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DOCUMENT OVERVIEW 
 

The Pasco County Communications Plan takes into consideration both internal and external 

communications.  It also takes into consideration operating under normal and emergency conditions. 

¶ Normal Operations 
o External Communications 
o Internal Communications  

 

¶ Emergency Operations 
o Under Emergency Operations the Communications function would follow Public Affairs 

Support Annex approved by the BCC.  (See attachments EOC Activation) 
 

¶ Goals of the Communications Plan 

o Increase communication effectiveness and provide leadership for Pasco County 

DƻǾŜǊƴƳŜƴǘΩǎ internal and external communications. 

¶ Defining Key Audiences/Target Audiences 

o Key audiences include the Public/Citizens, Press, Commissioners, County Administrator, 

Assistant County Administrators, Departments, Stakeholder groups, and all employees. 

¶ Identifying Key Messages 

o hǳǊ ±ƛǎƛƻƴΥ  CƭƻǊƛŘŀΩǎ tǊŜƳƛŜǊ /ƻǳƴǘȅ 

o Our Mission:  Serving Our Community to Create a Better Future 

o Our Values:   

Á Respect - Treating our customers and co-workers with courtesy, consideration 

and appreciation at all times, under all circumstances.  

Á Integrity - A workplace in which the highest standards of ethics and honesty are 

adhered to at all times and without exception. Doing the right thing even when 

no one is watching.  

Á Innovation - An atmosphere where new and creative ideas are supported and 

encouraged by management and staff. An environment where employees are 

empowered to creatively solve problems and deliver excellent public service.  

Á Service Excellence - A commitment to providing our customers with the highest 

caliber of service in all areas of County government.  

Á Quality - A work product that fulfills the needs of our customers and 

consistently meets the highest standards of workmanship, efficiency and 

effectiveness.  
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NORMAL OPERATIONS 

PIO EXTERNAL COMMUNICATIONS PLAN 

Updated February 23, 2017 

 

  

 

Commissioner Jack Mariano discusses future amenities at SunWest 

Park in Hudson during a press day event, December, 2015. 
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Message from the Public  Information Office 
Re:  The Public Information Office External Communication Plan 
 
Pasco County Government is a large organization, at the time of this writing more than 2260 full and 
part time employees serving a population of nearly a half-million people.  We are in the 12th largest 
television market in the country and have a Pulitzer Prize winning newspaper with The St. Petersburg 
Times reporting on our activities.  The population of the Tampa Bay Area is estimated at 2,975,225 
people.   There are a lot of potential eyes that can fall on the County and if we are putting external 
information out as an organization we need to make sure that information is correct, accurate and 
represents the direction of the Department, Bureau, County Administrator and the Board of County 
Commissioners. 
 
The External Communication Plan is a procedure the Public Information Office uses to disseminate fully 
vetted information.  Often times, we are asked to put information on social media or to the press and 
the Public Information Office asks has a press release been written? 
 
¢ƘŜ tw9{{ w9[9!{9 !5aLbL{¢w!¢L±9 th[L/¸ ƛǎ ǘƘŜ ōŀŎƪōƻƴŜ ƻŦ ǘƘŜ tŀǎŎƻ /ƻǳƴǘȅ DƻǾŜǊƴƳŜƴǘΩǎ tǳōƭƛŎ 
Information Office EXTERNAL COMMUNICATIONS PLAN.   When a Department/Bureau writes a  press 
release they are effectively expressing all of the main points they are trying to convey to the press and 
the public.  Once the release is written the information can be used in a variety of ways, distributed to 
the press, put on social media, webpages, etc.    
 
L ƘŀǾŜ ŦƻǳƴŘ  ǿƘŜƴ  ƛƴŦƻǊƳŀǘƛƻƴ ƛǎƴΩǘ Ŧǳƭƭȅ ǾŜǘǘŜŘΣ ǘƘŜƴ ƪŜȅ ŎƻƳǇƻƴŜƴǘǎ ƭƛƪŜ ǿƘƻΣ ǿƘŀǘΣ ǿƘŜǊŜΣ ǿƘŜƴΣ 
why are often left out.  
 
Once a press release has been written, vetted and approved by the Public Information Office then that 
information can be used in a variety of communication tools available to push the message to the target 
audience.  Those tools are outlined in the COMMUNICATIONS PLAN and are updated as new 
technologies become available.  
 
Currently, every press release can potentially be sent to various platforms/tools such as: social media, 
local press, regional press, national press, My Pasco App, county webpage,  department/branch 
webpage, email lists, notify me notification, Everbridge notification, Pasco TV Billboard, Pasco 360 
Newsletter, PIO group, HOA Email, Chamber Email, and Pasco BCC Email.  
 
¢ƘŜ Ǝƻŀƭ ƛǎ ŜŦŦŜŎǘƛǾŜ ŜȄǘŜǊƴŀƭ ŎƻƳƳǳƴƛŎŀǘƛƻƴΦ  ²ƘŜƴ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǊŜƭŜŀǎŜŘ ǘƘŀǘ ƘŀǎƴΩǘ ƎƻƴŜ ǳǇ 
ǘƘǊƻǳƎƘ ǘƘŜ ŎƘŀƛƴ ƻǊ ƘŀǎƴΩǘ ōŜŜƴ ǇǊƻǇŜǊƭȅ ǾŜtted problems can occur.   Even what seems to be a minor 
social media post can trigger a media avalanche.      
 
The Public Information Office works closely with reporters on a daily basis.   The press release process is 
meant to have uniformity and consistency.   The PIO uses the press release for talking points when a 
reporter makes an inquiry about a new service or event, it helps when the PIO has this information at 
hand.   
 
