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. Introduction/Overview

The city of Buckeye prides itself on providing the best quality of life for our residents and
recognizes the best way to do that is with their input and feedback. Regular, consistent,
concise and engaging communication with our residents, businesses and local
organizations ensures their values and ideas are incorporated into the city’s decision-
making processes.

It also ensures transparency in Buckeye’s city government, and two-way communication
is paramount to our success.

Engaging with the community plays a critical role for the health and well-being of our
city. The Communications Plan formalizes a clear direction for Buckeye's initiatives in
public engagement and communication. Serving as the bedrock, this plan outlines
optimal approaches to connect with diverse audiences. This encompasses crafting the
core message, selecting suitable tools and determining the best delivery method, all to
be executed by the Communications Office.

This Plan outlines the appropriate actions needed to assist the city with informing,
engaging, connecting and interacting with our employees, residents, businesses and
local organizations. Methods to continuously improve our communication tactics and
tools are ongoing, and the city is committed to remain adaptive and responsive to the
latest communication trends while following privacy and security protocols.

This Plan is not intended to infringe on an individual’s ability to engage in the political
process as private citizens. For employees, this generally means political activities
occurring outside normal working hours while off duty, or during approved leave. For
elected officials, this generally means that there is no use of public resources in taking a
position. See, generally, Ariz. Rev. Stat. § 9-500.14; City Personnel Rules & Policies
Manual §§ 350, 391(2); City Rules of Proc. § 3.2.

Communications Department

Buckeye’s Communication Department (CD) is responsible for keeping our employees,
residents, businesses and community leaders informed, aware and educated about
numerous aspects of city business. This includes, but is not limited to, municipal
government insights, programs, events, challenges, accomplishments, emergency
information and crisis communication.

The CD’s role is to provide complete, accurate and timely information to ensure
residents are not only well-informed but also actively involved, which encourages input
on their insights and concerns.

Information is distributed in a variety of platforms — the city’s website, social media
channels, newsletters, telecommunication, publications and news releases. In addition,
the CD works closely with local, regional and national print and broadcast media
organizations to distribute and convey the city’s messages to a wider audience, when
appropriate.



Staff from the CD are the main communicators for the city. Mayor, members of the City
Council, the Executive Team, Department Directors, or designee can also speak on the
city’s behalf when requested, and if they are willing and available to do so.

The Buckeye Police and Fire departments also provide communication and public
information services as a separate but coordinated function with the CD. During a
citywide emergency, both Police and Fire will work closely with the CD to create and
disseminate critical information to our residents and the media.

When requested or needed, CD staff will work with city department directors to
determine who is the best staff expert to represent the city to the media. It is strongly
encouraged to have a member of the CD staff be present at all media interviews with
Mayor, Council or city staff. This ensures accountability and accuracy for both the city
and media outlets.

For public information and marketing campaigns requiring extensive public input, the
department should coordinate with the CD a minimum of two weeks prior to the start of
the initiative. This ensures proper public notice is provided through the various
communication channels to maintain transparency and the time required for the
creation, review and approval of marketing materials and other collateral before any
campaign is launched.

ll. Goals & Objectives

e Ensuring the city is transparent in communicating important information to our
employees, residents, businesses and community groups.

e Encourage participation in city projects and initiatives and receive valuable
feedback from residents and their expectations of the city.

e Maintain Buckeye's reputation as an innovative and high performing
organization.

e Utilize industry/city experts and improve coordination among the designated public
information communicators in each department.

e Ensure outreach materials have consistent messages and meet the high
standards for appearance and graphic design. This includes, but is not
limited to advertisements, flyers, social media graphics, webpages,
advertisements, newsletters and special event materials.

e Continuously improving and updating the city’s website to enhance
viability/responsiveness across multiple platforms and devices and for ADA
compliance.

e Follow emerging trends for social media and implement when appropriate to
increase reach of city messages to all audiences.

e Ultilize social media, surveys and public meetings to give residents and
employees a voice and enhance their feelings of connection.

e Educate employees and residents about the municipal processes and encourage
participation.



Invite and encourage residents to become involved with city business and
decision-making processes by fostering personal interaction among city staff,
Council so they feel connected and involved.

Inform residents and employees about opportunities to get involved in events,
projects and processes to participate and stay informed.

Promote the positive attributes of Buckeye and highlight award winning city
services and professional achievements.

To establish efficient communication channels for distributing timely and accurate
information during emergencies and crises, helping to manage public perception
and response.



lll. Guiding Principles

Buckeye’s Communication Plan is designed to provide the best and most responsive
service to our employees, residents, businesses, the media and visitors to the city. It is
also guided by the following principles that support effective communication in municipal
government.

Telling Our Story
No matter the subject matter, telling our story to employees, residents, businesses
and the media demonstrates transparency and accountability. The CD will provide
the most accurate and reliable source for city information. Well informed residents
and employees have more faith in their city government and are more likely to
participate in outreach effects, providing valuable input and direction to Council
about decisions impacting their homes, street, neighborhoods and overall quality of
life.

Proactive Approach
Buckeye takes the responsibility of initiating communication and dialogue with our
residents seriously. This approach has a much greater impact to our community
instead of reactively responding to issues and events after they occur.

Centralized Messaging
Having one place of contact, the CD, to support the city’s overall message ensures
consistent, focused messaging from individual city departments, city management
and elected officials. This style also creates a team approach when responding to
residents, businesses or media inquiries and can encourage additional participation
from the community.

Open, Two-Way Communication
It's imperative that any messages shared with the community are also shared within
the organization. This enhances the centralized message principle and allows
employees to foster dialogue with our residents.

IV. Target Audiences

Identifying Buckeye’s target audiences is the foundation of Buckeye’s communication.
They include:

Residents of Buckeye

City Employees

Visitors

News Media — print, broadcast and social media

Community Partners — local municipal governments and agencies, state and
federal legislators, HOAs, educational institutions, Luke Air Force Base,
agribusiness, and businesses and developers with a presence in Buckeye.



V. Emergency and Crisis Communication

Buckeye has experienced a variety of emergencies and crises over the years, mainly
related to heat and monsoon storm activity, that threatened the overall health and
welfare of the city. Of course, other types of emergencies can arise as well. No matter
the reason for the event, all communication tools described in this Plan will be utilized to
communicate with the public, media and other government agencies to ensure the
safety of our residents.

