HAILSHAM TOWN COUNCIL

FINANCE, AND GOVERNANCE COMMITTEE
AGENDA

NOTICE IS HEREBY GIVEN OF a meeting of the FINANCE AND GOVERNANCE COMMITTEE
to be held at the Fleur De Lys Council Chambers/Meeting Rooms, Market Street
on

Wednesday 27" November 2024 at 7.00 p.m.

1. Public Forum
Prior to commencement of the remainder of formal business of the meeting, a period
of not more than 15 minutes will be assigned for the purpose of permitting members
of the public to address the assembly, or ask questions on matters relevant to
responsibilities of this committee, at the discretion of the Chairman.

2. The order of formal business to be transacted will thereafter be as follows:

3. Apologies for Absence
To receive apologies for absence of appointed members.

4. Declarations of Interest
To receive notice of declarations of personal or prejudicial interests in respect of
items on this agenda.

5. Minutes of previous Meeting

5.1 To note that the Minutes and Reports of the Meeting of the Finance and Governance
held on 23 October 2024 may be taken as read, confirmed as correct record, and
signed by the Chairman.

To receive an update about progress of resolutions from the last non budget meeting
of the Finance and Governance Committee 23" October 2024.



6. Policies
To adopt the following council policies.

Financial Regulations

Grants Policy

Grievance Policy

Media Relations Protocol

Social Media Rules

Town Criers Protocol

Town Mayor Protocol

Communications Strategy

DSE and Workstation Assessment Procedure

7.0 Strategic Plan

To consider the Finance and Governance Strategic plan

Dated 21 November 2024

!
f —
\ —

JOHN HARRISON
Town Clerk



Committee Membership:

Councillor G. Blake-Coggins
Councillor K.M Blundell-Smith
Councillor F.Clarke
Councillor P.Holbrook
Counicllor C. Mitchell
Councillor D. Rusu

Councillor G. White

Substitutes:

Councillor A.Blake-Coggins
Councillor C Bryant
Councillor A.Clarke
Councillor N. Hayes




Finance & Governance Committee
Agenda Item ? — Policies

Report to: Finance & Governance Committee

Date: 27" November 2024

By: Emily Hastings, Corporate Services Manager
Title of Report: Policies

PURPOSE:

To adopt the following HR policies, effective immediately:

e Grievance Policy — updated policy — updates highlighted in red
o Display Screen Equipment and workstation assessment policy — new policy
The policies above have been reviewed by:
e John Harrison, Town Clerk
e HTC Managers including Hailsham Youth Service and the Post Office
e HTC staff
e Staffing Committee who RESOLVED to put the policies forward to FGC 27.11.24

To adopt the following Operations & Facilities policies, effective immediately:

e Fire Safety — new policy
e PEEP Assessment — new policy

The policies have been reviewed by:

e John Harrison, Town Clerk
e HTC Managers including Hailsham Youth Service and the Post Office

To adopt the following Communication policies, effective immediately:

¢ Communications strategy — reviewed and updated
¢ Media Relations Protocol - reviewed and updated
e Social Media Protocol - reviewed and updated

e Social Media Rules - reviewed and updated

e Mayors Protocol - reviewed and updated

e Town Crier Protocol - reviewed and updated

The policies have been reviewed by:

e John Harrison, Town Clerk
e Emily Hastings, Corporate Services Manager
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Hailsham
Y TOWN COUNCIL

Grievance Policy

Owner John Harrison, Town Clerk
Reviewer Emily Hastings, Corporate Services Manager
Previous versions 2021 (NALC Model 2013)

Templates used/adapted NALC 2024 Grievance Policy

Approver Initial: Staffing Committee
Final: Finance & Governance Committee

Date approved

Date of next review September 2026

Related policies/procedures | Disciplinary policy

Policy covers All HTC including Post Office and Hailsham Youth
Service
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Introduction

1.  This policy is based on and complies with the 2015 ACAS Code of Practice on
https://www.acas.org.uk/acas-code-of-practice-on-disciplinary-and-grievance-
procedures/html

2. It also takes account of the ACAS procedures on discipline and grievances at work.

https://www.acas.org.uk/disciplinary-and-grievance-procedures
1
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It also takes into account relevant law affecting Councils.

It aims to encourage and maintain good relationships between the Council and its
employees by treating grievances seriously and resolving them as quickly as
possible. It sets out the arrangements for employees to raise their concerns,
problems or complaints about their employment with the Council. The policy will be
applied fairly, consistently and in accordance with the Equality Act 2010.

Many problems can be raised and settled during the course of everyday working
relationships. Employees should aim to settle most grievances informally with their
line manager.

This policy confirms:

employees have the right to be accompanied or represented at a grievance meeting
or appeal by a companion who can be a workplace colleague, a trade union
representative or a trade union official. This includes any meeting held with them to
hear about, gather facts about, discuss, consider or resolve their grievance. The
companion will be permitted to address the grievance/appeal meetings, to present
the employee's case for their grievance/appeal and to confer with the employee. The
companion cannot answer questions put to the employee, address the meeting
against the employee’s wishes or prevent the employee from explaining their case.
the Council will give employees reasonable notice of the date of the grievance/appeal
meetings. Employees and their companions must make all reasonable efforts to
attend. If the companion is not available for the proposed date of the meeting, the
employee can request a postponement and can propose an alternative date that is
within five working days of the original meeting date unless it is unreasonable not to
propose a later date

any changes to specified time limits must be agreed by the employee and the Council
an employee has the right to appeal against the decision about their grievance. The
appeal decision is final

information about an employee’s grievance will be restricted to those involved in the
grievance process. A record of the reason for the grievance, its outcome and action
taken is confidential to the employee. The employee’s grievance records will be held
by the Council in accordance with the Data Protection Act 2018

audio or video recordings of the proceedings at any stage of the grievance procedure
are prohibited, unless agreed by all affected parties as a reasonable adjustment that
takes account of an employee’s medical condition

if an employee who is already subject to a disciplinary process raises a grievance,
the grievance will normally be heard after completion of the disciplinary procedure

if a grievance is not upheld, no disciplinary action will be taken against an employee if
they raised the grievance in good faith

the Council may consider mediation at any stage of the grievance procedure where
appropriate, (for example where there have been communication breakdowns or
allegations of bullying or harassment). Mediation is a dispute resolution process
which requires the consent of affected parties
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Employees can only use all stages of the grievance procedure if the complaint is not a code
of conduct complaint about a councillor. Employees can use the informal stage of the
council’s grievance procedure (section 7) to deal with all grievance issues, including a
complaint about a councillor. Employees cannot use the formal stages of the council’s
grievance procedure for a code of conduct complaint about a councillor. If the complaint
about the councillor is not resolved at the informal stage, the employee can contact the
monitoring officer of Wealden District Council who will inform the employee whether or not
the complaint can be dealt with under the code of conduct. If it does not concern the code of
conduct, the employee can make a formal complaint under the council’s grievance procedure
(Section 8)

the Council may engage external investigators, grievance or appeal panels for the purposes
of the process.

If the grievance is a code of conduct complaint against a councillor, the employee cannot
proceed with it beyond the informal stage of the council’s grievance procedure. However,
whatever the complaint, the council has a duty of care to its employees. It must take all
reasonable steps to ensure employees have a safe working environment, for example by
undertaking risk assessments, by ensuring staff and councillors are properly trained and by
protecting staff from bullying, harassment and all forms of discrimination

If an employee considers that the grievance concerns their safety within the working
environment, whether or not it also concerns a complaint against a councillor, the employee
should raise these safety concerns with their line manager at the informal stage of the
grievance procedure. The council will consider whether it should take further action in this
matter in accordance with any of its employment policies (for example its health and safety
policy or its dignity at work policy) and in accordance with the code of conduct regime

Informal grievance procedure

The Council and its employees benefit if grievances are resolved informally and as
quickly as possible. As soon as a problem arises, the employee should raise it with
their manager to see if an informal solution is possible. Both should try to resolve the
matter at this stage. If the employee does not want to discuss the grievance with their
manager (for example, because it concerns the manager), the employee should
contact the Chairman of the staffing committee or, if appropriate, another member of
the staffing committee. If the employee’s complaint is about a councillor, it may be
appropriate to involve that councillor at the informal stage. This will require both the
employee’s and the councillor’s consent.

Formal grievance procedure

8.

If it is not possible to resolve the grievance informally and the employee’s complaint
is not one that should be dealt with as a code of conduct complaint (see above), the
employee may submit a formal grievance. It should be submitted in writing to the
Chairman of the staffing committee.

The staffing committee will appoint a sub-committee of 3 members to hear the
grievance in the event that the grievance is raised by or relates to the Clerk. Where

3
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the grievance is not raised by or relates to the Clerk, the staffing committee may
appoint the Clerk to hear the Grievance. The sub-committee will appoint a Chairman
from one of its members. No councillor with direct involvement in the matter shall be
appointed to the sub-committee.

Investigation

10.

11.

If the sub-committee decides that it is appropriate, (e.g. if the grievance is complex),
it may appoint an investigator to carry out an investigation before the grievance
meeting to establish the facts of the case. The investigator may be an appropriate
employee, Councillor or external party. The investigation may include interviews (e.g.
the employee submitting the grievance, other employees, councillors or members of
the public).

The investigator will summarise their findings (usually within an investigation report)
and present their findings to the sub-committee.

Notification

12.

Within 14 calendar days of the Council receiving the employee’s grievance (this may
be longer if there is an investigation), the employee will normally be asked, in writing,
to attend a grievance meeting. The written notification will include the following:

. the names of its Chairman and other members

. the date, time and place for the meeting. The employee will be given
reasonable notice of the meeting which will normally be within 35 calendar days
of when the Council received the grievance

. the employee’s right to be accompanied by a workplace colleague, a trade
union representative or a trade union official

. a copy of the Council’s grievance policy

. confirmation that, if necessary, withesses may attend (or submit witness
statements) on the employee’s behalf and that the employee should provide the
names of their witnesses as soon as possible before the meeting

. confirmation that the employee will provide the Council with any supporting
evidence in advance of the meeting, usually with at least two days’ notice

. findings of the investigation if there has been an investigation

. an invitation for the employee to request any adjustments to be made for the
hearing (for example where a person has a health condition).