Prior to the Public Information Office becoming a department in 2014, the County had no centralized 
quality control over press releases.  Each Department/Bureau sent out their own releases 
independently.   
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In 2014, the Public Information Office developed the Press Release Protocol to provide uniformity in the 
/ƻǳƴǘȅΩǎ ǇǊŜǎǎ ǊŜƭŜŀǎŜǎΦ  The Press Release Protocol  became Press Release Administrative Policy 100-05 
and ensures the following: 
ω  tǊƻǾƛŘŜǎΣ ŀŎŎǳǊŀǘŜ ǾŜǘǘŜŘ ƛƴŦƻǊƳŀǘƛƻƴ  
ω  Lǘ ƪŜŜǇǎ ǘƘŜ ŎƘŀƛƴ ƻŦ ŎƻƳƳŀƴŘ ƛƴǘŀŎǘ 
ω  Lǘ ƪŜŜǇǎ ǘƘŜ tLh ƛƴ ǘƘŜ ƭƻƻǇ ǿƘŜƴ ǊŜǇƻǊǘŜǊǎ ŀǎƪ ŀōƻǳǘ ǎǘƻǊȅ ƛŘŜŀs to cover, the PIO can help promote 
ǘƘŜ ŜǾŜƴǘΦ  ²ŜΩǾŜ ǘǊŀŎƪŜŘ ϷмΦн Ƴƛƭƭƛƻƴ ŘƻƭƭŀǊǎ ƛƴ ŜŀǊƴŜŘ ƳŜŘƛŀ ŦǊƻƳ ǇǊŜǎǎ ǊŜƭŜŀǎŜǎ ƛƴ C¸ нлмрΦ 
ω  !ƭƭƻǿǎ ŦƻǊ ǘƛƳƛƴƎ ƻŦ ǇǊŜǎǎ ǊŜƭŜŀǎŜǎΦ   όCƻǊ ŜȄŀƳǇƭŜΣ ƻƴŜ ŘŜǇŀǊǘƳŜƴǘ Ƴŀȅ ƴƻǘ ōŜ ŀǿŀǊŜ ƻŦ ŀƴ ŜǾŜƴǘ 
scheduled for the same time or day.  The press has limited resources and if you invite them to multiple 
ŜǾŜƴǘǎ ŀǘ ǘƘŜ ǎŀƳŜ ǘƛƳŜΣ ŎƘŀƴŎŜǎ ŀǊŜ ǎƻƳŜ ŜǾŜƴǘǎ ǿƻƴΩǘ ƎŜǘ ŎƻǾŜǊŜŘ ŀƴŘ ǘƘǳǎ ȅƻǳǊ ŘŜǇŀǊǘƳŜƴǘΩǎ 
message will not get heard.)    
 
Outreach Coordinator group was formed in 2014 as a way for the Public Information Office to work 
closely with each Department/Bureau.    The Outreach Coordinator should have access to the 
Department Head to properly vet the press release.   The Outreach Coordinator group was organized by 
the Public Information Office and the definition is as follows:  
 
OUTREACH COORDINATOR DEFINITION 
An employee who handles public outreach on behalf of a County Department, Division or Bureau by 
doing one or more of the following: 
ω  ²ŜōǎƛǘŜ 
ω  {ƻŎƛŀƭ aŜŘƛŀ 
ω  tǊŜǎǎ wŜƭŜŀǎes 
ω  hǳǘǊŜŀŎƘ 
 
The Public Outreach Coordinator and Public Information Officer will work closely together, follow the 
County Press Release Administrative Procedure and Social Media Guidelines.   The PIO holds quarterly 
meetings to benefit the Public Outreach Coordinator.  Outreach Coordinators could be called upon to 
assist PIO in EOC during activations.   
 
Other procedures that have been put in place include Social Media Policy 100-03.  This ensures that all 
of the county social media pages have been approved.  The Public Information Office also works with IT 
to make sure the social media pages are monitored in case a public records request is made. 
 
The following is one of three Communication Plans:  External, Internal and Emergency.  If you find 
something that needs to be updated or improved upon, please do not hesitate to reach out to me 
directly.   
 
Doug Tobin 
Public Information Officer 
January 17, 2017 
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NORMAL OPERATIONS 
EXTERNAL COMMUNICATIONS PROCESS 

 

It is important that the message being communicated throughout County Government reflects input 
of Citizens, Commissioners, County Administrator, Assistant County Administrators and Management.  
This should occur in an organized, managed effort.  How do we as an organization determine our 
message (Process)?   The Pasco County External Communications Plan calls for input from all areas of 
Pasco County Government: 

¶ Input from Citizens (listening sessions, town hall meetings); getting citizens more involved 
o Citizen Surveys, App Surveys, Customer Comment Cards, Data from the Customer 

Service Department which handles more than 200,000 calls and 48,000 walk-ins per 
year. 

¶ Input from Commissioners  
o Commissioners can give input on various issues either through County Administrator or 

directly to the Public Information Officer.   The Public Information Officer can hold one- 
on-one meetings with each Commissioner to discuss concerns and areas to promote.  

¶ Input from County Administrator and Assistant County Administrators 
o The Public Information Officer should hold regular meetings with the County 

Administrator and Assistant County Administrators to discuss top issues to promote. 

¶ Input from Department Managers  
o Department Managers can coordinate directly with the Public Information Officer  or 

designate an Outreach Coordinator to work closely with the Communications 
Department.   
Á Outreach Coordinator Definition:  An employee who handles public outreach on 

behalf of a County Department, Division or Bureau via one or more of the 
following: 

¶ Website 

¶ Social Media 

¶ Press Releases 

¶ Public Outreach 
The Public Outreach Coordinator will work closely with Public Information 
Officers and follow the County Press Release Administrative Procedure and 
Social Media Guidelines (see addendum).  The PIO will hold regular (at least 3 
times a year)  meetings with the Public Outreach Coordinators.   

¶ Input from Press through Public Information Officers. 
 

