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Press Release/Communications Guidelines 
1. PRESS COMMUNICATIONS INITIATED BY HEALTH LEVEL SEVEN (HL7)
News Potential

A press release is newsworthy. It should cover topics that are new and interesting to the public the release is directed toward. News releases are timely, informative and educational and examples include the following:
· A new standard receiving ANSI accreditation or a published implementation guide
· To allow these releases to be issued in a timely fashion, announcements may be prepared during the voting process in anticipation of a favorable outcome. 
· Any standard achieving ISO accreditation
· To allow these releases to be issued in a timely fashion, announcements may be prepared during the voting process in anticipation of a favorable outcome. 
· Any relevant standard work currently in progress that has an impact on human interest—how does the event, project or research connect to the average person? Does it have a wider effect and what are the benefits?
· Official announcements: Such things as appointments, new services, and organizational accomplishments are generally regarded as newsworthy.
Before requesting a press release, be sure to ask yourself:

· Will this story be of interest to a large number of readers?

· Does this story speak of a special noteworthy event or something that would have special significance to the industry?

· Is this news unique?
A press release is:

· A short, written document with a clear headline at the top

· Contains sufficient facts and quotes to support a short news story—two quotes is the suggested maximum unless the domain expert feels the release would be strengthened by a third quote
· Has brief supporting background on the organization and the product involved

· Written with the target reader in mind “What does this mean to them?”

News Release Layout

Committees are welcome to submit a draft release for consideration. Should you decide to draft a news release, please adhere to the following format:

· Press release needs attention-grabbing title
· The first paragraph should contain all of the important information of the press release

· Who

· What

· When

· Where

· Why

· Please limit your release to one to two pages if possible.  If additional pages are necessary, use them for supporting, not critical information.

· Include two quotes from official representatives (Co-Chairs or Board members or other actively involved prominent persons in the field)

· Always close with the official HL7 boilerplate (about HL7)—please see supporting documents.

How to Submit a Request for a Press Release

Please follow the steps below when requesting press releases
· If you know that your committee has news to report, please submit all current, and future requests if possible to the HL7 Director of Communications

· At least three weeks notice is recommended before the time of the request and the point at which the release must be issued in order to coordinate efforts, draft the release, receive all necessary approvals and shop the release around to potential reporters
Please complete and submit the “Press Release Request Form” with all relevant information regarding the release. This will help the process move more swiftly and efficiently. The more information you can provide to help us craft a news release, the faster the release can be drafted and issued.

Press Release Requests, Approval, and Dissemination 

· All press release requests must be submitted to, reviewed by, and approved by the HL7 Director of Communications 

· After your request has been submitted, you will be notified within approximately three days as to whether your request has been approved or denied; if your request was denied, you will be notified as to the reason why a release was not deemed necessary; If a request was approved, you may be contacted for more information and assistance in drafting the release

· Once written, the release will be sent to the committee who requested it for its approval.  
· The final release will be shared with and reviewed by the HL7 Marketing Committee before it receives final approval from the Director of Communications

· All press release will be distributed through the official HL7 Media List as well as with numerous personal emails to media outlets/reporters with which HL7 has established relationships

Official HL7 Spokespersons

Health Level Seven committee chairs serve as the primary press spokespersons for their committees. Chairs are quoted in Health Level Seven press releases on behalf of their committees.
The Health Level Seven staff is responsible for coordinating all press and analyst briefings on behalf of Health Level Seven committees. Members who are directly approached by the media for comment on behalf of a Health Level Seven Committee should refer editors/analysts to Andrea Ribick, director of communications at andrea@HL7.org.  

2. THIRD PARTY/JOINT PRESS RELEASE GUIDELINES
Please read the following guidelines carefully before preparing a press release that involves the use of the Health Level Seven, Inc. name, its members, initiatives and other news regarding Health Level Seven. If, after reading these guidelines, you have further questions, please contact Andrea Ribick at andrea@HL7.org. 

