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External Affairs
407.1   PURPOSE:
To establish guidelines for the department's media and public relations activity.

407.2   DEFINITIONS:
Communications Director (CD): The Division Director who heads the External Affairs Division and
specifically oversees external communications with the media, public, outside organizations and
other government entities.

Department Website: The Probation Department's website, maintained by the External Affairs
Division Media Specialists for the purpose of informing the public about department services,
programs, and events.

External Affairs: The division within the Probation Department that oversees many department
operations external to the supervisory, investigative, or correctional functions of the agency. This
includes, but is not limited to, public relations and media affairs, the release, or publication of
public or statistical information, recruiting, volunteer programs, and inter-governmental relations
with other agencies.

External Affairs Guidelines (Attachment A): A document which provides specific details regarding
the processes External Affairs must follow in the course of their duties.

Media Specialist: A job classification of non-sworn employees in the External Affairs Division
tasked with oversight of the collection, preparation, and dissemination of written, photographic,
and audio/visual medium, primarily to the public but also for internal purposes.

Official Media Personnel: Credentialed writers, journalists, photographers, or reporters of any
official print, broadcast, or online media agency.

Public Information Officers (PIOs): External Affairs staff, including both probation officers and
media specialists, specifically designated by the Communication Director as responsible for the
dissemination of department information to the public, media, or other agencies.

Ride Along: A preapproved and prescheduled time for an individual to accompany an officer during
the course of their duties.

Social Media: Host file services (Facebook, Twitter, Instagram, etc.) that allow members to
collectively communicate, view and share information, photos, video, audio, text, data, multimedia
files, etc., through interlinked network accounts.

407.3   RESPONSIBILITIES:

I. External Affairs:

A. The External Affairs division is responsible for the oversight of public relations,
media affairs and the processing of mandatory releases of public information
upon formal request.
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1. External Affairs, specifically the CD/PIO must, at a minimum:

(a) Respond to public or official media inquiries in a timely manner, with
consideration of the nature of the request, time it was made, extent
of information requested, and the legal and procedural requirements
related to such a request.

(b) Be cooperative and as transparent as possible in releasing, or
denying the release of information to the public or media. In all
instances, legal requirements for the release of information, the
best practices of probation work, public safety, officer safety, and
operational security shall be considered.

(c) Deny the release of information where it would violate applicable
laws, jeopardize probation operations or officer safety, violate
confidentiality of case information, or otherwise be contrary to the
best practices of probation work. Responses in regard to juvenile
cases or incidents shall not contain information that identifies, or
could be used to identify, a juvenile.

(d) Advise any official media personnel known to have obtained
identifying information or photographs of a juvenile, that the subject
of their material is a juvenile.

2. The Probation Department, through the PIO, Media Specialists, or
designee, may publish photographs as needed for use in department
publications, reports, or brochures; or for the purpose of posting on the
department website or social media sites, other than where precluded by
GC §3307.5 et. seq.

B. Media Specialists:

1. Media Specialists are responsible for the maintenance and content editing
of the department's website and social media sites. Media Specialists shall
check all department social media sites one time per shift to ensure public
comments meet editorial guidelines, and/or responses are given to public
inquiries made via social media.

2. Department social media sites, where possible, shall contain a
public advisement that the site is subject to moderation by the
probation department. Furthermore, posts that contain lewd, profane or
discriminatory language; threats of violence, encourage any illicit conduct;
are commercial or outside the subject matter of the site content will be
removed.

3. Media Specialists or designees shall be clearly identified at Department
events.

4. Prior to utilizing a photo which depicts staff and/or their names in social
media, the use will be approved by the individual employee via the
Probation Department Employee Media Release of Information Waiver
(Attachment B).
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II. Ride-Alongs:

A. Staff who receive a request for a Ride-Along shall advise the requestor of the
participant requirements and shall provide those who meet the requirements
with the name of the CD/PIO and phone number of the External Affairs Division.