The CD will work closely and collaboratively with the Emergency Manager and Police
and Fire Public Information Officers to provide timely information to the community and
media before, during and after an event. All city personnel will follow FEMA/NIMS
guidelines to communicate to our target audiences both at home and in the workplace.

As information is released, the CDs staff will work from either an on-site or virtual Joint
Information Center with other communicators from Buckeye’s Police and Fire
departments, other jurisdictions and organizations, City Management and other city
departments, to provide timely and concise information throughout the course of the
event.

Communication Tools

City website — www.buckeyeaz.gov — is the one-stop site to learn about all aspects of
the city. This includes news items, department information, city meetings and events,
meeting minutes and agendas, reports, documents, programs, services, links to social
media channels, sign-up for newsletters and online forms to contact staff or report
concerns.

Social Media

e Facebook

o City

Library
Recreation
Community Center & Senior Programming
Special Events
Fire
PD
Council District 1
Council District 2
Council District 4
Council District 6
Mayor
Buckeye Valley Museum
Skyline
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e Instagram

o City
Recreation
PD
Fire
Council District 1
Council District 2
Council District 4
Council District 6
Special Events
Library

O O O O O O O O O

o X (f/k/a Twitter)
o City
o PD
o Fire
o Recreation
o Mayor
e YouTube
o City
o Fire
o PD
o Library
e Nextdoor
o City
o PD

e LinkedIn
o City

News/Press Releases — the main tool used to inform the print and broadcast media on
city news, special events, engagement opportunities, etc. that are issued exclusively by
the CD, PD and Fire.

Publications — Eye on Buckeye is produced quarterly, plus a State of the City edition,
and is mailed to all Buckeye residents and posted on the city’s website. The quarterly
editions are a collaboration between the Community Services and Communications
Departments. Their purpose is to inform residents about things like upcoming programs,
classes, events, timely topics and the functions of specific city departments. The State
of the City edition is produced by the CD.



Electronic Newsletters — Numerous newsletters are distributed by the following
departments:

e Communications Office
Community Services
Economic Development
Public Works

Mayor’s Office
Development Services
City Manager’s Office

ByteDance Ltd., a/k/a TikTok — Due to cybersecurity concerns, the city will not post
content in the TikTok medium from a city managed device. As of April 4, 2023, State of
Arizona Executive Order 2023-10 banned TikTok from state-owned information
technology and devices.




VI. Media Public Records and Other Matters Requests

A member of the media is defined as news reporters and press photographers who hold
valid press identification credentials. These include freelance journalists, photographers,
or anyone who collects, prepares and presents material professionally to present to the

public, and/or is a member of a professional journalist association.

“Public Records” is not defined in Arizona State Statute, though Ariz. Rev. Statute § 39-
121.01(B) requires officers and public bodies to maintain records including records
defined in Ariz. Rev. Stat. § 41-151. “Records” are defined as follows: “all books,
papers, maps, photographs or other documentary materials, regardless of physical form
or characteristics . . . made or received by any governmental agency in pursuance of
law or in connection with the transaction of public business and preserved or
appropriate for preservation by the agency or its legitimate successor as evidence of the
organization, functions, policies, decisions, procedures, operations or other activities of
the government, or because of the informational and historical value of data contained
in the record.” Ariz. Rev. Stat. § 41-151(2)(a).

Further, Ariz. Rev. Stat. § 39-121 provides that “Public records and other matters in the
custody of any officer shall be open to inspection by any person at all times during office
hours.” [emphasis added].

When a member of the media requests public records or other matters (“media records
request”), it is typically done directly via email to the CD. The city’s website also has a
link for the media to request public records. These requests also go directly to
Communications staff member’s email.

All media records requests are managed by the CD to ensure only the information
requested is provided to the requestor. Communications staff will contact the
appropriate city department that houses the information being requested and will
manually upload the request and documentation to the electronic public records request
database (currently, GovQA).

Once documentation is provided, it is assigned to the City Attorney’s Office for review.
On completion of the review, the lawfully responsive information will be sent to the
reporter either through email or a secure folder on OneDrive.

Important tips to remember:

e All media records requests must be completed in a prompt manner, taking into
consideration the circumstances of the request, such as scope and/or resulting
number of records generated from the request.

e |t may be appropriate to try to narrow the request. If the scope of the request is
broad-based, it is recommended to ask for clarification and then narrow the
scope of the request whenever possible.

o All communication with members of the media should be done in writing
for documentation purposes.



If the city does not have a document containing the information being requested,

we are not required to create a new document.
o However, if the document can be produced with a simple query, the city is

obligated to produce the records being requested.
All records provided to the media should be in a non-editable, PDF format,
unless a specific format is requested.
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VIl. Internal Communication

Internal communication with city employees provides them with opportunities to
understand the organization's objectives and initiatives. It enables our staff to
comprehend their role within the scope of the city's programs and how their
contributions directly impact the city’s goals and objectives. Moreover, it equips
employees with the means to convey the city's achievements and messages to their
personal circles, friends, family, neighbors, fellow residents and colleagues within the
municipality.

Currently, Buckeye provides several methods to communicate with employees:
¢ All employee emails

Weekly electronic newsletters (The Buzz — sent to all employees)

Beyond the Buzz — Internal Podcast supplement to The Buzz

Buckeyepedia (intranet site)

Employee Forums (held annually)

If | Were in Charge (quarterly meetings with the city’s Executive Team)

National Employee Survey

Microsoft Teams

All employee emails have the ability to reach each employee based on their work
schedule. Only certain city staff are able to send emails to all employees (a/k/a email
blast):
e City Manager
Deputy City Managers
IT Director
HR Director
Communications Dept. staff

Content for sending emails to all employees includes:
Urgent news

Official city announcements

Critical IT messages

Employee benefit information

Health and Wellness programs

To maintain the importance and validity of sending all employee emails, the information
being conveyed must impact a minimum of 75% of all city employees. The IT
Department has created a variety of employee/department distribution lists to assist in
targeting specific employees and departments about city events that may impact them
directly.

