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B A CK GR OU ND
I n an effort t o stream l i ne  certai n functi ons of  C ounty o perati ons i n the publ i c arena, H i dal g o C ounty
C om mi ssi oners Court created the P ubl i c A ffai rs Di v i si on i n May 2010. The di v i si on’s responsi bil i ty a r e   
to i ncrease publ i c awareness and understandi ng of H i dal g o C ounty Gov ernme nt, support  the 
C ounty ’s i nternal and  ex ternal com m uni cati on and outreach  efforts,  and prom ote C ounty acti v i ti es 
by prov i di ng publ i c rel ati ons serv i ces to C ounty departm ents and  offi ces.

MIS S I ON
I t i s the m i ssi on of the P ubl i c A ffai rs Di v isi on t o faci l i tate effecti v e, ti m el y , and accurate  com m uni cati on 
serv i ces to C ounty departm ents and offi ces,  the p ubl i c, and  the m edi a .

P URP OS E
The P ubl i c A ffai rs Di vi si on i s the offi ci al  i ncomi ng / outgoi ng  com m uni cati ons branch and prov i des the 
fol l owi ng serv i ces  for C ounty departm ents under the d i recti on of C om m i ssi oners C ourt:

 P ubl i c I nform ati on
 Medi a Rel ati ons

 We bsi te and Soci al Medi a

 Mul ti m edi a P roducti on
 I ssues Manag ement

 Em erg ency C om m uni cati ons

 Othe r C om m uni cati ons Servi ces
 I nternal Rel ati ons and Org ani zati onal Effecti v eness

 Speci al Ev ents

 A rchi v es (P hotos, P rocl am ati ons, Resol uti ons, C ounty  awards, etc. )  1
A ddi ti onall y , the P ubl i c A ffai rs Di vi si on  prov i des m arketi ng , publ i c rel ati ons, and auxi l i ary  servi ces to
C ounty el ected and appoi nted offi ci al s  as requested.

COM MU NI CA TI ONS P RO CE DURE S
C ounty departm ents are i nstructed  to f ol l ow the proce dures outl i ned bel ow to request assi stance from 
the P ubl i c A ffai rs Di vi si on .  El ected and appoi nted offi c i al s a re i nvi ted to uti l i ze the P ubl i c A ffai rs Di vi si on 
accordi ng to  thei r nee ds.  A l l requests shoul d be i n writi ng , and di rected t o  Ms. Julia Benitez Sullivan, 
Di rector , at julia.sullivan@co. hi dal g o. tx. us .

1. Pu b lic In f o rma tio n Req u ests .  To com pl y wi th the P ubl i c I nform ati on A ct (Secti on 5 52 of  the 
Tex as Gov ernme nt C ode), H i dalg o C ounty i s requi red to respond i n a  ti m el y m anner to requests 
for publ i c i nform ati on.  H i dalg o C ounty has adopted a  P ubl i c I nform ati on P o li cy whi ch i s now 
ov erse en by the P ubl i c A ffai rs Di vi si on.  Departm ents  are i nstructed t o co ntac t the P ubl i c A ffai rs 
Di v i si on i m m edi ately upon recei pt of  any request  for p ubl i c i nform ati on .  The Di v i si on wi ll track 
the request, g ather  the requi red i nform at i on, subm i t r equests for opi ni on to  the A tt orney 
General ’s Offi ce (w hen necessary ), and del i v er an offi cial  and ti m el y  response to the publ i c 
i nform ati on request.

Per Section 552.301(c), a request made by electronic mail or facsimile transmission must be sent 
to the officer for public information or the officer’s designee.  See Tex. Gov’t Code §552.301(c).
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a. Requests for public information from the County of Hidalgo should be submitted in 
writing to any either of the following:
Email:  open.records@co.hidalgo.tx.us
Facsimile:  (956) 292-7766
Mail: 100 E. Cano, First Floor

Edinburg, TX 78539
Attn: Public Information Officer

Physical Address: Courthouse Annex Building
Monday-Friday 100 E. Cano, First Floor
8 a.m. to 12 p.m. Edinburg, TX 78539
1 p.m. to 5 p.m. 

Plea se n o te:  Elected a n d / o r Ap p o inted Off icia ls a re  e ssen tia lly  th eir o wn p u b lic in f o rma ti o n 
o f f ice, ma y receiv e p u b lic in f o rma tio n req u ests o r req u ests f o r j u d icia l reco rd s, a n d a re 
o b lig a ted to f o llo w th e a pp ro p ria te sta tu te o r reg u la tio n a n d resp on d  to th e req u est 
a cco rd in g ly .  T h ese o f f ices a re en co u ra g ed to co n ta ct th e Pu b lic Af f a irs Div is io n sh o u ld th ey 
req u ire a n y a ssista n ce in  f u lf illin g th ese req u ests.

