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I. INTRODUCTION 

 
As a public institution, the College of New Jersey (“TCNJ” or the “College”), its 
programs, activities, and accomplishments of its faculty, students, administration, 
and staff, are of special interest to the public. It is important to present the College in 
a manner that is both accurate and consistent with the College’s mission. Therefore, 
it is the College’s responsibility to provide accurate and consistent information to 
the news media upon request.  This policy seeks to promote consistency and 
coordination in communication with the news media from all units at the College; 
help maintain the high level of credibility the College enjoys in its dealings with the 
news media; and, preserve and advance the mission of the College. 

 
II. DEFINITIONS 

 
News Media (or Media) – News media shall refer to local, regional, national, or 
international representatives of media entities, including but not limited to 
newspapers, magazines, newsletters, online publications, social media, television 
and radio. 
 

III. POLICY 
 

a. General Authority and Coordination 
 

i. The Office of Communications, Marketing and Brand Management 
(“CMBM”) has the central responsibility for the coordination and 
dissemination of news and information from throughout the College.  
CMBM is also the office responsible for the College’s administrations’ 
official interaction with representatives of the news media. CMBM 
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should be consulted regarding all significant issues that have the 
potential to reflect upon the College. 
 

ii. There is a distinction between representing the College’s official 
position, and representing an individual’s expertise when speaking 
with representatives of the media.  CMBM representatives are 
available to consult with administrators, faculty and staff about the 
most effective ways to work with the media.  Administrators, faculty 
and staff may choose whether or not to respond to a reporter on any 
topic.  In all situations individuals should make clear to a reporter 
when they are volunteering personal opinions and when they are 
speaking on behalf of units over which they have administrative 
authority. 

 
b. Designated College Spokesperson for Representing the College’s Official 

Position 
 

i. Administrators, faculty and staff are advised not to respond to 
inquiries that pertain to establishing the College’s official position.  
Rather, these inquiries should be referred first to CMBM who will 
respond to the inquiry and properly coordinate the institutional 
response.  
 

ii. Comments representing the College’s official position should be given 
only by a designated College spokesperson.  The Associate Vice 
President for Communications, Marketing, and Brand Management 
and the Head Media Relations Officer will be the College’s official 
spokespeople or, if necessary, they will work with members of the 
College community to establish an appropriate spokesperson on a 
specific issue. 

 
c. Requests for Faculty or Administrator Experts 

 
i. Administrators, faculty and staff are encouraged to respond to media 

inquiries on topics about which they have expertise or about matters 
over which they have administrative authority.  The knowledge and 
insight of College representatives can prove especially valuable to the 
news media.  The visibility of TCNJ faculty experts in the regional and 
national news enhances the image and reputation of the College. 
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ii. Faculty, administrators, and staff are welcome to contact CMBM in 
advance of speaking with the media. CMBM is available to screen calls, 
explore the scope of a reporter’s story, establish boundaries for a 
prospective interview, and/or assist in preparing for an interview. If 
the interview is to be done on camera, CMBM staff can make the 
necessary arrangements to allow for filming on campus. If CMBM is 
not consulted prior to speaking with the media, the Head Media 
Relations Officer should be notified as a courtesy as soon as possible 
after an interview. 

 
iii. Nothing in this policy is intended to affect the responsibilities of 

faculty members for their scholarly activities and personal 
involvement in community activities, nor is it intended to affect 
individual employee’s rights to express personal views about the 
College or non-College issues as long as they make it clear that they do 
so as individuals and do not represent the official position of the 
College either directly or indirectly. 

 
d. Student Records 

 
i. Requests from representatives of media entities for information about 

College students must be directed to CMBM.  CMBM will work with 
Records and Registration and the Privacy Office to ensure that 
information released about any student complies with the Family 
Educational Rights and Privacy Act (“FERPA”) as well as other 
applicable laws and College policies. 