The following are some, but not all, of the employee and department distribution lists
available for targeted communication:

e CityHall
11



ThelLanding
CityManagersOffice
CommunityServicesDepartment
DepartmentAdminAssitants
ExecutiveTeam
FireDepartment

HR

ITTeam

LeadershipTeam

Library

PoliceDepartment
PublicWorks
WaterResources

Service Level Agreement for Photo, Video and Graphic Requests

To help manage the increase in requests for video services, graphic designs and photo
requests, a Service Level Agreement (SLA) is in effect as of January, 2024. This SLA
outlines the expectations and responsibilities for the provision of graphic design and
video production services by the CD to other departments within the city. This
agreement ensures that the quality, timeliness and efficiency of services are maintained
to support the various communication needs of the city's departments.

All third-party contract photographers, videographers and graphic designers must be
approved by the CD.

Regardless of the origin or source, every photo, video, and graphic image must be
produced to city standards and approved by the CD before being made public.

Scope of Services
The CD will provide the following services to other city departments:

e Graphic Design Services: Creation of visually appealing and informative graphics
for various communication materials, including but not limited to brochures,
flyers, social media posts and presentations.

e Video Production Services: Production of high-quality videos for promotional,
informational and educational purposes, including shooting, editing and post-
production work.

e Photo Services: Production of high-quality photography for documenting city
events, facilities, programs and staff. This includes capturing images for use in
publications, websites, social media and other purposes.

Responsibilities
Buckeye Communications Department:
e Ensure the availability of skilled graphic designers and video/photography
production personnel to fulfill requests in a timely manner.
e Review and understand the requirements of each request to ensure accurate and
effective design and production.
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e Maintain open communication channels with requesting departments to clarify
requirements, provide updates and address any concerns.

¢ Adhere to city branding guidelines and standards in all design and video
production work.

e Provide regular training and professional development opportunities for
department staff to enhance their skills and stay updated with industry trends.

Requesting Departments:

e Provide clear and detailed information outlining the deadline, scope, purpose,
target audience and any specific requirements for each graphic design, video
production or photography request.

e Designate a point of contact for each project who can provide timely feedback
and approvals.

e Provide sufficient lead time for larger or complex projects to ensure quality and
timely delivery.

e Review and provide feedback on drafts and prototypes in a timely manner to
avoid delays in the production process.

Turnaround Times

The CD is committed to providing efficient services while ensuring the quality of work.

Project request turnaround times will vary, depending upon the project complexity and
workload, determined by the CD. The CD will have the final say on the project-delivery
timeline.

The following are the general turnaround times for different types of requests, used for
example only:

e Simple Graphic Design: Up to five business days

e Complex Graphic Design: To be determined on a case-by-case basis

e Short Video Production (up to two minutes): Up to five business days

e Long Video Production (over two minutes): To be determined on a case-by-case

basis
e Photography Request: To be determined on a case-by-case basis

Quality Assurance

All graphic designs and video productions will undergo a quality review process within
the CD to ensure alignment with city branding, accuracy of information and overall
visual appeal. The CD will have the final say when the project meets the city standards
and is ready to be delivered. If the project requested is a training video, the CD will work
with the requester to make sure all required information is featured and easily
understood.

Amendments and Review

This SLA will be reviewed annually and updated as needed to reflect changes in
services, processes or expectations. Any amendments to this SLA will be
communicated to all relevant parties in a timely manner.

13



Contact Information
For all graphic design and video production requests, please contact:
graphicdesigngroup@buckeyeaz.qgov

Canva Enterprise Account Usage

The city maintains a Canva Enterprise account to provide simple graphic design
capabilities for staff who require it. Access to this resource will be provided on a case-
by-case basis, determined by the employee's need to utilize Canva for graphic making
purposes. To ensure efficient license management, accounts must be actively utilized
by the staff member. Accounts that remain unused for an extended period will be
suspended to allow reallocation to other employees with a requirement for the tool. This
Enterprise account is pre-loaded with official city branding, including the city's official
colors, logos and an approved library of images, guaranteeing all designs adhere to the
city's established design standards.

14
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VIIl. Appendices

Media Relations Policy

The city of Buckeye is an established and highly respected community, with a reputation
for providing excellent professional services and a strong relationship with our residents.
While providing various residential services, including (but not limited to) police, fire,
utility and recreational activities, the news media is frequently interested in covering the
city of Buckeye.

As a city, we have a responsibility to be open and responsive to media requests. The
media is one of the many ways our residents and business partners build their individual
perceptions of Buckeye and the work we do in the community we serve.

This policy does not include PIO services from the city’s Police or Fire Department.
They provide a separate emergency function with their own PIO policies and functions.
However, these departments are required to provide updates to the Communications
Director or designee when citywide situations and emergencies involve multiple city
departments.

Purpose

The purpose of this policy is to guarantee that all information released by the city of
Buckeye adheres to principles of timeliness, accuracy, comprehensiveness,
authoritative and relevant across all dimensions of the city's operations. Adherence to
this policy aims to establish a reliable, effective and streamlined structure that expedites
the prompt distribution of information in a precise, efficient manner.

Scope

This media policy applies to all employees of the city of Buckeye, volunteers for the city
of Buckeye, groups representing the city of Buckeye (including groups and non-profits
receiving city funds) as well as elected officials, vendors and contracted services. This
policy extends its coverage to all forms of external news media including broadcast,
electronic, print and social media.

Designation of City Spokesperson

The Communications Department’s Director, Deputy Director or Public Information
Officer (P10) are designated as the city’s principal media contacts and spokespersons.
They each have specialized knowledge in media relations and will evaluate media
inquiries to determine the best way to provide information relative to other information
that may not be public.

The Director, Deputy Director and/or P1O will convey the city’s official position on issues
of significance or situations that are particularly controversial or sensitive in nature.

Among CD’s responsibilities:
e Increase public awareness and understanding of the city of Buckeye, the
services that we provide our community and our future prospects for growth.
15



e Promote a positive public image of the city and the work we accomplish to the
audiences that are important to the city, which includes existing and prospective
residents, employers and businesses as well as government officials, investors
and our industry peers.

o Depending on the situation, an individual external to the PIO may be
asked to be a spokesperson on a particular issue due to their knowledge,
experience and expertise.

o The Director and/or PIO will work with that designated spokesperson to
prepare them for the media interview as needed. Preparation may include
developing talking points as well as counseling, training and practicing for
the interview.

