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I. PURPOSE 
Covington Media is the public-facing media service of the City of Covington. It is administered by the City's 
Telecommunications Department. 
Covington Media provides a means for distributing: 
1. Official City information and announcements. 
2. Public-safety and emergency information. 
3. Government meetings and governmental programming. 
4. Community announcements and bulletin-board advertising. 
5. Educational, civic and public-service content. 
6. Locally produced or submitted video programming. 
7. Other content determined to serve a public or community purpose. 

Content may be distributed through the City's public, educational and governmental cable channels, City 
websites, streaming services, social-media platforms, future over-the-top media services or other 
distribution methods operated or authorized by the City. 
The name Covington Media does not refer to the City's security-camera or video-surveillance systems. 

II. ADMINISTRATION 
Covington Media is administered by the City of Covington Telecommunications Department under the 
direction of the Telecommunications Manager. 
The Telecommunications Department is responsible for: 
1. Operating and maintaining the City's media-distribution systems. 
2. Scheduling content for display or playback. 
3. Reviewing submitted material for compliance with this policy. 
4. Establishing reasonable technical and submission requirements. 
5. Prioritizing emergency, governmental and other official City content. 
6. Removing content that is expired, inaccurate, technically incompatible or inconsistent with this policy. 

The Telecommunications Department does not operate as a commercial advertising agency, television 
studio or public production facility. 

III. TYPES OF CONTENT 

A. Official City Content 

Official City content includes material submitted or authorized by: 
1. The Mayor and City Council. 
2. The City Manager's Office. 
3. City departments and employees acting within their official responsibilities. 
4. City boards, authorities, committees and affiliated governmental organizations. 
5. Public-safety and emergency-management agencies. 
6. Other governmental entities approved by the City. 

Official City content may include meeting coverage, departmental announcements, employment notices, 
public-safety messages, emergency information, service updates and other governmental programming. 
Internal City content, including employment and recruitment notices submitted by the Human Resources 
Department, is handled through the City's internal process and is not subject to the external Bulletin Board 
Advertising Request Form. 
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B. Bulletin-Board Advertising and Community Announcements 

Covington Media may display advertisements and announcements submitted by individuals, businesses, 
nonprofit organizations, civic groups, educational institutions, faith organizations and other community 
entities. 
Examples include: 
1. Community events. 
2. Public-service announcements. 
3. Educational and cultural activities. 
4. Employment and volunteer opportunities. 
5. Business information and services. 
6. Nonprofit and civic programs. 
7. Religious or faith-community events. 
8. Other information relevant to residents, businesses or visitors. 

Bulletin-board advertising is offered as a no-charge community service. 
The City does not guarantee that submitted content will be accepted, displayed or aired. 

C. Video Programming and Other Media Content 

Covington Media may accept video programming, recorded meetings, interviews, educational content, 
public-service programming or other media for possible distribution. 
Anyone seeking to submit video or other programming content must contact the Telecommunications 
Department before submitting the material. 
Acceptance will depend upon: 
1. Relevance to the community. 
2. Available staff and system capacity. 
3. Technical compatibility. 
4. Program length and scheduling requirements. 
5. Compliance with this policy. 
6. The availability of an appropriate distribution platform. 

The City does not guarantee access to production equipment, editing systems, studio facilities, staff 
production services or technical training. 
Separate technical standards or submission agreements may be required for video programming. 

D. Emergency and Priority Content 

Emergency information, public-safety messages and time-sensitive official City communications take 
priority over all other content. 
The City may interrupt, delay, replace or remove scheduled content to provide: 
1. Emergency notifications. 
2. Severe-weather information. 
3. Public-safety instructions. 
4. Utility or service updates. 
5. Government meeting coverage. 
6. Other time-sensitive official City information. 
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IV. ELIGIBILITY 
Submitted content should have a reasonable connection to the City of Covington, Newton County or the 
audience served by Covington Media. 
The Telecommunications Department may request documentation identifying the person, business or 
organization responsible for submitted material. 
A submitter must provide accurate contact information and must be authorized to act on behalf of the 
identified advertiser, organization or content owner. 
Submitting material does not create a right to airtime, channel access, equipment use, production 
assistance or continued distribution. 

V. FEES 
There is no charge for bulletin-board advertisements or community announcements accepted by Covington 
Media. 
The City will not accept payment for: 
1. Preferred placement. 
2. Increased frequency. 
3. Expedited scheduling. 
4. Placement during a particular program or time period. 
5. Guaranteed duration or audience size. 

