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1. Introduction and objectives

1.1 Good communication and engagement creates a positive experience for those
who interact with the council. They help residents, employees, partners, and the
media understand Herefordshire Council’'s objectives, values, services, challenges
and achievements. Through efficient and effective communication, the council will
improve local engagement and understanding. However, without clear protocols the
reputation of Herefordshire Council is vulnerable. These protocols form part of the
code of conduct for employees and elected members. They have been developed to
support and govern all communications and marketing activity within Herefordshire
Council, including press relations.

1.2 The objectives of the protocols and principles are:

= To establish, promote and embed effective working protocols to govern and
guide the way Herefordshire Council communicates and engages with a range
of stakeholders.

= Present a professional, co-ordinated and consistent approach that is customer
centric and supports our audiences and services.

= Provide guidance for all employees and elected members to mitigate risk and
promote council services and activity.

1.3 The communications team aims to provide guidance and leadership on
communications and marketing activity. It will take responsibility for promoting and
monitoring the communications protocols and principles, including highlighting
instances when the protocols have not been observed and provide evidence to monitor
the impact, which may include supporting any resulting investigation or disciplinary
procedure.
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2. Scope
2.1 Protocols apply to any Herefordshire Council communication, including:

» Press releases and statements to the media

= Digital content including social media

= Any communication or document prepared by Herefordshire Council services for
public consumption, including advertising, leaflets, newsletters, reports, posters,
banners, flyers or websites

= Any document or publicity with which Herefordshire Council is associated with.
Even if the publication is produced in partnership or is a joint document then the
communications protocols and brand guidelines still apply

= Any publication or work prepared for the public domain, by consultants or
contractors when working on behalf of Herefordshire Council.

= Internal communications to staff and partners.

2.2 Protocols apply to everyone who works for Herefordshire Council in any capacity,
or who represent the organisation in some way, including:

= All elected members

= All employees within the organisation, including those employed on an agency,
freelance or consultant basis

= Volunteers working with council service teams

= Partners, providers and suppliers (including contracted or commissioned services)
that may want to refer to Herefordshire Council in publicity material.

2.3 Employees should refer to the communications and marketing tool kit on the
intranet for other communication resources which includes the communications
strategy, brand guidelines, style guide and templates.

3. Working protocols for employees

3.1 These guidelines provide the protocols and principles for day-to-day
communication activities for the council. Individuals and service areas can seek advice
from the communications team on a wide range of issues. The following section
provides and overview on day-to-day protocols for the following areas, more
information on specific topics can be found later in this document:

Expectations and requirements when working with the press & media
The use of Social Media

Using the Herefordshire Council and other corporate websites
Guidance and requirements for working with partners

Help for effective consultations

How to communicate internally

Guidance on advertising and sponsorship
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3.2 Working with the media
For the full protocols on working with the media, see section 5 ‘Working protocols for
communications team and the media’.

3.2.1 Only employees who have received media training and communications team
support should act as official spokespeople. The process of ‘senior suitable’ will
apply and the communications team will provide guidance on the most appropriate
person to speak to the media about Herefordshire Council matters.

3.2.2 Service areas should notify the communications team of positive or negative
issues that may be of future press interest. Statements or press releases can be
prepared by the communications team in advance of enquiries, to help support the
reputation of the service and the organisation.

3.2.3 Employees of Herefordshire Council will often be asked by the communications
team to respond quickly to media requests for interviews or background operational
information. Those asked by the communications team to assist in responding to
press enquiries should do so quickly, so that press deadlines are met and to help
support the reputation of the service and the organisation.

3.2.4 All approaches by the media should be directed to the communications team. If
an employee is contacted directly by a local or national journalist, the protocol is:

= Advise the journalist to contact the communications team in the first instance (by
calling 01432 260006 or email communicationsteam@herefordshire.gov.uk) or
offer to transfer their call.

