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Using the Fire Department Website 
 
From the Fire Department Home Page, click on the Staff Login link at the top and enter your Windows 
credentials (the same name and password you use to sign into your workstation and for timecards). 
Click the Sign In button to continue. 
 

 
 
 
Notice the change at the top of the page and click on the News Releases under the Bulletins/Events tab. 
 

 
 
 
 



 

2 
 

To add a new post click on the Pencil icon at the top next to the News Releases title. 
 

 
 
 
 
A Blog Entry will appear – this is the news release. 
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Create a Title for your news release (this will be the title on the website). Type your news release as you 
would in a Word document. When finished, you may spell check by clicking on the ABC Check Spelling 
button. 
 

 
 
 
Do not change the font type or size as the City has predetermined the correct use for consistency 
between all department’s issuing new releases. 
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Additionally, all new releases should have a common header and footer: 
 

FOR IMMEDIATE RELEASE 
CONTACT: (Name and Title) (Contact Telephone Number) 
 
(Message) 

 
### 

 

 
 
Click the Save button and the news release will be automatically uploaded to the Fire Department and 
City of Escondido’s web page. 
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Writing and Uploading a News Release from Word 
 
If you are pasting text from Word, be sure to use the Paste from Word button, as this will ensure that 
unnecessary markup is stripped from the pasted text. The keep the font format consistent with other 
news releases, change your Word document font to Verdana and the size to 7.5 before pasting. 
 
Previous news releases are on the Shared S Drive / FIRE / ADMINISTRATION DIVISION / News Releases 
if needed as an example. 
 
Supplying Aid to Victims of Emergency (SAVE) Program: 
 

 If you responded to a fire incident where the family qualified to receive a $100 gift card under 
the victim assistance program, Please reference in your news release that “Assistance to the 
displaced residents was provided by the California Fire Foundation.” 
 

 
 

 
 
Click the Save button and the news release will be automatically uploaded to the Fire Department and 
City of Escondido’s web page. 
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Posting the News Release to Twitter 
 
To create a “Tweet” announcing the press release via Twitter, return to the News Releases page and 
click on the title of the post you just created. 
 

 
 
Click on the Tweet button below your post and sign into the Escondido Fire Department’s 
account: 
 
Username: EscondidoFDnews 
Password: Water4redTRUCKS! 
 

 
 
Once you enter the username and password, click the blue Sign in and Tweet button to place your news 
release link onto our Twitter page. 
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Sending Citywide and Media Contacts in Outlook 
 
Open Outlook and send a notice Citywide about the incident.   
  

 
 
 
 
Open Outlook and send a notice to the Media Contacts about the incident. 
 
After you send out the Citywide e-mail, please send a separate e-mail with the same information and 
the hyperlink of the news release to the media.   
 
In Outlook you should have a shared folder called, Media Contacts.  This folder contains all the current 
media who should also receive your news release.   Double click on the Media Contact and the names 
and e-mail address will appear.  Select the “Email” button and Outlook will open and the Media Contact 
will appear in the “To” section of your e-mail. 
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Adding Photos 
 

Step 1: Click on the Image button 
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Step 2: The Image Properties box will pop up, click on the Browse Server button to get to the Upload a 
file option (I do not know what all the language is in the Preview box). 
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Step 3: Once at the Upload a file option, click on the Select File… button to find and select your image. 
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Step 4: Select your image – in this case, I choose the bv.3.png image from my Pictures library. 
 
 

 
 
 
 
Step 5: Double click the image and it puts it below the Select File… button above the Upload button. 
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Step 6: Click on the Upload button and it places the image into the folder Fire_New_Release_Photos.  
 
You have to open the folder to see the image inside and the Upload button is no longer an option as the 

image is in the folder. 
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Step 7: Clicking the image bv.3.png places it in the Preview side of the screen. If this is the correct 
photo, click the Select button above the image (you can resize the image once it is in the news release.) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

14 
 

Step 8: This places the image back into the Image Properties box. Click the green OK button and the 
image is placed into your news release. For best possible images on the web, the Width should be no 
more than 440 as this is the maximum size for a quality image on our website. 
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Step 9: Here you can see the image from my Pictures library in my Blog Entry (news release). 
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Step 10: Once your news release is completed, and any photos added, click the Save button and the 
News Release will be automatically uploaded to the Fire Department and City of Escondido’s web page. 
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News Release Best Practices 
 
Journalists are likely to require the answer to six basic questions in a News Release (who, what, where, 
when, why and how) that relate to three broad topics: 
 

(1) What Happened? 
 