The absence of a fee does not guarantee acceptance, placement, frequency or continued display. 

VI. BULLETIN-BOARD SUBMISSIONS 
Outside advertisers must provide: 
1. A completed and signed Bulletin Board Advertising Request Form. 
2. A completed, ready-to-air digital advertisement. 
3. Requested start and end dates, when applicable. 
4. Any requested frequency or recurring schedule. 
5. Contact information for the person responsible for the submission. 

The completed form and advertisement must be emailed to covads@cityofcovington.org. 
For files too large to send by email, the submitter must contact the Telecommunications Department for 
upload instructions. 
Submissions received after 12:00 p.m. will not be reviewed for airing before the following business day. 

VII. DESIGN AND TECHNICAL REQUIREMENTS 

A. Static Advertisements 

Static bulletin-board advertisements must be submitted as: 
1. JPG or PNG files. 
2. 1920 x 1080 pixels. 
3. 16:9 landscape orientation. 
4. Complete and ready for display. 
5. Legible when viewed on a television screen. 

Printed flyers, paper copies, original photographs, editable design files and incomplete artwork will not be 
accepted. 
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B. Design and Production Services 

The Telecommunications Department does not provide: 
1. Graphic design. 
2. Advertisement layout. 
3. Copywriting or rewriting. 
4. Logo creation. 
5. Photography or image selection. 
6. Video production or editing. 
7. Audio production. 
8. Advertisement proofreading. 
9. Verification of dates, prices, addresses or contact information. 

The submitter is responsible for providing complete and accurate material that is ready for display. 
Department staff may make minor technical adjustments when reasonably necessary for system 
compatibility. The City is not obligated to redesign, reconstruct or correct submitted material. 

C. Video and Other Programming 

Video files and other programming must receive prior approval from the Telecommunications Department. 
The Department may establish technical requirements concerning: 
1. File format. 
2. Resolution. 
3. Aspect ratio. 
4. Audio levels. 
5. Program length. 
6. Captions or accessibility. 
7. File-delivery method. 
8. Identification of the program producer or sponsor. 

Material that cannot be opened, played or displayed through the City's systems may be rejected. 

VIII. CONTENT STANDARDS 
Submitted content must comply with federal, state and local law and must be appropriate for distribution 
through a general-audience governmental media service. 
Content will not be accepted if it: 
1. Contains unlawful obscene material, indecency or nudity. 
2. Solicits, promotes or provides instructions for unlawful activity. 
3. Contains a direct and credible threat of violence. 
4. Contains unlawful harassment. 
5. Is defamatory. 
6. Is fraudulent, materially deceptive or intentionally misleading. 
7. Violates another person's privacy or improperly discloses confidential personal information. 
8. Infringes a copyright, trademark, right of publicity or other intellectual-property right. 
9. Contains graphic sexual material or graphic violence inappropriate for a general audience. 
10. Contains malicious software, corrupted files or other material that may damage or compromise City 

systems. 
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11. Uses the City seal, City logo, department branding or the identity of a City official or employee in a 
manner that falsely suggests City sponsorship, authorization or endorsement. 

12. Fails to identify the person, business, organization or entity responsible for the message. 
13. Fails to comply with the technical or submission requirements of this policy. 

Content will not be rejected solely because it expresses criticism of the City, an elected official, a 
governmental policy, a business, an organization or another matter of public concern. 
Content decisions will be based upon the standards contained in this policy and not upon agreement or 
disagreement with the submitter's viewpoint. 

IX. POLITICAL AND ELECTION-RELATED CONTENT 
Political, candidate, referendum or public-issue content may be subject to additional legal review before 
acceptance. 
Political and election-related submissions must: 
1. Clearly identify the person, campaign, committee or organization responsible for the message. 
2. Include any disclaimer or sponsor identification required by applicable law. 
3. Avoid the unauthorized use of City logos, seals, employees, facilities or other material suggesting City 

endorsement. 
4. Meet the same technical and scheduling requirements applied to other outside submissions. 

Display of political or election-related content does not constitute endorsement by the City of Covington, 
the Mayor and City Council, the Telecommunications Department or any City employee. 
The City may establish additional written procedures for political or election-related submissions when 
necessary to comply with applicable law. 

X. SCHEDULING 
The Telecommunications Department will schedule approved material based upon: 
1. Available channel and system capacity. 
2. Staff availability. 
3. Requested dates. 
4. The timeliness of the content. 
5. Official City programming needs. 
6. Emergency and public-safety priorities. 
7. Technical compatibility. 

