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1. PURPOSE 

The purpose of this procedure is to specify the communication policies of Koç University, and to define and document the mission, purpose and responsibilities of the Communications Office in accordance with these policies.
2. SCOPE

The procedure involves all academic and administrative personnel of the University.
3. REFERENCES

None.
4. RESPONSIBILITIES

4.1. The president is responsible for ensuring the implementation of this procedure.

4.2. The Communications Office is responsible for preparing and updating this procedure. 

4.3.  All faculties, institutes and administrative departments (primarily the Communications Office) are responsible for the implementation of this procedure. Communications personnel of all faculties, institutes and administrative departments and all relevant department administrators are responsible for notifying and consulting with the Communications Office regarding all cases/situations/matters stated in this procedure.
5. DEFINITIONS

5.1. Internal Communications

Internal communications refers to establishing a continuously high level of synergy within the institution and maintaining good communications both among employees and between employees and management.
5.2. External Communications

External communications refers to contact with external stakeholders

5.3. Social Media

Social networks are defined as online networks where internet users can meet, keep in touch, share content, discuss and form common interest groups, and are evaluated within the context of social media

5.4. Press Relations

Press relations are conducted to increase the brand recognition of the institution among stakeholders, to ensure that the institution expresses itself correctly as a public actor, and to inform the public about all kinds of academic research, discovery and findings

5.5. Publicity

Publicity encompasses high school career fairs, education fairs, campus tours, and other promotional activities for the purpose of attracting students, their families and school counsellors - the primary target audience of the University

5.6. Publications

These are printed materials such as magazines, introductory booklets, yearly reports, brochures, pocket guides, flyers, postcards, posters, as well as specific online media material (i.e. buttons, name tags, portals, emails) (See Printed Materials Procedure).
5.7. External Stakeholder

External stakeholders are groups or individuals who are indirectly affected by the services of the organization, or who affect the organization itself. Koç University’s external stakeholders are prospective students and their parents, faculty, non-governmental organizations, other universities, opinion leaders, the media, business world, public enterprises, and public opinion in general.

5.8. Internal Stakeholder

Internal stakeholders are groups or individuals who are directly related to the services of the organization, who are directly affected by the organization or who directly affect it. Koç University’s internal stakeholders are the management, the Board of Overseers, Board of Trustees, the faculty, administrative staff, students and alumni.
5.9. Reputation Management

The efforts undertaken to enhance the reputation of an organization or brand. The main goal of these efforts is to position the identity of the organization or brand
6. BASIC PRINCIPLES OF REPRESENTATION
6.1. All Koç University press relations (most importantly those involving external social stakeholders), publicity and advertising, and all promotional and communications activities are conducted by the Communications Office. This ensures a constant and unified tone of communications with stakeholders.

6.2. All academic and administrative departments must consult with the Communications Office regarding all matters (most importantly crisis communications) specified in the communication processes procedure and should notify the Communciations Office of progress through each stage of the process.
6.3. The Communications Office is tasked with presenting accurate, up-to-date and useful information for Koç University’s target audience and all internal and external stakeholders, helping them understand, predict and manage the environment in which the University operates, and serve the dynamic missions of the University in education, research and duty.

6.4. The Communications Office also aims to inform the public and the University community about studies and activities at Koç University; to bolster the understanding and recognition of the contributions from Koç University’s faculty, personnel and students; to recognize external impacts and assist the University in responding; and to provide consulting services to faculty, lecturers and administrators regarding media relations.

6.5. The Communications Office works in close contact with local, national and international news media, including newspapers, radio and television, magazines, news agencies, and web publishers.
6.6. Koç University is considered to be a reliable and credited news source for national and international media. In order to protect this reputation, Koç University pays utmost attention to producing announcements, news and interviews with newsworthy, honest, accurate and verifiable content and to managing press relations accordingly.
6.7. Implementation 
6.7.1. Corporate Communication Activities
The aim of Koç University Communications Office is to protect and enhance the University’s reputation. The Communications Office is responsible for preparing and monitoring the implementation of the strategic communication plan in order to strengthen both the University’s external (press, prospective students, alumni, families, friends of Koç University, public etc.) and internal (students, faculty, administrative personnel, board of trustees etc.) relations. The Communications Office announces prominent University success stories at local, national and international levels. 