(2) What caused it to happen? 
 

(3) What does it mean? 
 
 
 
A good News Release contains: 
 
FOR IMMEDIATE RELEASE 
CONTACT: (Contact Name and Title) (Contact Telephone Number) 
 
Headline  
(In our case, this is whatever you put in the Title box on the Blog Entry and you do not need to repeat 
the headline here.) 
 
Opening Paragraph 
The first paragraph known as the “lead” contains the most important information and needs to grab 
your reader’s attention. This paragraph should answer who, what, where, when, why and how questions 
in three to four concise sentences. It should read easily and make your news sound exciting and written 
in such a way the reader will understand. Do not use jargon or slang, and provide any definitions readers 
might not know. 
 
Next Paragraph 
The rest of the News Release expounds on the information provided in the lead paragraph. It includes 
any quotes from key staff or subject matter experts. It contains more details about the news you have to 
tell which may include a point that intrigues the reader to find out more, visit our website, or contact 
the department for additional information. 
 
Final Paragraph 
Use the final paragraph to restate and summarize the key points including any safety message relating 
to the incident. 
 

# # # 
(Indicates News Release is finished) 
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Questions Commonly Asked by Journalists 
 
Dr. Vincent T. Covello of the Center for Risk Communication in New York has complied the “77 
Questions Commonly Asked by Journalists During a Crisis.” These questions include: 
 
1. What is your name and title? 
2. What are you job responsibilities? 
3. What are your qualifications? 
4. Can you tell us what happened? 
5. When did it happen? 
6. Where did it happen? 
7. Who was harmed? 
8. How many people were harmed? 
9. Are those that were harmed getting help? 
10. How certain are you about this information? 
11. How are those who were harmed getting help? 
12. Is the situation under control? 
13. How certain are you that the situation is under control? 
14. Is there any immediate danger? 
15. What is being done in response to what happened? 
16. Who is in charge? 
17. What can we expect next? 
18. What are you advising people to do? 
19. How long will it be before the situation returns to normal? 
20. What help has been requested or offered from others? 
21. What responses have you received? 
22. Can you be specific about the types of harm that occurred? 
23. What are the names of those that were harmed? 
24. Can we talk to them? 
25. How much damage occurred? 
26. What other damage may have occurred? 
27. How certain are you about damages? 
28. How much damage do you expect? 
29. What are you doing now? 
30. Who else is involved in the response? 
31. Why did this happen? 
32. What was the cause? 
33. Did you have any forewarning that this might happen? 
34. Why wasn’t this prevented from happening? 
35. What else can go wrong? 
36. If you are not sure of the cause, what is your best guess? 
37. Who caused this to happen? 
38. Who is to blame? 
39. Could this have been avoided? 
40. Do you think those involved handled the situation well enough? 
41. When did your response to this begin? 
42. When were you notified that something had happened? 
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43. Who is conducting the investigation? 
44. What are you going to do after the investigation? 
45. What have you found out so far? 
46. Why was more not done to prevent this from happening? 
47. What is your personal opinion? 
48. What are you telling your own family? 
49. Are all those involved in agreement? 
50. Are people over reacting? 
51. Which laws are applicable? 
52. Has anyone broken the law? 
53. How certain are you about whether laws have been broken? 
54. Has anyone made mistakes? 
55. How certain are you that mistakes have not been made? 
56. Have you told us everything you know? 
57. What are you not telling us? 
58. What effects will this have on the people involved? 
59. What precautionary measures were taken? 
60. Do you accept responsibility for what happened? 
61. Has this ever happened before? 
62. Can this happen elsewhere? 
63. What is the worst-case scenario? 
64. What lessons were learned? 
65. Were those lessons implemented? 
66. What can be done to prevent this from happening again? 
67. What would you like to say to those that have been harmed and to their families? 
68. Is there any continuing the danger? 
69. Are people out of danger? Are people safe? 
70. Will there be inconvenience to employees or to the public? 
71. How much will all this cost? 
72. Are you able and willing to pay the costs? 
73. Who else will pay the costs? 
74. When will we find out more? 
75. What steps need to be taken to avoid a similar event? 
76. Have these steps already been taken? If not, why not? 
77. What does this all mean? 
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Account Usernames and Passwords 
 

Twitter 
Username:  EscondidoFDnews 
Password:  Water4redTRUCKS! 
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