Guidelines for Talking with the Media
A reporter, producer or other news media may contact you for a number of reasons, for
example:
e For details or information about the city of Buckeye
e Arecent unexpected event such as natural disasters, thefts or arrests, accidents
or injuries; resident or disgruntled employee complaints, federal, state, or local
regulatory actions, etc.
e Comment about an action or event that could impact Buckeye, new competitive
entrants, new product launches, changes in government or city policies.
e General information on a topical story in our community such as changes,
problems or issues specific to the community or neighborhood you serve, etc.

Any media inquiry should be referred to the CD.

e Please do not say you are not allowed to talk to a reporter or must get permission
to do so.

e Instead, tell the reporter: “Please contact the city’'s Communications Director at
623-692-7470. They will be happy to get you the information you need and meet
your deadline.”

e If you are contacted directly by a reporter, remember the same courtesy and
professionalism in which we approach residents/customers should be displayed
toward the media.

e This could be the reporter’s first impression of the city and may end up in the
story published or the news segment broadcast.

If you have been approached by a member of the media, please remember to contact
the CD. Even though you referred the media to the CD, the Director and/or PIO will
need your help to prepare a response.
e Do not let a reporter compel you to answer questions on the spot.
e |tis always beneficial to prepare in advance for any media interview to provide
accurate and relevant information.
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Guidelines for Photographs and Film
A similar process described above will be used when someone from the media is
requesting permission to take photographs or to film inside our facilities.
e Please refer the caller to the CD.
e Access to non-public city facilities for photos or video requires approval from the
department director, Communications Director and/or PIO.
e Approval cannot be granted until the department director and/or city manager are
notified.
e This is a joint decision between the departments and city manager’s office.
e Decisions will be based upon a number of considerations including but not limited
to:
What does the city of Buckeye have to gain from the photo and filming?
How much disruption will this cause to operations?
What is the age and condition of the facility being photographed?
Does the facility look “picture perfect”?

O O O O

A reporter or camera crew may show up unannounced at your facility. This is most likely
to occur in crisis situations at one of our facilities or within one of the communities we
serve. Or it could occur if the media learned about an event at your facility from an
external source who has organized a demonstration or boycott.

Please know that the CD will not send the media to any city facility without prior
approval by the facility manager or director.

When dealing with reporters and camera crews who show up unannounced, the facility
manager and staff should act with the same courtesy and professionalism as we
approach customers. Please contact the CD immediately and let them know which
news source is there. The Director and/or PIO will contact the camera crew’s newsroom
or the print photographer’s editor for clarification.

Since most of our facilities are public, this will only apply to the secured buildings or
areas. Members of the public, including media, have the right to audio- and/or video-
record (“record”) common areas open to the public. Examples include public parking
lots, the lobby of City Hall, courtyard, walkways, city parks and Utility Billing lobbies.

The following guidelines should be used when television camera crews or print
photographers show up unexpectedly at your facility.

e Although the media will not be prevented from photographing or filming the
exterior of our facilities, it may be appropriate to reach out to their newsroom
and/or editors for clarification.

e The media can enter public areas and public buildings but must obtain
permission in advance to record in secured areas within public areas/buildings.

e The media cannot block the entrance to our facility or prevent people from
entering our facility or conducting business as usual.

¢ We can inform the media if our residents complain about the inconvenience
caused in the parking lot or walkways.
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e Be courteous and friendly, but also remember that no matter how congenial or
affirming the reporter, photographer or camera crew are, everything you say and
do may be observed and reported by the media representative who is trying to
make the facility come alive for his/her audience.

Guidelines for Seeking Media Coverage

In circumstances in which you believe you have a positive news story to share with the
public, please contact the CD. This is the only department authorized to distribute
official city news releases, pitch coverage of events or hold news conferences (except
for Fire and Police Departments).

e Do not call a reporter directly without first consulting the Communications
Director and/or PIO.

e The Director and/or PIO will work with you to gather information and determine if
and how the news media should be contacted. Similar measures used by editors
and reporters will be considered to determine if your story is newsworthy.

e Some news items may be more appropriate for publicity in city’s employee
newsletter, our website, social media outlets, utility billing statements, community
calendars or other forms of employee communications.

These guidelines also apply to our Mayor, Council, staff and third-party vendors or
contracted services.
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Social Media Policy

Purpose

To create guidelines for the establishment and use of social media sites by the city of
Buckeye as a means of conveying information to members of the public and city
employees.

The intended purpose of city maintained social media sites is to disseminate information
from Buckeye about the city’s mission, meetings, activities, programs, events and
current issues to members of the public.

Buckeye has an overriding interest and expectation in protecting the integrity of the
information posted on its social media sites and the content that is attributed to the city
and its officials.

Definitions

“Social media” or “social media site” means online platforms, applications, websites,
networks (centralized and decentralized), technologies for social networking, community
forums, microblogging, photo or video sharing, live streaming, and messaging, and that
contain features that enable the user to create, share, aggregate, and engage with
digital content and connect with other users in ‘real-time’ with a focus on interactivity,
user participation, and information-sharing.

Examples of social media include, but are not limited to, Facebook, X, Instagram,
YouTube and LinkedIn.

“City social media sites” means social media accounts or sites which the City
establishes and maintains and has control over all postings and content. City social
media sites shall supplement, and not replace, the city’s standard methods of
communication. Electronic mail (e-mail) does not fall under the definition of a City social
media site. It is anticipated that the City’s use of social media will change over time, as
technology evolves. Unless otherwise posted or stated, each of the City’s social media
sites shall be considered a limited public forum.

“Limited public forum,” as it relates to the City’s social media sites, are created and
maintained as limited public forums under the caselaw pertaining to the freedom of
speech clause of the First Amendment of the U.S. Constitution. Members of the public
may view and, if possible and if permissible, provide comments or other engagements
on a City social media site account or post. The law allows the City to hide or to delete
comments that are not protected under the First Amendment or relevant case law
interpreting the First Amendment. As a general rule, the City will not hide or delete
comments solely because they are critical of the City or its officials unless they violate
prohibited content, as discussed herein, under “Content Moderation”.

