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REPORT 8.4

8.4 Policy Review - Social Media

REPORT BY THE MANAGER ECONOMIC DEVELOPMENT
TO 20 APRIL 2022 ORDINARY MEETING
GOV400098, GOV4000087

RECOMMENDATION
That Council:

1. receive the report by the Manager Economic Development on the Policy Review -
Social Media ;

2. place the revised Social Media Policy on public exhibition for 28 days ; and

3. adopt the Social Media Policy if no submissions are received.

Executive summary

The existing Social Media Policy has been reviewed and proposed amendments are suggested as
part of Council’'s ongoing policy review program.

Disclosure of Interest

Nil

Detailed report

The Social Media policy provides guidance to staff on the purpose and appropriate use of Social
Media channels. The majority of the proposed changes to the Social Media Policy are primarily minor

amendments to give clarity, and reflect appropriate job titles.

New channels including Mudgee Arts Precinct channels and handles have been noted including
Facebook, Instagram and YouTube.

TikTok has been added as an approved social media platform to promote Council events and
activities.

All proposed changes to the Social Media Policy are shown as “track changes” on the copy of the
Policy attached.

Community Plan implications

Theme Good Governance

Goal An effective and efficient organisation
Strategy Prudently manage risks association with all Council activities
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Strategic implications

Council Strategies

Social Media is integral to supporting Council in delivering effective communications to the
community. Various Social Media channels assist in encouraging the community to access and
participate in Council decision making and ensure the community are aware of Council’s roles and
responsibilities.

Council Policies

Media Policy (Existing)

Mid-Western Regional Council Code of Conduct

Mid-Western Regional Council Electronic Telecommunications — Acceptable Use

Legislation

Local Government Act 1993

Privacy Act 1988 (Privacy Act)

Enhancing Online Safety Act 2015

Criminal Code Amendment (Sharing of Abhorrent Violent Material) Act 2019
Defamation Act 2005 (NSW)

Financial implications

Not applicable

Associated Risks

Without appropriate policies in place to support Social Media there is risk to Council’s reputation
through unauthorised publishing of content and poor customer service.

ALINA AZAR JULIE ROBERTSON
MANAGER ECONOMIC DEVELOPMENT DIRECTOR DEVELOPMENT
6 April 2022

Attachments: 1. Revised - Social Media Policy.

APPROVED FOR SUBMISSION:

BRAD CAM
GENERAL MANAGER
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Objective

B To provide clear guidelines around the use of Council’s social media platforms.
B To provide clear guidelines around the personal social media use for Council staff.

B To provide a framework on when and how Council will be active on social media.

Introduction

Mid-Western Regional Council recognises social media as a primary communications tool. The
Social Media Policy provides guidelines for Council staff for business and individual use of social
media.

Related policies and plans

B Mid-Western Regional Council Media Policy
m Mid-Western Regional Council Code of Conduct

B Mid-Western Regional Council Electronic Telecommunications — Acceptable Use

Policy

Account management and creation

The Corporate Communications OfficerCoordinator and Digital Communications Officer are is
responsible for the management of Mid-Western Regional Council's corporate and event social
media accounts, and will have administration access to all Council’'s secondary social media
accounts.

Regqonal Counml L{brary Mid-Western Regqonal Youth Counml Managers are respons{ble for
delegating access to members of their team who are responsible for managing social media

Secondary social media accounts are the responsibility of the manager who oversees the team
managing the account. Managers are responsible for delegating access to members of their team
who are responsible for the daily management of social media accounts.

Development of a new social media account must be approved by the Corporate Communications
Coordinator ©fficer and Manager Economic Development in consultation with the General
Manager.
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Delegation

In the absence of the Corporate Communications Coordinator and Digital Communications Officer
OfficerOfficer, the Manager Economic Development and Director Development will have delegation
and may assume administration responsibilities.

Responsibilities

Council staff who are authorised administrators of Council's social media accounts are responsible
for:

B Creating and publishing relevant content in accordance with Council’s internal style guide to
ensure brand consistency and key messages.

B Removing content that does not comply with House Rules (referred to below).

B Responding to public comments within 24 hours during business hours, if a reply is deemed
necessary.

B Managing paid promotions in accordance with delegations.

B Publish emergency information (such as road closures due to motor vehicle accidents, storm
events) in accordance with delegations.

rresponsible for managing the corporate and event-related Mid-Western Regional Council social
media accounts.

| B The Corporate Communications Coordinator ©fficer and Digital Communications Office are -is

B The Library Team is responsible for managing Mid-Western Regional Council Library social
media accounts.

B The Community Services Team is responsible for managing Mid-Western Regional Council
community services and cultural services accounts. related-accounts.

Conduct

Staff responsible for managing Council social media accounts must:
B Maintain a level a professionalism expected of them in accordance with the Code of Conduct.

B Ensure published content is accurate and complies with relevant legislation, the social channel
policies and terms of use.

B Only disclose publicly available information.
B Never engage in behaviour that breaches Council's House Rules or Code of Conduct.

B Provide the equivalent level of customer service as would be provided to any other customer
engaging with Council either in person or over the telephone.

B Only publish posts when the page is being monitored.
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B Only invite co-hosts to Facebook events that are directly sponsoring or delivering the event.
And must not:

B Post as themselves, only under the page handle.

B Post or share on behalf of Council social media accounts into non-Council sites.

B Publish photographs of individuals without their express permission.

B Tag individuals (Council staff or otherwise) in posts to Council social media pages.

Level of service

B Council's Corporate social media accounts will be monitored by the Corporate Communications
Coordinator Officer Digital CommuicationsCommunications Officer and-Manager-Economic
Development-out of business hours on an ad-hoc basis to minimise conflict with Council's Social ‘
Media Policy and to ensure appropriate use by those posting to the page.