Current PIO Human Resources to execute the External Communication Plan  

¶ (1 FTE) Public Information Officer   

¶ (1 FTE) Assistant Public Information Officer   

¶ (.20 FTE)  Employee - Pasco County Newsletter   (Assistance with Libraries) 

¶ (.20 FTE)  Department - Daily News Clips (Assistance with Customer Service) 

¶ Outreach Coordinators Individuals identified throughout all County Departments, list organized 
via the PIO. 

¶ County Public Information Officer Group (PIO, Fire Rescue PIO) 

¶ WUSF-TV - όŜǉǳƛǾŀƭŜƴǘ ǘƻ мΦр C¢9Ωǎ  via contract) 

¶ PIO works closely with LƛōǊŀǊƛŜǎΩ ǾƛŘŜƻ ǇǊƻŘǳŎǘƛƻƴ ǇŜǊǎƻƴƴŜƭ ǘƻ ǎƘŀǊŜ ǾƛŘŜƻǎ ŀƴŘ work mutually 
on video projects when beneficial to both parties.  

¶ Internships  (paid and unpaid internships)  
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COMMUNICATION TOOL BOX 

 
The Public Information Officer (PIO) utilizes the following communications tools to publicize the 
County message with the press and public: 

¶ Press releases  
o Staff will follow the Administrative Policies and Procedures for Press Releases  

Administrative Policy  (see pages 37-39). 
o Media Alert (PIO will utilize MA system) 

¶ My Pasco App   
o Includes: Announcements, MyPasco survey, ΨHow Do IΩ ǎŜŎǘƛƻƴΣ tǊŜǎǎ weleases, VIP 

Volunteer in Pasco, Pasco TV Live, Pasco County Calendar, NWS Alerts, hurricane 
tracking and info, agenda and minutes, parks reservations, interactive evacuation map, 
ride PCPT, Pasco 360 Tv Show, Pasco 360 Newsletter, Pasco area traffic real time 
updates, Pasco County Facebook page, Pasco County Twitter, Pasco County Youtube, 
Find a library, MPO Calendar, MPO webpage, Pasco View, job openings, adopt a pet, 
FAQ, County website 

¶ Email Blasts 
o Everbridge Community Engagement (via 911 Communications/EM)  
o Notify Me  

Á Includes list of 8,000 public e-mails; citizens can sign up to participate 
o Pasco Reporter e-mail group 
o Tampa Reporter e-mail group 
o Tampa morning show producer e-mail group  
o U.S. southeast regional reporter e-mail group 
o U.S. national reporter e-mail group 
o World reporter group 
o *U.S. Southeast Region Reporter group (interest in covering County Government) 
o *U.S. National Reporter group (interest in covering County Government) 
o *World Reporter Group (Interest in covering County Government & Tourism) 
o *Tampa Morning Show Producer group 

Á WTVT (FOX 13), Good Day Tampa Bay 
Á ²C¢{ ό!./ нуύΣ ¢ŀƳǇŀ .ŀȅΩǎ aƻǊƴƛƴƎ .ƭŜƴŘ 
Á WTSP (CBS 10), Great Day TB 

o *U.S. Morning Show Producer group  
o *Tampa Noon Show Producer group 

o ABC Action News, 10 News, Fox 13 
o Chamber E-mail Group 

Á PIO provides monthly updates to Pasco Chambers of Commerce 
o BCC E-mail Blast 

Á PIO notifies entire BCC for following items: 

¶ Daily news clips 

¶ Special items of interest 
o *HOA/CONA E-mail Blast   

* (still being developed by PIO) 
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¶ Pasco Television 
o Commission Meetings 
o MPO Meetings (started in July/2016) 
o Town Hall Meetings  (July/August) 
o Pasco 360 TV Show  
o Press conferences 
o Calendar announcements 
o Informational slides (full screen graphic)  

¶ Press Conferences 
o Press room (EOC) 
o Live press room via My Pasco App  
o Live via Pasco TV 

¶ Town Hall Meetings 
o Live via My Pasco App (provided held in BCC meeting rooms)  
o Live via Pasco TV 

¶ County website: www.pascocountyfl.net 
o Main County webpage 

Á New releases, spotlight, Pasco TV 
Á PIO webpage 

¶ Social media sites, on call PIO, newsletters page  
Á Department Webpages 

o County Calendar 

¶ Newsletters 
o Pasco 360 Newsletter (Official County Newsletter published bi-monthly) 
o Department Newsletters (approved by each department, PIO should be consulted prior 

to publication to review). 

¶ PIO group 
o PIO, Constitutionals, School Board, Red Cross, Salvation Army, United Way work 

together to promote various issues 
o PIO Private Industry and Volunteers 

Á Help staff the Joint Information Center in Emergencies 
Á Help leverage information to media, citizens 

¶ Social Media  
o Staff will follow Social Media Policy  (See Social Media Policy pages 40-46 )  
o County Social Media (Twitter, Facebook, YouTube)  
o Officially Recognized County Social Media Department Pages  

Á http://fl -pascocounty.civicplus.com/index.aspx?NID=2174 
o Marketing via Facebook 
o # hash tags    

Á #pascocounty 
Á #mypascoplace 

¶ Media Alert  
o Urgent messages directly to news departments/reporters 

¶ Chambers of Commerce 
o Monthly email update to Chambers 

¶ Public Meetings 

http://www.pascocountyfl.net/
http://fl-pascocounty.civicplus.com/index.aspx?NID=2174
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o BCC Meetings 
o BCC Workshops 
o Town Hall Meetings 
o Special Meetings 

¶ Department Communications Plans  
o PIO will work with each Department requesting their own Communications Plan. This 

plan can be the start of each Department plan who may utilize other Communication 
methods. 