Besides creating a comprehensive communication capacity within the University’s central management, the Communications Office guides the President and other senior management in all internal and external communication. It works in close collaboration with faculty and administrative personnel to coordinate communication activities including alumni relations, and integration of such activities within the University’s planning and development works.

Professional staff at the Communications Office are always ready to help and guide the Koç University community.

            Some of the domains the Communications Office operates in:

·  Media and public relations (problem management, promotional activities, website management, media education, crisis communication, media monitoring, analysis of access and appearance in the media, and communication consultancy)
· Developing and sustaining international media communications
· Event planning support (ceremony management and event communication)

· Internal communications
· Printing and publishing services (proofreading and editing printed and digital corporate booklets, reports, posters, notices and ads)

· Promotions and marketing (recruitment of bachelor and graduate students, national and international marketing campaigns)

· Communication of corporate social responsibility

· Social media management and monitoring
· Promotion and dissemination of the University’s academic work, research and events through scientific communication tools and methods.
6.7.1.1. Public Relations Management
The aim of Public Relations Management is to support activities that enhance the recognition of Koç University among target audiences in line with the communication strategies of the University. 
These public relations activities are conducted according to the following goals:
6.7.1.1.1 Building information-focused and proactive communication in visual, print and audio media with the aim of building collaboration with the national media, strengthening national media access as much as possible and positioning the University as a reference for industry media,
6.7.1.1.2 Raising awareness of Koç University’s communication activities and media plans, and increasing preference and loyalty among target audiences in line with the University’s strategies.
6.7.1.1.3 Systematically emphasizing the University’s ‘most’s and ‘first’s and consolidating its image in the public as a ‘pioneer’,
6.7.1.1.4 Positioning Koç University as a leading regional actor and research-oriented center of excellence.
6.7.1.2. Internal Communication
The goal of internal communication activities is to strengthen mutual communication between the institution and employees, and for this to be reflected in the public image of the University as an institution with high employee satisfaction. 
The internal communication activities to be implemented within this scope can be summarized as follows:
6.7.1.2.1 Ensuring the adoption and sustainability of principles and values which generate a corporate culture centered around increasing loyalty and satisfaction, 
6.7.1.2.2 Working in coordination with the Human Resources department to develop a strong, unique and consistent corporate culture in the minds of employees,
6.7.1.2.3 Preparing and supporting delivery of internal communication programs with the consensus of management,
6.7.1.2.4 Planning and supporting activities that ensure employees are open to communication and are willing to adopt the institution’s mission and goals,
6.7.1.2.5 Developing projects which enhance internal communication,
6.7.1.2.6 Managing internal communication channels in cases of crisis.

6.7.2. Corporate Communication Tools

The Communications Office establishes appropriate communication tools according to communication objectives, size and the structure of the target audience, complexity of content, time limits, legal issues etc.

The methods given below complement communication and is not an exhaustive list of all communications tools. No corporate communication tool is a substitute for daily information sharing and two-way communication at all levels of the organization.
6.7.2.1. News Announcements
The most common tool for sharing news is a written announcement. News related to Koç University can be shared with the media through ‘News Announcements/Bulletins’ and with Koç University management through ‘Internal Announcements’. 

News announcements at Koç University level are prepared by the Communications Office with contribution from the related unit and function managers, as well as other specialists. Prior to publishing, the Communications Office will obtain the necessary management approvals within the terms of the communication procedures. 

The Communications Office shares Press Releases within the University and with external media at the same time. News are published on the Koç University website and other communication channels when necessary.

