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Appendix A 

NTOI Media Guidelines  

 

 

General guidelines when preparing for the Interview 

You should have a clear understanding about the topic beforehand, but if you don’t or are 

not 100% clear, be sure to ask the journalist for more details so that you can prepare.  

Try to anticipate what the questions will be and how you will answer them, and take some 

time to think about how your answers will fit into the journalist’s piece. Ask the journalist 

what questions they will be asking, what area they will be starting with and what they want 

to get out of the interview for the audience.  

Prepare a few speaking points that are in line with the topic, and do some research on the 

media outlet, reporter and their audience, so you can factor those interests into your 

responses. 

If you’re preparing for a phone interview keep a sheet of key messages/stats/information by 

the phone call that outlines your key points. 

 

Practice 

If you’re not a regular public speaker do take some time to practice answering questions 

with a friend or colleague. Practice answering some of the more difficult questions you 

anticipate, and have someone ask you some surprise questions as well. You’ll be surprised 

how different it is answering questions out loud than to yourself.  

Good speakers keep their responses straightforward and concise, and use personal stories 

to illustrate their points. Practice will be able to help you identify any improvement areas in 

your speaking, such as rambling or lack of clarity. 

 

 



Newspaper Interviews 

Prepare: Have a list of key messages to have in front of you, and feel free to give yourself 

some time before being interviewed to review these. If a reporter calls, tell them you will call 

them right back, collect your thoughts and return their call promptly. Don’t ever feel like you 

need to answer on the spot.  

Support your key messages with some well thought out and simple anecdotes (that doesn’t 

reveal any client or personal information), examples and evidence. If you get stuck or lose 

your train of thought go back to your key messages during the interview and speak 

conversationally. 

Nothing is ever “off the record” – even if you’ve said it and the reporter agrees. Encourage 

the reporter to call you back for clarification or additional information. Stay in touch with 

them after the interview to find out when it is due to run, will it run in its entirety, can you see 

if beforehand.  

 

TV and Radio Interviews 

Pre-Interview: The host/producer may want to pre-interview you for a few minutes before 

you go on the air to establish what’s expected and the direction the interviewer plans to 

take and also to get a feel for your answering style. It's also your chance to tell the 

interviewer what you would like to discuss. 

Interview Duration – agree the duration of the interview, will there be an add break in the 

middle of it. This is the same for live and pre recorded. Be aware of your time so you don’t 

get cut off while making a key point.  

For live interview agree that you are the only voice unless you want to talk to callers on air 

or are having an agreed debate.  

Keep your answers short, concise and to the point. In a live interview, answers should be 

no longer than three or four sentences. In a taped interview that will be edited into sound 

bites, answers should be held to 20 seconds or less. Sound bites will stick with listeners 

and can be reused again by the show or as part of a clip on the news etc. 

There is no substitute for preparation



During the Interview 

Always think before you speak, take a moment and a deep breath before answering.   

Ask for clarification if you do not fully understand a question. Remember that it’s okay to 

ask the journalist questions or pause before you answer — interviews are a conversation, 

not a debate.  

Use everyday language instead of industry jargon or abbreviations, and be honest if you 

don’t know the answer to a question, you can always say you’ll come back to them on it. 

There will always be someone listening who wants to catch you out.  

 

After the Interview 

Don’t forget to ask the journalist when and where the story will run. Be sure to follow up 

promptly if you have promised to send the reporter more information after the interview.  

Find out if it is running on its own or is there someone else from the industry contributing.  

Check if they need a photo of you, your logo and your website.  

Make sure you follow through on any follow promises to journalists. 

Respect deadlines and honour promises that you might make such as embargoes and 

exclusivity. 

 

DO: 

Tell the truth without divulging confidential information. 

Speak in human terms. 

Be quotable. Keep the answers short and simple. 

Listen to the entire question before responding. Seek clarification if you need it. 

If the question contains false information or an incorrect assumption, do tactfully correct the 

interviewer before proceeding with your answer



State the answer positively and constructively, regardless of the tone the question might 

have been asked in. 

Your response should include the most important points and facts. Evidence and supporting 

material should follow, not precede, the point. 