= Take the name of the journalist, the publication they represent and their telephone
number

= Notify the communications team immediately if the call is not transferred and
provide the journalist’s contact details

= The communications team will follow up with the journalist directly and identify the
most suitable person to respond to the request.

3.2.5 Approved spokespeople may be approached directly by the press at meetings
or events and may need to respond immediately to direct questions. The
communications team be should be involved prior, to provide expected questions and
help formulate draft responses. If this is not possible the communications team need
to be made aware when a statement has been made.

3.3 Social media
For the full protocols on working with the media, see section 7 ‘Using social media’.

3.3.1 An employee must not bring the council into disrepute via their social media
activity (either as part of or outside of work).
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3.3.2 No individual or service area may undertake a social media account as
representing a service area of or representing as Herefordshire Council, without prior
agreement from the communications team.

3.3.3 Service areas that wish to manage a social media account will need to submit:
A business case; background information; a commitment to the best practice guide for
social media community management; and a commitment to mandatory training to
help support the application. These will be reviewed and determined jointly by the
communications team and information governance team.

3.3.4 Access to social media on corporate IT equipment will only be given to those
officers who need to utilise it as part of their role. A list of approved users will be
managed and submitted to the IT team by the communications team. A full audit and
on-going regulation will be implemented to ensure the quality of information and to
mitigate risk.

3.3.5 Employees of Herefordshire Council will often be asked by the communications
team to respond quickly to social media queries. Those asked by the communications
team to assist in responding to social media enquiries should do so quickly, so that
press deadlines are met and to help support the reputation of the service and the
organisation.

3.3.6 Usage of social media account will be monitored by the communications team.
Any employee’s access to platforms or services may be suspended as part of a
performance management or disciplinary process. Reference is made to the
employee code of conduct, which also applies to online.

3.4 Websites

3.4.1 The communications team will work in conjunction with the web team to help
service areas provide a customer-focused web experience which supports channel
shift to digital-by-default.

3.4.2 All websites should feature google analytics to allow accurate reporting and
insight.

3.4.3 All content should adhere to the brand guidelines and style guide. All copy should
be in clear English and avoid the use of jargon. All images should be cleared with the
communications team and if possible, be locally relevant.

3.4.4 Services should review their web pages monthly to ensure content is current and
correct.

3.4.5 When necessary, and with support from the communications team, services may
produce dedicated websites to help support a sub-brand, service or business
outcomes. A clear business case and objectives should be set when working with the
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communications team to deciding on potential return and the level of investment of
funding and officer time.

3.5 Working with partners, contractors and commissioned services

3.5.1 Herefordshire Council will work closely with multi-agency partners and
independent groups and organisations. These specifically relate to: Health and
Wellbeing Board; Herefordshire Safeguarding Children and Adults Board; Children
and Young People’s partnership; and Herefordshire Community Safety Partnership.

3.5.2 The communications team will hold regular strategic communications meetings
with key partners to assist in the identification and dissemination of key messages and
communications. The communications team will support and circulate relevant
information and participate in shared objectives to achieve combined priorities.

3.5.3 If Herefordshire Council branding or sub-branding is to be used by third parties,
the material should be referred to the Design and Brand Manager to ensure proper
and consistent representation.

3.5.4 The communications team will provide assistance to individual schools on
sensitive and contentious communications issues at cost. If a school is contacted by
the media, they should liaise with the council’s communications teams prior to
responding.

3.5.5 The council will ensure that all schools and academies are updated with
relevant information via timely communications, including a schools bulletin.

3.6 Consultations

3.6.1 All consultation will be conducted with data insight and advice from the Strategic
Intelligence team or a suitable external agency. The communications team should be
informed at an early stage to help support the timely marketing and promotion of the
consultation.

3.6.2 Herefordshire Council will adhere to the new government guidelines on
consultation, a set of principles to be more effective in consulting the public and to help
avoid consultation fatigue.