For an analysis of the three (3) types of public forums and how they are distinguishable,
please refer to the United States Supreme Court Case Perry Education Association v.
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Perry Local Educators’ Association, et. al., 460 U.S. 37 (1983), which can be found at
scholar.google.com (discussing the following: (i) traditional, or ‘quintessential’ public
forum, (ii) open public forum, and (iii) limited public forum).2

“Post” or “posting” means information, articles, pictures, videos or any other form of
communication posted on a City social media site.

"Comment" means feedback or responses posted by a user in direct reply or response
to a post, video, image or other content on a city social media site. A comments can
include text, emojis, pictures or links.

"User" means any account created on a social media platform for the purpose of
accessing, viewing or interacting with content on a city social media site.

General Policy

e The city’s official website at www.buckeyeaz.gov (or any other domain owned by
the city) will remain the city’s primary means of internet communication.

e Each City Council District’s social media site serves as the official means of
internet communication for the City Council representative and is maintained by
the CD.

o City Boards, Commissions and Committees are not permitted to have
social media sites.

o The establishment of any city social media site is subject to approval by
the Communications Director or CD’s designee.

o Each Council District has the opportunity to create a social media with the
direction of the CD.

o A city official also may elect to maintain their own personal social media
site, which is not maintained or supported by the CD.

o If, consistent with the test set forward by the U.S. Supreme Court in
Lindke v. Freed or other precedential case law, a social media account
maintained in the name of a City government official is considered to be a
government account, such account must be maintained consistent with
this policy. The city’s right to maintain the official account does not
prohibit the government official’s right to maintain a separate, personal
social media account(s) as a private citizen, expressing their own personal
opinions or views. The official’s city-issued contact information (email
address, telephone number, account-handle) is not to be used in
connection with a personal social media account-profile.

e Upon approval, each city social media site shall display the city’s name and/or
official Buckeye logo.

e Content on city social media sites is subject to oversight by the CD.

2 The fourth category is the non-public forum. The non-public forum is property
that is owned or controlled by the government and is not, either by tradition or by
designation, a forum for public communication. For example, the interior of the City’s
911 Communications Center on Ash Avenue is not a public forum.
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City social media sites shall clearly state that such sites are maintained by the city and
that the sites comply with this policy.

Whenever possible, content posted on any city social media site shall link back to
the city’s official website for forms, documents, online services and other
information necessary to conduct business with the city.

The CD reserves the right to terminate or suspend any city social media site at
any time without notice.

All city social media sites shall comply with usage rules and regulations required
by the site provider, including privacy policies.

The city’s Social Media Policy shall be displayed to users or made available at
buckeyeaz.gov.

All city social media sites shall adhere to applicable federal, state and local laws,
regulations and policies.

City social media sites are subject to the Arizona Public Records Law. Any
content maintained on a city social media site that is related to city business,
including a list of subscribers, posted communication and communication
submitted for posting, may be considered a public record and subject to public
disclosure.

Employees representing Buckeye on city social media sites shall conduct
themselves as a professional representative of the city at all times, and in
accordance with all city policies.

All Buckeye social media sites shall use authorized city contact information for
account set-up, monitoring and access. The use of personal email accounts or
phone numbers by any city employee is not allowed for the purpose of setting-up,
monitoring or accessing a city social media site unless necessary to use a certain
social media site and approved by the CD Director or their designee in writing.
No communications made with the city through any city social media sites shall
be deemed as official public comment or legal notice to the city or any of its
agencies, officers, employees, agents or representatives, where the official
posting of a notice is required by any federal, state or local law, rule or regulation.
Any such comment or notice shall be submitted to the city as ordinarily
prescribed, and not through city social media sites.

Our social media accounts are not monitored 24/7 and no one should utilize our
social media accounts to seek emergency services. Anyone in need of
emergency help should call 9-1-1.

The City does not guarantee that it is able to respond or will respond to
comments or messages sent or posted on the City’s social media accounts.

The CD has authority to change, modify or amend all or part of this policy
at any time. [approved by Buckeye City Council, 02/06/2024]

Content Guidelines

The content of city social media sites should only pertain to official city-sponsored or
city-endorsed programs, services and events. Content includes, but is not limited to,
information, photographs, videos and hyperlinks.
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Whenever possible, content posted to the city’s social media sites must contain
hyperlinks directing users back to the city's official website for in-depth information,
forms, documents or online services necessary to conduct business with Buckeye.

The city has full permission or rights to any content posted by the city, including
photographs and videos.

Any employee authorized to post items on city social media sites shall review, be
familiar with, and comply with the social media site’s use policies and terms and
conditions.

City social media pages will be monitored regularly for comments and questions from
the public and, if feasible, a response provided in a timely manner. The comment
feature must remain operational at all times for all posts.

If disparaging and/or inappropriate comments or remarks are made on a post from the
public, the employee authorized to post and monitor their social media site must notify
their supervisor and the Communications Director as soon as possible. The CD will
address such situations like these on a case-by-case basis.

At no time may a city employee delete or hide a comment before receiving a
supervisor’s approval to do so.

Any employee authorized to post items on any of the city’s social media sites shall not
express his or her own personal views or concerns through such postings. Instead,
postings shall only reflect the views of the city.

Postings must contain information that is freely available to the public and not be
confidential as defined by any city policy or ordinance, or state or federal law.

Postings must NOT contain any personal information, except for the names of
employees whose job duties include being available for contact by the public.

Live Event Coverage

Through social media, the city has the capability to provide live coverage of select city-
related events, including ribbon cuttings and groundbreakings as determined by the CD.
This approach:

e Delivers information in real time, allowing residents to learn about key projects,
business openings, and community milestones as they are happening.

e Eliminates the need for post-event video editing, reducing staff time, production
effort, and associated costs resources that are often absorbed internally and
could be considered a gift of time and labor.

Live coverage would be informational in nature, focused on factual details such as:

e Whois involved

e What is being announced or celebrated

e Where the event is taking place
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e Why it matters to the Buckeye community
This capability enhances transparency, timeliness, and efficiency while maintaining
fairness and consistency in event promotion.

