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T  he Depar  tm  ent enc  our  age  s open li  nes of c  om  m  unic  ation wit  h ou  ts  ide in  div  idu  als and gr  oups t  o 

enha  nc  e th  e p  ubl  ic  's und  er  s  tandi  ng of the n  eeds a  nd s  tr  engths of the c  hi  ldr  en  , youth and   

f  am  ilies that we s  erv  e an  d a  n a  ppr  e  c  iati  on of th  e De  par  tm  ent's m  iss  ion an  d o  per  at  ions  .   A  ll   

inq  uir  ies an  d r  es  pons  es an  d ot  her p  ub  lic r  elat  ions ac  ti  vit  ies ar  e c  oor  din  ated thr  o  ugh the Chi  ef of   

Staf  f to  ens  ur  e th  e c  onf  id  ent  ia  lit  y of c  hil  dr  en, yo  uth and f  am  ilie  s and t  o ens  ur  e th  e c  ons  is  t  enc  y   

and acc  ur  ac  y of inf  or  m  ation r  el  eas  ed.

Relat  ed Proc  edure

Pu  b      li  c     I      n  f      o  r  m      a  t  io  n     an  d     R  e  l      a  t  i  o      n  s  

Relat  ed Polic  ies

T      ou  r      s     o  f     t  h  e     RI     T      r      ainin  g     S  c      ho  o      l  

M  e  d      i  a     I      n  t  e  r      vi  e      w  i  n      g     o  r     P  h      o  t      og  r      a  p      hi  n      g     C  h      i  l      d  r      e  n     an  d     Y  o      u  th     i  n     D  C      Y  F     C      a  r      e   

R  el  e      a  s      i  n      g     D  C      Y  F     M      a  i      li  n      g     L      is      ts     an  d     D      i  ss      e  m      ina  t  in  g     I  n  f      o  r      m      a  t  io  n     f      o  r     O      t  he  r         

A  g      en  c      ie  s  



Publi  c I  nformati  on and Rel  ati  ons
Proc  edure f  rom Pol  ic  y 30  0.00  00:   P  ub  li  c     I  n  f      o  r  m      a  t      i  o      n     a  nd     R  ela  t      i  ons  

A. Inqu  ir  ies f  r  om the Med  ia or Leg  is  lat  or  s

1. Dur  in  g s  tan  dar  d wor  k hour  s (  Monda  y - Fri  da  y, 8:  30 A.  M. to 4:0  0 P.  M)  , a  ll   
inq  uiri  es ar  e r  ef  err  ed t  o th  e Chi  ef of Staf  f in the O  ff  ic  e of the Dir  ec  t  or  .   T  he   

Dir  ec  tor or C  hi  ef of Staf  f ma  y dir  ec  tl  y r  es  p  ond to t  he in  quir  y or m  a  y r  equ  es  t   

ot  her appr  o  pr  iat  e De  par  tm  ent s  ta  ff to r  es  pond.

2. Dur  in  g no  n-s  tand  ar  d wor  k hours  , a  ll in  quir  ies s  ho  uld b  e f  or  war  d  ed t  o th  e   

DC  YF Chi  ld Pr  otec  t  iv  e S  erv  ic  es (  CPS) H  otl  in  e (  1-  80  0-  RI CH  ILD)  .

a. Hotl  ine s  taf  f attem  pts to c  ontac  t th  e Ch  ief of Staf  f at h  om  e.

b. If the Ch  ief of Staf  f c  annot be r  eac  h  ed, t  he on-c  al  l ad  m  inis  tr  ator
is im  m  ediatel  y no  tif  ie  d.   For iss  ues r  elat  in  g to t  he RI T  r  ainin  g
Sc  h  oo  l (  RIT  S)  , the RIT  S on-c  a  ll ad  m  inis  tr  ator is als  o not  if  ied.

c. T  he on-c  all adm  inis  tr  ator at  tem  pts to c  ontac  t th  e Ch  ief of Staff  .

i. If the on-c  al  l a  dm  inis  tr  ator i  s unab  le t  o c  ont  ac  t th  e Ch  i  ef of Staff  ,
he/s  he m  a  y r  et  ur  n th  e c  al  l t  o the m  edia an  d r  es  po  nd o  n be  half   

of the D  epar  tm  ent if the in  quir  y is r  e  lat  ed t  o s  tan  dar  d ope  r  ating   

pr  oc  edur  es of   th  e De  par  tm  ent.