The grievance meeting

13.

At the grievance meeting:

o the Chairman will introduce the members of the sub-committee to the employee

4
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o the employee (or companion) will set out the grievance and present the
evidence

o the Chairman will ask the employee questions about the information presented
and will want to understand what action do they wants the Council to take

o any member of the sub-committee and the employee (or the companion) may
guestion any witness

o the employee (or companion) will have the opportunity to sum up the case

o a grievance meeting may be adjourned to allow matters that were raised during
the meeting to be investigated by the sub-committee.

o The Chairman will provide the employee with the sub-committee’s decision, in
writing, usually within 7 calendar days of the meeting though may be longer e.g.
where further investigations are required. The letter will notify the employee of
the action, if any, that the Council will take and of the employee’s right to
appeal.

The appeal

14.

15.

16.

17.

18.

If an employee decides that their grievance has not been satisfactorily resolved by
the sub-committee, they may submit a written appeal to the staffing committee. An
appeal must be received by the Council within 7 calendar days of the employee
receiving the sub-committee’s decision and must specify the grounds of appeal.

Appeals may be raised on a number of grounds, e.qg.:

o a failure by the Council to follow its grievance policy

o the decision was not supported by the evidence

o the action proposed by the sub-committee was inadequate/inappropriate
o new evidence has come to light since the grievance meeting.

The appeal will be heard by a panel of 3 members of the staffing committee who
have not previously been involved in the case. There may be insufficient members of
the staffing committee who have not previously been involved. If so, the appeal panel
will be a committee of three Council members who may include members of the
staffing committee. The Council may engage external parties if there are insufficient
councillors to form the panel. The appeal panel will appoint a Chairman from one of
its members.

The employee will be notified, in writing, usually within 14 calendar days of receipt of
the appeal of the time, date and place of the appeal meeting. The meeting will
normally take place within 35 calendar days of the Council’s receipt of the appeal.
The employee will be advised that they may be accompanied by a workplace
colleague, a trade union representative or a trade union official.

At the appeal meeting, the Chairman will:

o introduce the panel members to the employee

5
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20.

21.

22.

23.
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° explain the purpose of the meeting, which is to hear the employee’s reasons for
appealing against the decision of the staffing sub-committee
o explain the action that the appeal panel may take.

The employee (or companion) will be asked to explain the grounds of appeal.

The Chairman will inform the employee that they will receive the decision and the
panel’s reasons, in writing, and when they are likely to receive the letter. This may be
within 14 calendar days of the appeal meeting however will be longer where further
investigations are required.

The appeal panel may decide to uphold the decision of the staffing committee or
substitute its own decision.

The decision of the appeal panel is final.
Any Councillor or member of staff who is cited or implicated in a grievance will;

receive a letter of confirmation advising them of this,

be kept updated on the progress and time frame of the procedure,

be advised that they may seek advice from relevant sources including East Sussex
Associations of Local Councils,

be accompanied by a colleague or friend during any meeting related to the
procedure,

receive a letter advising them of the outcome of the procedure once it has been
completed



HAILSHAM TOWN COUNCIL

Grants to Local Organisations — Policy Criteria

Subject to funding being available, Hailsham Town Council is committed to providing
assistance and support to local community groups which are set up to promote
community life for Hailsham residents. The Council’s financial support is provided by
way of Grants which are decided against criteria set by, and which can be amended
from time to time by Hailsham Town Council.

In order for the Town Council to be able to rationally and objectively assess
applications, many which will inevitably be totally dissimilar in content, it is both
necessary and helpful to assess all applications received against a range of criteria.
These are designed to be a general indication of need but are not exclusive and can be
flexibly applied.

When considering Grants the Town Council will take into account the following
guidelines.

. Applications will be considered on fulfilling one or more of the following criteria:
Go towards community development/public improvements

Support economic development, tourism or cultural activities

Provide services for young people, the elderly or vulnerable

Improve sport, physical activity, health and wellbeing

Improve the physical environment or address the problem of climate change

. Activities of the organisation or association should be readily available to the
community in general.

. Applicants must be able to demonstrate how a grant would be of benefit to the
community of Hailsham.

. Membership should be appropriate to the activity and should encompass junior,
senior, full and part time residents and be available for disabled people if
possible.

. The range of activities undertaken and the programme of the organisation
should be available for reference.

. The current financial situation should be substantiated by either audited
accounts or a business plan for a new group or organisation.

. Grants will not be made retrospectively.

. Grants will not be made to individuals.

. Grants will not routinely exceed 50% of the cost of the project/activity.
1



10.The amount of the grant will generally be restricted to £500.00.

11.Each application will be assessed on its own merits.

12.The administration of and accounting for any grant shall be the responsibility of
the recipient. All awards must be properly accounted for, and evidence of
expenditure should be supplied to the council as requested.

14.0ngoing commitments to award grants or subsidies in future years will not be
made. A fresh application will be required each year.

15.As a condition of receiving a grant, organisations will be required to
acknowledge the Town Councils support in publicity material. (Prior viewing
necessary).

Hailsham Town Council will not fund the following:

Organisations that do not provide a service to the community of Hailsham
Individuals or appeals supporting an individual

General appeals

Statutory organisations or direction replacement of statutory funding
Political groups or activities promoting political beliefs

Religious groups where funding is to be used to promote religious beliefs.
Arts and Sports projects with no community or charitable element.
Medical Research or treatment

Projects that may take place before an application can be decided.
Equipment or other costs that have already been purchased or incurred prior to the
application being considered.

Commercial ventures

National organisations from outside the town



Hailsham Town Council

Revenue Grant Application Form
(Please complete the form in block capitals)

NAME OF ORGANISATION ..ottt e e eeees
When was your organisation formed. ...
Registered Charity Yes/ No Registration NO............coviiiiiii

CoNtaCt NAMI. .o

LAz o 1] (- T

Position in the organisation (i.e. Chairman, Treasurer, Secretary etc).........................

Please read the notes on the back of this form before making your application. If
you are uncertain about any of the questions on the form, please contact the
Town Council on 01323 841702.

Applicants are advised that this form and the information contained in it will be
included as part of the Town Council’s public records.

ALL REVENUE GRANT APPLICATIONS MUST BE RECEIVED BY THE TOWN
COUNCIL BY 30" April EACH YEAR. APPLICATIONS FOR REVENUE GRANT
ASSISTANCE ARE CONSIDERED ONCE ANNUALLY AT A MEETING OF THE
FINANCE AND GOVERNANCE COMMITTEE AND RECOMMENDATIONS WILL BE
SUBJECT TO FORMAL RATIFICATION AT A FULL COUNCIL MEETING. ALL



APPLICANTS WILL BE ADVISED OF THE COUNCIL’S DECISION BY THE END OF
MAY OF THAT FINANCIAL YEAR.

Amount of Grant applied fOr. ...

PUrPOSE Of Grant. ... .o

Total Cost Of ProJeCt. ...

How will you be funding the running costs of your Project/Organisation in future years?

Has your organisation previously applied for a Town Council grant? Yes/ No

If “Yes”, please give detailS. ... ..o s



Has a grant application been made to any other Body or Organisation for the purpose?

Yes / No If “Yes”, please give details............coooiiiiiii

MEMBERSHIP

How many members does your organisation have? This includes people who are
involved in the activity.

Adults Junior(under 16)

What % of your membership lives in Hailsham: ...,
What is the Annual Subscription, if @NY?..........oeuiiiiiiiii
FUNDRAISING

What additional fundraising events or activities will you be holding this year?

FINANCIAL

Please enclose your latest audited accounts and/or Business Plan if a new organisation
and other information as follows:

1. Income and Expenditure Account / Business Plan
2. Balance Sheet
3. Club/Organisation’s Constitution or Rules
4. |s your organisation registered for VAT? Yes/ No
5. Are you a profit-making Organisation? Yes/ No
Please note that if any part of the application is not completed or any of the

financial or other information not enclosed, your application may not be
considered.



| certify that the above information is true to the best of my knowledge and belief, and
that | am authorised to make this application for Grant Aid.

| confirm | have read the Policy Criteria for Grants and agree to comply with them.
Signature of Applicant............cooiiii Date.......c.ccoooeiiiinil.

Please provide bank details for the organisation

Please return your completed application to:-

THE RESPONSIBLE FINANCE OFFICER, HAILSHAM TOWN COUNCIL,
INGLENOOK, MARKET STREET, HAILSHAM, EAST SUSSEX, BN27 2AE
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Display screen equipment (DSE) and workstation assessment
procedure Sep 24

Owner John Harrison, Town Clerk

Reviewer Tony Lee, Operations & Facilities Manager
Emily Hastings, Corporate Services Manager

Previous versions N/A

Templates Health and Safety Executive guides and
used/adapted checklists

Approver Initial: Staffing Committee
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Date approved
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Related e Acceptable Use of Computer, Internet & Email
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Service
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Introduction

DSE Assessments are required by law as part of the Health & Safety (Display Screen
Equipment) Regulations 1992. The regulations apply to workers who use DSE dalily, for
continuous periods of an hour or more. The regulations don't apply to workers who use
DSE infrequently or only use it for a short time.

All staff who regularly use display screen equipment (e.g. desktop computer, tablet,
laptop and smartphones) should complete a DSE and workstation self-assessment.
Workstations/display screen equipment that have been set up incorrectly can result in
musculoskeletal injuries, as well as fatigue and eye strain.

Introducing a DSE self-assessment is a straightforward way of working towards DSE
compliance and keeping DSE users healthy and happy with their work set ups. As part
of the DSE self-assessment DSE users will be reminded to take breaks from DSE work
and the assessment will remind DSE users regarding eye testing.

For some staff this may involve several assessments of different workstations (e.g.
HTC offices/lhome set up/other working environments).

Once staff have completed their assessment, their line manager will review their
answers. Line managers will be trained in reviewing DSE assessments. If there are any
concerns, line managers should try to resolve these as soon as possible, making
reasonable adjustments (e.g. sourcing a screen riser, wrist support etc). If concerns
have a financial implication this should be discussed with the Responsible Finance
Officer (RFO). In some instances, concerns may lead to seeking Occupational Health
Advice.