CONTENT MODERATION

City social media accounts are created and maintained as limited public forums under
the First Amendment to the U.S Constitution, Article 2 of the Arizona State Constitution,
and relevant case law. Members of the public are free to view and, where possible,
provide comments or other engagement on the City’s social media accounts. However,
comments that do not comply with the parameters outlined below are unprotected
speech in the context of a limited public forum and, therefore, may be hidden or deleted
from the City’s social media sites. The City will not hide or delete comments solely
because such comments are critical of the City as an organization, its officials, or its
employees.

Comments containing the following content may be hidden or deleted:

e Comments directly advocating violence or illegal activity.

e Comments containing direct criminal threats as defined by local, state, or federal
law.

e Comments containing obscenity, which is defined as sexually explicit and/or
pornographic content that is patently offensive, appeals to prurient interest, and
lacks serious literary, artistic, political, or scientific value.

e Comments that directly promote or advocate the City to illegally discriminate
based on race, age, religion, gender, national origin, disability, sexual orientation,
veteran status, or any other legally protected class if such comments violate
local, state, or federal law.

e Comments containing links to malware and/or malicious content that affects the
normal functioning of a computer system, server, app, or browser.

e Duplicate comments posted repeatedly within a short period of time (‘flooding’).

e Comments containing actual defamation against a person, either as determined
by a court or comments that are patently defamatory by easily discovered facts.
When a public figure is the target, the poster must act with actual malice for the
comment to be defamatory.

e Comments that contain images or other content that violate the intellectual
property or copyright rights of someone else, if the owner of that property notifies
the City that the property was included in a comment on a City social media
account(s).

e Comments that contain a hyperlink to any website other than those the City
controls. This will be done without regard to the viewpoint of the comment
containing such a link or the content of the site to which the link redirects.

When a comment containing any of the above content is posted to a City social media
account and t the comment is hidden or deleted, a copy or electronic record of that
content may be retained pursuant to the City’s records retention policy, along with a
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brief description prepared by the Communications Director setting forth the reason that
the specific content was hidden or deleted

Members of the public are asked to take into consideration that City social media
accounts may be viewed by children and other impressionable people.

These guidelines shall be displayed to users or made available at buckeyeaz.gov. Any
content removed based on these guidelines must be done so by the CD or CD’s
designee and must retain the time, date and identity of the author or poster, when
available.

Except as expressly provided in this Policy, accessing any social media site shall
comply with all applicable city policies pertaining to communications and the use of the
internet by employees, including email content.

Content Management
The city is committed to serving the online community in a civil and unbiased manner.

All comments or postings related to the city social media sites will be subject to
monitoring by the city’s Communications Director and/or the CD’s designee.

Any content by a member of the public sent to, published or posted on or through city
social media sites, including without limitation a post or a response to any city post or
comment, is the opinion of the commenter or poster alone, does not imply endorsement
of or agreement by the city, and the city disclaims liability for any such content.

Any city employee, volunteer or official who finds content on or through city social media
sites that is potentially inappropriate or inconsistent with this Policy will notify the
Communications Director or the CD’s designee, who will consult with the city’s legal
counsel for direction on further handling of the potentially inappropriate or inconsistent
content to ensure compliance with the Policy.

Buckeye disclaims any and all responsibility and liability for any materials that the city
deems inappropriate.
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Official Use of City Logo and City Seal

Purpose

The city protects its brand, image and reputation associated with Buckeye’s logo and
official city seal by governing its limited use by third party entities in a professional and
consistent manner.

City Logo

Buckeye’s logo and official city seal are exclusive property of the city of Buckeye and
represents the city’s distinct brand and reputation for excellence and innovation in
municipal government and public service.

The city logo is used exclusively for official city communications, merchandise, facilities,
signage, events, services, business cards, stationery, letterhead, literature,
advertisements, website, social media posts.

There are limited circumstances where third parties may be granted permission to use
the city logo, to be determined on a case-by-case basis. These include, but are not
limited to, outside vendors, contractors, media, event sponsors, program partners, etc.
Use of the city logo must be approved by the city’s CD prior to its use and cannot
compromise the integrity of the logo.

The Communications Director or designee shall consider the following criteria of a third-
party entity’s request to use the city logo:

Demonstrate commitment to the city’s mission and core values

Financial viability

Impact to city services, operations, assets and resources

Media exposure

Economic impact

Other relevant criteria as determined by the Communications Director or
designee

The use of Buckeye’s logo does not imply endorsement of sponsorship of any kind.

Buckeye’s city logo cannot be used in the following situations under any circumstance:
e Advocates or promotes the sale or use of tobacco, alcohol, controlled
substances, firearms, weapons, pornography, obscenity, indecency or other
materials that contradict the city’s core values.

o The prohibition of the use of the City logo in connection with advocating or
promoting the use of firearms or weapons shall not apply to City
recreational programs or City operated facilities where the use of firearms
or weapons are an intended or approved use.

e Religious messages or beliefs
e the promotion, support or opposition of any political candidate or ballot measure
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e Use in any way that denigrates the city of Buckeye, its operation, officers, agents
or employees

Colors
The following color formats are the only city logo colors allowed:
e The lower “mountain” is in a color named Burnt Orange and is PANTONE
Orange 166C
e The higher “mountain” design is in a color named Sedona Red and is PANTONE
1805C
e The letters are colored in Grey and is PANTONE 411C
e CMYK Values:
o Burnt Orange: C=0 M=65 Y=95 K=10
o Sedona Red: C=15 M=85 Y=75 K=20
o Grey: C=0 M=10 Y=5 K=65
e RGB Values :
o Burnt Orange: R=221 G=110 B=38
o Sedona Red: R=175 G=62 B=59
o Grey: R=118 G=109 B=111
e The logo can also be either all white or all black

When using the city logo, the following criteria must be followed:
¢ Re-typesetting the logo is not allowed
e Only approved colors can be used for the logo
e Scale the logo proportionally in the same aspect ratio that was provided
e The logo should be free from any graphic designs surrounding the logo (i.e., a
box or outline)
e Ensure the logo is clearly visible without clutter from other graphics
e The logo should never be smaller than 150 pixels x 150 pixels, or %” printed

City Seal

The city seal is used exclusively for documenting official city business and can only be
used by the Mayor, Council and City Clerk’s office. Any other use of the city seal
requires approval from the City Manager and Communications Director.