When video news is required to support media activities, videos should be prepared and distributed following communication approval procedures.
 6.7.2.2. Questions and Answers Documents

A Questions and Answers (Q&A) Document is a list of answers to questions which are likely to be asked by third parties about a given communication activity. The document should be used within the organization as a basis for verbal communication with third parties.

Answers to questions are prepared jointly by the Communications Office and the replying department in line with the University’s interests and opinions. Such Q&A Documents usually address sensitive issues. 

Final approval is given by the Communications Office. Q&A documents should be made available only to individuals who need to know all details of the issue in question.

6.7.2.3. Briefing, Interview and One-on-one Meetings

Interviews, one-on-one meetings or briefings should be considered when detailed information on one or multiple issues is to be shared with several journalists or related individuals.

The Communications Office will prepare the content of all interviews involving any member of senior management and will, in addition, attend such interviews. The Communications Office will also attend interviews involving individuals who are not members of senior management if the interview discusses issues concerning Koç University in general.

In general, all interviews require meticulous preparation with the interviewee and the representative from the media conducting the interview. It is essential that interviewees seek media training and coaching prior to the interview and have ready a detailed Q&A Document related to the subject. A Koç University Communications Specialist will also be expected to attend the interview. The Communications Specialist will assist with answering additional questions and ensuring all the necessary information is given during the interview.
6.7.2.4. Printed Materials and Publications

These include corporate brochures, journals, magazines, CDs, videos, websites and other related publications prepared for long-term communication practices, with complex content and aimed at large target groups.

The Communications Office should be approached to approve any written texts giving information about Koç University or innovations within Koç University before publication through any means outside of the existing corporate communication toolset. All Koç University related publications must comply with Koç University’s corporate identity principles. The Communications Office is responsible for ensuring compliance of publications with Koç University corporate identity principles.

6.7.2.5. Internal Communication Tools

Koç University uses several methods to communicate with employees. These include the following:

· Faculty & Administrative Staff General Board Meetings

· Email Notifications and Internal Institution Bulletins

· KUDaily

· POP displays (posters, banners etc.)

6.7.3. Communication Principles

The core values of Koç University are trust, honesty, respect, transparency and continuous progress. This section covers communication principles established in line with the University’s values.
6.7.3.1. Fact-driven Information

It is crucial that any information shared is fact-driven. Koç University’s most important priority is to create and sustain an environment where trust and ethics prevail. The University always avoids creating misleading and incorrect messages, unrealistic commitments, and false expectations. There should be no difference between what the University says and what it does or plans to do.
6.7.3.2. Speaking with One Voice
At any one time, Koç University is in contact with multiple internal and external stakeholders. Any statement made by an employee is considered to have been made on behalf of the University, regardless of the employee’s position.

While the style and the tone of the statement may change according to the target audience, the content must remain the same. Therefore, it is vital that all messages must be consistent with Koç University’s stance and that certain target audiences are directed to the related communication unit. Accordingly, all media representatives should be directed to the Communications Office, while government agencies and NGO representatives should be directed to the General Secretariat. 

Requests from the media should be responded to by professionals with prior training, appointed by the Communications Office. It is recommended that questions are answered in writing rather than by telephone.

6.7.3.3. Equal Approach

It is important that Koç University related news reaches all stakeholders at the same time. This is important not only in the interest of maintaining a high level of employee trust and loyalty but also for managing the expectations of any external individuals who make decisions based on information shared by the University, and individuals who shape public opinion. Information given should be consistent and, where possible, distributed to all stakeholders simultaneously. Employees should learn the news directly from the organization rather than from third parties, although there may be exceptional cases when this is not legally possible. In cases where information must be shared with a specific target group first, other stakeholders should be sent a general briefing at the earliest opportunity. Individuals with access to information before its official release are expected to understand such information is confidential and must not be used before its public release.
6.7.3.4. Protecting our Position

