D '”‘”ton

F‘\ Live the difference.

Communications Policy

The City of Dayton recognizes and values the importance of effective and efficient
communication for residents, businesses, visitors and city employees. This communications
policy governs official communications and applies to all channels utilized by the City of Dayton.
This policy applies to all departments.

Purpose

Communication should be a priority and play an important role in the development and
planning of services, projects, programs, events and initiatives. All staff are involved in
communications daily throughout the city working with residents and the public, delivering
messaging initiatives or engaging in outreach efforts.

As the City of Dayton has grown, its communication needs grow as well. This communications

policy is necessary to assess the effectiveness of our efforts and continue to identify additional
tools needed to inform the public.

Authority and Responsibility

To ensure consistent and effective messaging, the City Administrator is responsible for providing
strategic direction for all City of Dayton communications. While the City works toward a
dedicated communications department, a cross-functional Communications Team has been
formed by the city to lead these initiatives at the current time. That team consists of:

e Assistant City Administrator/City Clerk
e Public Works Office Manager

e Police Department Office Manager

e City Hall Administrative Assistant

Each City staff member is responsible for supporting communication initiatives, including
contributions to the City website, social media, public relations, and visual communications. All
official city communications must go through necessary reviews and approvals by the City
Administrator to ensure the message is accurate and aligned with the city’s communication

policy.

City departments are encouraged to work alongside the city communications team serving the
city’s communication efforts for any communication-related job tasks assigned.



Use of Communications

City communications are intended to support municipal government functions and promote
events and services sponsored by the city. Communications should reinforce and reflect the
goals of the city government as established by the City Council and City Administration.

City Brand and Logo

The City of Dayton adopted new branding on June 12, 2018. The brand-style guide was
designed and produced to help City staff and marketers maintain a consistent identity for the
City of Dayton. The purpose is to offer standard usage guidelines to protect the integrity of the
brand across a variety of marketing platforms, applications and vendors. The brand-style guide
is available upon request at communications@daytonmn.gov

The logo was designed to represent the community of Dayton. The goal was to create a
compelling graphic that would appeal to the target market and effectively communicate the
brand in online and print applications.

General Requests

From the Public

Staff have the ability to handle everyday public inquiries related to their own work. Requests
involving private or confidential data or topics outside your normal responsibilities, should be
routed to your department head or to the Data Practices Compliance Official (City Clerk) and
Responsible Authority (City Administrator).

Requests under Minnesota Statutes Chapter 13 (Minnesota Government Data Practices Act)
shall be provided to the Data Practices Compliance Official (City Clerk) and Responsible
Authority (City Administrator).

From Staff or Council

All departments, staff, and elected officials are required to submit communication requests to
the Communications Team by completing the Communications Request Form and emailing it to
communications@daytonmn.gov. This includes but is not limited to photography, videography,
design, printing, and marketing needs.

Any department hiring external consultants for community engagement is required to add a
Communications Team representative to the project group to ensure messaging accuracy and
organizational alignment.



From the Communications Team Directed to Staff

As the lead for all city-wide media relations, the Communications Team is dedicated to
supporting each department’s unique needs. Our goal is to foster a reliable partnership that
guarantees consistent, high-quality information for the public.

Success depends on mutual commitment: departments are encouraged to actively engage in
media relations and communication planning. This shared investment ensures our collective
work aligns with the city’s strategic goals. This partnership thrives on regular communication
through collaborative meetings and ongoing dialogue.

Crisis Communications

Please contact Fire Chief at the Fire Department and Police Chief at the Police Department for
all crisis communication information.

Media Requests

The City Administrator acts as the lead spokesperson for sensitive or city-wide matters. The
Police Chief and Fire Chief, or their designee, will be the lead spokesperson for police and fire
department matters. While Department Heads handle routine questions about their specific
programs, all other media or interview requests must be coordinated and routed through the
City Administrator and the Communications Team.

A “media request” covers any inquiry meant for television, radio, print, or online platforms. Any
contact from the media regarding negative or controversial issues must be reported
immediately to the City Administrator, who will determine the most appropriate spokesperson.