3.6.3 Digital methods that allow a supportive user experience should be employed to
make it easier for the public to contribute and feed in their views, while clear
language and plain English will be used in consultation documents, to help the public
understand and engage.
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3.7 Internal Communications

3.7.1 The communications team will be responsible for identifying key audience and
circulating information to the wider organisation. The communications team will also
help all services include key council messages in communications internally and
externally.

3.7.2 The communications team will embark on a programme to improve our internal
communication channels and the flow of information to help employees of
Herefordshire Council become natural ambassadors and advocates for the council’s
work. This will include a revised news channel and updated intranet.

3.7.3 The communications team will manage promotional opportunities both online
and offline, working with services as well as partners, providers and contractors to
ensure the correct and appropriate representation and messaging to ensure
maximum impact, and the efficiency and effectiveness of all communications.

3.8 Advertising and Sponsorship
For the full protocols on advertising and sponsorship, see section 10 ‘Advertising and
Sponsorship’.

3.8.1 The council may place advertisements where it will support audience reach. The
style and content with adverts should be cleared by the communications team.

3.8.2 The placing of adverts should follow the principles of value for money where
spend on advertising creates a direct return, with advertising forming part of a
combination of communication activities that has a specific target audience and
objective.

3.8.3 The placing of adverts in publication and online should not bring the authority
into disrepute by association

3.8.4 Herefordshire Council or a council sub-brand may use sponsorship as a method
of communication and promotion. Where an activity or event is sponsored by the
council this will be on the basis:

= A relevant organisation and service linked to specific campaigns and priorities

= A political organisation or political association will not be sponsored

= The sponsorship arrangements needs to be authorised by the communication team
to ensure it does not bring the council into disrepute

= A sponsorship arrangement needs to ensure this does not constitute endorsement
of the associated products or business

= The service will need to check that there are no disputes outstanding with the
company being sponsored.

3.8.5 In its bid to source alternative funding streams, Herefordshire Council may offer
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sponsorship opportunities to companies for activities, items or events. Where a council
campaign or event is sponsored, this will be on the basis:

= The sponsorship arrangements need to be authorised by the communication team
to ensure it does not bring the council into disrepute

= A sponsorship arrangement needs to ensure this does not constitute endorsement
of the associated products or business

= The service will need to check that there are no disputes outstanding with the
company sponsoring.

= The sponsorship should not conflict with the council, service, messaging or
objectives of the activity.

4. Working protocols for elected members

4.1 The public are entitled to hear what their democratically elected members have to
say. It is important members are supported and confident in communicating council
processes, priorities, services and decisions. However, there is an absolute
requirement for elected members to distinguish between when they represent
Herefordshire Council in the press and in public or their personal views, those of their
political party, or those of other groups of which they are members.

4.2 When elected members are representing the council and commenting on
operational or service matters, they should work with the communications team to
deliver a full and accurate response. Only statements issued by the communications
team constitute Herefordshire Council statements.

4.3 To assist members and to provide the most effective communications and
complies with the code of conduct a member is not permitted to issue a press
release, statement, letter for publication, or organise a press conference on behalf of
Herefordshire Council without notifying the communications team in advance.

4.4 All press calls should be routed through the communications team. If an elected
member is contacted directly by a local or national journalist in respect of
Herefordshire Council, then the agreed procedure is to:

= Advise the journalist to contact the communications team in the first instance
(01432 260006) or offer to transfer the call if taken on council premises.

= Take the name of the journalist, the publication they represent and their telephone
number.

= Notify the communications team immediately if the call is not transferred and
provide the journalist’'s contact details. The communications team will follow-up
with the journalist directly and, having established their requirements, work with the
appropriate spokesperson on Herefordshire Council’s position.

= For late notice interviews or comments, the on-call communications officer is able
to provide out of hours support 01432 260384.
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4.5 All elected members should ensure they have access to email to enable them to
have sight, in good time, of draft press releases relating to their responsibilities and to
receive approved copies of releases by email, prior to being issued to the media.
Members should use these as a point of reference for media queries.