We are proposing that staff complete the DSE and workstation self-assessment on a
yearly basis. This will be recorded in staffs’ HR file. The information supplied on the
self-assessment will be kept confidentially. Please note that Line Manager may have to
liaise as appropriate with the Operations and Facilities Manager or the Corporate
Services Managers for more expertise with regards DSE assessment, and the Town
Clerk/RFO for financial sign off.

There are a variety of situations where assessments may have to be conducted earlier
than once a year, including:

. If a DSE user complains about pain or discomfort

. A new starter will require training and assessments when beginning work
. A new workstation is set up

. An employee returns to work after an extended period of time

. If changes are made to an existing workstation
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DSE and workstation assessment procedure

If staff use display screen equipment (DSE) daily, as part of their normal work,
continuously for an hour or more they must complete a self-assessment. Staff will be
sent the DSE and workstation assessment excel sheet to complete.

Staff to read the “Information” and “How to complete” tabs before completing the
assessment. Staff to complete a DSE assessment for each work location. Staff should
save and send their assessment to their line manager. The Line Manager will review
and respond within 5 working days. Some remedial actions make take longer to
resolve.

DSE and workstation assessment training for line managers

The Operations and Facilities Manager and the Corporate Services Manager will
provide training and information to line managers on how to carry out a DSE
assessments. Line managers will be trained in providing information, instruction, and
health and safety training to users to help them identify risks and safe work practices.

Line managers will know how to consider:

e The risks from DSE work and the controls we can put in place

e How to adjust furniture

e How to organise the workplace to avoid awkward or frequently repeated
stretching movement

e How to clean the screen and mouse

e Who to contact for help and to report problems or symptoms

When analysing completed DSE assessments line managers will view any “Nos” and
they:
e Should deal with the biggest problems first
e Investigate all reports of aches and pains from users
e Try to identify the causes of risk by looking at all potential causes. For example,
poor posture may be due to bad seating, or sitting awkwardly to avoid glare on
the screen, or leaning forward to use the keyboard because the chair arm rests
prevent it from being close enough to the workstation, or a poorly positioned
mouse
e Remember to assess all the risks — look at things like task demands and
changes in activity, as well as the physical aspects of the workstation
e Take account of individuals’ special needs, such as users with a disability
e The Line Manager may seek additional DSE expertise from the Operations and
Facilities Manager or the Corporate Services Managers
e The Line Manager will review and respond within 5 working days. Some
remedial actions make take longer to resolve.

If there are any concerns, line managers should try to resolve these as soon as
possible, making reasonable adjustments (e.g. sourcing a screen riser, wrist support
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etc). If concerns have a financial implication this should be discussed with the RFO. In
some instances, concerns may lead to seeking Occupational Health Advice.

Working with display screen equipment at home

If staff work at home on a permanent or long-term basis or routinely split their time
between their workplace and home, they should complete a DSE self-assessment
using one of the location columns on the DSE assessment. If there are any concerns,
line managers should try to resolve these as soon as possible, making reasonable
adjustments. If concerns have a financial implication this should be discussed with the
RFO. In some instances, concerns may lead to seeking Occupational Health Advice.

Where possible resources to be shared between HTC offices and home e.g. a
specialised mouse to be transported between locations. Any items purchased for home
to be returned if the staff member is no longer working at home, or they finish their
employment with HTC.

Hot-desking

If staff “hot desk” they should carry out a basic risk assessment if they change desks
regularly.

Other work environments

If staff work in other locations, for example, working at the James West Centre before a
meeting or in the Fleur de Lys, or at a temporary place in Hailsham, staff “should carry
out a basic risk assessment. If staff are regularly at that location, they should conduct a
full DSE self-assessment.

Work routine and breaks

The law says employers must plan work so there are breaks or changes of activity for
employees who are DSE users. There is no legal guidance about how long and how often
breaks should be for DSE work. It depends on the kind of work. HTC will encourage staff
to take short breaks often, rather than longer ones less often. For example, 5 to 10
minutes every hour is better than 20 minutes every 2 hours.

In most jobs it is possible to stop DSE work to do other tasks, such as going to meetings
or making phone calls. If there are no natural changes of activity in a job, employers
should plan rest breaks, for Post Office staff please refer to your contracted hours and
breaks.
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Breaks or changes of activity should allow users to get up from their workstations and
move around, or at least stretch and change posture.
Eyes and eye sight testing

Refer to Occupational Health and Wellbeing including post-offer employment health
guestionnaire
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Media Relations Protocol

1- Introduction

This protocol has been drawn up to provide clear and consistent guidance to Council Members
and Officers on how the Council communicates effectively and impartially with the public via the
press/media.

The Media Relations Protocol supports the work of the Town Council to increase public awareness
of its services provided and the functions it performs; to allow local people to have a real and
informed say about issues that affect them; to explain the reasons to electors and council tax-
payers for particular policies and priorities; and in general, to improve local accountability.

For the purpose of understanding the Media Relations Protocol, the term ‘media relations’ refers
to media/press/news releases, press statements and press/media enquiries.

Mediareleases are one of the key techniques for publicising Town Council activities, decisions and
achievements.

All mediarelations activity should reflect the principles of confidentiality, data protection, freedom
of information and copyright, in addition to the Code of Recommended Practice on Local Authority
Publicity 2011, with reference to the Local Government Acts 1986 and 1988.

e The overriding principle of this protocol is that all elements of the media will be treated
equally.

e Itis important that all Members and Officers who might contact the media understand the
implications of the Media Relations Protocol. The Council’s code explains this within a local
context. Without proper co-ordination it would be difficult to ensure that the media releases
and public communication messages issued by the Town Council are consistent and
accurate.

2- Responding to Media Enquiries

The Town Council respects the press/media’s role in delivering information to the public and
responses will be given in recognition of deadlines, which are crucial to effective media
relations.

The press/media are very important in conveying information to the community, so the Town
Council must maintain positive, constructive media relations at all times.

The press/media work on behalf of the local community to hold the Town Council to account

for its policies and actions, and it is therefore important that they have access to Officers and
Members (and to background information to help them in this role).
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Requests for interviews, information or photographs from the press/media should be referred
initially to the Communications Officer and Corporate Services Manager. Any response will be
collated in conjunction with the Corporate Services Manager and Communications Officer.
Where possible, responses will be given by the relevant Committee Chair (or in their absence,
Committee Vice-Chair).

All responses will be signed off/approved by the Corporate Services Manager prior to
transmission to the press/media.

The Town Council recognises that Members have private lives and may be approached directly
by the press/media in relation to their roles outside of the Council. In this instance, Members
should make it clear they are not commenting as an elected Member or on behalf of the Town
Council and that the views given are their own and not necessarily those of the Town Council or
its subsidiary structures.

Requests to take photographs of Members or Officers in relation to Town Council business
must be agreed by the individual and in the case of staff, by the Corporate Services Manager.

There is no out-of-hours media relations service, although Members can be contacted outside
of normal office hours if their contact details are available in the public domain.

The Council is open and accountable and should always explain if there is a reason why it
cannot answer a specific enquiry from the press/media.

3- Media Releases: PRINCIPLES

In addition to responding to requests from the press/media, the Town Council will proactively
issue media releases and distribute them to the relevant press/media outlets.

Media releases will be fair, honest, informed, balanced, accurate and non-party political.
Media releases must “not be a prejudiced, unreasoning or political attack on the policies or
proposals in question or on those putting them forward.” They must not criticise another part
of the Town Council or other local authorities or organisations, but may question, query or
scrutinise.

Media releases issued in the name of the Town Council will not persuade members of the
public to hold a particular view, political or otherwise. Media releases must reflect the Town

Council’s stated policy and not views of groups of members.

Officers and Members have a responsibility to identify newsworthy items and proactively seek
opportunities where it may be beneficial to issue a news release.
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4- Media Releases: PROACTIVITY

The Communications Officer is encouraged to think about the activities and services provided by
the Town Council, how it can achieve effective publicity and to proactively promote news
items/stories. This relates to possible news items/stories that can be used in newsletter articles,
on social media and in feature articles, as well as media releases issued by the Town Council.

The Town Council may proactively issue media releases in a range of circumstances and in
conjunction with other agencies. For example:

e Toinform about a decision by the Town Council or one of its committees.

e To publicise changes to one or more Town Council services.

e To promote a Town Council or community event.

e To publicise a campaign or raise awareness of a topic of local interest.

e To disseminate good news for Hailsham.

e To publicise the Town Council’s good practice.

e Toraise Hailsham’s profile in support of the Town Council’s core objectives.

e To announce an appointment on the Town Council or an upcoming election.

e To promote the activities of the Town Mayor, including civic engagements.

e The content of proactive media releases is drawn up in consultation with relevant officers
to ensure factual accuracy.

5- Publicity Requests from Members

Requests by Members for media releases to be drafted and issued can be made at any time to
help the Town Council maintain a strong identity with residents and to communicate good
stories. Occasionally, Members ask for media releases to be drafted and issued to publicise
issues or events in the ward or relevant to the Committee in which they sit, which accord with
council policy. In such circumstances, requests for news releases for planned campaigns and
projects must be passed on by the said Member to the relevant Town Council committee for
approval at the next formal meeting of that Committee.

Once a request for the drafting and issuing of a media release has been presented to and
approved by the relevant committee, Communications Officer will begin producing the media
release as early as possible thereafter.

6- Media Releases: GOVERNANCE

The content of all media releases should be shared with and approved by the Corporate Services
Manager prior to distribution to the local press and media.

Media release drafts should also be sent to the appropriate Committee Chair with responsibility

for the issue concerned (if applicable) for approval prior to distribution of the media release to
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the press/media. Additionally, any (other) person who has a quote attributed to them in any media
release should be approached for approval of their quote (if drafted by the Communications
Officer).

Preparation and approval of Town Council media releases is a priority for Officers and Members.
Where possible, media releases should be drafted and circulated for approval in advance of a
newsworthy event, activity or committee meeting.

News stories and announcements are often time-sensitive, with many needing to be sent out
promptly to meet media deadlines. In these instances, if the Communications Officer has
attempted contacting any Member quoted in and/or who is Chair of the Committee relevant to
the subject nature of the media release for approval, but a response hasn’t been received, the
quote will be attributed to the Town Clerk and the media release will be issued to the press/media
as approved without further delay.

