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Communications & Media Policy

1. Intent

The objectives of this policy are to:

e Facilitate effective communication of Council's services, activities, and
programs to ratepayers and the broader community.

e Ensure that all publicity and promotional activities align with the needs of
target audiences and maintains positive messaging.

e Clearly defines roles and responsibilities regarding public communication
and media engagement to ensure consistency and appropriateness.

2. Scope

This policy applies to all publicity and promotional activities conducted by Bourke
Shire Council. It encompasses communication methods such as media releases,
social media posts, advertisements, and any other public communications aimed
at informing or engaging the community.

3. Framework

The framework for publicity and promotional activities includes:

e Selection of media based on the target population, financial constraints,
and timeframes.

e Tailoring of messaging to meet the specific needs and preferences of the
target audience.

e Adherence to Council's established guidelines for positive and constructive
communication.

4. Provisions

All Council Officials: Council Officials are not permitted to comment on Council
business that has been deemed confidential by either Council or the General
Manager.

Mayor's Role: The Mayor is the official Council spokesperson on all policy-matters
and key decisions. The Mayor may delegate comment to the General Manager. In
the Mayors absence, the Deputy Mayor may comment.

Councillors Role: Councillors have a right to express their individual opinion on any
issue and speak on behalf of the community they represent, whether that opinion
or proposal reflects council's official position. Councillors must carefully identify the
role in which they speak or write. Councillors have a duty of responsibility to assist in
building a positive brand and reputation for Council with the community.
Councillors must not imply or be perceived to imply that they are speaking on
behalf of Bourke Shire Council.
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General Manager's Role: The General Manager is the official spokesperson on all
operational and administrative issues and on matters as delegated by the Mayor.
The General Manager has the authority to:

e Promote the Council's daily activities, services, and programs.
¢ Provide supporting commentary on matters resolved by the Council.

e Delegate authority to staff to comment on matters related to their areas of
responsibility (e.g. Manager of Back O’ Bourke Exhibition Centre
commenting on centre related issues).

Managers Role: May be delegated by the General Manager to comment on
matters related to their areas of responsibility.

Manager Economic Development and Tourism Role: Has responsibility to prepare
and upload “posts” onto Council’'s Website and Facebook sites, but only following
approval from Council’s General Manager.

Employees, contractors and volumteers Role: Employees, contractors and
volumteers are not authorised spokespeople of the organisation. Employees may
be authorised to be a spokesperson where they have received delegation from
the General Manager. Staff must obtain approval from the General Manager prior
to speaking at any external presentations of conferences.

Employees may access media outlets in their personal capacity as residents or
ratepayers but should be mindful of their obligations under Council's Code of
Conduct. When acting in a personal capacity, staff should be aware of their
association with Council and the perception that may be created if they are
identified as a Council employee. Council employees must not imply or be
perceived fo imply that they are speaking on behalf of Bourke Shire Council.

Media Records: A record of all Council-related articles published in newspapers
will be maintained for Council’'s reference and archival purposes.

5. Accountabilities

Mayor and Nominees: Act as spokespersons on all policy-matters and key
decisions of Council.

General Manager: Act as the spokesperson on all operational and administrative
issues of Council and on matters as delegated by the Mayor. Oversee the
implementation of the policy, including delegating authority where necessary.

Council Staff: Ensure that publicity activities are executed within the framework
and provisions of this policy.
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6. General

6.1 Standards

In all forms of communication, media and published content on behalf of Councill,
including verbal, printed or digital, Council officials are expected to adhere to the
highest standards of ethical practice and competence.

6.2 Published Content

Information published by Council should represent Council's official position and
should be consistent, accurate, accessible and easy to understand.

6.3 Social media

Council recognises the right for employees to use social media in a personal
capacity. Council’'s protocol around staff usage of social media is outlined in
council's code of Conduct and in its Social Media Guidelines.

The Manager Economic Development and Tourism manages Council's website
and it's corporate social media pages.

6.3.1 Only employees with the appropriate authority and delegation can be a
spokesperson for Council across social media platforms.

6.3.2 No personal post by a council employee should override a corporate council
communication announcement. Employees are to wait until the official post by
Council is released before sharing, posting or commenting on the topic personally.

6.3.3 if employees are using social media in their personal capacity, posts and
comments must be clear that the content is their opinion and not the opinion of
Council.

6.3.4 The Mayor may contribute information/topics for inclusion on the Bourke Shire
Council Facebook page, via Council's General Manager.

6.4 Media Releases

The purpose of a media release is to inform the media about a Council matter with
the expectation that the information is then passed on to the community.

6.4.1 No media release is to be sent out without approval of Council's General
Manager.

6.4.2 All media releases are issued to the media by the Executive Assistant and
published on Councils website.
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7. Definitions

Term Definition

Council Bourke Shire Council and in context, elected
Councillors, staff of Bourke Shire Council.

Media All print, broadcast, and online media as well as

management of media inquiries coming into
council via media posts, public speaking
engagements and other forms of communication
where it could be reasonably expected that the
comments might be recorded or circulated to the
wider community.

Publicity Activities aimed at attracting public attention to
Council's services and activities.
Promotion Efforts to actively advocate or highlight specific

services, programs, or initiatives.

Council spokesperson | A person with the authority fo speak on behalf of
Council.

Social Media Any online or social media forum where
information is published publicly.

8. Llinkages
8.1 Applicable Legislation

This policy is to be read in conjunction with the following:-
« Local Government Act 1993

« Privacy and Personal Information Protection Act 1998

8.2 Related Policies and Procedures

Please refer to the following policies/procedures:
« Media and Communicationn Policy

« Social Media Guidelines

» Record Management Policy

9. Review

This Policy will be reviewed every three (3) years or as required in the event of
legislative changes. Any amendment to the Policy must be by way of a Council
Resolution or the approval of the General Manager.

9.1 Policy Amendments

Version Date Approved | Description of Changes
1.4.2(v4) 24/03/2025 Policy amended and format changed.
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