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I. INTRODUCTION 

The City of Shakopee strives to provide timely, accurate, and consistent information to the 
public. Although the City has its own communication tools (newsletters, website, email, social 
media, Government Access television, etc.), at times it is necessary and beneficial to work with 
the media to inform and educate the public.  
 
In the interest of fostering a positive and professional relationship with the media, the City of 
Shakopee and its representatives will do the following:  
 

• Adhere to the Minnesota Government Data Practices Act  
• Respond to media inquiries with accurate information in a timely manner  
• Proactively contact the media regarding matters that positively or negatively affect 

City services and facilities and that impact the lives of Shakopee residents  
• Follow a formal procedure for releasing information pertaining to sensitive and/or 

controversial matters 
 

II. SCOPE 

This policy applies to all employees of the City of Shakopee. 
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III. PURPOSE 

To outline the City’s expectations regarding the distribution of information to the media. This 
includes when, who, and how to relate with the media to ensure the City of Shakopee delivers 
timely, accurate and consistent information to the public.  
 

IV. GENERAL PROCEDURES FOR MEDIA INQUIRIES 

City of Shakopee employees may be contacted by the media for a variety of reasons. All 
employees are authorized to provide the media information on routine matters, such as an 
upcoming event or basic facts about a particular service (e.g., parking restrictions), provided 
the subject is that employee’s area of expertise.  
 
Employees who do not feel comfortable answering the media’s questions may refer the 
inquiry to their department head or the Communications Manager. All media inquiries are to 
be addressed within a reasonable time frame. If the information sought is not available within 
a reasonable time frame, the media should be provided with an estimate of when the 
information will be provided to them. 
 
More in-depth inquiries and requests for interviews are to be referred to the department head 
responsible for the subject being focused upon. That manager may designate a spokesperson 
for the inquiry, if appropriate. Upon receiving a request for information or an interview, the 
department head is advised to ask the reporter the following prior to the interview: 

• Focus of the story 
• Deadline 
• General information being sought from the City 

 
Department heads should notify the Communications Manager and City Administrator 
whenever a City employee is approached by the media. The Communications Manager can 
also provide assistance in responding to the media inquiry and preparing for the interview. If 
the department head desires, the Communications Manager will sit in on the interview. 
 
The Communications Manager is responsible for notifying the City Administrator when a 
news story regarding the City of Shakopee may appear on television or the newspaper. The 
City Administrator is responsible for notifying the City Council, particularly regarding sensitive 
or controversial topics.  

A. Data Practices Act 
 
The release of information to the media and the general public shall be done in adherence 
to the Minnesota Government Data Practices Act. Employees who are unsure whether the 
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information being sought is covered by this law are advised to consult their department 
head and/or the Communications Coordinator. The City Administrator and, if necessary, 
the City Attorney may be contacted if further clarification is needed. 

 

V. GENERAL PROCEDURES FOR CONTACTING THE MEDIA 

All department heads have a responsibility in recognizing when an issue – positive or 
negative – may need to be communicated to the public or when an issue might capture the 
attention of the news media. Department heads are to alert the Communications Manager 
when such situations exist. The Communications Manager will then advise how to proceed, 
consulting with the City Administrator and any other appropriate personnel necessary. 

A. Press Releases 
Press releases shall be issued by the Communications Division with assistance and 
approval from the department in charge of the topic. The City Administrator and the City 
Council shall be copied on all press releases relating to topics not considered “routine.” 
Upon issuing a press release, the affected department shall have a spokesperson available 
to handle calls from media wanting additional information. 

 
The Police Department and Fire Department may issue press releases in public safety 
situations. All press releases are to include the department’s logo; a contact name, phone 
number and email address; and the date. The Communications Manager shall be copied 
on all press releases. 
 
The Communications Division shall be responsible for maintaining an up-to-date email 
distribution list of local media contacts. Press releases shall be issued via email and, when 
deemed appropriate, posted as news releases on the City’s social media channels.  

B. Press Conferences 
Press conferences may be necessary to address matters that have captured significant 
media attention. The Communications Manager will advise when a press conference may 
be necessary. The Communications Division will work with department heads to 
determine the location, time and place of the conference and alert all appropriate media. 
The Communications Manager also will recommend and prepare the spokesperson for 
the press conference. No department shall hold a press conference without the 
involvement of the Communications Division. 
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VI. PERSONAL POINTS OF VIEW 

It is recognized that all employees have the right to their personal points of view regarding 
any issue. However, personal points of view may conflict with the City’s official policy.  
 
Therefore, City employees who write letters to the editor of any newspaper may not use 
official City stationary. If an employee or City Council member chooses to identify himself or 
herself as a City employee in any personal letter or email to the editor, he or she must include 
language which states the views set forth in the letter do not represent the views of the City 
but rather are the employee’s personally held opinions. Similar disclaimers must be given if an 
employee addresses a public meeting, participates in a radio talk show or is interviewed for a 
radio or television program unless the employee is officially representing the City. Employees 
who are representing the City in any of the above formats must identify themselves as an 
official spokesperson for the City. 
 

VII. ELECTED OFFICIALS 

Elected officials respond to media inquiries at their own discretion. Council members are 
asked to notify the City Administrator and Communications Manager when they have contact 
with the media. If requested, the Communications Manager can provide assistance in 
responding to the media inquiry and preparing for the interview. 
 
Council members should not comment on any open, active investigation (internal or criminal) 
but rather refer all inquiries to the Communications Manager. 
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