
City of College Station 
Media Relations Procedures 

 
Summary  
The City of College Station recognizes the value of developing and maintaining professional 
relationships with print, broadcast, and online media outlets. Although the media landscape 
continues to evolve, traditional outlets maintain a high level of credibility. Since covering local 
government activities remains a primary media focus, reporters, and the public they serve need 
city officials and staff to be honest, authoritative sources of information.  
 
A competent media relations program is essential for an effective communications plan. 
Accordingly, the Public Communications Office is committed to providing accurate, consistent 
information in a timely, professional, and proactive manner. 
 
Media Surveys 
A survey of local media is conducted each year that allows reporters, editors, and news 
directors to anonymously rate the performance, accessibility, and trust level of Public 
Communications, city council, city management, and city staff. Comments provide additional 
insight into the strengths and weaknesses of the city’s communication program.  
  
Tactics 
The Public Communications Office approaches media relations as a collaborative process. We 
strive to help reporters understand issues by providing appropriate data, access to subject 
experts, and facilitating a dialogue with elected officials. We also respond to incorrect 
information in reporting and work with editors, reporters, and producers to correct these 
errors and establish facts for future stories.  
 
The city uses these tools to generate stories and assist local media outlets: 
 

• Media 101: Periodically, Public Communications prepares media members to cover 
complicated topics such as budget processes and annexations by inviting them to 
information sessions conducted by subject experts from city staff.  

• Blogs: Public Communications posts live blogs of city council meetings, complete with 
vote tallies, presentations, photos, and videos. The blog is also used to preview council 
meetings and tell stories about city events, employees, activities, and programs. 

• News releases and advisories: News releases remain an integral part of Public 
Communications’ media outreach efforts. An accurate and complete media list is 
maintained, and Public Communications actively monitors news coverage.  

• News conferences: For rare, significant announcements, Public Communications 
conducts news conferences at city hall, although we have the capability of running a 



professional news conference with high-quality sound and aesthetics from anywhere in 
the city.    

• Tailored pitches: Public Communications frequently communicates with media outlets 
about story ideas, angles, and approaching events.  

• Social Media: The city maintains an active presence on social media, including Twitter, 
Facebook, YouTube, LinkedIn, and Flickr. Media members are highly active on these 
channels and frequently use them to generate story ideas. 

 

Media Relations Policies 
 
The City of College Station seeks to provide consistent, accurate, and timely information to the 
media in a coordinated manner while keeping city officials informed of emerging media issues. 
 
Role of Public Communications 
The Public Communications Office promotes and provides background information about city 
issues, projects, and services to the news media and public. Public Communications staff 
members are on-call 24 hours a day to answer questions, respond to developing situations, and 
help as needed. 
 
Public Communications staff is available to all employees for advice, consultation, and 
assistance in media relations. In addition, upon request, a member of the Public 
Communications Office can be present for any arranged interviews with media personnel.  
 
Point of Contact 
The public communications director or his designate is the city’s official point of contact for all 
departments except police and fire. When the public communications director or his designate 
is unavailable to serve as the city’s spokesperson, an alternate spokesperson will be selected by 
the city manager. 
 
Media Inquiries 
Inquiries from the news media are prioritized and should be responded to as quickly and 
efficiently as possible. Every effort should be made to meet media deadlines and ensure 
released information is accurate. Because of tight deadlines, it is essential for staff to respond 
as quickly as possible when contacted by the media or when Public Communications requests 
information or needs to schedule an interview. 
 
Media Interviews 
An employee who receives a request from the media for scheduled interviews should forward 
the request to the appropriate department media contact or supervisor and the Public 
Communications Office. Employees should attempt to provide a timely and thorough response 



to interview requests but may ask for additional time to research relevant issues and prepare 
for the interview. Public Communications staff is available for advice on media interviews.  
 
Employees should limit their discussion of city operations to those areas where they have 
specific knowledge, referring other requests to the appropriate person. After speaking with 
media members, employees should promptly notify their supervisor and the Public 
Communications Office.  
 
Public Safety  
The police and fire chiefs designate a member of their respective departments to serve as the 
city’s official spokesperson for public safety incidents, including but not limited to criminal and 
fire scene reports. The Public Communications Office serves a support role and works with 
police and fire spokespeople to coordinate materials to media outlets.  
 
On the scene of an active police or fire incident, the incident commander will be the media 
contact until a department or city spokesperson is present unless the chief designates an 
alternate spokesperson. 
 
Subject Experts 
Each director may designate members of their department as subject experts on one or more 
specific topics. The Public Communications Office provides basic instruction and training in 
media relations to designated subject experts upon request. Subject experts should inform the 
Public Communications Office and their department director of media requests and contacts. 
 
Other City Staff 
When readily available public information is requested from an employee other than a 
designated media contact, the employee should make a reasonable effort to provide it. Such 
information includes, but is not limited to, city staff names, titles, extensions, public meeting 
dates and locations, agendas, city ordinance or charter provisions, and copies of city materials 
intended for public distribution. If an employee is unsure whether the requested information is 
considered public, they should forward the request to their department director. 
 
When contacted by the media for information that is not readily available, the employee should 
refer the request to the appropriate department media contact or the Public Communications 
Office and report the request to their department director and the Public Communications 
Office. 
 
Media Training 
The Public Communications Office coordinates media relations training for city employees upon 
request, including department directors, management staff, departmental liaisons, and 
designated subject experts. In addition, elected officials and those appointed to serve on city 
boards and commissions may request media training. 
 



Emergency / Crisis Situations 
In the event of a crisis or declared emergency, the Public Communications Office serves as the 
primary source of information to the media. Therefore, employees are encouraged to direct 
reporters and media personnel to the officially designated spokesperson. 
 
In a large-scale emergency, Public Communications staff will assist the media in the Community 
Emergency Operations Center.  
 
Confidentiality 
Confidential, proprietary, or litigious items should not be discussed with the media. Such topics 
include, but are not limited to: 
 
• Medical records. 
• Certain personnel records (including disciplinary actions). 
• Pending employee discipline investigations. 
• Actual proceedings of executive sessions of the city council. 
• Draft correspondence (preliminary notes or intra-city memoranda not yet finished). 
• Records involving pending litigation involving the city. 
• Legal opinions of city attorneys. 
• Certain law enforcement records. 
• Some Fire and EMS records. 
• Matters related to internal and external security measures. 
• Third-party proprietary information. 
 
 


