


Department Directors and Assistant Directors will provide information
on the planning, direction, effect, and status of policies and programs or
events within their areas of responsibilities.

Project Managers will provide information concerning the individual
projects and services within their areas of responsibility, as designated by a
Department Director or Assistant Director.

CONTACT WITH THE MEDIA

Directors should notify the Director of Communication before an
interview.

In most situations, the Director should respond to media inquiries as
quickly as possible with either the requested information or a
timeframe for acquiring that information. This will ensure the media
is given the best and most complete information in a timely manner.

All employees who handle media requests must have passed the
State of Texas Open Records Act online course and must
participate in media relations courses offered by the
Communication Office.

When an employee is going to be interviewed by a reporter, the
Director shall notify the Communication Office in advance. This will
allow the Director of Communications to contact the reporter to find
out if additional information or interviews are needed.
(Communication Office does not need to be notified about routine
Police and Fire Department contact with the media regarding
blotters.)

The Communications Director will notify the City Manager, Council
and other departments (when necessary) about the story being
developed. This will ensure the necessary individuals are prepared
if they are also contacted by the reporter. It will also prevent them
from being surprised by the story when it airs or is printed.

In order to promote a consistent city-wide message Mayor and City
Council should consult with the Communication Director regarding
any media interviews. Under the direction of the City Manager the
Communication Office will also work with the Council to promote
City programs, events and policies and coordinate their participation
in City activities.

PRESS RELEASES
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All news releases issued by the City shall be channeled through the
Communication Office, (with the exception of daily Police and Fire
Department reports or blotters). This allows all releases to follow a
consistent format and makes it possible for a central file for all
releases. This also keeps the Director of Communications better
informed of newsworthy activities in all departments.

Press releases promoting routine events and activities should be
written and edited by the individual departments and e-mailed to the
Communication Office for distribution. These may include:

a. Announcements for scheduled exhibits, classes,
programs and activities at the library, activity center,
parks and other City facilities; as well as City programs
and initiatives

b. Annual events sponsored by a department.

c. Awards or special recognition given to a department or
employee

d. Construction or repair projects that will disrupt normal
flow of traffic

Press releases should be as complete as possible, explaining the
who, what, when and where of the activity or event.

Departments should contact the Communication Office for
assistance in writing (non-routine) press releases.

The Communication Office will ensure all local media outlets are
treated fairly and provided with the same information. The
Communication Office will also forward news releases to the City
Manager’'s Office and City Council so they will stay informed about
City activities.

CONTROVERSIAL/CATASTROPHIC EVENTS

All Directors will keep the Communication Office and City Manager
informed of events and activities that are likely to make the news.
Types of stories to be reported are those with a potential for
controversy, those that might be considered negative or
embarrassing, those that threaten public health and safety, and
those that might produce follow-up questions from the media.

Directors should report in person or by telephone as soon as
possible when:
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a. Controversial statements, accusations or debates occur
in meetings of advisory boards or commissions;

b. City services such as water, transit or garbage collection
are disrupted,

c. Personnel problems occur, such as suspensions or
resignation of key individuals.

d. Fire, explosion, accident or other emergencies result in
damage of City property or cause injury or death to City
personnel;

e. An industrial accident causes injury or death to
employees of contractors or vendors doing business with
the City;

f. Accident on City property results in injury or death to
citizens. This might include a fall in a City building or a
drowning in a City pool;

g. Other incidents involving City personnel and injury or
death to citizens. This could include a traffic accident
involving a city vehicle;

h. Litigation filed or decisions rendered;

i. Any other events that might threaten the safety or
welfare of the community.

All information should be coordinated through the Communication
Office. The Director of Communications or another spokesperson
will be identified to respond to all media inquiries about the event.

Having a single spokesperson will prevent conflicting, incomplete
and inaccurate information from being released.

Steps should be taken to assure that no information is released by
employees who are not designated to speak with the media.

If more than the media has already contacted more than one City
employee, a briefing may be held to avoid the release of conflicting
or contradictory statements. The City Manager will approve all
press releases of a controversial nature.

In the event of a natural disaster or other catastrophic event, the
City Manger, the Mayor, Emergency Management Coordinator,
Police Chief, Fire Chief or Director of Communications will serve as
the City’s official spokesperson and will call a press conference to
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ensure that information is disseminated swiftly and accurately to all
media sources. The Director of Communications is the primary
public information contact when the Emergency Operations Center
is activated.

Every effort will be made to respond quickly and provide correct and
realistic facts about the controversial or catastrophic event. By
cooperating with the media, we can minimize confusion, speculation
and rumors. We can also minimize the consequences of
unfortunate incidents and prevent stories from being dragged out
over an extended period of time with corrections and additions.

The designated spokesperson will stick to facts that have been
verified and authorized for release to the media. The spokesperson
will avoid answering questions that require speculation or opinion.

CORRECTING INACCURATE INFORMATION

The City should clarify or correct any information released by the
media that contains inaccuracies that significantly impact public
perception of a city-related issue.

1. Factual Discrepancies. It is the responsibility of the Director to
immediately contact the Communication Office when a story has
been published or aired containing a factual error that
significantly impacts the public’'s perception of the issue being
discussed. Depending on the nature of the error, the request for
correction will be made by written letter or an informal telephone
call.

a. The Director and Director of Communications shall ask
the City Manager's Office for direction if they feel an
official City rebuttal or response is needed. If there are
repeated problems with City officials being misquoted by
a certain reporter, officials will be directed by the
Communication Office to respond to that reporter.

2. Letters to the Editor. When appropriately presented, letters to
the editors of newspapers and electronic media can be effective
tools in clarifying a misconception of City policy or programs or
correcting inaccurate information that has been widely reported
by the press.

a. Those Directors who believe, as public officials, that a
City rebuttal is warranted shall discuss their concerns
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with the City Manager. The City Manager and Director of
Communications will determine if a response is
appropriate as well as who should prepare and sign the
letter. The City Manager must review all letters sent to
the editor, which identify the author as City
employee/official acting in an official capacity on behalf
of the City.

3. Responding to Media Stories as Private Citizens. The City
respects employees First Amendment right to respond to the
media as a private citizen. However, the following guidelines
shall be followed for those employees who choose to contact,
initiate or respond to City-related news stories as private
citizens.

a. Letters may not be prepared on City time, distributed on
City letterhead or mailed at City expense.

b. Telephone contact may not be made on City time using
City telephones.

c. Use of City facilities or supplies is prohibited.

d. Responses or letters shall not include the employee’s
official title or status or state that the response is on
behalf of the City of San Marcos.

V. PROFESSIONAL PUBLICATIONS

The City encourages all employees to contribute articles to
professional publications and journals, both as a means of
enhancing personal development and highlighting City
achievements.

a. Professional Articles. Managers are encouraged to submit
articles promoting City services/programs to the appropriate
professional journals. Copies of all articles identifying the
author in their official capacity or prepared on-duty shall be
forwarded to the Director and Communication Office for
review and comment prior to submittal for publication. The
name of the publication and the tentative publication date
shall be noted.

1) The Communication Office is available to assist in preparation, review
and edit articles scheduled for publication in professional journals.
Please make all requests for assistance in a reasonable time frame.
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