2.    Med ia Rela tio n s.  The Di v i si on serv es as a poi nt of co n tact f or pri nt,  tel ev i si on, and radi o m edi a 
outl ets, and i s av ai l abl e to faci l i tate any outg oi ng m essag e or com m uni cati on v i a  offi ci al 
statem ents, tal ki ng poi nts, m edi a adv i sori es , press rel eases, i nterv i ew s, and press conferences. 
When C ounty departm ents are aske d for an  i nterv i ew or statem ent reg ardi ng a parti cul ar i ssue, 
the Departm ent H ead i s i nstructed  to i nform t he Di v i sion for  assi stance i n  coordi nati ng and/ or 
schedul i ng wi th press.  Al ternatel y , i n the ev ent a Dep artm ent woul d l i ke to i nform the m edi a 
about an ev ent  or projec t,  they are i nv i ted to  contac t  t he Di v i si on to assi st i n thei r outreach 
efforts.  A m ul ti -faceted com m uni cati ons strateg y (pri nt, we b,  v i deo) can be pl anned, schedul ed 
and i m pl emented throug h the Di v i si on .

3.    W eb site a n d S o cia l Med ia .  The Di v i si on ov ersees the content  m anag em ent of the C ounty 
we bsi te and i ndi vi dual we b pag es i nsi de the m ai n si te.  The Di v i si on i s al so dev el opi ng the use of 
soci al m edi a (such as facebook, y outube,  and  twi tter) to i n crease C ounty prese nce i n the onl i ne 
com m uni ty .   Departm ents are encourag ed to  con tact  the Di v i si on to subm i t new s i tem s of 
i nteres t to pos t on  the La test N ew s secti on o f  the hom epag e, ev ents for the ev ent  cal endar, and 
any edi ts or chang es to  thei r i ndi v i dual we b pag es.

4.    Mu ltimed ia Pro d u ctio n .  The Di v i si on offers v i deo docum entati on of C ounty ev ents tha t  can be 
produced i nto  bri ef v i deos or publ i c serv i ce announcem ents  and broadcast  on  the C ounty 
we bsi te and other outl ets.  P l ease note, i ndi v i dual requests for m ul ti m edi a assi stance are 
rev i ewed for feasi bi li ty and schedul ed based on av ai l abi l i ty. Departm ents are encourag ed to 
contac t the  Di v i si on wi th am pl e tim e to ensu re cov erag e.

5.    Issu es Ma n a g emen t .  The Di v i si on prov i des strateg i c com m uni cati ons consul ti ng for a v ari ety of 
hi g h-profi le i ni ti ati v es and i ssues.  The Di v i si on offers a C ounty wi de perspecti v e on these 
i ni ti ativ es and i ssues that requi re coordi nated  com m uni cati ons, and l eads the  dev el opm ent of 
ov eral l com m uni cati ons strateg i es, such as dev el opi ng ke y m essages that properl y frame the 
i ssue or i ni ti ati ve, coordi nati ng m edi a response am ong m ul ti pl e ag enci es, bri efi ng el ected 
offi ci al s, C ounty staff and ot hers  on i ssue, and  m oni tor i ng m edia cov erag e of i ssue or  i ni ti ati ve .
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Exam pl es of C ounty wi de i ssues/ projects i ncl ude:
 P ubl i c H eal th
 Econom i c Dev el opm ent

 Di saster P reparedness

 C ensus
 Env i ronm ent/ MS4

 Drai nag e P roject
 Voter Outrea ch I ni ti ati v e

Departm ents are urg e d to i nform the  Di v i si on on any and al l c o u n t y w i d e  i ni ti ati v es and i ssues to 
ensure a cl ear and consi stent  m essag e i s m ai ntai ned and com m uni cated to  the pu bl i c, m edi a, and 
other enti ti es.
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6.    Emerg en cy Co mmu n ica tio n s.    The Di v i si on i s the l ead ag ency i n prov i di ng em ergency publ i c i 
nform ati on to resi dents and busi nesse s i n the cou nty  and em pl oy ee s of H i dal g o C ounty . 
Em erg ency com m uni cati ons encom passes:

 Cr i sis Co mmu ni ca tio n s : P lanni ng appropri ate acti ons and coordi nati ng the di ssem i nati on 
of i nform ati on i n re sponse to hi g h-profi l e or sensi ti v e issues such as on - the -job 
em pl oy ee death or em pl oy ee acti ons that resul t i n cri m i nal charg es.