7- Media Releases: ELECTIONS

In the period between the notice of an election and the election itself (purdah), the Town Council
is subject to rules which impact on how it can communicate with the public. Prior to local
elections, media releases will not contain a quote from any Member. In these circumstances,
where a quote is required, the relevant Officer may be quoted. Once a general election is
declared a comparable embargo applies.

During an election period, Town Council mediareleases should not deal with controversialissues
or report views, proposals or recommendations in a way that identifies them with individual
members or groups of members. This ensures that no individual Member gains an unfair
advantage by appearing in official publicity.

8- Media Releases: DISTRIBUTION

Media releases will be transmitted either by email to the relevant press/media outlets or
submitted by other means online after approval.

Media releases will also be posted on the Town Council website and social media pages as early
as possible after transmission to the press/media.

Members with certain responsibilities for or interest in subject areas will be canvassed annually

or on a pre-determined regular basis for their requirements in respect of the public
communications (media releases) they wish to receive as a matter of routine.

Version September 2024



Hailsham Town Council
Media Relations Protocol

9- Accuracy and Negative Issues

From time to time, the Town Council will need to respond to negative issues. It is important that
these situations are managed carefully to limit the potential for unconstructive, harmful or
negative publicity. Members and Officers must alert the Corporate Services Manager or Town
Clerk as soon as a potentially negative issue which may attract press/media interest comes to
light. They should not wait until contact is made by the press/media.

Officers must be prepared to work together with Members to prepare holding statements, media
releases or other information and carry out research even if no press/media have contacted the
Town Council about an issue.

Should the press/media publish or broadcast something inaccurate about the Town Council or
its services, a quick decision needs to be taken on any action necessary to correct it. The issue
should be discussed with the Town Clerk or Corporate Services Manager to decide what action
is appropriate. This could be a personal letter to the editor(s), media release, discussion with the
relevant journalist or - in mitigating circumstances - legal advice.

It should be noted that in the case of minor inaccuracies which have little or no impact on the
message being conveyed, it can sometimes be counter-productive to object or make a
complaint. Each case must of course be judged individually.

Occasionally the Town Council will make errors and get something wrong. In such cases, damage
limitation is important.

10- Information Embargoes

Embargoed mediareleases are issued when the Town Council doesn’t want the details published
before a particular event. This can be done by simply including the word ‘Embargo’ at the top of
the mediarelease and theinclusion of the phrase “Not for publication prior to XX/XX/XXXX [date].”
Generally, most journalists and media representatives will respect this - unless a request is
considered unreasonable.

11- Press/Media Attendance at Council Meetings

The press/media is permitted to attend Full Council and Committee meetings and record the
proceedings (via written, audio or audio-visual methods). However, as stated in the Council’s
Standing Orders, the press/media may be excluded from a meeting whilst certain confidential
matters (as provided for in the relevant legislation) are under discussion.
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1- Statement of purpose

This protocol aims to establish the principles of use of social media by Town Council Members,
Officers and representatives of the Town Council.

2- Social Media: PRINCIPLES

‘Social media’is the term commonly given to websites and online platforms which allow users to
interact with each other in some way - that is, by sharing information, opinions, activities and
interests. Examples of social media websites include social networking platforms (e.g.
Facebook), micro-blogging platforms (e.g. Twitter), professional networking websites (e.g.
LinkedIn), photo sharing websites (e.g. Instagram) and video sharing platforms (e.g. YouTube).

The format and levels of interaction of social media vary greatly from one to another. Whenever
Town Council representatives use such websites, they should familiarise themselves with the
guidance thatis set out in this protocol.

Itis important that social media websites are used effectively as part of a wider communications
mix and that their use does not expose the Town Council to security risks or reputational damage.
Social media offers great potential for building relationships and improving the communication
of services and facilities that the Town Council provides.

This protocol will clearly set out how social media can be managed effectively and how any risks
or pitfalls can be avoided or mitigated.

3- Social Media: OBJECTIVES

Social media pages can be used by the Town Council as an effective and measurable way to
achieve engagement from the local community and attract publicity. The aim of this protocol is
to ensure:

e Engagementwith residents and community groups and promotion of Town Council-based
services, facilities, events and activities through the use of social media

e Aconsistent approach is established and maintained in the use of social media pages.

e That the Town Council’s reputation is upheld and enhanced rather than adversely
affected.

e That communication by use of social media is timely, appropriate, useful and engages
with the local community.

e Social media activity should not be the sole means of communication of Town Council
services, facilities, activities and events, but a means to effectively be implemented as
part of the general communications mix, which includes the issuing of media releases,

2
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website news articles, newsletter content, advertising promotion and other forms of
publicity material. Any planned and approved campaigns or activities can be further
enhanced by using of social media platforms, to increase reach and exposure.

4- Social Media: ACCOUNTS

Currently, the Town Council uses the following social media websites to communicate its
services, facilities, activities, meetings and events:

e Facebook (individual pages for Hailsham Town Council, Hailsham Youth Service and
Hailsham Street Market)

o Twitter (individual pages for Hailsham Town Council and Hailsham Youth Service).

e Instagram (individual page for Hailsham Youth Service)

The Council may look to expand its use of social media platforms in the future.

5- Social Media: USES

Social media pages may be used to:

e Distribute Town Council and committee meeting agendas.

e Promote Town Council services and facilities.

e Advertise Town Council activities and events.

e Publish good news stories which are of interest to the local community.

e Promote any staff or member vacancies.

e Publicise public consultation documents and/or engagement events.

e Promote the activities of the Town Mayor and mayoral engagements.

e Share or retweet information from partner agencies such as local authorities and
emergency services.

e Post or share information from local community groups and voluntary organisations.

o Referresident enquiries to the Town Clerk or relevant Officer or Member where required.

6- Social Media: POLICY/ PROTOCOL

Guidance for Officers on the use of Town Council social media pages:

e Officers should be familiar with the terms of use on third party websites (e.g. Facebook

and Twitter) and adhere to these at all times.
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No information should be published on social media that is not already known to be in the
public domain, i.e. available to view on the Town Council’s website, contained in public
minutes of meetings, stated in Town Council publicised policies and procedures, publicly
available on third party websites or hard copy published material, or approved by the Town
Clerk or Corporate Services Manager.

Information that is published on social media should be factual and fair.

Do not publish anything on social media that would be regarded in the workplace as
unacceptable.

Officers using Town Council social media accounts should bear in mind that they will be
seen as ambassadors for the Town Council and should always act in a responsible and

socially aware manner.

Guidance for Members on the use of Town Council social media pages:

Members should take into consideration whether they are acting in a private capacity and
as a private individual, or whether any impression might be conveyed that they are acting
for and on behalf of the Town Council. In all cases, at such times where members
contribute to discussion on social media posts issued by the Town Council, or where you
use your personal social media accounts in your official capacity as a councillor, you
should always be mindful of the principles applicable to holding public office — integrity,
objectivity, accountability, professionalism, honesty and openness.

When representing the Town Council on social media, Members SHOULD:

Be vigilant and look out for defamatory, discriminatory, abusive or obscene posts or comments
from others on the Town Council's social media pages and report them immediately to the Town
Clerk or Corporate Services Manager.

Be aware that, because of your public profile as a Town Council member, you could be regarded
as acting in an official capacity when you post any content on Town Council social media pages
or personal social media accounts. Therefore, you should ensure that any comments posted on
behalf of the Town Council are appropriate and information in such comments or posts is
correct.

Be careful if making points which could be deemed ‘political’ on Town Council social media
pages or personal social media accounts, and avoid being specific or personal about individuals,
including other Town Council members.

When representing the Town Council on social media, Members SHOULD NOT:

Bring the Town Council into disrepute.
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Reveal any confidential or potentially sensitive information about the Town Council that you may
have accessed in your capacity as a councillor.

Include contact details or photographs of service users or Town Council officers.

Post offensive comments about the Town Council or its Members and Officers, in addition to
colleagues, representatives of partner agencies or members of the public.

Upload, publish or forward links on the Town Council's social media pages to any abusive,
obscene, discriminatory, derogatory or defamatory content. Any Council Member or Officer who
feel that they have been intimidated, bullied or harassed, or are offended by material posted or
uploaded should inform the Town Clerk or Corporate Services Manager immediately.

Escalate heated discussions and should, alternatively, attempt to be conciliatory, respectful and
state facts to calm the situation and correct any misrepresentations.

Discuss colleagues without their prior approval.

Discuss topics that may be inflammatory, e.g. politics and religion. Town Council members
should be mindful that, although it is acceptable to make political points or canvass votes via
Town Council Members' personal social media accounts, this will not be permissible if

commenting on behalf of the Town Council.

7- Rules & Guidance for public

The Town Council has published rules and guidance for members of the public using the Town

Council's social media pages. The rules and guidance are available to view on the Town Council
website and 'About' information section on its Facebook page, and are as follows:

Replying and responding to messages and comments:

Our social media accounts are generally monitored during office hours (9am-4pm,
Monday to Friday), except on public holidays.

If your queryis urgent orinvolves personal details, please contact us using an alternative
method.

We will endeavour to answer simple queries as quickly as possible on social media.
However, if the matter of concernis intricate or requires a detailed response, you may be
directed to a relevant officer or department to discuss the matter further or asked to
submit a Freedom of Information request.

Ouraimistorespond to as many questions on our social media posts as we can, but this
is not always possible and sometimes we can miss posts, questions or comments.
Please feel free to talk to your local councillor about local matters too.
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Moderation and behaviour:

We will not tolerate offensive or abusive language or images on our social media
channels and will remove any such comments or images.

Please do not post any comments that are unlawful, libellous, defamatory, abusive,
threatening, harmful, obscene, profane, sexually explicit or discriminatory in any way.
We will remove any statement or comment that we consider could be fall into any of
the above categories and may report them to the relevant platform administrators.

Do not ‘troll’, i.e. create conflict on our social media sites by posting comments or
statements that are particularly controversial or inflammatory, extraneous or off-topic,
with the intent of provoking a response from other social media users or disrupting
normal, on-topic discussion. Any such comments may be removed.

Do not bully, harass or intimidate any individual or organisation using our social media
pages.