4.6 Members should be aware of the legal framework and political dimension relating
to communication as covered in point 6 of this document.

5. Working protocols for communications team and the media

5.1 The communications team will lead on the training and co-ordination of designated
spokespeople (employees and members). The training will be updated and refreshed
annually.

5.2 The following should apply in leading the communication:

= The Leader for combined portfolio area and high profile issues

= Cabinet member for portfolio area subjects including policy and decision making

= Chairperson of any committee— on the business of the committee (see later)

= Chief Executive — as Returning Officer or overview of the operation of the local
authority

= Director and Assistant Director on service operational issues not covered by the
cabinet member

= Manager or officer who has received training via the communications team (within
the last 12 months) specifically relating to a service

5.3 All local, national and trade or professional press calls should be directed to the
communications team on 01432 260006 or emailed to
communicationsteam@herefordshire.gov.uk.

5.4 The communications team will take the call from the journalist, maintain contact,
talk to experts within Herefordshire Council, support spokespeople to make the best
use of each opportunity to present the position of the council accurately, within tight
deadlines. Although every effort will be made to meet media deadlines, the deadline
should not be allowed to compromise the accuracy of the response. The
communications team will log media enquiries and response times.

5.5 Where opportunities to pro-actively promote the council’s work are identified (and
appropriate) the communications team will act as media liaison for spokesperson.

5.6 If Herefordshire Council discovers that it may be at fault in terms of the operation
or delivery of its services or its internal processes, then it will, according to protocol
and supported by the communications team, proactively tell the press and the public
what has gone wrong and what it will do to put it right.

5.7 The value of integrity will be maintained. This sometimes means that there are
matters where Herefordshire Council should properly respect confidentiality,
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particularly where it has a duty of care, for example to service- users, citizens, tax-
payers, employees, elected members or non-executive directors.

5.8 Herefordshire Council will not discuss with the media individual cases relating to
personal health, social care issues, individual employment matters, or where there is
an ongoing legal process/ombudsman investigation. There may be other instances
where information is withheld due to its commercial sensitivity. Where we are limited
in what can be said to the media, we will explain the reasons why.

5.9 Herefordshire Council will not comment on information provided to the press
anonymously or comment on quotes that will not be attributed. These anonymous
comments can be inaccurate or even malicious.

5.10 If the media is materially inaccurate in its reportage, the communications team
will seek to correct misinformation, working with the publication or programme as much
as possible.

5.11 The communications team will monitor the letters pages and other media forums.
If a question or an issue is raised by the public that Herefordshire Council can or should
answer, then the communications team will work with the appropriate service area and
cabinet member to facilitate a response.

5.12 Herefordshire Council will make committee meetings open to the press,
encourage journalists to attend and offer good facilities for reporting these meetings.
If previous media comment or reportage is discussed in public meetings, it should only
help establish the facts and not overtly criticise members of the press.

5.13 The press are not permitted to enter Herefordshire Council premises or
contracted service areas/ premises unless officially invited to do so by a director or the
communications team.

5.14 In managing the communication of issues that are likely to attract significant
public interest, the communications team will undertake to inform key stakeholders,
including employees. The communications team will always try to ensure that
employees receive information that affects them before they read about it in the media.

5.15 Herefordshire Council will operate a corporate approach to press relations. All
news releases and statements will be posted by the communications team on the
Herefordshire Council website.

5.16 The descriptor ‘Herefordshire Council’ will lead the text in all council press
releases. ‘The council’ can be used on secondary basis and only if appropriate. This
is to ensure that the public know that a service is provided by Herefordshire Council.

5.17 Media are expected to respect embargoed press releases, which will be clearly
marked as embargoed with the date and time by which the release can be published.
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5.18 Press releases and statements will include contact details of the communications
officer who will co-ordinate the information and provide a response service to
enquiries.

5.19 Designated spokespeople and any additional employees and members should
make themselves available for interviews if required via the communications team.