¶ Posters/Flyers 
o Flyers are not to replace a press release but enhance public awareness 
o Should be approved via PIO 

¶ Press Conferences 
o On-site Location 
o EOC Press Room  

Á Live capabilities (as of October, 2017) 

¶ Pasco TV, MyPasco App, Computer Stream 

¶ Facebook livestreaming 
o Town Hall Meeting 

Á Live capabilities via Pasco TV in BCC Boardrooms 
Á Live capabilities coming in FY 2017 

Á My Pasco App 

¶ Hashtags on social media   
o Currently using  

Á #PascoCounty 
Á #MyPascoPlace 
Á #pascostorm 
Á # (Pasco + specific storm/event name) 

¶ Pasco County Outreach Coordinator Group 
o PIO works closely with this group to spread the word about County messaging 

Á See page 7 for definition 
 

¶ Department Communications Plans  

¶ Special Events Planning 

¶ Utility Customer bill Inserts 

¶ Sign Language Interpreters 
o Used especially during news conferences 

¶ Public Message Boards 
o Used to notify a specific neighborhood or people who travel a specific roadway 

 
Outcome Measurements.  The Public Information Office closely tracks the results of press releases, 
PIO activity with the media, and the impact social media exposure generates. (See page 47)     

¶ Earned media  results  
o The total dollar figure to duplicate advertising results 

¶ Impressions (number of people) 

¶ Press releases (total number) 

¶ Communications Plan (impact) 

¶ Value of marketing effort (dollar figure) 
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¶ Social media reach 
o County maƛƴ ǇŀƎŜ CŀŎŜōƻƻƪ Ψ[ƛƪŜǎΩ  сΣпнс 
o ¢ƻǘŀƭ Ψ[ƛƪŜǎκ{ǳōǎŎǊƛōŜǊǎΩ ǘƻ ŀƭƭ ǎƻŎƛŀƭ ƳŜŘƛŀ ǇŀƎŜǎ фоΣмпп 

¶ PIO Annual Yearbook Report 
o http://www.pascocountyfl.net/DocumentCenter/View/28948 

 
Communications tools that can be added with additional resources 

¶ Annual County Report (graphic art support, additional staff, budget) 

¶ Standardized Department Reports (graphic art support) (Branding Project Manager, Paula 
Baracaldo is working on developing standardized report templates. 
See County Branding page:  http://insidepasco.pascocountyfl.net/index.aspx?NID=861 

¶ Instructional Training (Internal Videos) 

¶ More original shows, stories for Pasco Television 

¶ Marketing (Social Media, internet searches, coordinate all County Advertising) 

¶ Communications Plans (Each Department should have a Communications Plan) 

¶ Additional support for Departments (Press releases, newsletter review) 

¶ IT and PIO are investigating looking at how to make electronic town hall meetings using live 
television and social media technology 

  

http://www.pascocountyfl.net/DocumentCenter/View/28948
http://insidepasco.pascocountyfl.net/index.aspx?NID=861
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Pasco County Annual Communications Calendar 
(This is only a guideline for Departments and Outreach Coordinators)  

 
Monthly 
BCC Meetings  (PIO) 
BCC Workshops  (PIO)  
Special Meetings (Town Hall Meetings) 
 
January  
Recycling: 2016 Art of Recycling Event 
Growing Global   
Customer Service: County Offices Closed for MLK Holiday 
Annual Performance Report (OPM)  
Tourism: Kumquat Festival   
Administration: Pasco Citizens Academy   
Customer Service: MLK Holiday Closing   
 
February  
Severe WX Week 
Recycling: Art of Recycling Award Winners   
Customer Service: County Offices Closed for Staff Development Day  
PEDC: NetFest   
Libraries: Rockus Maximus 
Parks: Curious George Bike Day Event   
 
March 
Great American Cleanup Preview 
Parks: Summer Camp 
PEDC: 14th Annual Networking Festival   
Tourism: Visit Pasco Opens Yearly Grant Cycle  
Government Office Closed for Good Friday  
Tourism: Savage Race 
Tourism: Visit Pasco Tourism Summit 
Planning and Development: Trinity Growth and Development Day  
Tourism: Gran Fondo National Championship Series 
Customer Service: Good Friday Office Closed    
    
April 
Parks Lifeguard Training Course  
Pasco County Disaster Planning Guide  
Pasco County Earth Day Event 
Pasco County Earth Day Results 
Tourism PBA50 Florida Open   
Pasco Recognizes National County Government Month   
Earth Day Workshops   
Fire Rescue:  Prom Promise  
Hurricane/All Hazards Expo   
Great American Cleanup Event 
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Great American Cleanup Stats 
Hurricane & All Hazard Guides 
(PCPT) Seniors Ride for Free 
(Parks) Summer Camp Registration 
(Utilities) Water Poster Contest   
   
May 
Tourism Week 2016   
Online Citizens Survey   
Animal Services WoofStock   
Customer Service: Memorial Day Closing   
PCPT: Student Summer Haul Pass   
MPO: Bike to Work Day   
Recycling: Great American Cleanup Post Cleanup 
Tourism: Pasco Tourism Week   
MPO: Bike Month   
  
June 
June 1 Millage Rate  
Pasco County Office Closed for July 4th Holiday   
Utilities: Water Awareness Poster Contest Concludes  
 
July 
July 1 Property Appraiser Assessed Valuation Figure Released 
Promote Fall Pasco Citizen Academy 
PIO: Citizen Stakeholder Meetings Announced 
Libraries: LAMECON 2015 set  
 
August 
Community Workshops (Citizen Feedback)    
Holiday Press Release (Labor Day)   
 
September 
Recycling: Coastal Cleanup  
Recycling: Coastal Cleanup Results 
Customer Service: County Offices Closed for Staff Dev & Appreciation Day 
Fire Rescue: Fire Prevention Week Message 
Administration: Pasco Citizens Academy Starts 
     