Do not post content copied from elsewhere without consent from the original author,
i.e. content for which you do not own the copyright.

Do not post the same comment, message or statement (or very similar messages)
repeatedly. Any such comments may be removed.

Do not advertise products or services on our social media pages. Any such

advertisements will be removed.

Blocking and breach of rules:

If we block your account from one or more of our social media pages, this will probably
be because you have breached our rules and guidelines concerning appropriate
commenting, or you have followed or liked our social media pages solely to promote
products or services.

Sharing and retweeting:

We try our best to share or retweet information that we think will be of relevance or
interest to our followers, or of use to people, businesses and organisations in the
Hailsham area. However, please do not be offended if we do not share or retweet

something you ask us to.
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e Please remember that, while we may like or follow an individual or organisation and
retweet or share their posts/information, it does not necessarily mean that we endorse

them.

8- Implementation of protocol

The Town Council has overall responsibility for the effective operation of its Social Media

Protocol.

The Corporate Services Manager is responsible for monitoring and reviewing the operation of
this policy and making recommendations for amendments and updates, to minimise risks to
the operation of the Town Council.

AllCouncil Members and Officers should ensure that they take the time toread and understand
this policy. Any violation of this policy or questions regarding its content or application should
be directed to the Corporate Services Manager.
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Guidance Notes & Rules for the Public:

Facebook and Instagram pages

The Town Councilis the tier of local government closest to the people and consists of individual

councillors who contribute to the work of the whole Town Council by:

e Putting forward ideas and engaging in constructive debate

o Representing their constituents and responding to the needs of the community
e Actingin an ethical way and being open about interests

¢ \oting to enable the Town Council to make decisions

e Ensuring the delivery of cost-effective quality services for residents

1- Replying and responding to messages and comments:

e Our Facebook and Instagram pages are generally monitored during office hours (9am-
4pm, Monday to Friday), except on public holidays.

e If your query is urgent or involves personal details, please contact us direct by calling
01323 841702 during office hours.

e We will endeavour to answer simple queries as quickly as possible via Facebook or
Instagram. However, if the matterof concernis intricate or requires a detailed response,
you may be directed to a relevant officer or department to discuss the matter further.

e Ouraimistorespond to questions on our Facebook and Instagram posts as soon as we
can, but this is not always possible and sometimes we can miss such comments.

e Please feel free to talk to your local councillor about local matters too. Contact details

for individual ward councillors can be found on our website: www.hailsham-tc.gov.uk

2- Moderation and behaviour:

e We will not tolerate offensive or abusive language or images on our Facebook and
Instagram page/posts and will remove any such comments or images.
e Please do notpost any comments on our posts that are unlawful, libellous, defamatory,

abusive, threatening, harmful, obscene, profane, sexually explicit or discriminatory in
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any way. We will remove any statement/comment that we consider could be fall into
any of the above categories and may report them to the Meta platform administrators.
Do not 'troll', i.e. create conflict on our Facebook page by posting comments or
statements that are particularly controversial or inflammatory, extraneous or off-topic,
with the intent of provoking a response from other Facebook and Instagram users or
disrupting normal, on-topic discussion. Any such comments may be removed.

Do not bully, harass or intimidate any individual or organisation using our Facebook and
Instagram pages.

Do not post content copied from elsewhere without consent from the original author,
i.e. content for which you do not own the copyright.

Do not post the same comment, message or statement (or very similar messages)
repeatedly. Any such comments may be removed.

Do not advertise products or services on our Facebook or Instagram pages. Any such

advertisements will be removed.

3- Blocking and unfollowing:

If we block your account from accessing our Facebook and/or Instagram pages, this will
probably be because you have breached our rules and guidelines concerning
appropriate commenting, or you have followed or liked our Facebook and/or Instagram

pages solely to promote products or services.

4- Sharing of information:

We try our best to share information that we think will be of relevance or interest to our
followers, or of use to people, businesses and organisations in the Hailsham area.
However, please do not be offended if we do not share something you ask us to.

Please remember that, while we may like or follow an individual or organisation and

share their posts/information, it does not necessarily mean that we endorse them.
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1- Introduction

This Protocol has been produced to assist the Town Mayor to understand their role and
responsibilities and provide some useful information, which may be of assistance when
undertaking their civic role. The Protocol also assists Council Officers to apply a consistent
approach when dealing with issues connected to the function of the Town Mayor.

The Protocolis intended to be an addition to and not a substitute for the advice and assistance
which is available from the Mayor’s Secretary and the Corporate Services Manager. You will be
provided with all possible support and assistance on the workings of the role of Town Mayor.

2- Appointment of the Town Mayor & Town Mayor’s declaration

The Town Mayor/Chair of Council (and Deputy Town Mayor/Vice-Chair) are elected by Members
of the Council at the Annual Meeting of the Full Town Council in May of each year. The Town
Mayor/Chair remains in office until immediately after the new Town Mayor/Chair is elected at
the next Annual Meeting of the Council.

The new Town Mayor makes the following declaration when accepting the Term of Office at the
Annual Town Council Meeting:

“l [name] having been elected to the office of Town Mayor/Chair of Council of the Council of the
Town of Hailsham hereby declare that | take the said office upon myself, and will duly and
faithfully fulfil the duties thereof according to the best of my judgement and ability"

3- The role of the Town Mayor

The role of Town Mayor is different from the general Town Councillor role. The Town Mayor, by
virtue of the Office, can use their position to stimulate community pride, encourage business
and promote the voluntary sector, among other things. The Town Mayor may also have
numerous meetings with dignitaries and other members of the public, engagements to which
they are invited, and is in the public eye on a regular basis.

With this in mind, the Town Mayor needs to demonstrate a keen and genuine interest in those
they meet, show enthusiasm and commitment to the role, ensure they are non-party political,
promote the town’s interests wherever possible and always be mindful of the dignity of the
Mayoral Office.

Difficulties can arise from occasionally due to many outside the Council not understanding the
role of the Town Mayor and assume the office controls the Town Council and its workings. The

Version September 2024



Hailsham Town Council
Town Mayor Protocol

Town Mayor should be mindful of the possibility of such misunderstandings and be in a position
to deal with them appropriately.

The Town Mayor/Chairman has no executive powers and should be mindful of legislation for
town and parish councils stating that individual councillors cannot make decisions on their
own.

The Deputy Town Mayor

The Deputy Town Mayor is also elected by Members of the Council at the Annual Meeting of the
Full Town Council in May of each year, immediately following receipt of the Town Mayor’s
declaration of acceptance of office.

The Deputy Town Mayor is entitled to discharge all the functions of the Town Mayor if for any
reason the Town Mayor is unable to act or the office of Town Mayor is vacant, and they will take
the Chair at a Council meeting accordingly, in the absence of the Town Mayor.

The Deputy Town Mayor should only attend functions as deputy to the Town Mayor when
requested to do so and not in their own right. Invitations to functions should not be sent to the
Deputy Town Mayor and any received should be passed to the Mayor’s Secretary as early as
possible, who willin turn liaise with the Town Mayor.

Partners

The Town Mayor is referred to as ‘Town Mayor’, whatever their gender. A female partner of the
Town Mayor is usually referred to as 'Mayoress' or 'Town Mayoress' and a male partneris usually
referred to as 'Consort' or 'Town Mayor's Consort".

The partner has no standing or executive powers, although the supporting role is fully
appreciated. On occasions when the official Mayoress/Consort is not available to accompany
the Town Mayor to a function or engagement, the Town Mayor may ask another person to
accompany them, e.g. a member of the Town Mayor’s family, a Town Councillor, Council Officer
or a personal friend.

What is expected of the Town Mayor
Throughout your term of office, you will be required to undertake the following:

e Carryoutyour civic duties in a politically impartial and neutral manner

e Chair and preside over Full Town Council meetings positively and assertively with
guidance from the Town Clerk

e Promote Hailsham on a local and regional level

e Take an active interest in all aspects of the local community and related issues
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e Have the ability to network and socialise without prejudice with all stakeholders and
other members of the local community

o As'firstcitizen', act as an Ambassador for Hailsham Town Council and welcome visitors
and dignitaries

e Attend various functions, engagements and local events

e« Attend memorial services as a representative of the Town Council

o Officiate at opening ceremonies and be prepared to make a speech

¢ Hostreceptions and make official visits when required

Powers to act individually

A Town Mayor & Chairman has no more powers to act individually (or to speak for the Council
as a whole), than any other council member, and has no political dimension (not ‘Council
Leader’ as is sometimes thought). In common with all Council members, the Town Mayor &
Chairman is not permitted to act individually outside of council policy or resolution but is likely
to be the Council member most likely and often delegated to work closely with the Town Clerk.

4- Council meetings and decision-making

The Town Mayor & Chairman is required to chair all meetings of the ‘Full’ Council and therefore
should ensure that they are available for all dates given in the civic calendar. If the Town Mayor
& Chairmanis not present at a Council meeting, the Deputy Town Mayor & Vice-Chairman must
preside in his or her place.

The Town Mayor & Chairman, if present, must preside at meetings of the Council and has
responsibility to encourage full participation in debate and ensure adequate consideration of
issues and clear decision-making at these meetings. This includes use of a statutory casting
vote, which should be used to break deadlock arising in any situation, and there is case law
precedent on acceptable/unacceptable use of the vote.

The Town Mayor & Chairman, if present, must preside at the statutory Annual Town (Electors’)
Meeting.

5- Resignation and election of successor

The Town Mayor & Chairman officially receives resignations from Councillors or the Town Clerk.

A Town Mayor & Chairman continues in that role until formally succeeded by another. If, in an
election year, they have not retained their seat in formal public elections, they retain only a
casting vote. They preside at the opening of the following Annual Council meeting (usually held
in May of each year), and if necessary, use the casting vote to decide the election of their

successor. If there is a Deputy Town Mayor & Vice-Chairman, they remain in office until the

4
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election of a succeeding Town Mayor & Chairman (in case they are needed to preside at that
election).