5.20 Press releases containing financial or legal information will be checked by the
designated finance or legal officer or a suitable senior manager. Releases dealing
with employee issues will be checked with the head of human resources. Press
releases dependent on statistical information will be checked with the research team
to ensure the information is used accurately and objectively.

5.21 Directors will be offered the opportunity to check key press releases (or if this is
not possible for any reason, such as leave or being unobtainable before the press
deadline, the appropriate spokesperson will be consulted). The communications
manager will ‘sign off all key releases and maintain quality control on all press
releases issued by the communications unit.

5.22 Press releases will be available to all members, employees and contracted
professionals via the Herefordshire Council intranet and external website.

5.23 When strategic partners (such as BBLP, CCG, Wye Valley Trust etc.) are
featured or participating in a press release, then that partner will be consulted on
content before release. Press releases will be shared in draft between partners and
approved as with council press releases. Partners will be asked to agree in advance
the method, manner and timing of press releases. All strategic partners will receive a
copy of finalised releases that may interest or refer to them.

5.24 The communications team will follow purdah guidance and provide support to
services to ensure communications comply the run up to elections. More information
can be found in section 8 of this document ‘Elections’.

5.25 Structured training will be provided to maximise the effectiveness of message
delivery. Guidelines on interview techniques will be included in the communications
and marketing tool kit and the communications team will be responsible for arranging
media training for elected members and officers as appropriate.

5.26 Communications need to ensure plain language is used in all publicity material
and help avoid jargon and technical language within corporate and service
communications.

6. Legal framework and political dimension
6.1 A strict legal framework binds publicity or public statements issued by the council,

which must operate within the Local Government Act (1986) and The Code of
Recommended Practice on Local Government Publicity.
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6.2 The code defines the main functions of local authority publicity as follows: “To
increase public awareness of the services provided by the authority and the functions
it performs; to allow local people a real and informed say about issues that affect them;
to explain to electors and ratepayers the reasons for particular policies and priorities,
and in general to improve local accountability.”

6.3 The code covers the full range of publicity, including where it is used to comment
on issues which are controversial, or where there are arguments for or against the
views or policies of the council. The code states these issues should be handled with
particular care and presented as clearly, fairly and as simply as possible.

6.4 The code states that where publicity is used to comment on the policies of central
government, other local authorities or other public bodies, it should be ‘objective,
balanced, informative and accurate’. It should aim to set out the reasons for the
council’s views and should not be prejudiced, unreasoning or form a political attack on
the policies or proposals in question or on the people putting them forward.

6.5 The code describes local authority leaflets or newsletters that are delivered
unsolicited to all households as “inevitably more intrusive” than publicity available on
application to the council, and states that particular care is required when drafting this
kind of material. The code states that ‘council publicity should never attack or appear
to undermine generally accepted moral standards’. The Code of Conduct for Members
and Officers is also relevant.

6.6 The attribution of marketing, promotional and advertising materials that reach the
public unsolicited should be clearly laid out. It should be clear that the council is
responsible for the event or service, so the correct inclusion of the council’s corporate
branding as described in the brand strategy is a prerequisite.

6.7 Publicity campaigns are appropriate in most circumstances. They can form part
of consultation processes where local views are being sought, promote the effective
and efficient use of local services and facilities, or influence public behaviour or
attitudes on such matters as health, safety, crime prevention or equal opportunities.
Publicity campaigns can provide an appropriate means of ensuring that the local
community is properly informed about a matter relating to a function of the local
authority and about the authority's policies in relation to that function and the reasons
for them. Local authorities, like other public authorities, should not use public funds to
mount publicity campaigns whose primary purpose is to persuade the public to hold a
particular view on a question of policy.