October 
Customer Service: Pasco Offices Closed for Veterans Day   
Recycling: Pasco Upcycle Festival 
Libraries: PCLS Patron Survey 
Libraries: Library Supporters Meeting     
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November 
Parks: Winter Wonderland Celebration of Lights at Starkey Park 
Parks: Black Friday Lock In for Kids at LOLRC  
Customer Service: Pasco County Government  Offices Closed for Veterans Day 
PCPT: Stuff the Bus Food Drive   
PCPT: Free Rides to Veterans   
PCPT: PCPT Open on Veterans Day   
PIO:  Pasco County Television to post Primary Results (Election Years) 
Thanksgiving Holiday Offices Closed Release   
Utilities: Recycling: Pasco Upcycle Festival 
 
December 
Tourism: Lacrosse Tournament to be held in Pasco County   
Recycling: Christmas Tree Recycling   
Customer Service: County Office to close Christmas Holiday   
Customer Service: County Offices Closed New Year's   
Parks: Pasco County Christmas tree Recycling 
Building Inspections: End of year stats (Housing & Commercial permits) 

  

 

Commissioner Mike Wells discusses use of inmate labor to assist public works in cleaning 

up stormwater systems at a press event in April, 2016. 
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ADDENDUM 

 

 

April, 2016 National County  Government Day in Dade City. 
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PASCO COUNTY BCC 

ADMINISTRATIVE POLICIES AND PROCEDURES MANUAL 

SUBJECT: Press Releases  
SECTION: 100-Administration POLICY NUMBER: 100-05  
PREPARED: February 15, 2017 REVISED: February 15, 2017  
I. PURPOSE:  
 
To establish consistent procedures in writing and releasing Press Releases.  
When should a Branch/Department/Division do a Press Release?  
1. A Press Release is required to activate the Public Information Office (PIO) Communications 
Plan. The PIO Communications Plan can be found on the PIO intranet page.  

2. To reach/notify the press  

3. To reach a wide audience (i.e., social media)  

4. To promote an event, new product/service launch  

5. To highlight something a Department is doing well  
 
II. POLICY:  
 
The Press Release policy will be followed by all departments when issuing a press release on 
behalf of Pasco County.  
III. PROCEDURE:  
1. Press Release Definition:  
 
1. A Press Release is a formal means of communicating with the press and the public.  
 
2. It includes some basic elements such as: Who, what, where, when, why and/or how.  
 
3. The ideal press release has a headline, sub-headline, dateline and lead, body, quotes, 
boilerplate statement, and links for additional materials such as video, photo or webpage links. It 
is encouraged that the Press Release provide these additional links to give more information via 
www.pascocountyfl.net, Pasco Countyôs official website.  
 

Page 1 of 4 
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a. Example: Press Release dealing with Parks should have a web link to that specific park or 
plan mentioned in the press release.  
 
4. Press Releases inform the press, and both public and internal audiences.  
 
2. Press Release Template  
 
1. Links to the latest Template and Example Press Releases can be found below:  
a. Press Release Template: http://bit.ly/2jSqKBa  

b. Press Release Example #1: http://bit.ly/2g3aYks  

c. Press Release Example #2: http://bit.ly/2ghKaxG  

d. Press Release Example #3 (Two pages): http://bit.ly/2koFfzX  

e. Calendar Announcement: This can be used to make the press and public aware of a 
specific date in the future. It can be used to act as a placeholder while the press release 
process is underway:  
 
Example: http://bit.ly/2kOTgYH  
f. Statement Release: This release is when you want to make a statement from a department 
head on a particular issue.  
 
Example: http://bit.ly/2kRJjWh  
g. Media Alert: This is a way of communicating directly to Tampa Bay media outlets in times of 
emergencies. Media Alerts are short, concise messages to reporters, producers, editors and 
newsrooms via Media Alert ©. Media Alerts are more immediate and will be done by authorized 
personnel only, approved by the Public Information Office. Media Alerts can be updated and 
turned into a press release when necessary.  
 
Example: http://bit.ly/2kNrwjY  
2. The Press Release includes the following formatting:  
 

a. Headline: Arial Narrow / 18 Point BOLD  
 
b. Sub headline: ~~Arial Narrow / 14 Point italics~~  
 
c. Dateline: NEW PORT RICHEY, FL ---- TIMES NEW ROMAN / 12 POINT BOLD ALL 

CAPS (Event location)  
 
d. Body: Times New Roman / 12 Point  

 
e. Point of Contact/Department will include:  
 
(1) Department  
 
(2) Contact name, phone number and email address.  

 
Page 2 of 4 
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(a) It is important that the contact person be available to immediately respond to media 
inquiries.  

(b) When a point of contact is not available, add the PIO contact information.  
 
3. Press Release Steps: Checklist  
 
1. The Department Head decides they would like to generate public and press interest via the 
Press Release.  
 
2. The Department Head appoints a point person (Outreach Coordinator).  
 
3. Using the Press Release template, (found in the Public Information Office óInside Pascoô) the 
Department drafts a press release.  
 
4. The Department Head and Assistant County Administrator (ACA) then approve the Draft 
Press Release.  
 
5. Once the ACA approves the Draft Press Release, the Draft Press Release is then sent to the 
Public Information Office (PIO) for final approval. The PIO will consult with the County 
Administrator and give final approval for the release of the Press Release.  
 
6. A final version of the Press Release (PDF format) will be sent back to the Department. The 
PIO and Department will then send the final release to their respective contacts.  
 
a. Additional assistance in writing a press release can be given by contacting the PIO at any 
time during this process.  
 