Compliance

Buckeye reserves the right to prohibit the use of the city logo if it determines the use of
the logo, whether unintentional or otherwise, is not in compliance with these policies
and procedures. Employee, vendors, contractors, etc. agree to take immediate action if
requested to remove the logo and/or revise the materials in a timely manner.

Any questions regarding the use of the Buckeye city logo or seal should be directed to
the Communications Director or designee.
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Buckeye Police Department
Media Relations and Public Information
Policy 346 Issued 03/23/2015, Revised 12/13/2022

346.1 PURPOSE AND SCOPE

This policy provides guidelines for media releases and media access to scenes of
disasters, criminal investigations, emergencies and other law enforcement activities.

346.2 POLICY

It is the policy of the Buckeye Police Department to cooperate fully and impartially with
the news media in fulfilling its responsibility of informing the public of events within the
public domain that are handled by or involve the Police Department to the extent
permitted by law.

346.3 AUTHORITY AND RESPONSIBILITY

I. It will be the responsibility of the Chief of Police, or Public Information Officer
(P10O), to control the release of information to the media and public. This
responsibility will include, but is not limited to:

A. Assisting media personnel in covering routine media stories and at the scenes of
incidents.

B. Providing on-call availability for news media by way of pre-arranged
telephone listings with the Public Safety Communications Center.

C. To arrange and assist at media conferences.

D. Coordinating and authorizing the release of information concerning
confidential department investigations and operations.

E. Approve the release and dissemination of department media releases.

F. Coordinate and authorize the release of information about victims, withnesses
and suspects.

G. Providing guidelines for the use of social media by the department.

H. Assist in crisis situations within the department.

346.4 INFORMATION RELEASE GUIDELINES
I.  All information released through media review of interviews or press
releases shall be made in accordance with this Policy and applicable state

and federal statutes pertaining to freedom of information.

Il. The following information may be released unless otherwise restricted herein or
restricted by Court Order, Case Law, or the Freedom of Information Act:

A. The type of nature of an incident.
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J.

K.

The approximate location (what hundred block, apartment complex, etc.),
date and time, injuries sustained, damages, and a description of how the
incident occurred.

The amount and type of property taken, including value when known.
Casualty figures, to include known dead or injured, may be released.

To announce the fact of arrest, including the names of adults arrested, time
and place of arrest, resistance, pursuit, and use of weapons.

The fact that a juvenile has been taken into custody, including sex, age and
substance of the charge.

Numbers of officers, or people, involved in an event or investigation and
the length of the investigation.

. To announce an arrestee's name, age, description, residence, employment, and

marital status.

The substance or text of the charge as contained in a complaint, warrant or
indictment.

Amount of bond, scheduled court dates, and place of detention.

To announce the scheduling or result of any stage in the judicial process.

The following information may not be released without the approval of the
Chief of Police, or designee, prior to the release:

A

Any information concerning litigation, complaints, charges, or other action
pending against any member, members or persons attached to the
Department.

The prior criminal record or statements as to the character and reputation of a
defendant.

The existence or contents of any purported confession, admission, or
statements given by the defendant or refusal or failure to make such a
statement.

The performance or results of any tests or examination, or refusal, or failure to
take such a test or examination, particularly related to the polygraph.

The name, address, identity, or credibility or any prospective victim or witness to
the crime.

To make an announcement, at the time of seizure, of any physical

evidence other than a confession, admission, or statement, which is

limited to a description of the evidence seized.

Any information surrounding any juvenile investigation, incident, or arrest
other than specified in this Policy under Information Release Guidelines.

The identity of any critically injured or deceased person prior to the
notification of next of kin; (Exception will be when notification has been
attempted but is not possible within a reasonable time as determined by the
Chief of Police or designee).

Investigative information and information of an evidentiary nature.

The specific cause of death until determined by the county coroner or medical
examiner.

Valuables or cash overlooked by crime perpetrators.
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Contents of suicide notes.

Opinion not founded in fact.

relating to the merits of the case.

Information concerning confidential department investigations and operations.

ozzr

346.5 PROCEDURES FOR MEDIA RELEASES

VI

VII.

Official Department media releases may be prepared and provided to the

media for the following classification of incidents/events:

A. All class1 felonies.

B. Multiple arrest incidents e.g., controlled substances and/or alcohol.

C. Traffic accident involving serious injury or death.

D. Any incident in which a Shift Supervisor or Command Staff Officer
determines that the most appropriate method of announcement is the
press release.

The PIO, or designee, shall be responsible for the preparation of any media
release that is publicizing an event or incident meeting media release criteria.

The Chief of Police, or designee, shall review and approve the release and
dissemination of all Department media releases.

If it is determined that it is in the best interest of the Police Department that
only a formal media release be issued regarding an incident/event, no other
statement will be released without the approval of the Chief of Police.

A master file of all Department media releases will be maintained by the office of the
Chief of Police.

Media releases may be placed on the main counter of the Police Department lobby.

When appropriate, media representatives from the local newspapers, radio, and
television stations will be notified of the release of official media releases.

VIIl. Media releases shall be utilized to officially release newsworthy information

concerning promotions, projects, programs, or other activities of the Department.

346.6 PROCEDURES FOR MEDIA REVIEW OF OFFENSE/INCIDENT REPORTS

Requests by the media regarding additional information related to specific Department
reports, bulletins, etc., shall be referred to the P1O, or designee.
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346.7 MEDIA CONFERENCES

Formal live media conferences will be conducted in the Council
Chambers or other area as determined by the Chief of Police or
designee.

The PIO, or designee, shall be the official Police Department spokesperson at all
media conferences.

346.8 ON-SITE MEDIA ACCESS/MEDIA RELEASE BY SQUAD SUPERVISOR

Generally, all media releases will be made at the Police Department.

In the event of major fires, natural disasters, major crime scenes, etc., the
Department will make every effort to allow media access for photographs and
television within limitations of public safety, civil rights restrictions and crime scene
integrity.

A. The Department will designate a specific on-scene area for the media. The PIO,
or designee, will be available at the on-scene area to answer questions and
release statements.

B. In the case of announced major events such as demonstrations or large-scale
catastrophes, the Department will designate a specific on-scene area for the
media. The PIO will be available at the on-scene area to answer questions and
release statements.

