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PURPOSE

Communication is central to all municipal work and is a function of good management.
Communication is a shared responsibility and the manner in which information is exchanged is
important. All elements of communication are expected to have quality, be accurate, respectful
and responsive.

The purpose of this policy is to establish guidelines to facilitate communication practices that
are coordinated and consistent.

OBIJECTIVES
1. To guide the conduct and use of electronic communications for council and
administrative staff
2. To establish guidelines for media relations and district communications for council
members

SCOPE

A framework for communication between CAO and Council members; council members and the
media and to provide guidelines for councillors utilizing district communications.

POLICY
As stated in the Nova Scotia Municipal Government Act (Section 30):

(1) the chief administrative officer is the head of the administrative branch of the government
of the municipality and is responsible to the council for the proper administration of the affairs
of the municipality in accordance with the by-laws of the municipality and the policies adopted
by the council.

(2) The council shall communicate with the employees of the municipality solely through the
chief administrative officer, except that the council may communicate directly with employees
of the municipality to obtain or provide information.
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1.1 Council and Administration:

{a)Any matter regarding the following items will be distributed concurrently to all members

of council, as soon as possible:
e Risk to the municipality
e Financial matters requiring council input or decision
e Service disruptions

(a) Public announcements (i.e. any information that is disseminated to the public, for the
general public and not to a specific person, organization or entity) other than those
stated above in section (a) and issued by the municipality will be distributed
concurrently to all members of council.

(b) Timing and distribution of all other electronic communication to council members and
or staff will be at the discretion of the CAO.

As the Warden and/or CAO is the official voice of the municipality, both must be notified
immediately of any issue that has the potential to negatively impact the public, the council, the
municipality or its stakeholders.

1.2 Electronic Communications

(a) All municipal business-related email correspondence is the property of the Municipality of
the County of Victoria and is subject to the Freedom of Information and Protection of
Privacy Act (FOIPOP) and must not be deleted. Under the Municipal Government Act
(MGA), the Chief Administrative Officer is responsible for ensuring that the municipality
complies with Nova Scotia’s access and privacy rules.

(b) Correspondence or emails that are deemed by the CAO, the Warden or the Council to be
or to include parts that are or may be defamatory, threatening, deliberately repetitious,
vexatious or grossly inappropriate do not necessitate a response, broader circulation or
acknowledgement, but must be retained.

(c) Email addressed to a majority of Council may be responded to by the CAO prior to the next
council meeting if circumstances warrant. Such email responses will follow the protocol in
Appendix A and may be included in the CAO’s report which is presented to council prior to
council meetings.

(d) Personal email addresses must not be used for municipal business. In serious or technical
situations where a municipal email address is not available, a personal address can be
used if the user’s municipal address is in the cc or bcc fields.
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(e) Electronic correspondence of a formal nature (where formal nature is defined as letters
sent via email, text or on social media regarding a municipal issue) and written on behalf
of the municipality to a resident or business and where the councillor is representing
themselves in the capacity of a councillor for the municipality, shall be copied to all of
Council as well as the CAO. Any formal correspondence written on behalf of the
municipality to media or for publication is to be vetted prior to release by the CAO and/or
the Communications Officer.

(f) Electronic communication from any member of staff to any member of Council is to be
copied to the CAQ.

1.3 Council and the Media:

The municipality will ensure open, honest and clear channels of communication with members
of the media. The key objectives are to engage the community through two-way
communication, increase the awareness of the municipality’s services and to improve
accountability through accurate and timely information shared with members of the media.
The CAO may designate spokespersons who may speak to members of the media on the behalf
of the municipality.

Wherever possible, council and staff shall work to be proactive in providing information related
to the public good to the media, via prepared media releases or statements, public notices
issued via social media or message communicated directly by official municipal spokespersons.
The Communications Officer is responsible for working with other staff/council to develop
accurate media releases, for vetting media release content with the CAO & Warden, either of
whom will provide final approval before dissemination to media and the public.

(@) All media inquiries shall be directed to the CAO and or the Warden and the
Communications Officer.

(b) Media releases issued by the municipality will be sent to all council members in
advance of their public release. Also, all members of Council shall be informed of any
media interviews as soon as possible.

1.4 District Communications:

Councillors may use communication platforms to connect with constituents, to promote
municipal activities, events and meetings in their own districts. This is separate from official
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municipal platforms, but can be used to direct users to official municipal platforms (i.e.: official
website, social media accounts and others).

Only information that is publicly available may be shared. It is unacceptable to publish or report
on conversations or information that is confidential, pre-decisional or speculative. Platforms are
to be separate from councillor’s personal accounts and clearly identified as such.

Any materials produced by the councillor for the purpose of communicating with constituents
(other than councillor social media postings) must be vetted by the CAO and the
Communications Officer and both shall be notified prior to release.

(a) A councillor must not claim to speak on behalf of the Municipality unless authorized to
do so. Should a councillor express a personal opinion in these or other communications
for the public, it shall be clearly stated it is as an individual and not as an official
statement of the municipality or of the council.

(b) The CAO and the Communications Officer must be notified and consulted should an
issue arise regarding posting or responding.

(c) Sharing of non-municipal information on social media platforms is permitted, provided
the information is accurate and conversations are civil and respectful.

(d) Victoria County logos and branding shall be used consistently and not altered.

ROI.ES AND RESPONSIBILITIES
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* Review the policy and make recommendation for
approval; and,

= Ensure that the final approved policy document has
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APPENDIX A
Process: CAO/Council Communication
(@) CAO to Council
Items:
Risk to the municipality
v Financial matters
requiring council input
or decision
Service disruptions
All Council notified
(b) Single District Item/Issue
CAO/Warden to District Councillor
District Councillor to CAO/Warden
CAO to District District Councillor or
Councillor/neighbouring CAO to neighbouring
district councillors district councillors
Escalation Escalation
All Council notified All Council notified
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I CERTIFY this to be a true copy of the Council Communication Policy as adopted by the Municipal
Council of the Municipality of the County of Victoria at a meeting held on the 4™ day of November

2018.
(U

Lelanne MacEachen
Chief Administrative Officer

’
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