People’s idea about the University may differ from that of those within the University. While it is expected to some extent that the University may become the target of hostile criticism, such instances require a concise and convincing response which demonstrates the position of the University. In cases where the organization’s activities or reputation have been affected, all appropriate means will be used to communicate our view. This is especially crucial in media relations. Our aim is to respond with fact-based information directed at relevant groups and to stand firm against individuals or groups who spread comments and criticism for specific purposes. 
6.7.3.5. Privileges and Honesty 

With the exceptions noted below, Koç University should treat all news channels equally with regards to breaking news. Koç University expects to be treated with honesty by the media, and the media has the same expectation. Although at times it may seem advantageous for Koç University to show a certain channel priority regarding a specific piece of news, in the long term such practices are detrimental as the other news channels will lose trust in the University. All departments of the University should avoid showing favoritism in exchange for any benefit. The violation of this principle by a single department can have negative effects for the entire University.
6.7.3.5.1 If a single news channel is covering a piece of news related to Koç University, information provided to the channel in question should not be shared with competing channels. In other words, Koç University should not violate the privilege that the news channel has created for itself.
6.7.3.5.2 If a news channel has shown special interest in a piece of news, it is appropriate to work with the channel in question. Such news should be of general interest, rather than the kind of news that can be deemed ‘breaking news’ by competing channels.
6.7.3.5.3 When selecting a written or verbal news channel through which to make an announcement or establish contact, the opinion of the Communications Office on whether the channel or journalist will be interested in the subject should be considered before making a decision. Past experiences with the channel or journalist in question, as well as previous requests for similar kinds of announcement or information should also be considered when making this decision. 
6.7.3.6. Privacy

Koç University respects the privacy of its students and personnel, and complies with all applicable local and government principles and rulings affecting privacy. Policies regarding privacy are as follows: 

6.7.3.6.1 Among the kinds of information that are not to be shared outside the University include any kind of data that may create selective advantage or disadvantage for a person regarding race, religion, national or ethnic origin, political affiliation, sex, age or disability. 
6.7.3.6.2 Koç University forbids all behavior that endangers the safety or privacy of others, or discloses classified information regarding the University. 
6.7.3.6.3 Students: Disclosable information regarding students includes the name, main branch of education, participation in University activities and sports, weight and height of athletes, registration dates, degrees and awards received, and the previous institution of study. If requested by the student this information is to be kept confidential.
6.7.3.6.4 Personnel: Koç University strictly prohibits logging on to another employee’s computer or using another employee’s computer access credentials, or use of another employee’s login credentials without proper authorization with the intention of gaining unauthorized access to confidential or privileged information.
6.7.3.7. Conflict of Interest
Koç University personnel should perform their duties and use the information they have obtained for fulfilling their duties in such a manner not to give rise to conflicts between personal interests and the interests of the University. 
6.7.4. Policies
The Communications Office has defined policies to define standards of communications in line with the University’s basic principles. These policies do not aim to limit the ability of faculty to produce their own communications materials. The Communications Office employs professionals to help administrative and academic departments develop and implement strategies directed at the University's target audiences inside and outside the campus. These professionals offer advice about producing communication activities which comply with the policies below. All departments are encouraged to use these services. In cases where departments prefer to produce their own material in line with these policies, final approval should be sought from the Communications Office before the material is distributed. To prevent possible problems, all departments are encouraged to consult with the Communications Office when planning their communication activities. 

The following policies have been prepared to specify the position and responsibilities of the    Communications Office for each respective issue.