7. Commissioners requesting a press release should contact the PIO directly.  
 
4. Dissemination of Press Releases  
 
1. Once final approval is given from the PIO to release the press release, the following steps 
may take place:  
 
a. PIO will send the final version to the webmaster to have the Press Release added to the 
County News Section and Department webpage.  
 
b. The webmaster will send the Press Release to individuals whoôve signed up for Press 
Release Notifications through Notify Me.  
 
c. The PIO will send the release to members of the press via email.  
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d. The PIO will send the release via email to the BOCC, Outreach groups, citizens and other 
internal/external stakeholders when deemed necessary.  
 
e. The individual Department may also send the final Press Release to press contacts, citizens 
and social media outlets as they deem necessary.  
5. Deadlines  
 
1. Departments should work closely with the PIO to meet press deadlines. Generally, Press 
Releases should be sent out at least two weeks prior to an event but no longer than a month in 
advance.  
 
F Press Releases during Emergency Activation  
1. All press releases will be coordinated with Public Affairs/PIO function when the Emergency 
Operations Center is activated. All releases during activation will be then approved by the 
Emergency Operations Director during the activation.  
 

(Replaces Administrative Directive #5, May 12, 1982)  
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 S/Internal Services Administration/Policies - final/Policy 100-03 Social Media  

 

PASCO COUNTY BCC  
ADMINISTRATIVE POLICIES AND PROCEDURES MANUAL  
SUBJECT: Social Media  
SECTION: 100 - Administration    POLICY NUMBER: 100-03  
PREPARED: 10/2015     REVISED:  
 
I. PURPOSE:  
 
To establish a Countywide, standardized policy and procedure for the use of social media to 
further the goals of the County and the missions of its departments, where appropriate.  
County Administration is committed to providing public information in convenient, meaningful 
ways to County residents and visitors. Engaging in helpful dialog through social media as a 
County employee is acceptable when performed in accordance with the employee's regular 
scope of work and following the County Code of Conduct.  
 
II. POLICY:  
 
All County departments wishing to engage in social media will maintain only official website(s), 
designated by the County seal or by a County approved logo, to communicate information on 
official Pasco County services, events, and programs. The website(s) will be the primary 
communication center and be supplemented and enhanced by social media pages.  
Official department websites shall appear under one of the official Pasco County domains. 
Unique subdomains and uniform resource locators (URLs) are to be used only after approval 
has been obtained from the Information Technology Department. All official department social 
media pages shall contain links directing users back to the primary official County website.  
 
A. Applicability  
 
This policy applies to those employees and volunteers delegated the authority to serve as 
Social Media Coordinators for Pasco County. Social Media Coordinators who provide 
information to the public must be appointed by an Assistant County Administrator (ACA) and be 
approved by County Administration prior to the creation and publication of all social media 
websites. Other employees not delegated as Social Media Coordinators are prohibited from 
engaging in social media networking on behalf of Pasco County.  
 
B. Responsibility  
 
1. ACAs who appoint the Social Media Coordinators are ultimately responsible for ensuring that 
electronic content conforms to and is  
Page 2 of 4 S/Internal Services Administration/Policies - final/Policy 100-03 Social Media  
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managed in compliance with this policy. Coordinators shall monitor for inappropriate or 
technically harmful information and links. County posted comments can be included if they are 
factual (no subjective comments) and can address the question or comment appropriately.  
 
2. In the event of an emergency situation, the social media pages will fall under the supervision 
of the ESF-14 Public Information function.  
 

a. In the event of an activation of the Emergency Operations Center, the Public 
Information Officer (PIO) can have administrative control to coordinate postings and 
messages to the official Pasco County social media sites during the activation.  
 
b. This will allow for a unified message during emergencies and enhance the County 
message by using all social media platforms available. This does not prevent the 
assigned Outreach Coordinator/Manager of the social media page from still making 
posts to the social media page during an emergency.  

 
3. The County Administrator or their designee (i.e., ACA) reserves the right to restrict or remove 
any content that is deemed inappropriate in light of this policy or applicable law. Failure to 
adhere to these requirements may result in the removal of department pages or information 
from social media pages and may result in discipline, up to and including termination of 
employment.  
 

a. Social Media Pages  
 

Social media websites may be used such as Facebook, Twitter, Vimeo, YouTube, and 
Pinterest for use in promoting Pasco County. A current list of approved social media 
websites and Social Media Content Coordinators will be updated and kept with the 
Public Information Office.  
 
All social media pages must contain the Countyôs privacy and legal disclaimer found on 
the official website (www.Pascocountyfl.net); the link to the disclaimer can be found at 
http://www.pascocountyfl.net/ index.aspx?NID=1342.  

 
b. Social Media Content Requirements  

 
Social media content published by Social Media Coordinators shall comply with the 
following requirements:  
(1) Interactive communication should support, not replace the information found on 
official County websites.  
 
(2) Be deemed valuable, useful, and appropriate for the general public.  
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(3) Be factual and properly vetted (no subjective comments).  
 
(4) Be written in a respectful, professional, and positive tone.  
 
(5) Shall use proper language and grammar and, whenever possible, avoid the use of 
jargon and acronyms that may not be widely understood by the public.  
 
(6) Be in compliance with all applicable laws including, but not limited to, Florida 
Sunshine Law, copyrights, intellectual property rights, and confidentiality, i.e., Health 
Insurance Portability and Accountability Act of 1996 (HIPAA).  
 
(7) Content published with errors or misrepresentations shall be corrected in a timely 
manner.  

 
4. Social Media Prohibitions  
 
    Social media content published by Social Media Coordinators shall NOT:  
 
    a. Contain or hyperlink to information that:  
 

(1) Threatens, condescends, promotes, or degrades any person or groups on the basis 
of race, creed, color, age, religion, gender, marital status, status with regard to public 
assistance, national origin, physical or mental disability, sexual orientation, or political 
party.  
 