Responding to Media Requests

Requests regarding the following should be directed to the City Administrator:
e An opinion on a city matter
e City personnel
e Controversial issues
e Any active or potential litigation
e Any other requests outside of “routine” questions



Authorization & Responsibility

To ensure the city maintains a unified and accurate public voice, all responses to media
require prior authorization.

e Director Oversight: Department Heads oversee and coordinate responses for all
standard or "routine" media requests.

e Authorized Representatives: Staff members may only provide statements or
interviews if they have been officially designated as a spokesperson by their
Department Director.

e Standardized Approval: Before engaging with the media, staff must adhere to the
specific approval protocols and guidance set by their respective Department
Head.

Defining "Routine" Information

We define routine information as factual, public data related to everyday city business,
such as:
e Standard department activities and project milestones.
e Topics, that are regular business, scheduled for discussion on public Council,
Board, or Commission agendas.
e Details on city-sponsored events and public initiatives.

Note: If an inquiry becomes sensitive in nature or moves beyond these factual areas, it is no
longer "routine" and must be immediately escalated to the Department Head.

Guidelines for Authorized Communication

Staff authorized to engage with the media should adhere to the following standards to ensure
professional and accurate representation of the City:

e Document the Contact: Record the reporter’s name, media outlet, specific questions,
and their deadline.

e Prioritize Timeliness: Respond to inquiries as promptly as possible (ideally within four
hours) to accommodate news cycles.

e Maintain Scope: Address only the topics you are authorized to discuss. Avoid
speculation; if you are unsure of a fact, defer the question to the appropriate
department Head.

e Use Standardized Deferrals: If you cannot provide an immediate answer, use the
following script: “I’'m sorry, | don’t have the full information regarding that issue. Let me



gather some basic contact information and submit your request to the appropriate
person, who will get back to you as soon as they can.”

e Uphold Professionalism: As a representative of the City, restrict all comments to official
business and refrain from sharing personal or political viewpoints.

Issuing Media Requests

The Communications Team leads all proactive media outreach for the City, including the drafting
and pitching of press releases and story ideas. To ensure a unified and professional voice, the
Communications Team must approve and distribute all official news releases. Departmental
staff should refrain from initiating direct contact with media representatives without prior
coordination, except for emergency releases by police and fire.

Images

The use of photos is encouraged in communications. High-quality images of the city, its
programs, and events captured by staff or a professional photographer should be

utilized. When capturing photos, please make sure to secure the permission of the subject as
necessary. Photos taken by city staff as part of their official duties may not be used for
commercial sales or promotional use by businesses or private agencies for profit use. Always
assume a photo is subject to copyright and ask for permission followed by giving credit.

City Website

The City’s website serves as the primary source of information for residents and visitors and
should be the first place to find official updates, announcements, and important details. The
website is intended to support the municipal government function and to provide convenient
and efficient access to information.

The City of Dayton’s website domain name is www.daytonmn.gov
While the City of Dayton strives to provide accurate and timely information, several factors

beyond its control may impact the quality or accuracy of website content.
Website Hyperlink Policy

The following criteria will be considered when receiving requests from outside organizations for
placing hyperlinks on the city website:

e Organizations the city supports financially
e Organizations in which the city has membership
e Organizations in which the city is partnering to advance a particular initiative or program



¢ Organizations in which the city participates through a joint power’s agreement
e Other government agencies

Requests for hyperlink to external website should be reviewed by the city communications

team. Hyperlinks to external websites may be removed or replaced at the sole discretion of the
City of Dayton.

Notices/Disclaimers on Website

The links provided by the City of Dayton website are intended to provide a wide range of
information to the public. The provision of links from the City of Dayton website to other sites
does not constitute or imply an endorsement of those links, resources, events, organizations or
establishments by the City of Dayton. The City of Dayton does not guarantee the accuracy,
completeness, or timeliness of the information on those sites. The City disclaims all liability for
errors, omissions, or discrepancies resulting from unauthorized data modification, transmission
errors, browser incompatibilities, or delays in content updates.

The City is not responsible for what a user may find on a linked site, or for the personal opinions
of individuals posted on any site, whether or not operated by the city. The views and opinions of
the author of documents published on or linked to the city’s website are those of the author
and do not state or reflect the opinion, policy, or position of the city. The City of Dayton is not
liable for defamatory, offensive, or illegal materials found on linked websites, and the risk of
injury or damage from viewing, hearing, downloading, or storing such materials rests entirely
with the user.