· Media Relations

· Donations and Awards 

· Social Activities

· Activity News

· Vendor Relations

· Social Media

· Advertising
· Publishing Services 

· Access by the Media to Koç University Premises

· Obituaries and Memorial Articles

· Crime

6.7.4.1. Media Relations

The purpose of this policy is to specify the persons who will communicate with the media on behalf of Koç University and to give a detailed explanation of the ways faculty/lecturers can promote the University in the media with interviews related to their fields of expertise. 
Media communications with the University are managed by the Communications Office, which serves as a point of contact between the University and the public and is responsible for a broad range of public relations functions including editorial, marketing and publishing duties. 
The Communications Office serves as the first point of contact for the media when they are seeking expert academic opinion on a news subject. The official spokesperson of the University is the President. Conditions regarding making statements to the media are as follows:
6.7.4.1.1 On occasions when another member of the campus community is a more suitable spokesperson on a specific subject, the President can assign them to speak to the media on behalf of the University (See Media Representatives Authority Table). 
6.7.4.1.2 Faculty members are actively encouraged to present opinions to the media in their fields of academic expertise. Communications Office personnel will always seek to act as a contact point between the media and members of Koç University faculty.
6.7.4.1.3 If the media contacts a Koç University employee with questions concerning the University, the employee should consult with the Communications Office before accepting any interview request or providing information.
6.7.4.1.4 The individuals specified in the table below are authorized to give statements to the media with consent from the Communications Office. 

Media Representatives Authority Table
Koç University’s authorized media spokespersons may provide information within the scope of the table given below. 
	Subject of Communication 
	Media Spokesperson

	Students
	Dean of Students

	Research
	Vice President for Research and Development

	Academic
	Vice President of Academic Affairs

	Faculties
	Relevant Faculty Dean

	Institutes
	Relevant Institute Director

	Corporate Communications
	Corporate Communications Office

	Corporate Relations
	Corporate Relations and Resource Development Directorate


6.7.4.2. Donations and Awards

Public announcement of financial support and/or rewards that Koç University receives from institutions, alumni and/or donors is an important tool of communication that allows the University to publicly thank donors, as well as drawing public attention to the people, programs, facilities and activities that institutions/donors have chosen to support. It is the policy of the Communications Office to support the fundraising efforts of the University as comprehensively as possible and consistent with established norms of journalism and proper journalistic processes.

Successful communications supporting fundraising activities are dependent on the following four components:

1. The University's needs, and the requirements of the donor
2. University publications
3. Spreading information online and via news bulletins
4. External news media standards and practices

The announcement of a successful award/donation serves to inform the public about an important University achievement, fulfils the donor’s desire for recognition, generates news, and establishes direct contact with a key target audience.

The announcement of a donation/award which is not properly documented or registered may give rise to negative consequences for both the University and the donating institution/individual. 

In support of the University’s fundraising activities, the Communications Office is tasked with writing (or arranging) and distributing press announcements about donations, awards and grants in accordance with the policies specified below and with the approval of the respective departments.

Policies regarding donations and awards are as follows:
6.7.4.2.1. Before starting internal or external communications about a grant/donation/award, the event in question should be an officially recognized grant/donation/award event, as well as being properly registered in the University’s records. 
6.7.4.2.2. The public announcement of a grant/donation/award should be approved in principle by University management and the grantor(s)/donor(s)/awarder(s). No announcement can be made without prior explicit approval of both these parties.
6.7.4.2.3. The Communications Office will evaluate the preparation and distribution of news announcements regarding all grants, donations or awards that media institutions may deem newsworthy. The scope and timing will be determined by the Communications Office.
6.7.4.2.4. As a general principle, announcements are to be made by the President. Where suitable, directors or faculty may be asked to make certain announcements.
6.7.4.2.5. Any announcement regarding a new donation or grant must make mention of the amount donated or granted. Even in cases where the donor does not want their name to be disclosed, a large sum can be newsworthy on its own. However, if the amount is not disclosed, the grant or donation will have no relevance, regardless of the grantor/donor’s identity. Announcements that do not mention the amount in question will damage the credibility of both the University and the grantor/donor.