B. Participant Requirements:

1. Must be at least 18 years old and be identified as Government, Business
or Media personnel.

2. Submit to a background screening conducted by the Professional
Standards Unit, unless waived by the Chief Probation Officer.

(a) The background screening will consist of fingerprinting and a review
of all available criminal history systems DMV, CNI, CE, and JIMS,
at a minimum.

3. Complete and sign the Ride-Along application (to include the reason for
the ride along), agreement, and waiver.

4. All participants must be approved by the Office of the Chief Probation
Officer.

III. Department Representation at Funerals:

A. Department representation at funerals shall be requested and coordinated
through the CD/PIO.

1. Department representation will be present at the funerals of employees,
unless otherwise requested by surviving family members. Line-of-duty
deaths will be addressed pursuant to the Line-of-Duty Death/Catastrophic
Injury procedure.

2. Law Enforcement Officers:

(a) External Affairs will stay abreast of funeral service details for
neighboring law enforcement officers and will coordinate official
department representation.

3. Employee's Immediate Family Members:

(a) When possible, a representative from the Department (in Class A
uniform) will attend the funeral of an employee's immediate family,
under the following conditions:

i. Immediate family is defined as the mother/father, spouse/
domestic partner, or child of the employee.

ii. Services must be in the Inland Empire, including San
Bernardino and Riverside counties.

iii. Request must be made by employee or their immediate
supervisor via the chain of command.

B. Requests that do not meet the criteria listed above will be considered on a case
by case basis by the Chief Probation Officer or Assistant Chief Probation Officer.
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IV. Media and Public Inquiries:

A. All Staff:

1. All staff will provide basic professional information (agency of employment,
name and rank) when inquired by the public and/or media while on duty.

(a) The only exception would be situations where the release of the
staff's name could grossly endanger them or their families, such as
an officer involved shooting, credible threats, etc.

2. Requests by official media persons or the public for information beyond
basic professional information shall be directed to the department's CD/
PIO. The person making the request for further information shall be
provided the name of the CD/PIO and phone number of the External Affairs
Division.

B. Probation Division Directors, Deputy Chief Probation Officers, or the Assistant
Chief Probation Officer may discuss information concerning programmatic
details of units under their command with official media personnel. However,
such disclosure shall be coordinated with the CD beforehand, when possible;
or, the details of the disclosure shall be communicated to the CD afterwards.
Information containing department program or operations statistics, numerical or
budget information shall be coordinated through the CD in every circumstance.

V. Release of Information:

A. All requests for release of information shall be forwarded to the Communications
Director.

B. Guidelines for the release of information can be found in the External Affairs
Guidelines (Attachment A).

VI. Social Media Presence, Website Use and General Photography:

A. The Probation Department, through the CD, PIO, Media Specialists, or
Designees, will maintain department social media sites, including but not limited
to Facebook, Twitter, Nixle, and Instagram. The department social media
presence is intended to:

1. Serve as a platform, in addition to press releases, by which to inform the
public of newsworthy events that occur in the probation department.

2. Serve as a platform by which to educate the public or increase public
awareness about probation department programs or events, or other
correctional, criminal justice, or social service issues.

3. Serve as a communication medium by which to keep department staff
aware of current events/programs and increase esprit d' corps and
department pride.

B. The department will make every effort to photograph significant, special
recognition and historical events. Media Specialists will not be responsible for
excluding specific staff during photo assignments.
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1. When a photographs intended use is specifically for social media and the
staff can be identified, Media Specialists will obtain a written authorization
from staff prior to posting the photograph.

C. Photographs shall not be posted that would identify youths under the jurisdiction
of the Juvenile Court or under probation supervision, unless a waiver for release
of information has been signed.

407.4   ATTACHMENTS:
See attachment: External Affairs Attachment A (Lexipol 2-27-15).pdf

See attachment: External Affairs Attachment B (Lexipol 2-27-15).pdf

See attachment: External Affairs Attachment C (Lexipol 2-27-15).pdf
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