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666...666   PPPOOOLLLIIICCCYYY   
 
Dissemination of information to the public and media can at times be a very delicate task to handle. In 
order to avoid confusion and to promote the department in a positive manner, responsibility for media 
relations must be assigned to one officer. Guidelines in releasing information to the citizens are also 
necessary to protect the public interest. 
 
 

666...777   PPPRRROOOCCCEEEDDDUUURRREEE   
 

6.7.1 RELEASE OF RECORDS 

6.7.1.1 Weekly News Release 
 
A weekly news release will be prepared for dissemination to the media. 
 

1. The Officer in Charge will fax the release on Monday of each week to the designated media. The 
individual faxing the release will check the boxes on the appropriate form, (appendix 1), indicating 
that those media representatives have received the release. 

2. If the media chooses to personally pick-up the release, the dispatcher will record the name of the 
person, time and date which the release was picked up, on the News Release Record.  

3. Any release provided telephonically, must be noted on the cover page each time the release is 
read to the reporter. 

4. At the end of each week, the news release and the completed form will be submitted to the 
Chief's Secretary. 

 
In the event the officer in charge of news releases is unable to be present on the regularly scheduled 
work days or during off duty hours, it is his/her responsibility to arrange for another officer to cover the 
assignment. 
 

6.7.1.2 News Release Guidelines 
 
All information released will be subject to the following guidelines. 
 

1. All juvenile arrests and investigations involving juvenile names will not be open for review by 
news reporters or private citizens. The facts of the investigation and case will be verbally provided 
to the reporters or citizens seeking the information by the commander in charge of records. 

2. At no time will the names and addresses of juveniles be released. 
3. Cases involving adult arrests and investigations, other than juveniles, will be commented on by 

the commander in charge of records within the following guidelines. 
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When something changes, a page is revised.  We control / track by 
a new rev # & date.  The manual holder inserts just this one page, not 
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