B Council's secondary social media accounts will be monitored between business hours from
8.30am — 4.30pm Monday to Friday.

B Complex enquiries or those requiring personal information and correspondence will not be dealt
with on social media and will be moved offline via a referral to Council's Customer Service
Team.

B Private messages will be responded to within 48 hours during business hours, Monday to Friday
by the Corporate Communications Coordinator Officer, Digital Communications Officer,
Customer Service Team or relevant Page Managers as delegated.

House Rules

The following house rules will be applied to all Council social media accounts.

This site is monitored from 8.30am to 4.30pm Monday to Friday. In times of emergency, we will
provide up-to-date information as quickly as possible.

We respect your right to express your opinion and encourage constructive discussion however if
your contributions don’t comply with Facebook’s Terms (http://www.facebook.com/terms.php) or
the following House Rules then they (and you) may be removed.

1. Obscene, offensive or defamatory posts will not be tolerated.

2. Bullying, harassment and vilification will not be tolerated. This includes other users as well as
Council staff.

3. Show respect for other people.

4. Do not repeat posts or unsolicited ads.

5. Keep comments relevant to the page, posts and thread.

6. Please be mindful of people’s privacy and any personal information about you or others that you
may post on this page.

Removal of comments or posts

Comments or posts that contravene Council’s Facebook and social media account House Rules
will be removed, that includes comments that are:

PAGE 3 0F 6 | MID-WESTERN REGIONAL COUNCIL



MID-WESTERN REGIONAL COUNCIL | ORDINARY MEETING - 20 APRIL 2022
REPORT 8.4 — ATTACHMENT 1

98

| POLICY: SOCIAL MEDIASOCIAL MEDIA | 1.04.0, 202220 MARCH-2020

—

N o ok~ wN

Obscene, offensive or defamatory.

Abusive, threatening, vilifying or harassing.

Not relevant to the thread to the page, posts and thread.
Breaches individuals’ privacy.

Infringes the intellectual property of others.

Defamatory or libellous.

Unsolicited commercial advertisement.

Personal use of social media

This policy does not discourage the personal use of social media by staff, however is intended to
highlight the reputational risks and damage to Council that can arise from personal social media
use. Staff should understand they are personally responsible for content published to their
personal page and must:

Comply with the terms of use of the social media platform or website, and all relevant legislation
including privacy, defamation, discrimination, harassment and any other applicable laws.

Act in accordance with Council's Code of Conduct and Media Policy.
Only disclose publicly available information.
Be respectful to others.

Alert the Corporate Communications Coordinator ©ffiser and Digital Communications Officer to
any social media comments, posts or threads on a non-Council public page that might otherwise
cause damage to Council's reputation or bring it into disrepute.

Staff must not:

Comment or publish content that might otherwise cause damage to Council's reputation or bring
it into disrepute.

Speak on behalf of Council, nor give the impression they are authorised to do so.

Publish photographs of another Council staff member in a social media space without their
express permission.

Use their Council email address or any Council logos or artwork that may give the impression of
official support or endorsement of their personal comment.

Disclose any confidential information or personal information obtained as a Council staff
member.

Post threatening, harassing, bullying or discriminatory content directed towards another Council
staff member.
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Mid-Westemn Regional Council social media accounts

FACEBOOK
ACCOUNT NAME
Mid-Western Regional Council
Flavours of Mudgee
Mid-Western Regional Council Library

Mid-Western Regional Youth Council

Mid-Western Regional Family Day
Care Scheme

Mudgee Arts Precinct

Mudgee Town Hall Cinema

Mudgee Valley Park

URL
https://www facebook.com/mwrcouncil/

https:/lwww facebook.com/flavoursofmudgee/

https:/lwww facebook.com/MudgeeLibrary/

hitps://www facebook.com/midwesternyouthcouncil/

https //www facebook.com/Mid-Western-Regional-Family-

Day-Care-Scheme-34874038866655%

https:/iwww facebook.com/MudgeeArtsPrecinct

https //www .facebook.com/Mudgee TownHallCinema

hitps://www facebook.com/mudgeevalleypark

HANDLE

@mwrcounci

@flavoursofmudgee

@mudgeelibrary

@midwesternyouthcouncil

NIA

@Mudgee ArtsPrecinct

{@MudgeeTownHallCinema

@mudgeevalleypark

PAGE 50F 6 | MID-WESTERN REGIONAL COUNCIL



MID-WESTERN REGIONAL COUNCIL | ORDINARY MEETING - 20 APRIL 2022
REPORT 8.4 — ATTACHMENT 1

100

| POLICY: SOCIAL MEDIASOCIAL MEDIA | 1.04.0, 2022 20 MARCH-2020

INSTAGRAM

ACCOUNT NAME HANDLE

Choose Mudgee Region (@choosemudgeeregion

Flavours of Mudgee @flavoursofmudgee

MWR Youth Council @mwr_youthcouncil

Mid-Western Family Day Care (@midwesternregionalfdc

Mudgee Arts Precinct (@mudgeeartsprecinct
TWITTER

ACCOUNT NAME HANDLE

MWRC @MWRCouncil
SMNAPCHAT

ACCOUNT NAME HANDLE

Flavours of Mudgee @Flavoursmudgee
YOUTUBE

ACCOUNT NAME HANDLE

MWREMid-Western Regional Council @MWRCeunei-Mid-Western Regional Council

Mudgee Arts Precinct Mudgee Arts Precinct
LINKEDIN

ACCOUNT NAME HANDLE

Mid-Western Regional Council

Mid-Western Regional Council

TIKTOK
ACCOUNT NAME HANDLE
Mid-Western Regional Council @mwrcouncil
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