(2) Is profane, vulgar, obscene, or sexually explicit.  

 
    b. Communicate internal County policies intended only for employees.  
 
    c. Air disputes or grievances.  
 
    d. Encourage illegal activities.  
 
    e. Compromise the safety or security of the public or public systems.  
 
    f. Send, store, display, download, upload, blog, instant message, or print sensitive materials  
including, but not limited to, illegal activities, gambling, sexually explicit materials, weapons, 
drugs, violence; or materials that include inappropriate language, profanity, obscenity, racial, 
ethnic, or discriminatory comments, defamatory statements; or otherwise inappropriate content 
(to include statements such as partisan political positions, religious positions, and other 
statements that may subject the County, its mission, or its employees to be viewed in a light that 
is not in the best interest of Pasco County).  
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III. PROCEDURE:  
 
     A. Approval for Social Media:  
 
     Prior to initiating an official departmental website the following steps must be taken:  
 
     1. An email shall be sent to the PIO (from the requestor) that the department be granted    
approval to create a Social Media website such as Facebook, Twitter, etc.  
 

a. The email will indicate that the ACA has given approval for the website.  
 
b. The purpose of the website.  
 
c. The name and title/pay grade of the proposed Social Media Coordinator(s) who will 
administrate the website.  

 
    2. The PIO will approve or disapprove the request via email.  
 
    3. Once the website is designed, the Social Media Coordinator will seek approval of the final 
design from the PIO.  
 
    4. The PIO will maintain the list of approved Social Media Coordinators on behalf of the 
County.  
 
    5. The County Information Technology Department will maintain the list of websites in 
coordination with the PIO.  
 
    6. Social Media Coordinators may perform duties related to social networking on behalf of 
Pasco County before, during, and after typical workday hours, as appropriate. Nonexempt 
employees and volunteers may be authorized to post to pages if allowed by an ACA, but only 
during normal business hours. All social media pages and passwords must be registered with 
the Public Information Office.  
 
IV. TERMS AND DEFINITIONS:  
 
      A. Websites and web pages refer to the same item and are used interchangeably.  
 
      B. The County Seal can be found at the following link:  
 
           S:\General Documents\Public Exchange\Adopted Logo 300 dpi.gif   



24 
 

Pasco County Liability Disclaimer and User Agreement 

THE FOLLOWING TERMS GOVERN THE USE OF ANY AND ALL PASCO COUNTY  WEBSITES: 

As authorized by Florida Statutes, Pasco County provides access to public records and information by 

remote electronic means as an additional way of viewing, inspecting or copying public records.  While 

every effort is made to produce the most accurate information possible, Pasco County makes no 

representations or warranties, express or implied, as to the accuracy, completeness, suitability, or 

timeliness of the information contained on our Websites. There may be situations, such as a work in 

progress, when the information may change, and ȅƻǳΣ ǘƘŜ ǳǎŜǊΣ όά¦serέύ should refer to the official 

version of all documents on which the User intends to rely.  Pasco County does not represent or 

guarantee that all of its public records are available in an electronic format. 

Because access to this information is provided by Pasco County for the convenience of all users, any use 

or access by a User which adversely impacts the performance of the system, or the ability of other users 

to access information, such as, but not limited to, electronic data harvesting, may result in the 

ǘŜǊƳƛƴŀǘƛƻƴ ƻŦ ǘƘŀǘ ǳǎŜǊΩǎ ŀccess to the information over the internet.  

General 

The Pasco County websites are offered to you, the User, conditioned on acceptance of the terms, 

conditions, and notices contained herein, without modification. User access and use of any County 

website constitutes acceptance of these terms and conditions.  These terms control the relationship 

between the County and the User and confer no third party rights.  The websites are part of the Pasco 

County system, provided as a public service.  Pasco County reserves the right to offer these websites 

directly to you or through its authorized agents and contractors.  Government personnel and the 

general public may use this system to review and retrieve publicly available government information.  

User agrees to use Pasco County websites as permitted by applicable local, state, and federal laws.  User 

agrees, therefore, not to: 1) knowingly and without authorization, alter, damage, or destroy Pasco 

/ƻǳƴǘȅϥǎΣ ƛǘǎ ŎƻƴǘǊŀŎǘƻǊǎΩ ƻǊ ŀƴƻǘƘŜǊ ǳǎŜǊϥǎ ŎƻƳǇǳǘŜǊ ǎȅǎǘŜƳΣ ƴŜǘǿƻǊƪΣ software, program, 

documentation or data contained therein; 2) use this service to conduct or attempt to conduct any 

business or activity or solicit the performance of any activity that is prohibited by law; or 3) to use this 

service and the information provided on these sites in a manner in which it was not intended to be used.  

Repeated violations of this user agreement could result in user being blocked from posting on any 

official Pasco  County social media website. In addition, taking action which results in blocking access to 

this website by other users will be deemed an unauthorized use.    

Anyone using this system expressly consents to administrative monitoring at all times by Pasco County 

and its authorized agents and contractors. You  are further advised that system administrators may 

provide evidence of possible criminal activity identified during such monitoring to appropriate law 

enforcement officials.  If you do not wish to consent to monitoring, exit this system now. 
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Using this system does not confer upon the User ownership of any intellectual property rights of the 

content on the CounǘȅΩǎ ǿŜōǎƛǘŜǎΦ  CǳǊǘƘŜǊΣ ǘƘŜ ǳǎŜ ƻŦ ǘƘƛǎ ǎȅǎǘŜƳ ŘƻŜǎ ƴƻǘ ƎǊŀƴǘ ǘƘŜ ǇŜǊƳƛǎǎƛƻƴ ǘƻ ǳǎŜ 

ǘƘŜ /ƻǳƴǘȅΩǎ ǎŜŀƭΣ ƭƻƎƻǎΣ ƻǊ ōǊŀƴŘƛƴƎǎΦ  ¦ǎŜ ƻŦ ǘƘŜ /ƻǳƴǘȅ ǎŜŀƭ ƻǊ ƭƻƎƻǎ ǿƛǘƘƻǳǘ ǘƘŜ ŜȄǇǊŜǎǎ ŀǳǘƘƻǊƛȊŀǘƛƻƴ 

of the County could subject the user to fines or other penalties.  