6- Working relationship with Town Council staff

The Town Mayor & Chairman should be especially mindful of the contents of the Members-
Officer Relations Protocol (para 2.3) as follows:

“Chairmen and Vice Chairmen of the Council and Committees have additional responsibilities;
because of those responsibilities, their relationships with employees may be different from and
more complex than those of councillors without those responsibilities. This is recognised in the
expectations they are entitled to have. However, such councillors must still respect the
impartiality of officers, must not ask them to undertake work of a party-political nature, or to do
anything which would put them in difficulty in the event of a change in the political composition
ofthe Council.”

Officers and other members of staff of the Council will support and advise the Town Mayor &
Chair in undertaking their duties. However, the Town Mayor & Chair should be careful not to
‘instruct’ or make requests of staff that are outside of Town Council policy, resolutions made by
Council or Committee, or legally delegated functions.

In order to work with different personalities, it is essential to communicate on a regular basis,
possibly at weekly meetings rather than constantly ‘popping in’. Regular liaison with the Town
Clerk is also necessary on matters pertaining to the Council. Meetings should always be by
appointment wherever possible.

7- Attendance at functions

From time to time, the Town Mayor (or Deputy Town Mayor if the Town Mayor is unavailable)
will be invited to events and engagements. The correct protocol must be observed when
attending these functions.

General information

In order that proper arrangements can be made, including civic engagement planning and
publicity, individuals, businesses or organisations are asked in the first instance to provide
information to the Mayor's Secretary as soon as possible prior to the event which the Town
Mayor (or Deputy Town Mayor if the Town Mayor is unavailable) is invited to attend. Information
should include the following:
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1. General event details including the date, time of arrival, event start time, (estimated)
event finish time, venue/location, purpose of event/engagement and the name of the
individual or organisation inviting the Town Mayor to the event/engagement.

2. Information regarding the content matter of any speeches orresponses the Town Mayor
is expected to deliver.

3. Details of any special requests, for example, the need to make a presentation, supply
gifts, wear full or partial regalia, etc.

4. Details regarding practical considerations, for example, car parking available for the
Town Mayor.

Procedure with Council Officers

The Town Mayor’s Diary is managed by the Mayor's Secretary (Civic Officer). Regular diary
meetings with the Town Mayor are held to review invitations received.

All invitations to events/engagements which are to be attended by the Town Mayor (and in
his/her absence/unavailability, the Deputy Town Mayor) must be directed to the Mayor's
Secretary in the first instance, with the above information provided. Those inviting the Town
Mayor to an event/engagement will be notified as to his/her availability to attend by the Mayor's
Secretary as soon as possible.

It is essential that all invitations be directed to the Mayor's Secretary, never to the Town
Mayor personally or at home.

On receipt of an invitation the Mayor's Secretary will discuss with the Town Mayor if they are
able to attend and reply accordingly.

Other information

There are no strict rules about which invitations should be accepted and which should be
declined. This, ultimately, is for the Town Mayor to decide. Some caution should be exercised
having regard to the fact that they are representing the Town Council and is not attending in the
capacity as an individual. Furthermore, attendance at any function should not bring the Town
Councilinto disrepute or show commercial or political bias in any way whatsoever.

Where there are timetable clashes, illness or any other reason why the Town Mayor is unable to
attend a function, the Deputy Town Mayor should attend in his/her place if available.

All hosts receive advice on receiving the Town Mayor and the usual protocol. Additionally, the
Mayor’s Secretary will seek information on dress-code, whether the Mayor should be
accompanied, and whether a speech, opening or other official undertaking is expected.
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If the Town Mayor needs any special assistance at an event or has special dietary requirements
they should ensure that the Mayor’s Secretary is given as much notice as possible so that
appropriate arrangements can be made with the host.

In the event of cancelling attendance at a function due to ill health or unforeseen
circumstances, it is important to give as much notice as possible to enable the Mayor’s
Secretary to arrange for a replacement, normally the Deputy Town Mayor, to attend and to
inform the function organiser accordingly.

High Ranking Visitors

Where a distinguished visitor (e.g. high-ranking Officer of the Armed-Forces or Lord Lieutenant)
is attending a civic ceremony or service and the Council considers him worthy of the honour,
he/she may be invited to walk in procession behind the Town Mayor.

8- Promotion & publicity of the Town Mayor’s activities

Should the Town Mayor wish for their activities at a function to be promoted via the Town
Council's publicity channels (local press, Council website and social media), full details of the
event/function/engagement of which the Town Mayor has agreed to attend must be directed
to the Communications Officer as early as possible prior to the event/function taking
place (where possible, at least 5 working days), to ensure adequate time to plan and draft the
necessary publicity.

9- Town Mayor’s Allowance

The Town Mayor’s allowance is provided by the Council to enable the Town Mayor to entertain
guests and fulfil the role of Town Mayor associated with such events.

The Chairman’s allowance and its purpose is enshrined in legislation (The Local Government
Act 1972, ss15(5) and (34)5) as follows “A parish council may pay the chairman for the purpose
of enabling him to meet the expenses of his office such allowance as the council think
reasonable” and is further defined as follows: “The Chairman’s allowance is designed to defray
the expense of the chairmanship itself, in the same way as other sums are allocated to maintain
buildings or provide a playing field” (Taylor, R. Arnold-Baker on Local Council Administration,
12" ed.)

The Town Council's Mayoral Allowance is expected to cover the costs associated with the office
of Town Mayor such as:
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e Travelling to and from functions that the Town Mayor has been invited to in his/her
capacity as Town Mayor

e To cover other costs of attending functions, including the purchase of raffle tickets or
other such costs where appropriate

e To provide suitable attire to wear to official functions and mayoral events
One-off events held by the Town Mayor

At the end of any Mayoral and financial year, unspent amounts from the allowance can be used
for other purposes such as, for example, donation to local organisations as ‘grants’. However,
in accordance with legislation regarding individual decisions by town councillors, and the
Council’s Standing Orders, this needs to be decided by resolution of the Council or delegated
committee and should be in accordance with any existing Council Grants Policy.

Other allowance factors

A Council may authorise a budget for expenditure on mayoral/civic/ceremonial activities and
may allow some discretion on the part of the Town Mayor & Mayor in that expenditure. However,
this must comply with all other financial regulations or council resolutions, operating in
consultation with the Responsible Finance Officer and including appropriate minimal
thresholds.

10- Chain of Office/Civic regalia

The Mayoral regalia comprises a chain of office for the Town Mayor and a badge and chain for
the Deputy Town Mayor.

The Town Mayor would normally wear the regalia at functions to which they are invited where
these take place within the Parish boundaries. The Mayor's Secretary will seek advice if there is
any ambiguity.

Where functions take place outside parish boundaries it is the custom to ask permission from
the Mayor or Chairman of the parish concerned before regalia is worn.

Civic regalia are to be worn only when on official Council business. The use of the regalia for
personal purposes is not permitted by Council.

The chains and badges of office are of significant value and should therefore be treated with
care and respect. Preferably, they should be worn on arrival at a function and removed at the
end of the function. They should never be left unattended.
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1- Introduction

This Protocol has been produced to assist the Town Crier to understand the role and
responsibilities and provide some useful information which may be of assistance when
undertaking the civic role. The Protocol also assists Council Officers to apply a consistent
approach when dealing with issues connected to the function of the Town Crier.

The Protocolis intended to be an addition to and not a substitute for the advice and assistance
which is available from the Mayor’s Secretary/Civic Officer, Communications Officer and the
Corporate Services Manager. You will be provided with all possible support and assistance on
the workings of the role of Town Crier.

2- The role of the Town Crier

Hailsham’s Town Crier is an honorary position. The Crier is chosen from candidates who come
forward after public advertisement or notice, and is selected by the Town Clerk, Town
Mayor/Chairman and at least one other Town Council member, usually after a ‘crying’
competition. The appointment is generally continued from year to year, until the current
incumbent stands down.

The Crier is expected to uphold the dignity of their office but may also engage in other crying
activities provided these do not bring the office of Town Crier into disrepute.

Town Crier Duties:

The Town Crier will act in the capacity as an ambassador and help promote civic functions,
town events and charity functions, according to availability and their discretion. The Town Crier
must not attend any event in the Hailsham Town Crier costume without the prior consent of the
Town Clerk.

The Town Crier may be asked to:

o Assist the Mayor/Deputy Mayor or Town Council staff/members
e Make atown or event announcement or declaration

e Thank people for their attendance or support

¢ Pose for photographs

The Town Crier is expected to assist with the promotion of Town Council events (e.g. Summer
Market, Christmas Market, Christmas Lights Switch-on) in addition to town/community events
(e.g. Bonfire Night Celebrations and Remembrance Day Service(s) and will be paid an agreed
allowance for each 'cry".
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Invitations to perform commercial cries for local businesses in the area, e.g. opening of stores,
are both encouraged and allowed, but again subject to approval from the Corporate Services
Manager. Fees for such engagements will be negotiated directly with the businesses by you and
be yours to keep. The Town Council reminds you that such income must be declared to HMRC
as appropriate.

The Town Council reserves the right to refuse permission for any activity which they may
consider inappropriate or contrary to the policies of the Town Council.

Conduct and Behaviour:

The Town Crier will be expected to meet Council expectations in terms of conduct and
behaviour and to comply with relevant Council Policies (in the same way that staff do). This will
include a requirement to refrain from making any political or contentious comments whilst on
duty and to never speak on behalf of the Town Council, Mayor or Deputy Mayor or to give the
impression that this is the case.

The Town Crier must have the ability to interact easily with all types of people and be friendly,
courteous and inclusive when carrying out the role of Town Crier.

Livery and Other Expenses:

The Town Council requires that the Town Crier will arrange the cleaning of the costume when
required, the pre-agreed cost being claimed back by way of expenses.

The Town Crier may also claim reasonable expenses (e.g. parking/travel) for attending any
events, but this must be agreed by the Responsible Finance Officer prior to the event.

Membership:

The Town Crier is encouraged to join the nationwide Ancient and Honourable Guild of Town
Criers and the annual membership fee will be reimbursed to you.

Attendance at competitions, unless at your own expense, must be agreed in advance by the
Town Council.

Procedure with Council Officers:
The Town Crier’s diary is managed by the Mayor's Secretary (Civic Officer).