Be prepared to follow your initial answer with specific support for your position, such as 

examples, facts and statistics. 

Use anecdotes, if appropriate to illustrate the points. 

If you do not know the answer, admit it and say you will get the answer either during the 

interview or as soon as possible thereafter. 

After the interviews, invite the reporters to call back to check facts or statistics. 

 

DON’T: 

Speculate, or allow yourself to be drawn outside your area of expertise. 

Respond to inappropriately hypothetical questions.   

Say “no comment” without providing a brief explanation that is accurate and plausible about 

why you will not or cannot comment. 

Argue with the reporter or lose control. However, do not allow yourself to be hurried or 

bullied. 

Criticise the questions (which doesn’t mean failing to challenge questions). 

Respond sarcastically. A reporter may take you literally. 

Respond to second hand information or speculation.   

Evade or stall.  You can always ask to be given a moment to consider a complex question.  

Allow body language or poor eye contact to give you the appearance of discomfort or 

evasion. 

Make a statement if you don’t want it quoted. Assume there is no such thing as off the 

record. Don’t say anything to a journalist that you wouldn’t want to see printed. 



Pre- Interview (TV/radio) 

 

Prepping your notes 

Bring very few notes in BIG WRITING! Include things like: 

 Numbers 

 Dates 

 Names 

 No full sentences  

 

For TV interviews and radio interviews streamed online, print the notes on yellow / cream / 

pink coloured paper where possible. White sheets of paper can catch the studio lights and 

look more obvious. 

Notes must be in your gaze path i.e. between you and the interviewer. Don’t bring a 

noisy/clicky pen! 

 

Clothing (for TV) – men and women 

• Don’t wear white- it reflects too much light, the cameraman will avoid you 

• Do not wear small print, check print or stripes 

• Double breasted jackets do not work on television 

• Materials to avoid: 

Satin or anything prone to shine 

Tweed/ wool 

Sequins/ sparkles 

Slogans/ brand names 

Pins/emblems 

 

• Avoid flashy watches e.g. recognisable expensive brands 

• You can use toupee tape to make a jacket sit properly



Clothing (for TV) - Specific to women 

• Avoid distracting jewellery, eg. noisy bracelets or a noisy necklace that might hit the clip-

on mic 

• If wearing a buttoned shirt, sit down in front of the mirror while wearing it before going to 

studio 

• Similarly with a skirt- check what it looks like sitting down 

• If you have long hair pull it behind your shoulders so it doesn’t hit the clip on mic 

• If interviewing to camera outdoors pin your hair into your coat neckline or pin it back 

 

Make Up 

• Male or female, always accept the help of the makeup artist who will use products specific 

for TV studio lights 

• If makeup is not offered, use translucent powder for the lights 

• If your neckline/ ears are visible make sure to match make up there to that on your face 

 

At the Interview 

Waiting to go into studio 

• Ideally avoid the hospitality suite where you will likely be drawn into conversation with the 

other panellists (in a debate situation) 

• Find a quiet space to look over your notes and anticipate the first question 

 

Posture / seating position 

• Don’t move the chair as you sit down in studio- the floor manager has placed it for the 

camera angle 

• Sit up straight 

• Put your hands up on the table not on your lap



• Don’t join your hands as it shows stress, don’t fold your arms 

• Glance courteously at your opposition but direct most of your conversation at the 

interviewer. Be sure to look at the interviewer 

• Act normally- it’s ok to write notes, drink water etc. on camera 

 

Dealing with questions 

Remember- the interviewer is not the enemy, rather he/she is just the conduit through 

which you will speak to your audience – imagine the person watching/listening at home and 

speak them. 

 

DOs 

• Aim for answers to be interesting, understanding and memorable. 

• Be yourself and use your own language, avoid formality. Talk to people like you would on 

the doorstep. 

• Start with the singular and work towards the plural. Always bring it back to stories about 

people, experiences etc. Avoid the conceptual or the philosophical. 

• First answer is vital. 75% abandon if the first answer is not interesting.  

• Give a key message and back it up with evidence.  