6.8 When the council is negotiating a commercial transaction, officers or elected
members will not weaken the council’s position by disclosing it publicly or to the press.
To do so would compromise a number of statutory obligations including the duty of
care we have to council tax payers who rightly expect the council to protect its financial
position. In these circumstances only the communications team, working with legal
services, will talk to the press.
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6.9 Employees or members must not betray the council’s duty of care. Only the
communications unit, working with legal services, will talk to the press on issues in
these circumstances. If this is not observed, it may result in disciplinary action in the
case of officers, and a code of conduct investigation in the case of members. If an
employee is subject to allegations or a disciplinary matter, the council will, or make
arrangements to, investigate fully and fairly. If this involves suspension, this does not
imply guilt. Only the communications unit, working with legal services, will respond to
press interest in these circumstances.

6.10 Case law has established that the public interest, and what interests the public,
is not the same thing. The council has a duty to act in the public interest. The press
may often be concerned with what interests the public. When these are in conflict, the
council will always act in the public interest.

6.11 Elected members have obligations both individually and collectively. If they
breach the requirements of the Members Code of Conduct — for example by ‘leaking’
confidential information to the Press or by bringing the council into disrepute — this
may lead to referral to the council’s monitoring officer, who will deal with the
complaint.

6.12 There is a general prohibition on local authorities producing “party political
publicity”. Section 2 of the Local Government Act (1988) prohibits local authorities
publishing any material which in whole, or in part, appears to be designed to affect
public support for a political party. Also Local authorities should never use advertising
as a means of giving financial support to any publication that could be associated with
a political party. Publicity should reflect the tradition of a politically -impartial service,
and the fact that local authority staff are expected to serve the authority as a whole,
whatever its composition from time to time.

6.13 A communications officer will be assigned to cover the activities of the cabinet
and full council, attending each meeting and offering communications advice as well
as planning and agreeing press releases.

6.14 The communications team will aim to ensure that the release of news to the media
at least accompanies the distribution of papers for meetings where there is likely to be
press interest.

6.15 Publicity about individual councillors may include the contact details, the positions
they hold in the council (for example, member of the cabinet) and their responsibilities.
All publicity should be approved by the member prior to release. Publicity may include
information about individual councillors' proposals, decisions and recommendations
only where this is relevant to their position and responsibilities within the council. All
such publicity should be objective and explanatory, and whilst it may acknowledge the
part played by individual councillors as holders of particular positions in the council,
personalisation of issues or personal image making should be avoided.
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6.16 Whilst it may be appropriate to describe policies put forward by an individual
councillor which are relevant to her/his position and responsibilities within the council,
and to put forward her/his justification in defence of them, this should not be done in
party political terms, using political slogans, expressly advocating policies of those of
a particular political party or directly attacking policies and opinions of other parties,
groups or individuals.

6.17 The communications team will seek legal clearance where appropriate for any
issues that may be contentious, subject to a legal dispute, or part of a regulatory
process.

7. Social Media

7.1 Access to social media on corporate IT equipment will only be given to those
officers who need to utilise it as part of their role. A list of approved users will be
managed and submitted to the IT team by the communications team. A full audit and
on-going regulation will be implemented to ensure the quality of information and to
mitigate risk.

7.2 No individual or service area may undertake a social media account as
representing a service area of or representing as Herefordshire Council, without prior
agreement from the communications team.

7.3 The communications team will monitor social media and if a question or an issue
is raised by the public that Herefordshire Council should answer, then the
communications team will work with the appropriate service area to facilitate a
response.

7.4 Service areas that wish to manage a social media account will need to submit: A
business case; background information; and a commitment to the best practice guide
for social media community management to help support the application. These will
be reviewed and determined jointly by the communications team and information
governance team.

7.5 Service areas that are successful in their application for a service-level social
media account will be subject to mandatory annual training organised by the
communication team.

7.6 The communications team and all social media managers will use plain language
and avoid jargon and technical language.