All invitations to events which are to be attended by the Town Crier must be directed to the
Mayor's Secretary (Civic Officer) in the first instance. Those inviting the Town Crier to an event
will be notified as to their availability to attend by the Mayor's Secretary (Civic Officer) as soon
as possible.
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It is essential that all invitations received direct to the Town Crier be forwarded to the Mayor's
Secretary (Civic Officer). On receipt of an invitation, the Mayor's Secretary (Civic Officer) will
discuss with the Town Crier if they are able to attend and reply accordingly.

Other information:

In the event of cancelling attendance at a function due to ill health or unforeseen
circumstances, it is important to give as much notice as possible to enable the Mayor’s
Secretary (Civic Officer) to notify the function organiser accordingly.

3- Promotion and publicity of the Town Crier’s activities

Should the Town Crier wish for their activities at a function to be promoted via the Town
Council's publicity channels (local press, Council website and social media), full details of the
event/function/engagement of which the Town Crier has agreed to attend must be directed to
the Communications Officer as early as possible prior to the event/function taking place
(where possible, at least 5 working days), to ensure adequate time to plan and draft the
necessary publicity.

Version September 2024



Hailsham Town Council Communications Strategy & Action Plan 2025-2029

& Hailsham

COMMUNICATIONS
STRATEGY &
ACTION PLAN

2025-2029



Hailsham Town Council  Communications Strategy & Action Plan 2025-2029

1.0 INTRODUCTION

This Communications Strategy aims to establish a protocol and general objectives
for effective communication of the Town Council’s activities and other relevant
information to members of the public.

The policy applies in conjunction with the Town Council’'s Media Relations Protocol
and Social Media Protocol for Members and Staff.

1.1 CONTEXT

Communication is a vital part of running the Town Council and allows the
organisation to both give out and receive information from a range of stakeholders
that it regularly interacts with or is accountable to. Within the context of a local
council, communicating to the public is intrinsic to the Town Council’s function and
purpose as a democratic body.

Such communication should operate to professional standards and be consistent in
terms of production, quality, relevance and frequency.

1.2 ACCOUNTABILITY

The Town Council is accountable to members of the public and has a duty to share
its projects, activities, decisions and actions to the public through various media
channels. Additionally, all communication and public information will be conveyed
in an open and transparent manner.

2.0 ESTABLISHED COMMUNICATIONS

The Town Council currently promotes its activities via various means/channels.
2.1 HOW WE COMMUNICATE

Digital and Telecommunications
» Websites
o Hailsham Town Council website: hailsham-tc.gov.uk

This is an easily accessible platform that covers most of the Town Council’s
operations, activities, documents, important dates/times and relevant contact
information. The website is updated regularly and, although it serves for the provision
of information and one-way communication, a facility exists for the public to
comment on all pages (via an approval/checking process).

o Subsidiary websites: hailshamyouthservice.org / hailshamstreetmarket.org /
jameswestcommunitycentre.org / hailshamneighbourhoodplan.co.uk
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Additional websites providing further information on some of the Town Council’s
activities. A requirement exists for regular updating of the Hailsham Youth Service
website due to frequent activity programme changes. The Hailsham Street Market,
James West Community Cenfre and Hailsham Neighbourhood Plan websites require
only occasional updating.

e E-mail

o Members of staff and town councillors are accessible via e-mail to discuss
issues or obtain information about a policy or service. Email is a two-way
channel allowing for direct interaction with the public and are
accessed/viewed regularly. Replies to emails will usually be given within five
working days. If a more urgent response is required, it is advised that
telephone communication is preferable.

e Telephone

o Members of staff and town councillors are accessible either via landline or
mobile phone fo raise an issue, discuss specific services or request
information. Again, this is a two-way channel allowing for direct
communication with the pubilic.

o The office switchboard telephone number is available to town councillors and
the public during office hours (Yam-4pm, Monday to Friday - except bank
holidays and an out-of-hours emergency (mobile) contact number is
available for the public to report damage or necessary repairs to Town
Council-maintained property. The emergency number is advertised on the
Town Council website, noticeboards and social media pages.

¢ Letter/hardcopy documents

o Any hardcopy letters or communication received.

Social Media
¢ facebook.com/hailsham.towncouncil.3 / twitter.com/HailshamTC

o Oursocial media channels are easily accessible platforms which promote
much of the Town Council’s operations, services, facilities, activities,
documents, important dates/times and relevant contact information to the
public, as well as Town Council and community events, emergency public
information and mayoral engagements.

o Oursocial media pages are updated as frequently as necessary. Both serve
as two-way communication channels allowing for direct interaction with the
public, the opportunity for the public to post their opinions, like or share posts
and the facility to direct message.

Printed Publications

* Town Council Residents’ Newsletter (Our Hailsham)
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'Our Hailsham', which is currently published three times a year (February, June
and October), includes articles of interest to residents such as information on
the Town Council's activities, service updates, upcoming community projects
and fown events. It is currently distributed to a small number of public outlets
for display/collection by residents, as opposed to being delivered to
households in the town as was the case in previous years.

Residents can access the newsletter online as a downloadable Portable
Document Format file via the Hailsham Town Council website and social
media page links. Readers are invited to subscribe to receive a link to the
latest newsletter as and when it is published.

The newsletter is a one-way channel that provides information to all residents,
whether they have access to the internet or not, and has the broadest scope
of all communication channels.

Whilst the newsletter is published three times a year, the collection of
information occurs continuously.

e Partner Authority/Stakeholder Newsletters

o

Where requests are made for information from Hailsham Town Council

¢ Parish/Town Notice Boards

o

These are located at various locations in Hailsham and contain relevant
information, such as public notices of meetings and consultations, local
events, office hours and town councillor contact information.

* Ledaflets, posters and marketing materials

(¢]

The Town Council endeavours to distribute and/or publish posters, public
noftices, leaflets and other marketing/promotional material to advertise its
activities, services, facilities, projects and events. Printed copies are placed in
the Town Council noticeboards and digital versions published online via the
Town Council's website and social media pages or partner premises.

Weekly Local Media and Newspapers

e 'Hailsham Herald’, ‘Sussex Express’ (and other weeklies where applicable)

[e]

Weekly print publications that also have daily articles on their website (‘Sussex
World' - sussexexpress.co.uk), covering news items throughout the town,
district and county.

Media/press release are regularly sent to local newspapers to promote the
Town Council's services, facilities, new and ongoing projects, activities, event
and public meetings/democracy.

Journalists or other printed publication representatives may contact the Town
Council to cover a developing story/news item.

Monthly/Other Local Media and News Publications

¢ Hailsham News, Hailsham Eye
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o The Town Council also publishes articles, advertisements and other
promotional items in ‘Hailsham News’ (printed monthly, in addition to the
Hailsham News website and social media page) and Hailsham Eye (formerly
Wealden Eye) which also covers Town Council activifies.

Local/Regional TV and Radio

¢ Hailsham FM, Ashdown Radio, BBC Radio Sussex, BBC Southeast Today, Meridian
Tonight. The Town Council participates in interviews on the radio to promote its
activities, in particular local community radio stations ‘Hailsham FM’ and ‘Ashdown
Radio’, but also BBC Radio Sussex on more salient issues or news items of
region/countywide appeal. Coverage on local TV news outlets occurs occasionally,
predominantly relating to larger-scale community events and major projects.

Face to Face
* Exhibitions and Public Engagement Events

o Often linked with consultations below, an exhibition allows the Town Council
to present ideas and proposals to interested members of the public and
partners/stakeholders who attend the event. Members of the Town Council
and staff are available to provide information and answer questions from the
public.

o Exhibitions and public engagement events are two-way channels that allow
for direct communication with the public and responses provided in person.

o Such events take place on an ad hoc basis and are generally infrequent.

* Public Speaking at Meetings

o During the first part of all Full Council and Committee meetings, members of
the public, stakeholders and elected members of local authorities can raise
matters to the Town Council and are invited to address members during the
15 minutes set aside for this purpose.

o Members of the public are welcome to stay for the duration of a meeting
after the public session as observers but will not be able to join in the
discussion unless invited to do so by the Chairman of the Council or
Committee. The public and press/media may be excluded by a resolution of
the meeting for specific items which need to be discussed in confidence (e.g.
tenders for contracts, staffing matters, some legal issues).

o Full Council and Committee meetings are two-way channels that allow for
direct communication with the public and responses provided in person.

e Surveys and Polls

o Surveys are conducted to get a broad opinion of public or user group opinion
on a myriad of issues, including their experiences, concerns or issues relating
to the Town Council’'s reputation. All data collected then potentially forms the
basis of policy creation and action plans to ensure the proper running,
functioning and overall efficiency of the Town Council.
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o Surveys are a one-way channel that allows participants to provide
information to the Town Council.

o Surveys (including snapshot polls), although held infrequently, help
considerably in terms of formulating documents, action plans and strategies.

¢ Public Consultations

o Often held in conjunction with an exhibition or public engagement event,
consultations allow for the public, partners and stakeholders to provide their
opinions, view, ideas and proposals to the Town Council on a
specific issue under consideration. Additionally, such practices can help to
support one or more grant funding proposals.

o Public consultations are one-way channels that allow those consulted to
provide information to the Town Council.

o Consultations, although held infrequently, help formulate policy or provide
evidence of community support for a development project or grant funding
application.

* Town Council Reception, Information and Enquiries

The Town Council continues to house its resident and visitor information point
sifuated in the front reception during office hours (Monday to Friday, 9am-

4pm). Visitors to the town and residents have one-stop pick-up point for all enquiries
and a wide range of locally produced leaflets, brochures and other information is
readily available.

The reception/public information point is staffed to offer free help and advice for
day visitors and group travel organisers on nearby attractions, accommodation and
events in the locality.

Free information is also available to residents on local facilities and council services,
community safety, general consumer advice and public transport - including
tfimetables for local buses.

¢ Hailsham Town Council Annual Report

Every year, the Town Council produces an annual report which describes its
activities over the preceding 12 months. The document is circulated to residents af
the Annual Town Electors’ Meeting and posted on the Town Council website.

2.2 WHAT WE COMMUNICATE

One of the communication principles of this document is the requirement of relevant
information for the public and partners. Relevancy is determined by the needs of
specific stakeholders and information they may need to receive from us could
include:

¢ The Public and Local Groups

o Parish Council office opening hours and closures.
o Staff changes and recruitment opportunities.
o How the Town Council operates.
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O O 0O 0 O O O O O O O O O 0O o

Hailsham parish information/data.