ii. If the on-c  al  l a  dm  inis  tr  ator i  s unab  le t  o r  eac  h the Ch  ief of Staff  , 
he or s  he wi  ll c  ontac  t the Dir  ec  tor if the inq  uir  y is of an 

ex  tr  em  el  y s  ens  iti  ve nat  ur  e or if the i  nd  iv  idu  al is ad  v  is  in  g th  e   

De  pa  r  tm  ent of an iss  ue r  el  ati  ng t  o a t  im  el  y or s  er  ious natur  e.

B. Spe  ak  ing E  nga  gem  ents

1. Requ  es  ts f  or pr  es  entat  ions b  y t  he D  epar  tm  ent ar  e han  dle  d b  y th  e D  ir  ec  tor of   

the Chi  ld W  elf  ar  e Ins  titute (  CW  I)  .

2. Al  l po  tent  ia  l s  pe  ak  ing en  ga  gem  ents iden  tif  ied b  y i  ndivi  dua  l s  taf  f m  em  ber  s ar  e   
c  hanne  le  d thr  o  ugh the CW  I Dir  ec  tor with the dat  e, t  im  e, loc  at  io  n, to  pic  , nam  e   

of c  ontac  t p  ers  on, n  am  e of pers  on s  ubm  itting t  he inf  or  m  ation an  d wh  ether or   

not pers  on s  ubm  ittin  g r  eq  ues  t   wis  hes to m  ak  e the pr  es  ent  atio  n.

3. T  he CW  I Dir  ec  tor deter  m  ines whic  h s  t  af  f pers  on is m  os  t appr  opr  iat  e to   

r  es  pon  d to th  e r  equ  es  t.

C. Requ  es  ts f  or Inf  orm  ation a  nd/or T  our  s

1. Al  l i  nqu  ir  ies f  r  om the gen  er  al p  ub  lic  , pr  iv  ate or pu  bl  ic a  genci  es and   

or  ga  ni  zat  io  ns  , c  ivic   gr  oups  , s  tu  de  nts an  d pr  of  ess  ionals r  e  lat  in  g to inf  or  m  ation on

t  he ov  er  al  l pr  ogr  am  s and s  er  vic  es of the De  par  tm  ent ar  e r  ef  err  ed to th  e   

D  ir  ec  tor  ’s O  ff  ic  e.

2. Requ  es  ts f  or tour  s of DC  YF bui  ld  ings or f  ac  ilit  ies  , with the exc  epti  on of th  e RI
T  r  aining Sc  ho  ol (  RIT  S)  , ar  e c  oor  din  ate  d b  y t  he C  hief of Staff  .   Al  l r  eq  ues  ts

f  or tour  s of the RIT  S ar  e c  ond  uc  ted in acc  or  d  anc  e with DC  YF P  ol  ic  y

120  0.0  007, T  our  s of the RI T  r  aining Sc  hoo  l.

D. Shar  ing Inf  or  m  ation wit  h th  e CW  I Dir  ec  tor and th  e Ch  i  ef of Staf  f

1. Depar  tm  ent dat  a is pr  ov  ide  d to t  he CW  I Dir  ec  tor and t  he Ch  ief of Staf  f if the
inf  or  m  ation is r  el  ate  d to ov  er  all De  par  tm  ent oper  a  tion  s or is s  ign  if  ic  ant t  o a 

par  tic  u  lar pr  o  gr  am  .   Speci  al s  tudi  es  , r  epor  ts  , pr  ogr  am  s  , ac  ti  vit  ies or   

s  er  vic  es s  houl  d be s  har  ed as we  ll.   Rout  ine r  epor  ts ar  e exc  lud  ed.

2. Ne  ws of s  ign  if  ic  ant e  ve  nts r  elat  in  g to DC  YF s  t  af  f is br  ought to t  he a  tten  tio  n of   

the Chief of Staf  f f  or poss  ible a  ppr  opri  ate r  es  pons  e f  r  om the O  ff  ic  e of the   

Dir  ec  tor  .
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