7.7 Herefordshire Council will not comment on information on social media that is
deemed to be posted anonymously.

7.8 Usage of social media account will be monitored by the communications team.
Any individual’s access to specific platforms or services may be suspended as part of
a performance management or disciplinary process. Reference is made to the
employee code of conduct, which also applies to online.
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7.9 An employee must not bring the council into disrepute via their social media activity
(part of or outside of work).

8. Elections

8.1 Communications during the run-up to elections may be particularly sensitive and
there are restrictions contained with the Code of Conduct on Local Publicity, which
was introduced in the 1980s and added to in 2001. To ensure the continued political
impartiality of Herefordshire Council and its employees, it is recommended that the
restrictions on communications apply also to national elections. The same extent of
control does not apply to by-elections. Subject to compliance with the act and the
code of conduct, publicity about individual councillors who are not involved in the by-
election is permitted (although great care should be taken in the managing of local
issues that could be influential in a by-election).

8.2 The period of restriction in question relates to the day when formal notice of a local
or national election is given, up to and including the day of the election.

8.3 Any local authority-is prohibited from publishing any material that appears to be
designed to affect support, positively or negatively, for a political party.

8.4 Careful consideration should be given to the style, content, timing of material and
the likely effect it will have on the audience. Material is prohibited if:

= |t refers to a political party of a person identified with a political party

= |t promotes or opposes a point of view on a question of political debate or

» controversy

= |t supports a view or issue identifiable as the view of one political party and not

= of another

= It identifies with individual elected members or groups of members

= |tis part of a campaign associated with a political view

» |t contains quotes from politicians outside of the council, such as members of
parliament, who are clearly identified as part of a political party.

8.5 Consideration also applies to proactive events, organised by Herefordshire Council
which should not involve elected members or political candidates during this period.

8.6 However, even during the run up to a local or national election, communications
and marketing can continue as follows:

= |tis acceptable for the communications team, on behalf of the council, to distribute
press releases and respond to legitimate service enquires provided the content is
factual and not party political. The safest option is for press releases not to quote
elected members during this period and particularly not members or individuals
standing for election.
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= It is admissible for elected members of the council holding key positions to
comment in an emergency or where there is a genuine need for a member level
response to an important event outside the authority’s control.

= Publications can continue as long as content is neutral and takes account of the
restrictions outlined above. Sometimes long lead-in times associated with such
publications can pose an extra challenge. It should be remembered that it is the
time of publication, not the time when the content is drafted, that is most crucial.

8.7 Electronic communication also comes into scope. Any material posted on social
media, intranet or website during the period is subject to restrictions.

8.8 Consultation should not be undertaken on issues that could be seen as politically
sensitive.

8.9 All these restrictions apply to other organisations that receive local authority
funding and officers should check with community groups they fund and with third
sector organisations that may be planning publicity around election time.

8.10 In general the question to ask of all publications, documents or events is; ‘can it
wait?” And if not, ‘will the subject matter be regarded as influential on voting
behaviour?’ This will be the case with controversial subjects and needs to be avoided
altogether.

8.11 If an elected member asks an employee of the council to publish something that
the employee considers to be inappropriate or is against communications protocols,
the concerns need to be raised with legal services and the communications team. |If
something cannot be distributed as a member has suggested then the employee
should explain why and offer an alternative form of words. Again guidance and support
is available from the communications team.

8.12 If the document has a high corporate profile or deals with a strategic issue then
the chief executive or a director should clear the final version.

0. Scrutiny

9.1 The scrutiny function and other committees have a vital part of the effective running
of the council, monitoring decisions and making recommendations to the cabinet and
the authority as a whole.

9.2 The chair of a committee may initiate, with the communications team, press
releases or statements if they have the support of the membership. The chairperson
will be the designated press spokesperson and they will be quoted or featured in
publicity such as press releases and photo calls, representing the views of the
committee, but not their own personal or political party views.

9.3 The communications team will support the chairperson to issue press releases
and statements on reports, liaising with the key spokesperson for comment and
relevant officers for factual information.
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9.4 At the beginning of a review, consideration will be given by the chairperson of the
reviewing body to the issuing of a press release. Where appropriate, the press
releases can be issued before the committee meeting in order to promote interest and
understanding of the issues (although the decision of the committee must not be
anticipated).