Dayton City App

The Dayton City App was launched in 2023. This app was created by a third party as an
additional resource to better serve residents. The app provides access to non-city events and
announcements, allows users to submit concerns, and highlights local Dayton businesses and
community organizations along with many other helpful features designed to keep the
community informed and connected with the City of Dayton. The app can be downloaded from
Google Play and Apple Store.

Artificial Intelligence

With the growing use of Artificial Intelligence (Al), it is important to maintain integrity, branding,
and transparency in all communications. The city authorizes the use of generative Al while
users are performing duties relating to their jobs with the understanding that that output from
these tools may contain inaccuracies and will require human verification. Staff will only use low-
risk data when using Al. For example, staff may utilize Al to assist with editing, streamlining, or
brainstorming work. Al should not be used to generate content in its entirety, whether for



internal or external communications. Users of Al shall not upload moderate risk or high risk data
to any Al software or service.

Low risk data:
Data is available to the public and intended for public use.

Moderate risk data:

Data that does not meet the definition of low-risk or high-risk. This includes, but is not limited
to, system security information, non-public names, non-public addresses, non-public phone
numbers, and IP addresses.

High risk data:

Data that is highly sensitive and protected according to the Minnesota Government Data
Practices Act (MGDPA), Chapter 13. This includes protected, non-public, private, and
confidential data. Examples include protected health information, social security administration
data, criminal justice information, government-issued ID numbers (e.g., social security numbers,
driver’s license numbers, state ID cards numbers, passport numbers) federal tax information,
account data, and bank account numbers.

If Al is used to write content in its entirety or in large portion, it must be attributed to the
relevant Al system and disclosed with the resource used. Al-generated content is not
guaranteed to be used in publications. Staff are responsible for the accuracy and integrity of all
content submitted.

Dayton Communicator

The City Communicator is published quarterly and mailed to all households, apartment
complexes, and businesses within the city. It is also available on the City’s website under the
Communications section. Additional copies may be requested by contacting the
Communications Team at communications@daytonmn.gov.

Priority is given to articles submitted by City of Dayton departments, with placement
determined by relevance and timeliness. Articles covering past events may not be included, and
submissions for events scheduled several months in advance may be deferred to a more
appropriate issue. The purpose of the City Communicator is to provide residents and businesses
with timely information, updates, programs, and events occurring within the three-month
period covered by each edition.

The City will consider news releases from partner and public service agencies, including, but not
limited to, Three Rivers Park District and Senior Community Services. Selective announcements,



including recognitions or retirements, may also be included. However, recognition of individual
residents, groups, organizations, or businesses will only be published if directly related to a
specific City service, program, or event.

The City Communicator may not be used for sales, solicitation of funds, or fundraising efforts
on behalf of outside organizations, businesses, non-profits, or individuals.

ADA Accessibility and Compliance

On April 24, 2024, the U.S. Department of Justice issued a final rule under Title 11 of the
Americans with Disabilities Act (ADA) mandating that government websites and mobile
applications comply with the Web Content Accessibility Guidelines (WCAG) 2.1 Level AA. This
ADA compliance order ensures that websites and mobile apps are readily accessible to end
users. The City of Dayton is committed to compliance with the ADA. It does not discriminate
based on disability in admission or access to, or treatment or employment in, its services,
programs or activities. Upon request, reasonable accommodation will be made to allow
individuals with disabilities access to the communications regarding city services, programs, or
activities set forth on the city’s website.

Examples of Accessibility Features:

e Using clear and concise plain language with contrast between text and background

¢ Providing alternative text descriptions for images so they can be understood by
individuals with visual impairments.

o Captioning videos so they can be understood by individuals with hearing impairments.

e Accessible forms that are easy to navigate with assistive technology.

Advertisements

Public hearing notices, proposed city actions, or other legal requirements are printed
publications. On occasion, the city may use printed publications for employment
advertisements, upcoming events and programs. The city uses Osseo-Maple Grove, Champlin
Dayton Press.