6.7.4.3. Social Activities

The public announcement of social projects designed to benefit and support society, which have either been developed by Koç University or in which the University participates, is essential for establishing a positive symbiotic relationship between the University and the city and country. Such announcements to relevant internal and external target audiences should be made according to the social activity policies specified below:
6.7.4.3.1. The introduction and public announcement of public programs, projects or activities undertaken by Koç University is subject to the approval of the President, in consultation with the Communications Office. 
6.7.4.3.2. The decision to prepare news announcements about projects or activities will be made by the Communications Office.
6.7.4.3.3. The privacy of the people at the center of these announcements should always be considered. If any members of the community request their names not be disclosed, the participation of those individuals should remain confidential, even if the disclosure of their names would give good news coverage for the University or bolster the University’s public standing.
6.7.4.4. Activity News
Koç University designs social activities and projects for public benefit and support. Such projects are essential for sustaining a positive relationship between the University and the city/country. Announcements of activities and projects to relevant internal and external target audiences should be made according to the social activity policies specified below:
6.7.4.4.1 The introduction and public announcement of public programs, projects or activities undertaken by Koç University is subject to the approval of the President, in consultation with the Communications Office. 
6.7.4.4.2 Decisions on news announcements about projects or activities will be made by the Communications Office in close coordination with the respective department. 
6.7.4.4.3 The privacy of the people at the center of these announcements should always be considered. If any members of the community request their names not be disclosed, the participation of those individuals should remain confidential, even if the disclosure of their names would give good news coverage for the University, or bolster the University’s public standing.
6.7.4.4.4 Persons/companies/institutions who are invited to speak at an event organized by Koç University should always be notified of any press participation. The owner department of the event is responsible for notifying invitees before the event takes place.  
6.7.4.5. Vendor Relations

Koç University values its relationship with companies from which it procures goods and services. The University must prevent any sort of promotion which may endanger the integrity and independence of the Koç University brand, or compromise its status as a non-profit institution on both a factual basis and in appearance. Therefore, by policy, Koç University will never approve any quote, news announcement or other form of communication which may be interpreted as the official endorsement by the University or its affiliated departments for the products or services of a company.

Policies regarding relationships with vendors are as follows:
6.7.4.5.1 Quotations, news announcements or any other communications mentioning Koç University should be examined and approved by the Communications Office before being made public by the company.
6.7.4.5.2 This policy also applies to all requests by companies for photo shoots on Koç University campuses, use of the University’s logo, or otherwise making use of the University’s brand. These requests are subject to explicit prior approval and must be in line with the University’s policies. 
6.7.4.5.3 Corporate partnerships that involve scientific and technical developments are within the scope of another parallel policy (See Corporate Collaboration). 
6.7.4.6. Social Media
For policies regarding social media, please refer to the Koç University Social Media Procedures. The social media procedure is designed to help the Koç University community understand how University policies are applied to new communications media such as blogs and social networking websites, and to provide guidance on the use of these platforms.
6.7.4.7. Advertising
The purpose of the advertising policies stated below are to create a consistent public image which reflects the University’s mission and delivers its key marketing messages, as well as maximizing the impact of the University on its publicity channels.  The Communications Office is responsible for maintaining standards of design and copywriting for the University's publicity materials and correctly delivering communications regarding the mission and messages of the University.
6.7.4.7.1 All publicity material requested by academic or administrative departments of the University must be developed in coordination with the Communications Office. This includes all paid and free advertising in the press (newspapers, magazines, etc.), broadcast media (radio and television), web, billboards and signposts. No advertising commitment will be made without consulting with the Communications Office. Advertising reservations and the procurement of advertisements are also the responsibility of the Communications Office.
6.7.4.7.2 The Communications Office provides strategic consultancy to all academic and administrative departments of the University regarding advertisement services such as copywriting, editing, photography, design and placement. The Communications Office has no centralized advertising budget; the cost of design and placement of the advertisement must be met by the respective academic or administrative department.
6.7.4.7.3 All advertisements must be prepared or supervised by the Communications Office. Designs must be prepared by University personnel, a verified design office or freelance designer appointed by the Communications Office.   
6.7.4.7.4 A three-week period should be allocated for the preparation of each advertisement. 