9.5 All enquiries from the media relating to any review will be handled by the
communications team and discussed with the chairperson before a response is given.
Individual councillors on scrutiny panel may make their own statements relating to their
involvement if they work with the communications team to ensure a co-ordinated
response.

9.6 Press releases issued after the meeting must reflect the majority view of the
committee and a range of members will be consulted on content, by the chairperson
and the communications team.

10. Advertising and Sponsorship received by Herefordshire Council

10.1 A third party may advertise with Herefordshire Council or sponsor a particular
campaign or event. In that instance this should consider:

= Upholding the council’s reputation and corporate identity
= Link to the council’s priorities
= Secure best value for money and maximise income

10.2 Ensure compliance with legislation, advertising industry codes and other council
policies (for further details visit www.asa.org.uk/asa/codes).

= Support development of commercial partnerships with the private sector
= Safeguard the image and environment of the county.

10.3 The council will accept advertising and sponsorship on its own platforms that
supports its priorities.

10.4 The council will not permit any advertising or sponsorship that represents a
conflict of interest or is likely to cause serious or widespread offence. Particular care
should be taken to avoid causing offence on the grounds of race, age, religion, sex,
sexual orientation or disability. Content that is not permitted for advertising includes,
but is not limited to, advertising that contains, infers or suggests any of the following:

= Advocacy of, or opposition to, any politically, environmentally or socially
controversial subjects or issues

= Disparagement or promotion of any person or class of persons

= Promotion or incitement of illegal, violent or socially undesirable acts

= Promotion or availability of tobacco products, weapons, gambling or illegal drugs

= Advertising of financial organisations and loan advancers with punitive interest
rates
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= Promotion or availability of adult or sexually orientated entertainment materials

= Advertising that infringes on any trademark, copyright or patent rights of another
company

= Claims or representations in violation of advertising or consumer protection laws

= Promotion of any political party.

10.5 The council abides by the Town and Country Planning Act. The control of
Advertisements Regulations provides rules on displaying advertising. The council has
the duty to ensure all advertising on council owned platforms falls within this legislation
and will liaise with the appropriate authority/district council to ensure planning law
relating to the display of advertisements is complied with.

10.6 The council will advertise its own services and offers as appropriate using its own
platforms. This may include adverts relating to traded services or services which
generate an income, or linked to a campaign. These should be identified and reviewed
in collaboration with the communications team.

10.7 The council holds personal data of service users and careful consideration needs
to be given to whether it is appropriate and legal (Data Protection Act) for this to be
used for any advertising or direct marketing purposes. Wherever possible people
should be asked whether they are willing to ‘opt in’ to receive news, information or
advertising messages from the council when personal data is gathered.

10.8 Advertising and sponsorship is not a way for any company or organisation to be
viewed favourably by the council in any other business arrangements they might be a
party to.

Advertising and Sponsorship Placed by Herefordshire Council

10.10 The council can also place advertisements where it will support audience reach.
This should follow the principles of value for money where spend on advertising
creates a direct return based on:

= The advert is the best method and part of a combination of communication
channels that has a target audience in mind

= That the placing of adverts in publications and online does not bring the authority
into disrepute by association

» That the style and content within adverts is cleared by the communication team

10.11 Herefordshire Council or a council sub-brand may use sponsorship as a method
of communication and promotion. Where an activity or event is sponsored by the
council this will be on the basis:

= Arelevant organisation and service linked to specific campaigns and priorities
= A political organisation or political association will not be sponsored
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The sponsorship arrangements needs to be authorised by the communication team
to ensure it does not bring the council into disrepute

A sponsorship arrangement needs to ensure this does not constitute endorsement
of the associated products or business

The service will need to check that there are no disputes outstanding with the
company being sponsored.



