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1. Purpose of Policy 
 This policy and procedure (P&P) is necessary in order to ensure a consistent, unified message 
to the media regarding the policies and activities of the San Francisco Department of Public 
Health (DPH). It also allows DPH to track the issues that are making news and to allow the 
Public Information Office to remain informed about which public health topics are of interest 
to the media. In many cases, reporters are at the front line of significant public health breaking 
news stories. 
 
2. Policy 
DPH’s Media Policy requires that all staff inform the Public Information Office before:  

• Making a statement or granting an interview with a reporter or member of the media; 
and/or  

• Permitting photography or videography in any workplace location.  
 
3. Procedures 

a. 
If contacted by a reporter, employees should refer the reporter to the Public Information 
Officer (PIO) assigned to the appropriate program or facility. Alternatively, the employee can 
call or e-mail the Public Information Officer directly for advice. There are three individuals that 
comprise DPH’s Public Information Office: 

Responding to a media request:  

• Eileen Shields: DPH Administration & Community Programs, 554-2507, 

• Rachel Kagen: San Francisco General Hospital, 206-3170, 
eileen.shields@sfdph.org  

• Marc Slavin: Laguna Honda Hospital, 759-2350, 
rachel.kagen@sfdph.org  

 
marc.slavin@sfdph.org  
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An employee must contact their PIO regardless of the situation. It does not matter where the 
employee is or what is happening, if it is related to the individual’s work at DPH, the PIO is the 
first point of contact before arranging an interview. This is true regardless of how insistent the 
reporter appears or if their deadline is quickly approaching. There is no exception to this policy 
during an emergency. In fact, it is even more important during an emergency to involve the 
Public Information Office. 
 

b. 
DPH employees, while acting as individuals on their non-work time, are permitted to speak to a 
reporter without checking with anyone and/or obtaining permission through DPH. However, 
the employee is required to make it clear to the reporter that he/she is not speaking in any 
official capacity as a DPH employee. The PIOs are available to provide any guidance that you 
may need on this matter. 

Interacting with reporters during non-work time:  

 