Exceptions to the advertisement policies are as follows:

· Advertisements placed by the Koç University Human Resources Office are outside the scope of this policy. Nonetheless, these advertisements should also follow guidelines for style and use of the University logo.

· Posters, signs, brochures and announcements aimed solely at the campus community are outside the scope of this policy.

6.7.4.8. Publication Services
The purpose of this policy is to ensure that all printed material related to Koç University (high quality publications intended for target audiences inside or outside the University) are produced at a suitable cost, professionally, and in a way that protects the University’s corporate identity.

Policies regarding publishing services are as follows:
6.7.4.8.1 Printed material intended for target audiences outside the University must be prepared or overseen by the Communications Office. This also applies to publications intended for target audiences inside the University.
6.7.4.8.2 The production schedule depends on the material to be prepared. However, the contracting department must submit the completed drafts at least four weeks prior to the publication date.
6.7.4.8.3 If the material can be designed inhouse no design services costs will be incurred. The Communications Office may also choose to work with an external design office or freelance designer for the project (See Procurement Procedures for compliances). In this case, the production of the project is still under the supervision of the Communications Office, and the contracting department is responsible for meeting the cost of design services and related work.
6.7.4.8.4 The contracting department is always responsible for covering the costs of printing, postage and all other related products or services.
6.7.4.8.5 Koç University departments are responsible for managing the publishing process of printed material.
6.7.4.9. Access by the Media to Koç University Premises
It is the policy of the Communications Office to offer as much help as possible to members of the media who request access to University facilities, while at the same time protecting the University's education and research mission and ensuring a reasonable degree of privacy for the campus community. 

Policies regarding the access by the media to Koç University’s premises are as follows:
6.7.4.9.1 Filming and live broadcasts on campus are subject to approval from the Communications Office. Vehicles used by production crew should be parked at designated locations. Koç University reserves the right to restrict filming or broadcasting in certain locations.
6.7.4.9.2 Members of the media who wish to conduct interviews in classrooms, laboratories or similar facilities must first seek permission from Koç University. Permission will be granted so long as the requested activity will neither disrupt work at the University, infringe on the privacy of students, faculty and personnel, or in any way endanger University personnel, visitors or facilities.
6.7.4.9.3 All non-news commercial photography and filming are subject to the approval of the Communications Office, the Office of the General Secretariat, and the Dean of Students.

6.7.4.10. Obituaries and Memorial Articles

The Communications Office and Human Resources department should be informed of the death of campus community members. 
Obituaries and memorial articles will be prepared when necessary, but should generally be brief and consist of a few paragraphs. These should only be circulated within the campus. 

Policies regarding obituaries and commemorative articles are as follows:
6.7.4.10.1 The funeral parlor (or other relevant institution) should be contacted about the deceased. Information given to the funeral parlor by the family regarding the cause of death and funeral arrangement should be added to the biographical records of the deceased. Any written or electronic information regarding the deceased should be consolidated and evaluated with the possibility of inclusion in the news. Koç University archives hold extensive biographical information, newspaper clippings, profiles and other material on many faculty members. The Communications Office also prepares ‘biographical profiles’ on leading members of the University community.
6.7.4.10.2 Where possible, a family member of the deceased should be contacted. However difficult, this contact provides an opportunity to gauge the reaction of the family to the death, and whether to publish news about the deceased. As a courtesy, the individual contacted should be asked to review the obituary, but should be instructed to respond within a given time so as not to miss the chance of contributing. 
6.7.4.10.3 Colleagues of the deceased may also be contacted. If the deceased is a student, advice should be sought from the Dean of Students, or the relevant student representative. Friends and students may be interviewed, but all questions should be presented with sensitivity. In exceptional cases, the President or another senior administrator may also be contacted for comments.
6.7.4.10.4 The article should focus on the achievements of the deceased rather than the cause of death. Confidential medical information that has not explicitly been shared by officials or by the family should never be disclosed. If the deceased is a member of faculty or student, academic awards, publications and achievements should be especially prominent. The article should also focus on events that have occurred in the time the deceased has been with Koç University. The Communications Office is responsible for determining the correct approach.
6.7.4.10.5 All obituary and memorial articles are subject to editing by the Communications Office before publishing.
6.7.4.10.6 The Communications Office will decide on the dissemination of obituary and memorial articles by consulting with relevant University officials. The distribution should generally target the Koç University community, but if the deceased is a well-known person distribution may include a broader target audience. 
6.7.4.11. Crime

