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Policy

The media plays an important role in providing public information, including that related 
to municipal government. 

Whenever possible, media inquiries should be addressed promptly to accommodate 
publication or broadcast deadlines, subject to operational requirements and the City’s 
policies and bylaws.

1. With the exception of routine events and basic information that is readily available to 
the public, all media requests for interview or information should be routed through 
the Manager of Communications and Government Relations, the Director of 
Corporate Administration or the Chief Administrative Officer.

a. The Manager of Communications and Government Relations will ensure media 
has current contact information and is reminded as to the City’s policy.

b. The Manager of Communications and Government Relations will ensure all 
requests are handled in a timely manner.

2. The Chief Administrative Officer or Manager of Communications and Government 
Relations will recommend individuals to serve as spokespersons on specific projects.

3. Staff will provide a briefing report with key messages to the authorized City 
spokesperson prior to an interview.

4. Unless otherwise authorized, the City’s spokespersons are:

Mayor 

Deputy Mayor 
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The Chief Administrative Officer

Director of Corporate Administration or delegate, including the Manager of 
Communications and Government Relations

Department Heads

Exceptions regarding departmental spokespersons may be made at the discretion 
of the department head.

Rationale

By having the individual with the most responsibility or authority on the subject serve as 
the spokesperson, the City ensures that only the most accurate information is released to 
the media.