Special Communications

Special communications, specifically notices or door hangers, may be distributed to residents by
City staff, or its consultants, as a supplemental form of communication in addition to attempting
to reach residents by phone and email. These door hangers are separate from routine mailings
or standard business communications.

Example: Public Works Department utilizes door hanger notices to notify residents of issues
such as water meter repairs or tree-related notices. All notices must display the official city logo



or Dayton Fire or Police Patch. If revisions are made to an existing notice, a copy of the updated
version must be provided to the communications team for review prior to being printed.

Social Media

Social networking in government serves two primary functions: to communicate and deliver
messages directly to residents and to encourage resident involvement, interaction, and
feedback. Information, which is distributed via social networking, must be accurate, consistent,
and timely and meet the needs of the City’s intended audience.

Social media is used for social networking, and we seek to ensure proper administration of the
City of Dayton’s social media sites by its team members. The City has limited control of social
media accounts with third parties (i.e., Facebook, Instagram, etc.). At the same time, there is a
general expectation by the public that the City of Dayton have a social media presence to share
information about current city projects and city business. The City of Dayton social media
accounts are considered a city asset and reserves the right to shut down any of its social media
sites or accounts for any reason without notice.

For municipal purposes, the City’s social media accounts will be used for incidental, non-vital
communication and general information only. It is not the purpose of the city’s social media
accounts to be a medium for transactions of city business. The one exception is in the case of a
natural or man-made disaster, if it is determined by the City that the best means of
communicating with the public is through the social media account(s). The City of Dayton
wishes to establish a positive and informative social media presence. City representatives have
the responsibility to use the City’s social media resources in an efficient, effective, ethical, and
lawful manner pursuant to all existing City policies.

All social media websites created and utilized during the course and scope of an employee’s
performance of his/her job duties belong to the City of Dayton, including a link to the City’s
official website. The City of Dayton does not create or maintain social media accounts for its
elected officials.

The City does not create, collect, disseminate, or regulate use of any other non-City of Dayton
social media accounts, including the personal accounts of its elected officials, private
community pages and staff. Questions regarding the scope of this policy should be directed to
the City Administrator.

The city uses the following social media platforms as a means of communicating with the public:

e Facebook

e Instagram

e YouTube

e City of Dayton App



e Nextdoor

If a department requests a new social media presence, this must be emailed and approved by
the City Administrator. The City of Dayton currently has the following approved Facebook
pages:

e City of Dayton, MN — Local Government
e Dayton Police Department Minnesota
e Dayton Fire Department

The City of Dayton has the following Instagram pages:
e City of Dayton MN
e DaytonMNFire

e Dayton Police Department MN

Rules of Use — Social Media

Social media will be used for the following purposes:

1. Keep the public informed of City meetings, events, programs, closures, project and/or
construction updates, and other notices as deemed necessary by city officials in the City of
Dayton.

2. Build a sense of community and help eliminate barriers to communication with residents.
3. Create awareness of city activities and events

Social Media Disclaimer

The following disclaimer will be posted where appropriate on each City Social media site or
provide a link to the city website with the below disclaimer:

The purpose of the City of Dayton’s social media presence is to provide members of the
community with information in more places and more ways than were traditionally available.
All content of this site is public and is subject to disclosure pursuant to the Minnesota
Government Data Practices Act. Please be aware that anything you post may survive deletion,
whether by you or others. Do not post sensitive or personally identifiable information, such as
social security numbers. The City of Dayton reserves the right to restrict or remove any content
that is deemed in violation of this policy or any applicable law. Any content removed based on
this policy must be retained by the City for a reasonable period of time, in accordance with the
City’s record retention schedule.

Following or “friending” persons or organizations is not an endorsement by the City and is only
intended as a means of broadening communication. External comments and posts to City of



Dayton’s social media sites do not reflect the opinions and policies of Dayton, its officials, or
employees. The City of Dayton is not responsible for the content of any external comment or
post and expressly disclaims any liability for external comments and posts.

