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§2500 MEDIA COMMUNICATIONS 
§  2500 SCOPE 

 
 The Office of Communications is responsible for the creation, consistency and 

clarity of messaging and content for the Diocese of Lafayette-in-Indiana. The office 
issues official diocesan statements, including those related to credible and substantiated 
claims of misconduct, as well as press releases and is committed to transparency and 
openness. The office also handles all media contact. The communications staff is 
responsible for publishing The Catholic Moment, the official publication of the diocese as 
well as content for other communications channels such as social media and websites.  
 

In many instances, the Office of Communications is consulted by diocesan entities 
for help with media strategy and messaging. The purpose of this policy is to manage how 
and when contact with local/national media will take place as well as how and when an 
official diocesan message is communicated more broadly to the lay faithful.  
 
Definitions 
 
When used in this policy/procedure, the following terms mean: 

A. General Communications: A general communication is a type of message 
intended for a specific audience which shares information, ideas, updates, or 
feelings. This type of communication happens on a day-to-day basis within the 
diocesan entity—such as emails, press releases, interviews, parish bulletins or 
other parish/school electronic communications tools (e.g., Flocknotes.)    

B. Crisis Communications: A crisis communication in the diocese refers to any 
emergency or critical event that will garner media attention or requires 
immediate response. This may include but is not limited to a substantiated or 
publicly made claim of sexual abuse of a minor; a building emergency such as a 
fire or bomb threat; other criminal activity such as robbery, hostage, murder; 
personnel issues: and all other critical/emergent situations. 

C. Official Messages: An official message is a communication containing 
information, news, updates, advice, requests, or the like, sent by messenger, 
telephone, email, or other means that originates from the diocesan offices on 
behalf of the bishop or the diocese. These messages represent the duties, 
responsibilities, and actions of the diocese on a particular topic. 

D. Diocesan entity: For the purpose of this policy, a diocesan entity is a department, 
parish, school, or office that is under the authority of the bishop. 

E. Media: For the purpose of this policy, the media is considered any means of mass 
communication with an outside party, including, but not limited to broadcasting 
(TV, Radio, Podcast, etc.), publishing, and the internet. 
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§  2501 GENERAL COMMUNICATIONS 
 

2501.1. Policy Diocesan entities shall contact the diocesan Office of Communications 
when providing a statement or interview to local/national media.  

 
Procedures 
a. General communications do not include routine information such as 

parish festivals and school delays; however, it does include notifying 
the Office of Communications about an ongoing interview series or 
messages outside the scope of regular parish communications (e.g., the 
announcement of a new school, an important personnel change, an 
interview about a current news topic.) 

b. The Office of Communications supports the bishop as the primary 
contact for any official media statement from the diocese. 

c. The Office of Communications, in conjunction with the bishop and 
Vicar General’s Office, is responsible for developing official messages 
that will be released via The Catholic Moment, diocesan website and 
other diocesan communications channels.  

 
2501.2. Policy Diocesan entities shall contact the diocesan Office of 

Communications before reaching out to or scheduling an interview, press conference or 
coverage with local/national media.  

 
Procedures 
a. This does not include routine information such as parish festivals and 

school delays; however, it does include notifying the Office of 
Communications about an ongoing interview series or messages 
outside the scope of regular parish communications (e.g., the 
announcement of a new school, an important personnel change, an 
interview about a current news topic.) 

b. Diocesan entities should contact the Office of Communications before 
engaging with local/national media outlets. (communications@dol-
in.org or 765-269-4613) 

c. Diocesan entities should contact the Office of Communications for 
help writing press releases, statements, or interviews with the press, if 
needed. (communications@dol-in.org or 765-269-4613) 

 
 
2501.3. Policy If communication between a diocesan entity and a media outlet 

takes place before the diocesan Office of Communications is made aware, the entity will 
notify the diocesan Office of Communications as soon as possible after the encounter.  

 
Procedures 
a. Diocesan entities should send the Office of Communications any 

details, links, or information about their engagement with the press 
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(e.g., official statements, press releases, interviews) to  
(communications@dol-in.org) 

 
 
2501.4. Policy The Office of Communications is responsible for maintaining all 

log-in and account details of Chancery-managed social media accounts.  
 
Procedures 
a. These details should be saved in a designated location in the office for 

management to access at any time.  
 

§ 2502 CRISIS COMMUNICATIONS 
 
2502.1. Policy The diocesan Office of Communications must be made aware of 

any crisis situation within the diocese as soon as it is known. 
 
Procedures 
a) If not otherwise notified, the Bishop or Vicar General shall notify the 

Director of the Office of Communications by phone as soon as they 
are made aware the crisis.  

b) The diocesan Office of Communications, in consultation with the 
Bishop and Vicar General’s office will be responsible for developing 
the communications strategy and messaging that will be released to 
media.  

c) The diocesan Office of Communications, in consultation with the 
Bishop and Vicar General’s office will be responsible for developing 
the timeline and message that will be released via The Catholic 
Moment, website and other formal diocesan communications channels. 
i) Translations of the message(s) should be considered based on the 

audience impacted. 
ii) Internal communications should be considered such as internal 

memos to diocesan leadership, clergy, and other staff as 
appropriate. 

iii) Messaging should always be shared with the Bishop, Vicar 
General, Vicar for Clergy, Victim’s Assistance Coordinator. Chief 
Financial Officer, human Resources, Pastor/Administrator of the 
parish impacted and Pastor/Administrator of previous location 
where the accused served. 

d) The diocesan Office of Communications, in consultation with the 
Bishop and Vicar General’s office will be responsible for developing 
the timeline and message that will be released by the diocesan entity 
affected by the crisis situation. 
i) Messages include pulpit announcement and suggestions of who 

should read it, bulletin announcements to be printed, memos  to 
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diocesan leadership, clergy, and staff as appropriate, and media 
statements. 

ii) The diocesan entity affected by the crisis may also include 
previous locations where the accused served full-time, part time 
and/or had summer assignments. 

iii) Translations of the message(s) should be considered based on the 
audience impacted. 

e) Should a situation arise, and the diocesan entity is unsure that it 
constitutes a crisis-level, they shall call the Office of Communications 
for further consultation.  

 
2502.2. Policy Diocesan entities shall not communicate with local/national media 

or their parish community without first consulting the diocesan Office of 
Communications.  

 
Procedures 
a. The diocesan entity will call the Office of Communications for the 

official statement before talking to or engaging with the media or a 
large parish audience. 

b. The diocesan entity will call the Office of Communications for the 
official message before printing/posting information about the crisis in 
their bulletin, website, e-messaging tools (e.g., Flocknotes) or another 
parish communication platforms. 
i) Official messaging includes pulpit announcements and suggestions 

of who should read it, bulletin announcements to be printed, 
memos to diocesan leadership, clergy, and staff as appropriate and 
media statements.  

ii) The diocesan entity affected by the crisis may also include 
previous locations where the accused served full-time, part-time 
and/or has summer assignments. 

iii) Translations of the message should be considered based on the 
audience impacted. 

c. Should a situation arise, and the diocesan entity is unsure that it 
constitutes a crisis-level, they shall call the Office of Communications 
for further consultation.  

 
2502.3. Policy If communication between a diocesan entity and a media outlet 

should take place before the diocesan Office of Communications is made aware, the 
entity must notify the diocesan Office of Communications as soon as possible to provide 
details about the encounter. 

 
Procedures 

a. The diocesan entity will call the Office of Communications to give 
details on what information has been shared, with whom, when, 
and where the information may be publicized. 
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