Press Release Guidelines at-A-Glance

· Health Level Seven’s Director of Communications must approve all joint press releases
· All joint press releases including Health Level Seven must use approved boilerplate language. The boilerplate may not be modified in any manner without approval from the HL7 Director of Communications. 

Please note that Health Level Seven is a VENDOR NEUTRAL organization:

· Health Level Seven does NOT endorse announcements regarding product sales or discounts. 

· Health Level Seven does NOT endorse specific member products or services. 

All costs associated with the writing and distribution of press releases are the responsibility of the organization issuing the release unless arrangements are made prior to distribution. 

Health Level Seven will distribute joint press releases to the internal Health Level Seven media list serve. Health Level Seven will also distribute joint releases to other appropriate news services and media outlets with which Health Level Seven has established relationships.

Obtaining an Health Level Seven Spokesperson Quote

If your organization wishes to include a quote attributed to a Health Level Seven spokesperson in a press release, please draft a quote with the key messages you wish to highlight regarding Health Level Seven’s relevance to the announcement. Health Level Seven will review the quote and accompanying press release to attribute the quote to an appropriate spokesperson.

Health Level Seven Boilerplate Language

The “Boilerplate” containing the approved Health Level Seven language must be used in all press releases referencing Health Level Seven. The Health Level Seven boilerplate may not be modified in any manner. 

About Health Level Seven 

Founded in 1987, Health Level Seven, Inc. (www.HL7.org) is a not-for-profit, ANSI-accredited standards developing organization dedicated to providing a comprehensive framework and related standards for the exchange, integration, sharing, and retrieval of electronic health information that supports clinical practice and the management, delivery and evaluation of health services.  HL7’s more than 2,300 members represent approximately 500 corporate members, including 90 percent of the information systems vendors serving healthcare. 


HL7’s endeavors are sponsored, in part, by the support of its benefactors: Accenture; Booz Allen Hamilton, Boston Scientific Corporation, Centers for Disease Control and Prevention; Duke Clinical Research Institute (DCRI); Eclipsys Corporation; Eli Lilly & Company; Epic Systems Corporation; the Food and Drug Administration; GE Healthcare Information Technologies; GlaxoSmithKline; IBM; Intel Corporation; InterSystems Corporation; Kaiser Permanente; McKesson Provider Technologies; Microsoft Corporation; Misys Healthcare Systems; NHS Connecting for Health; NICTIZ National Healthcare; Novartis; Oracle Corporation; Partners HealthCare System, Inc.; Pfizer, Inc.; Philips Medical Systems; Progress Software Corporation-DataDirect Technologies Division; QuadraMed Corporation; Quest Diagnostics Inc.; Science Applications International Corporation; Siemens Medical Solutions Health Services; Solucient, LLC.; St. Jude Medical; the U.S. Department of Defense, Military Health System; the U.S. Department of Veterans Affairs; and Wyeth Pharmaceuticals.


Numerous HL7 Affiliates have been established around the globe including Argentina, Australia, Austria, Brazil, Canada, Chile, China, Colombia, Croatia, Czech Republic, Denmark, Finland, France, Germany, Greece, India, Ireland, Italy, Japan, Korea, Mexico, The Netherlands, New Zealand, Romania, Singapore, Spain, Sweden, Switzerland, Taiwan, Turkey, United Kingdom, and Uruguay. 

Approval Process

All press releases with Health Level Seven references distributed by a Health Level Seven member must be submitted for review to the Health Level Seven Director of Communications at least three (3) business days before announcement date.. We regret that we cannot guarantee approval/turnaround within less than three business day’s notice from your organization.

Any organization issuing a press release or announcement referencing in the headline Health Level Seven must have its public relations representative notify the Health Level Seven Communications department with the following information:

1. Intent to make an announcement and planned announcement date. 

2. Scope and type of announcement involving the Health Level Seven name and project/initiative 

3. Advance approval from other members is required if they are mentioned in the press release. 

4. Any associated deliverables and deadlines required of the Health Level Seven Director of Communications. 

Requests for review may be submitted to the Health Level Seven Director of Communications, Andrea Ribick, andrea@HL7.org