The City of Dayton welcomes resident participation on its social media sites. All comments and
posts should relate to the original topic being discussed or to Dayton’s government operations
and community events. All comments and posts must follow general rules of respectful
discourse. Commenters are solely responsible for the content of their comments and posts,
which are in the public domain and may be archived and disclosed by the City of Dayton. The
City will post items and monitor discourse on its social media sites during regular business
hours. Comments containing any of the following content will not be permitted on the City of
Dayton social media sites and are subject to removal and/or restriction by the City
Administrator or designee, at any time without notice:

® Obscene or pornographic content or language
e Direct or true threats to persons or property
e Content that violates the intellectual property of another person (copyright or trademark)
e Private, personal information about a person reported to the City Administrator as being
published without his/her consent
e Information that endangers the public by compromising a public safety security system
e Commercial promotions or spam or links to malware or viruses
* Hyperlinks to material that falls into at least one of the foregoing categories
e Content that promotes discrimination by the government on the basis of race, age,
religion, gender, or other protected class.
e Content that violates any federal, state, or local law or encourages illegal activity.

Should your comment be removed by the City and you believe it does not fall into one of the
above categories, contact the City Administrator in writing to explain how the comment does
not fall into one of these categories.

Should you wish to challenge the legality of any portion of this notice or the City’s social media
policy, you may contact the City Administrator in writing and explain the basis for the challenge
in detail. The City Administrator will work with the City Attorney to review.

The City reserves the right to deny access to its social media sites for any individual who
repeatedly violates this policy, at any time and without prior notice. All comments are bound by
the social media platform’s terms of use or code of conduct.

Please note, comments expressed on the City of Dayton’s social networking sites do not reflect
the opinions or positions of the City of Dayton, its employees or its elected/appointed officials.
A comment posted by a member of the public on any City of Dayton social media site is the
opinion of the poster only. Users who enter private or confidential information on the City of
Dayton’s social media sites do so at their own risk and the City of Dayton is not responsible for



any damages resulting from the public display of, or failure to remove, private or confidential
information.

By accessing, using, or posting to this City of Dayton social media page, you acknowledge you
have been advised of the foregoing. If you have questions, please contact

communications@daytonmn.gov

Managing Social Media

Each department manages their own social media platform, but all departments adhere to the
same guidelines and policy. For example, the police department manages their own Facebook
and Instagram platform. Employees shall not share access to city social media platforms or
personal login information. All content posted on city accounts is the property of the city,
regardless of which department it represents.

Scheduling posts will be done at the discretion of the communications team to ensure strategic
alignment with city goals. All efforts are made to get items posted as promptly as possible. The
communications team will work with departments to plan, generate and review social media
content. Content will have multiple reviews before posting.

Exception: When a social media inquiry involves official city business or specific procedural
requirements, staff must transition the conversation to email, phone, or established official
channels. General inquiries requiring a broad, immediate response may be addressed via public
comments, focusing strictly on the immediate issue and providing directions to further
resources.

Monitoring Social Media

The Communications teams will monitor all social media accounts which include comments and
messages. City employees are encouraged to share information with the communications team
found on social media regarding the city.

All Dayton social media platforms are for informational purposes only and the communications
team does not respond to comments or messages on social media platforms. If residents,
businesses or visitors have questions, please contact the city directly by phone, email or the city
website contact forms.

Communications Policy Review

This communications policy will be subject to an ongoing review, at least annually, to ensure
their effectiveness and relevance. Any necessary updates or revisions will be made as needed
to align with the evolving needs and goals of the city. This policy may be amended from time to
time, without further notice.



EMPLOYEE ACKNOWLEDGEMENT

| hereby acknowledge that | have received a copy of the City’s Communications Policy. |
understand that it is my responsibility to read, understand, and comply with the policies,
procedures, guidelines, and expectations contained in the document. | understand that it
replaces and supersedes any previous policies, manual or communications, whether written or
oral. | further understand that all contents of this Communications Policy are subject to change
in accordance with applicable laws, but employees will be advised of any City initiated changes
to policies contained.

| understand that this acknowledgement does not constitute a contract of employment and
does not alter the terms of my employment relationship, unless otherwise stated in a written
agreement signed by authorized representatives of the company.

| understand that the company may revise, modify, or discontinue policies and procedures at its
discretion, subject to applicable laws and company practices.

By signing below, | confirm that | have received the document and have had the opportunity to
ask questions regarding its contents.

Employee Signature

Print Name Date

Note: Employees will be required to acknowledge receipt of the Communications Policy by
signing this acknowledgement.