 Ri sk Co mmu ni ca tio ns : P rov i di ng the publ i c wi th i nform ati on that  reduces anxi ety or fear 
and al so prov i des sug g esti ons for pl anni ng that wi ll assi st i n respondi ng to an
em erg ency event (or pendi ng cri si s). Ri sk com m uni cations attem pts  to do  no harm  to
the current  si tuati on, ease s publ i c c oncern and  prov i des g ui dance on how to  respond  to 
the si tuati on. Ri sk com m uni cati ons can al s o be prev entati v e i n nature, such  as wi th 
hurri cane preparedness i nform ati on.

 Emer g en cy Si tu a tio n s : P redi cted or act ual ev ents that  hav e the potenti al to  affect  the 
safety , heal th and we l fare of the p opul ati on such  as dr i nki ng water contam i nati on or 
wi de -spread ex posure to i nfecti ous di sease or cri ti cal i nci dents. Our staff i s  trai ned i n 
N I MS I nci dent C om m and System s, and serv es as a m em ber of the co unty ’s em erg ency 
m anag ement team consul ti ng wi th the C ounty J udg e a nd seni or m anag em ent to assi st i 
n pl anni ng the county ’s em erg ency response.

 S ta ff S u pp o r t in Emer g en cy Si tu a ti o ns : C onsul ti ng wi th other ag enci es to assi st i n 
pl anni ng acti ons and col l ecti ng , anal y zi ng and di sseminati ng ke y i nform ati on to 
resi dents, em pl oy ee s and m edia duri ng cri ti cal i nci dents. The staff serv es on m any 
county wi de em erg ency preparedness and pl anni ng g roups, m ai ntai ns v ari ous 
em erg ency com m uni cati on tool s, operates the J oi nt I n form ati on C enter on an as 
nee ded basi s, parti ci pates i n v ari ous trai ni ng ex erci ses, and i m pl em ents out reach 
projects tha t enhance  publ i c heal th and safety .

7.    Oth er Co mmu n ica tio n s S erv ices . The  Di v i si on prov i des a wi de v ari ety of com m uni cati ons 
serv i ces that prov i de cohesi v e and consi stent l ook,  fee l and m essag e to strateg i cal l y 
com m uni cate each ag ency ’s wo rk as par t of  a c o u n t y w i d e  v i si on of serv i ce and accessi bi l i ty .
The Di v i si on wil l conduct an assessm ent t o determ i ne the ty pe of  com m uni cati ons serv i ces that 
C ounty departm ents/ offi ces woul d nee d, and wi l l m eet wi th i ndi v i dual departm ents as they 
request parti cul ar com m uni cati ons serv i ces.  Exam pl es of other  com m uni cati ons serv i ces 
i ncl ude desi g ni ng , wri ti ng , rev i ewi ng , and/ or edi ti ng press rel ease s, brochures, i ssue bri efs, etc.

8.    In tern a l Rela tio n s/ Org an iza tio na l Ef f ectiv en ess.   The  Di v i si on assi sts the  Exe cuti v e Offi ce i n i ts 
efforts to f oster i nternal com m uni cati ons betwe en an d am ong C ounty departm ents and offi ces. 
A ddi ti onall y , the Di v i si on coordi nates efforts to  dev el op and enact  pol i cy , projec ts or  i ni ti ati v es 
to i ncrease the org ani zati onal effecti v e ness of C ounty  departm ents.

9. Special Events. The Division can assist County offices and departments in the coordination of
planning, marketing, and designing invitations and programs for special events such as ribbon
cutti ng s, g roundbreaki ng s, and dedi cati on  cerem oni es.
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10.  Arch iv es (Ph o to s, Pro cla ma tio n s, Reso lu tio n s, Co u n ty Awa rd s, etc).   Whi l e the Di v i si on does 
not hav e the ful l capa ci ty to m ai ntai n archi v es, i t i s pro posed that i n  the fut ure, t he Di v i si on wil l 
m ai ntai n archi v es of speci al C ounty ev ents, re cords, an d functi ons.

Furtherm ore, the Di v i si on coordi nates wi th ke y person nel  from other C ounty offi ces to  share and 
update on  topi cs tha t i m pact  com m uni cati ons C ounty wi de.

F OR M OR E INF OR MA TION,  OR  TO R EQUES T SER VICES , CONTA CT:

Julia Benitez Sullivan, Di rect or

THE C O U NTY OF  HIDA L GO, TE XAS
Publi c A ffa i rs Di vi si on
100 E. Cano St., First Floor

E di nbur g , Texas  78539
p   956. 292. 7026
f    956. 292. 7766

e   julia.sullivan@c o. hi dalg o. tx. us
w www. c o. hi dal g o. tx. us
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