Requested scheduling is not guaranteed. 
The City does not guarantee: 
1. A specific number of appearances. 
2. A particular time of day. 
3. Placement before or after specific programming. 
4. Continuous or uninterrupted display. 
5. Display for the entire period requested. 
6. A particular audience size or response. 

Advertisements will be placed in rotation as staffing, channel capacity and programming priorities permit. 
A request for "no specific end date" does not guarantee permanent or indefinite display. 
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XI. EXPIRATION, CHANGES AND REMOVAL 
The submitter is responsible for notifying the Telecommunications Department when content should be 
updated or removed. 
A revised advertisement must be submitted when dates, prices, contact information or other substantive 
information changes. 
Department staff will not ordinarily edit an existing advertisement on behalf of the submitter. 
The Telecommunications Department may remove content when: 
1. The requested end date has passed. 
2. An advertised event has occurred. 
3. The information appears outdated or inaccurate. 
4. The responsible advertiser or organization can no longer be contacted. 
5. The content no longer meets the requirements of this policy. 
6. A credible complaint raises a question concerning legality, ownership, privacy or accuracy. 
7. The file causes technical or operational problems. 
8. Channel capacity is needed for higher-priority programming. 

The City will make reasonable efforts to process removal and replacement requests but does not 
guarantee immediate action. 

XII. SUBMITTER RESPONSIBILITY 
By signing the Bulletin Board Advertising Request Form or another applicable submission agreement, the 
submitter certifies that: 
1. The submitter is authorized to provide the material. 
2. The information contained in the material is accurate. 
3. The submitter owns or has permission to use all text, photographs, video, music, logos, artwork and 

other content. 
4. The material complies with this policy and applicable law. 
5. The City is authorized to reproduce, convert, schedule and display the material through Covington 

Media. 
6. Submission does not guarantee acceptance, scheduling, frequency or duration. 
7. Display does not constitute endorsement by the City. 

The submitter remains responsible for errors, omissions and legal claims arising from the material 
supplied. 
The City is not responsible for typographical, factual or production errors contained in a completed file 
provided by the submitter. 

XIII. OWNERSHIP AND DISTRIBUTION 
The submitter retains ownership of submitted material, subject to any rights held by third parties. 
By submitting content, the submitter grants the City permission to reproduce, technically convert and 
distribute the content through Covington Media for the approved purpose and period. 
The City may distribute approved content through: 
1. Public, educational and governmental cable channels. 
2. City websites. 
3. Live or recorded streaming services. 
4. Mobile or connected-television applications. 
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5. Social-media platforms. 
6. Future over-the-top or on-demand media services. 
7. Other City-authorized distribution platforms. 

The City will not sell or license submitted content for an unrelated commercial purpose without additional 
authorization. 

XIV. REVIEW AND RECONSIDERATION 
The Telecommunications Manager or an authorized designee will review submissions for compliance with 
this policy. 
Whenever practical, a submitter whose material is rejected or removed will be informed of the reason. 
The submitter may request reconsideration by providing a written request that: 
1. Identifies the content. 
2. States the decision being challenged. 
3. Explains why the submitter believes the content complies with this policy. 
4. Includes any corrected material or supporting documentation. 

A further review may be requested from the City Manager or the City Manager's designee. 
Review decisions will be based upon the written standards contained in this policy. 

XV. NO ENDORSEMENT 
Acceptance, scheduling or display of outside content does not constitute endorsement by: 
1. The City of Covington. 
2. The Mayor or City Council. 
3. The City Manager. 
4. The Telecommunications Department. 
5. Any City department, official or employee. 

Covington Media may display an on-screen or accompanying disclaimer stating that outside content is 
supplied by the identified advertiser or producer and does not represent the views of the City. 

XVI. POLICY ADMINISTRATION AND AMENDMENTS 
The Telecommunications Manager may establish or revise reasonable technical instructions, file 
specifications, submission methods and internal operating procedures necessary to administer this policy. 
Substantive changes involving eligibility, content standards, political material, appeals or the permitted 
uses of Covington Media must be approved through the City's established policy-approval process. 
This policy supersedes prior Covington Community Television or Covington Cable policies and procedures 
to the extent that those policies address public submissions, advertising, programming, facilities, 
equipment or media distribution. 
 

 

Adopted: ____________________________ 
Approved by: _________________________ 
Signature: ___________________________ 
Policy revision date: August 18, 2026 
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