Pasco County reserves to itself the right to modify these terms or add additional terms at any time to 

reflect changes in the law or to the system.  Any conflict between these terms and a subsequent 

amendment, the amendment shall govern.  These terms are severable.  The laws of the State of Florida 

ǎƘŀƭƭ ŀǇǇƭȅ ǘƻ ŀƴȅ ŘƛǎǇǳǘŜǎ ŀǊƛǎƛƴƎ ƻǳǘ ƻŦ ƻǊ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜǎŜ ǘŜǊƳǎ ƻǊ ǘƘŜ ǳǎŜ ƻŦ ǘƘŜ /ƻǳƴǘȅΩǎ ǎȅǎǘŜƳΦ  

Venue for all disputes shall be in the federal or state courts in and for Pasco County, Florida and the User 

consent to personal jurisdiction in those courts.  

Disclaimer of Liability and Reliability: 

In preparation of these pages, every effort has been made to offer the most current, correct, and clearly 

expressed information possible.  Nevertheless, inadvertent errors in information may occur.  In 

particular but without limiting anything here, Pasco County and its authorized agents and contractors 

disclaim any responsibility for typographical errors and accuracy of the information that may be 

contained on Pasco County web pages.  The information and data included in this website have been 

compiled by Pasco County staff from a variety of sources, and are subject to change without notice to 

the User.  Pasco County and its authorized agents and contractors make no warranties or 

representations whatsoever regarding the quality, content, completeness, suitability, adequacy, 

sequence, accuracy, or timeliness of such information and data. Pasco County also disclaims any 

responsibility for any use of the information received through these websites by the user or any third 

party.   

In any situation where the official printed publications of Pasco County differ from the text contained in 

this system, the official printed documents take precedence. THE SERVICES, INFORMATION, AND DATA 

MADE AVAILABLE AT THIS WEBSITE ARE PROVIDED "AS IS" WITHOUT WARRANTIES OF ANY KIND.  

PASCO COUNTY AND ITS AUTHORIZED AGENTS AND CONTRACTORS MAKE NO REPRESENTATIONS OR 

WARRANTIES REGARDING THE CONDITION OR FUNCTIONALITY OF THIS WEB SITE, ITS SUITABILITY FOR 

USE, OR THAT THIS WEB SERVICE WILL BE UNINTERRUPTED OR ERROR-FREE. 

Legal Disclaimer Regarding Links to Other Sites 

 

The Pasco County websites have links to many other governmental agencies.  In some cases we link to 

private organizations.  The linked sites are not under the control of Pasco County. Therefore, Pasco 

County makes no representations concerning their content, and is not responsible for their content.  

That Pasco County has provided a link to a site is not an endorsement, or an indication of affiliation with 

the sites' owners or publishers.  Once you link to another site, you are subject to the privacy policy of 

the new site. 
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Posting Content 

Some of the County websites allow Users to post content.  All content (including email 
or facebook addresses) submitted and posted on County websites becomes public 
record and by posting, Users authorize the County to communicate, publish, publicly 
display and distribute such content.  All content remains public record for the length of 
time required under Chapter 119, Florida Statute.  More information regarding how the 
County uses and stores content is contained in the Countyôs Privacy and Security 
Notice. 

Once posted, the County reserves the right to delete submissions that contain:  

1. Vulgar language 

2. Personal attacks of any kind 

3. Comments or content that promotes, fosters, or 

perpetuates discrimination on the basis of race, creed, 

color, age, religion, gender, marital status, genetics, status 

with regard to public assistance, national origin, physical or 

intellectual disability or sexual orientation 

4. Spam or links to other sites 

5. Clearly off topic 

6. Advocate illegal activity 

7. Promote particular services, products, or organizations 

not affiliated with the County 

8. Infringe on copyrights or trademarks 

9. Personally identifiable medical information 

10. Information that may compromise the safety, security 

or proceedings of public systems or any criminal or civil 

investigations.  

 

(Updated July 23, 2015) 
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EARNED & PAID MEDIA REPORT 

FY 2016 

 

 

 

Director of Department of Emergency Services Kevin Guthrie speaking with 

reporters about at EF-0 tornado touch-down in Hudson April 7, 2016. 
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EARNED MEDIA REPORT 
FY 2016 

 
Total Press Releases: 
2013   25 
2014 80 
2015 138 
2016 220 YTD 
 
EARNED MEDIA (Dollar value) 
2014 $218,336 
2015 $372,732 
2015  (Flood event) 49 Press Releases, 52 Media Alerts, 10 Press  Conferences, 4 media tours, 
ǳǘƛƭƛȊŜŘ мо tLhΩǎΣ ϷрфтΣтрл ƛƴ ŜŀǊƴŜŘ ƳŜŘƛŀ ǿƛǘƘ ŀ ǘƻǘŀƭ ǊŜŀŎƘ ƻŦ 8.284 million people. 
2016 $ 1,169 Million http://www.pascocountyfl.net/DocumentCenter/View/28948 

 
Pasco County has already seen incredible benefits by adding a Public Information Officer.   
Overall, the monetary impact of adding the PIO has been a conservative estimate of $2.379 M 
since 2014. This is broken down by measuring the positive impact of press releases and other 
efforts of the Public Information Office. 
 
$1.169 M: Positive impact from FY 2016 press releases 
$372,732: Positive impact from FY 2015 press releases 
$100,000: In-house Branding initiative FY 2015-16 
$597,750: PIO effort during 2015 Flood Event 
$218,336: Positive impact from FY 2014 press releases 

 

  

http://www.pascocountyfl.net/DocumentCenter/View/28948
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