Koç University has a policy of announcing important crimes within the campus which threaten or affect its students and the University community.

The policy also extends to cases where members of the University community, including students, are taken into custody for serious crimes which may affect the University.

Policies regarding crime are as follows:
6.7.4.11.1 In cases of an incident or detention, the Communications Office and other relevant departments will gather information and prepare a news announcement. Final approval is given by the President, in consultation with the Communications Office.
6.7.4.11.2 In cases where a significant crime or detention concerns another department(s), the Communications Office will also inform relevant Koç University management and/or representatives. These departments/representatives may make their own announcements in consultation with the Communications Office. For example, the Dean of Students is responsible for notifying undergraduate students of possible security threats via email or other means.
6.7.4.11.3 Koç University will only make announcements on events of serious public significance (significant campus crimes include murder, theft, arson, and hate crimes).
6.7.4.11.4 As a general rule, Koç University will not publish news announcements regarding sexual crimes as long as they do not pose a significant or constant threat to students, personnel and/or the community. In cases where a news announcement is prepared for a sexual crime, to protect the privacy of sexual abuse victims Koç University will not disclose the name or any other easily identifiable information about the victim. Similarly, the identities of students, personnel and/or community members who have been subject to other forms of ‘domestic violence’ will be kept confidential.
6.7.4.11.5 Koç University may also publish news announcements regarding cases of crime and detention such as kidnappings, crimes targeting valuable goods, identity theft, computer related crimes, crimes resulting in bodily harm, and serious crimes resulting in death such as driving while intoxicated. Since crime allegations and penalties vary according to conditions and severity, an assessment will be made before deciding whether to make a public news announcement. Information to be announced publicly should be obtained from police headquarters, the investigating authority and/or other University authorities, and verified. All facts contained in the news announcements should reference an authority or an official document such as the police report.
6.7.4.11.6 The identity of the suspects should not be disclosed until they are charged with a specific crime.
6.7.4.11.7 Following the initial announcement and after consulting with the police, a press meeting may be held to brief journalists who may want further information about incidents of potential public interest.
6.7.4.11.8 The Communications Office should make every effort to help the news media produce factually correct news. However, journalists do not have the right to enter a crime scene.
6.7.4.11.9 Koç University will update any news announcements about arrests by adding the final court decisions to the electronic database. In certain cases, the name of the person may be removed from the database, depending on the court decision or the severity of the charges.

6.7.4.12. Violations of Corporate Communication Principles and Procedures
Employees should immediately inform one of the following authorities if they believe the communication principles (see Article 6.7.3) and procedures within this procedure document have been violated:
· The employee’s manager 
· The superior of the employee’s manager

· Department director

· Directorate of Legal Affairs

Employees who violate procedures and principles may be subject to disciplinary sanctions including termination of their employment and withdrawal of employee benefits. In such cases disciplinary sanctions are based on the Ethical Rules Procedures.  

7. RECORDS

All press and social media responses are archived by the Communications Office, the University’s contracted public relations company, media monitoring agency, and social media agency.

8. REVISION

The Communications Office is responsible for revising and updating this procedure. Revisions are made annually in accordance with any new requirements.
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