C. News Media Notification
1. The PIO is responsible for the release of information to the media. The

Patrol Squad Supervisor may contact the media to provide it with non-
criminal related information that is of public interest in the absence of the
P1O. Such public service media releases will be limited to the following:
a. Street closures/traffic conditions.

b. Hazardous conditions/areas.

c. Power failures.

346.9 MULTIPLE AGENCY INCIDENTS REQUIRING MUTUAL RESPONSE

Information involving the Buckeye Police Department may be released according to
guidelines set forth in this Policy unless such release would affect other agencies in
the performance of their duties.

Information requests that affect other agencies or city departments shall be referred
directly to the affected agency or department. This requirement shall not be used to
avoid or defeat media access to information that is within the purview of the
Buckeye Police Department.
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346.10 EMPLOYEES IN THE MEDIA (ELECTRONIC/ WRITTEN)

I. All requests from the media to have Department personnel participate in films,
advertisements, feature stories, or public appearances must be made through the
P10 and require prior approval from the Police Chief.

A. The PIO or his/her designee will facilitate the contact between the Department
personnel and the media.

B. This policy does not apply to employees at crime scenes who have been given
verbal approval by the Police Chief, the PIO or their designee to release
information in accordance with this policy.

I. If an employee is confronted/ contacted with questions or probes of a controversial
nature, the employee will refer the matter to a supervisor and contact the PIO.

346.11 POLICY DEVELOPMENT

l. It is the responsibility of the PIO to provide a copy of this Policy to all media
representatives/agencies that have a media coverage interest in the City of Buckeye.

Il. Media representatives are encouraged to participate in the process of developing

policies and procedures relating to the media and make recommendations to the
P10 to improve existing policy.

ll. It is the Police Department's intent to maintain a good rapport with the media and to
develop a professional and viable working relationship.

346.12 TRAINING

I.  Any Police Department member officially assigned as a PI1O shall receive the
appropriate training for the position.

346.13 ACCREDITATION PUBLIC COMMENT
II.  Atleastannually, the Police Department shall post, for a period of at least 60 days,
a notice to the service community announcing the availability of the CALEA public

access portal to allow for comment on the performance of the agency.

A. Posting may be accomplished through a link on the City/Police Department web
page, social media postings, etc.

This Order supersedes all previous written and unwritten policies of the BUCKEYE
POLICE DEPARTMENT on the above subject.

By Order of,
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Larry Hall
Chief of Police

33



Buckeye Fire and Medical Rescue Department (BFMRD)
Media Relations Policy

8675309.1 PURPOSE AND SCOPE

It is the intent of the BFMRD to provide the citizens we serve and our internal
stakeholders with an accurate and up-to-date information stream in respect to our
activities. This information stream can include, but not limited to, emergency operations,
response(s), community service and community risk reduction. In addition, the
BFMRD'’s public information initiatives shall support and work in-concert with the
overarching mission and initiatives of the city of Buckeye’s Communications
Department.

8675309.2 DEFINITIONS

Social media — Web/App based platforms such as Facebook, Instagram, Twitter,
Nextdoor, etc.

News media — Organizations whose purpose is to report what is considered news
and/or current events and activities. These include printed publications, television
network productions, radio productions and both affiliated and non-affiliated web-based
publications.

News/Press release — An official statement published to members of the news media for
the purpose of providing information, crafting an official statement, or making an
announcement directed for public release.

Statement — A comment made in an official capacity on behalf of the BFMRD. This can
be provided via multiple forms of communication not limited to recorded audio and
video, streaming interview, messenger applications, email and social media posting.

8675309.3 POLICY

It is the policy of the BFMRD to fulfill those duties that define our purpose and scope in
a timely and factual manner. Furthermore, it is the policy of the BFMRD to utilize the
following criteria when issuing statements in any form:

¢ Whenever possible, make general statements and avoid giving deep detail on
the scene of an emergency incident.

e Avoid elaboration. Keep statements generally short, clear, concise and factual.

e Avoid making statements that give direct insight into the identity of a patient or
victim involved in an emergency incident. i.e., state “an SUV with multiple
occupants struck a utility pole,” instead of “a family of four, parents aged 38 and
41, their six-year-old son, and four-year-old daughter from South Verrado struck
a utility pole.”
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Avoid releasing information in regard to a patient’s medical status. Stating that a
patient has been rescued and/or transported to a medical facility is generally ok.
Past that, ensure all privacy and HIPPA considerations are being met.

If a patient has been transported by another agency, either medical or
incarceration, we are unable to comment on their status. This includes those
situations where BFMRD personnel are assisting with patient care.

Avoid answering inquiries into statements made by another individual or another
agency. If asked, refer the question to the agency that made the statement. i.e.,
‘I cannot comment on that statement made by DPS. Please refer to them for
clarification.”

If you are unaware or unsure of situational details, state this. It is always better to
articulate this than make an inaccurate statement.

Whenever possible, avoid making statements related to a fatality, or in regard to
minors. Statements like this are best left to other agencies, i.e., law enforcement.
For a News/Press release, contact the BFMRD PIO or the city’s PI1O as they are
the only authorized city employees to issue Press Releases to the media.

For non-emergency information, contact the PIO (BFMRD or city) for guidance
prior to granting a request for information or an interview on behalf of the
BFMRD.

Only the Fire Chief, their designee, the PIO, and the city of Buckeye
Communications Department staff are authorized to generate a social media
posting on behalf of the BFMRD.

8675309.4 CONSIDERATIONS

In one way or another, each member of the BFMRD provides public information,
both on and off duty.

Do your best to ensure the information you provide on behalf of the BFMRD is
consistent with the message the BFMRD routinely publishes.

When on duty, always assume you are being recorded and treat every news
camera as if it is live streaming.

Any statement you make in an official and unofficial capacity could be used by
the media.

Whenever possible, collaborate with a designated law enforcement P1O on scene
of an emergency incident. This ensures the appropriate agency relays the
appropriate message.

In addition to the BFMRD PIO, consider requesting assistance from the city of
Buckeye’s PIO for both the development and distribution of an information
release.

There are nearly unlimited types of questions and requests that can be asked of
you. Always consider requesting guidance.
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