Town Council financial documents, such as completion of an audit.
Full Council and Committee meeting times and dates.

Full Council and Committee meeting agendas and minutes.

Data Transparency documents.

Financial regulations, standing orders and various policy documents.
Local events of interest to the public.

Who to contact about certain services the Town Council provides.
How to submit feedback, such as raising an issue or complaint.
Contact information of Town Council staff and elected members.
The roles and powers of newly enacted Town Council decisions.
Policy proposals.

Information on accessing and using Town Council services.

Costs of using services where applicable.

How to access and apply for grants from the Town Council.

* Partner Councils and Organisations

O O O O

Newly enacted Town Council decisions.

Changes to Town Council services.

Contact information for the Town Council office and council members.
Legally required notifications, e.g. Building Control Plans following a project.

* Local and Regional Media

[e]
[¢]

23

Media releases of interesting and informative topics/stories.
Advertise local community events.
Interact with journalists on a breaking story affecting Hailsham.

WHO WE COMMUNICATE WITH

A stakeholder is a person, group or organisation that has an interest in the workings
and/or success of the Town Council - or can be partly or wholly affected by the
organisation’s policies, actions and objectives. The Town Council works with several
employees, individuals, partner organisations, businesses and local community
groups to achieve its vision for the fown and its environs. Stakeholders include:

¢ Internal Stakeholders

O O O O O O

Hailsham Town Council office staff.

Hailsham Town Council outdoor/works staff.

Hailsham Youth Service staff.

Hailsham Post Office staff.

Hailsham Town Council retained staff, e.g. Water Bailiffs.
Hailsham Town Council elected or co-opted members.

* External Stakeholders

o

Residents who live in the parish of Hailsham.

People or organisations that use the Town Council’s services.
Non-resident users of the cemetery and other Town Council-maintained
property such as play areas, outdoor seating, rubbish bins, etc.
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Visitors to Hailsham.

Emergency services.

Schools in Hailsham.

Users of the Town Council’'s community halls and meeting rooms.
Local community groups and voluntary associations in the town.
Residents’ associations.

County, District and other local parish councils.

Constituency Member of Parliament.

Business suppliers and the business community in Hailsham.
Local and regional media.

External funders that have provided funds.

External scrutineers.

Wealden District Association of Local Councils.

Cuckmere Buses Stakeholder Group.

Environment Hailsham Board.

Wealden & District Citizens’ Advice Bureau Board.

Hailsham Active

Wealden Dementia Action Alliance.

Movement and Access Strategy for Hailsham & Hellingly Steering Group.
Police & Crime Commissioner Liaison Focus Group.

Save The DGH Campaign Group.

O 0O OO0 00O O0OO0OO0OO0OO0OO0OO0OO0OO0OO0OO0o0OOo0OO0OO0O0

2.4 COMMUNICATIONS GOVERNANCE

Day to day Information arising from within Town Council, such as changes to office
hours/closures, staff changes, advertising of meetings/cancellations, policy
announcements, town and community events, etc, can be approved and
uploaded at the discretion of the Corporate Services Manager and/or
Communications Officer.

Where news items cover the activities of a particular Committee, any information,
including media releases and newsletter items will need the additional approval of
the Chair of the relevant Committee (or in their absence, the Vice-Chair). The same
applies to any other town councillor, member of staff or stakeholder who has a
quote attributed to them in any media item.

The Town Council has adopted a separate Media Relations Protocol, which provides
more details regarding communications governance procedures.

However, a general outline is included in the table below.

METHOD: CARRIED OUT BY: CONTENT APPROVED BY:
Media releases Communications Officer | Corporate Services
Manager, relevant
Committee Chair (if
applicable) and anyone
who has a quote
attributed to them

Social media Communications Officer | Communications Officer

Websites Communications Officer | Communications Officer
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Public engagement/
consultation events

Town councillors, Town
Clerk, Communications
Officer and stakeholders

All relevant stakeholders

Promotional literature

Communications Officer

Corporate Services
Manager and relevant
Committee Chair (if
applicable)

Residents’ newsletter

Communications Officer

Corporate Services
Manager, Chair of Council
and Vice-Chair of Council

Public information
signage

Various staff members

Corporate Services
Manager and relevant
Committee Chair and/or
Chair and Vice-Chair of
Council (if applicable)

Events and displays

Various staff members

All stakeholders

Radio/TV interviews

Town councillors

Corporate Services
Manager and/or
Communications Officer

2.5 COMMUNICATIONS ACCESSIBILITY

It is now a requirement for all websites containing the ‘.gov.uk’ suffix to provide
reasonable adjustments and adhere to Web Content Accessibility Guidelines
(WCAG). This involves making the website accessible for people with a range of
disabilities, such as with visual impairments.

The Hailsham Town Council website and subsidiary welbsites provide reasonable
accessibility for users and audits should be carried out by an external body every 4-5
years to ensure that any requirements or necessary updates are fulfilled.

The next website(s) accessibility audit will be undertaken in 2024/2025.

A full Accessibility Statement is available to download from the Hailsham Town
Council website: hailsham-tc.gov.uk/legal-information/accessibility/.

3.0 COMMUNICATIONS ACTION
PLAN: 2025-2029

The above section outlines the Town Council's approach to communication with
internal and external stakeholders, which is a crucial part of achieving the Town

Council’s objectives of transparency and accountability.

Communication should be clear and disseminate relevant information to the public,
with the aim of informing residents and maintaining the reputation of the Town

Council.
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This strategy will look at how the Town Council can develop its communications over
the course if the next 4 years.

3.1 VISION FOR 2025-2029

Our vision is that the people of Hailsham have a clear understanding of the Town
Council’s priorities, operations and activities - and that they recognise the Town
Council as a reputable and forward-looking council, aiming to promote the town of
Hailsham as a good place to live, work and visit.

3.2 COMMITMENTS FOR 2025-2029

We will achieve the above vision by communicating with the public we serve, the
people we employ and the local authorities, community groups, voluntary
organisations and businesses that we work with. This will be achieved by

regular two-way communication with relevant stakeholders.

3.2 PRINCIPLES FOR 2025-2029

All Town Council communications should be consistent and uphold good standards
of writing, production and dissemination. This reflects the culture at the Town Council
and the aims and aspirations it has. Communication should encourage and enable
a two-way flow of information, which involves acknowledging stakeholders’ views
and in turn, informing them of ours.

All communications should:

Be lawful.

Be objective and even-handed.

Clear and concise.

Be cost-effective.

Have regard to equality and diversity.

Be accurate at the time of production, with updates and corrections made

where errors have occurred.

o Deliver key messages relating primarily to council matters, but also those of
our partners where applicable.

o Be accessible to all.

o Be fimed appropriately.

o Be monitored periodically to gauge what is or is not successful.

O O O O O O

3.4 COMMUNICATION IMPROVEMENTS FOR 2025-2029

Some improvements to communications should be carried out over the course of
the next four years and additional objectives set out for effective communication of
the Town Council’'s activities and other relevant information to members of the
public. These include:

* Production of Communications Data Output Report —in progress, in effective from
January 2025
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The Communications Officer should produce a report for Strategy Committee
meetings listing the subjects, dates and media output for news items published
during each period, in addition fo information regarding social media performance
(data readily available via Facebook’s ‘Professional Dashboard’). The report will be
fed into any relevant strategic plan documents produced by the Town Council.

* Installation of External Hard-Standing Communications - completed

The Town Council should, over the course of the next 4 years, produce and install a
series of exterior enfrance/informational signage on additional Town Council-
maintained sites across the town, to effectively promote the Town Council’s facilities,
parks and open spaces and in furn make residents more aware of the Town
Council’s responsibilities.

* Installation of additional public noticeboards - completed

The Town Council currently has public notficeboards in Vicarage Field, at the south
enfrance to Hailsham Country Park, inside the foyer af the James West Community
Centre and at the front of the Town Council office building. However, there is a
need for additional noticeboards to be installed on other areas of Town Council-
maintained land. Further noticeboards across the town are essential fo maximise
outdoor communications and further promote relevant information on Town Council
facilities, services and events, in addition to public notices of meetings and
consultations and town councillor contact information.

3.5 COMMUNICATION IMPROVEMENTS FOR 2025-2027\
Objectives Owner Date of completion

Distribution of ‘Our Communications Officer From June 2025, to
Hailsham' residents’ review Summer 2026

newsletter to all
households in Hailsham
Parish to maximise reach

Build our subscriber Communications Officer From June 2025, to
email list for *Our review Summer 2026
Hailsham' residents’

newsletter

Explore the use of a Corporate Services By end of 2025
smart/digital screen Manager/Communications

promoting council Officer

services/events in Town
Council office, also for
use at council meetings
to work towards being

paper free meetings
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Continuing to promote Communications Officer Ongoing
Council activities
through press releases,
social media and via our

websites

Monitor recently set up Communications Officer By Summer 2025
Instagram account and increased followers to
increasing Instagram 150

followers

Creation of more Corporate Services In progress by January
dynamic methods of Manager/Communications | 2025

communication, Officer

including posting of
videos on social media
to promote Council
services/projects and
activities

Continuing promoting Communications Officer Ongoing
large community
projects and activities of
our Community partners

Collaborating with newly | Communications Ongoing
appointed Grants Officer/New Grants Officer
Officer in promoting any
new funding
opportunities/projects.

Continuing to promote Communications Ongoing
Hailsham Youth Service Officer/Any
CIC and Hailsham Post
Office CIC with any
communication
campaigns

3.6 SUMMARY OF OBJECTIVES AND ACTION PLAN

This Communications Strategy aims to establish a protocol and general objectives
for effective communication of the Town Council’s activities and other relevant
information to members of the public.

Throughout the course of the current administration (2025-2029), the Town Council
will contfinue to provide effective communications to the public as outlined in this
document and will fulfil the communications improvement requirements and
objectives as included in Section 3.4 of this document.
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3.7 CONTACT INFORMATION

Corporate Services Manager:

Emily Hastings | 01323 841702 | emily.hastings@hailsham-tc.gov.uk
Communications Officer:

Terry Hall | 01323 841702 | terry.hall@hailsham-tc.gov.uk
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