or share the replay to your social sites so more people will see it 