• Take initiative - don’t sit back. But avoid anger. 

• Should be uninterruptable. Be enthusiastic and have interesting details. 

 



DON’Ts 

• Don’t rush in to deal with difficult questions - take a breath. 

• Never repeat the question if it amounts to an accusation or has a negative comment in it. 

• Avoid appearing defensive, brush past the accusation and talk to the audience. 

• Avoid words like I think, I guess, I suppose. Don’t qualify - state! 

 

Afterwards 

• The interview is not over until it’s over!  

• Do not comment until you are sure the camera or microphone is off. 



Appendix B 

 
Protocol for media queries – please fill out the below and submit to info@ntoi.ie  

 

 

1. I received the following from a journalist/media organisation (mark as appropriate): 

 

 Phone call 

 Email 

 Text message/WhatsApp 

 Contact via social media  

 Other  

 
 
 

2. Date that contact was made: 

 

 

 

3. Nature of the request: (mark as appropriate): 

 
 

 Interview request 

 Information request 

 Other (please specify) 

 

 

4. Have you had contact or previous experience of this journalist of media 

organisation? 

 

 

 

5. What topics are to be covered in the interview?

mailto:info@ntoi.ie


 

6. How will the interview be conducted? (mark as appropriate): 

 
 

 By phone 

 In person 

 

7. Will it be live or a pre record? 

 

 

 

8. When is the interview due to run/air? 

 
 
 
 

9. Is there anyone else participating in the interview? (mark as appropriate) 

 
 

 No it is a stand along interview 

 I am part of a panel 

 I am part of a series of interviews  

 I don’t know yet  

 

 

10. Is there anything else you wish to make NTOI aware of in relation to this interview? 

 



 

11. Is there any specific assistance you would like NTOI to provide to you for this 

interview? 

 

 

 

 

12. I would describe my media training/experience to date as (mark as appropriate): 

 

 Limited 

 Moderate 

 Experienced  

 

 

 

 

 

 

 

 

 

 



Appendix C  

 

(The You referring to below is the client) 

 

Terms of Engagement 

 

“Nutritional Therapy is not claiming to diagnose or cure any medical conditions. It is 

intended as support to help the body regain its ability to heal itself.  

 

Nutritional Therapy is not a substitute for professional medical advice. It is your 

responsibility to contact your GP or specialist about any health concerns you may have. 

 

 

The nutritional advice given will be tailored to support any medically diagnosed condition 

and/or health concerns agreed between the practitioner and the patient. 

 

Your nutritional protocol has a time frame and you should not continue with it unless agreed 

with the practitioner. Please report any concerns about you personalised protocol to your 

practitioner at your next consultation” 

 

All personal information on this questionnaire will be held strictly private & 

confidential. 

 

I understand the above and agree that our professional relationship will be based on the 

content of this document and any other information gathered during the consultation. I 

thereby confirm that the following information is correct.  

 

Signed Agreement                                                                                                  Date 

 

 
 
 
 
 



Appendix D 
 
ADVICE ON CONTROVERSIAL TOPICS  
 

NTOI Ltd. encourage an attitude of questioning and/or ongoing reviewing of 

evidence. Nutritional science is ever-evolving and open to all manner of interpretation so 

the views of others must be respected. NTOI Ltd. vision is to be associated with this attitude 

of questioning. 

 

I.e. in the case of topics known to be controversial (gluten; veganism; vaccines; 

chemotherapy, food intolerance testing etc.), members should air material and/or personal 

views in as neutral and questioning manner as possible taking into consideration the 

scientific evidence.  

 

NTOI Ltd. reserves the right to discipline any member who repeatedly ignores this advice. 

 

 

 

 

 

 

 

 

 



Appendix E: 

FURTHER SUGGESTIONS FOR SOCIAL MEDIA 

Any member using either a Facebook account or a Twitter account or any other social 

media platform to promote their Nutritional Therapy work and/ or share their views on 

nutrition and health must keep postings to nutrition and health related topics and refrain 

from posting about non nutritional controversial topics and politics. 

 

Members are asked to be aware that most of what is shared on social media is accessible 

by all and potentially forever 

 


