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Classification: 
 

Council Policy 

Review Frequency: 
 

Once in the term of Council 

Last Reviewed: 
 

March 2019 

Review Due: 
 

2023 

Responsible Officer: 
 

Chief Executive Officer 
Tourism and Community Engagement 
Officer 
 

Applicable Legislation: 
 

Local Government Act 1999 
Local Government (Elections)Act 1999 
 

Related Policies/Procedures: 
 

Code of Conduct for Elected Members 
Records Management Policy 
Community Engagement Plan 
Social Media Guidelines 
 

 

 

 

1. PURPOSE: 
 
The purpose of this policy is to provide accountable, open and transparent 
communication between council and the community and to ensure council’s 
corporate communications create a consistent message and professional image. 
 

 
2. LEGISLATIVE CONTEXT: 

 
 2.1 Section 58 of the Local Government Act 1999 sets out the specific roles of a 

principal member of a council, which includes acting as the principal 
spokesperson of council. 

 
 2.2 Section 132A of the Act sets out that council must ensure that appropriate 

polices, practices and procedures are implemented and maintained to 
achieve a good standard of public administration. 

Media and Communication Policy 
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 2.3 Sections 62 and 109 of the Act outline the general duties of elected members 

and employees, which include acting with honest, due care and diligence in 
the performance and discharge of their roles. 

 
 

3. SCOPE: 
 

This policy applies to elected members and employees of the Kingston District 
Council. 
 

 
4. DEFINITIONS: 
 

Media Includes print, radio, television, website and social media 
channels. 
 

Employees  Is any person who is employed by the council, but also 
includes any contactors, volunteers, committee members, work 
experience students and consultants undertaking work for, or 
on behalf of the council. 
 

 
 

5. POLICY PRINCIPLES: 
 
 Council communicates and engages with its community and stakeholders using 

various digital and traditional medial channels.  It is important to manage these to 
ensure council’s messaging is consistent, accurate and appropriate to the target 
audience. 

 
5.1 Spokespersons 

 5.1.1 The Mayor is council’s official spokesperson authorised to speak 
publicly on behalf of council.  Close liaison between the Mayor 
and Chief Executive Officer (CEO) is essential for consistent 
reporting. 

 
 5.1.2 Where the Mayor is absent, the Deputy Mayor is authorised to be 

the principal spokesperson, authorised to speak publicly on behalf 
of council, or, the Mayor may authorise on a case by case basis 
another member to be the principal spokesperson on a particular 
matter. 

 
 5.1.3 The CEO is authorised to make official statements on behalf of 

council and to respond to media enquires and is principal 
spokesperson for council in relation to operation matters, including 
the delivery of services and the implementation of council policy. 

 
 5.1.4 The CEO may delegate this authority to another employee on 

specific matters relating to administration or council activities on a 
case by case basis. 

 
 5.1.5 Comments made by the official spokesperson, be it the Mayor, 

CEO or a delegated spokesperson, must truly reflect the will of the 
council as expressed at its meetings. 
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 5.1.6 Comments made by the official spokesperson must not give the 
media information brought to council in confidence. 

 
 
 5.2 Communication Tools: 
 Council will utilise a variety of media channels to engage with all sectors of 

the community.   Media channels include, but are not limited to: 

• Print media 
o posters/flyers 
o direct mailouts (letters/surveys) 
o advertising/media releases in Coastal Leader 

• Digital media 
o council website 
o social media 
o survey monkey 

• Other engagement methods 
o Radio interviews 
o Community forums 
o Direct engagement with community groups 

 
5.3 Social Media: 
 5.3.1 Council will use social media as an additional and complementary 

tool to develop and maintain positive relationships with its community.  
Social media provides a digital space where council can: 

• listen to the needs of its community and respond; 

• provide community members with a space to actively participate 
in discussions that are important to them; 

• increase resident’s accessibility to council; 

• increase council’s access to residents  

• direct the community to information, consultation and community 
engagement opportunities, and 

• promote activities, events and programs. 
 

  5.3.2 Council will use social media wherever possible as additional support 
when council consults with its community in accordance with its 
Public Consultation Policy. 

 
  5.3.3 Council’s social media accounts will be managed and monitored by 

authorised employees.  Authorised employees may respond and 
engage on council’s social media account in accordance with 
council’s Social Media Guidelines (Appendix 1).  Authorised 
employees include: 

• Chief Executive Officer 

• Manager Corporate and Community Services 

• Tourism and Community Engagement Officer 

• Executive Support Officer 

• Kingston Foreshore Caravan Park Management – in respect of the 
Kingston Foreshore Caravan Park Facebook page. 

 
 5.4 Personal Comments: 
  5.4.1 Elected members, as members of the community, have the right 

to state their personal views publicly.  However, any public 
comments made are to be clearly identified as their opinions only 
and do not necessarily represent the position of council. 
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  5.4.2 Employees are not permitted to make public comment in relation 
to council business and must not use private social media 
accounts to make adverse comments about council or its 
programs, services, projects, elected members, employees or 
decisions.  Non-compliance with this policy will be managed 
through disciplinary systems. 

 
 
6. AVAILABILITY OF THE POLICY: 
 

This policy will be available for inspection at the council’s principle office, 29 
Holland Street Kingston SE, during ordinary business hours and on council’s 
website: www.kingstondc.sa.gov.au. Copies will also be provided to interested 
members of the community upon request, and upon such payment of the fee set 
by council. 
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Social Media Guidelines 

 
1. Introduction 
 Kingston District Council will use authorised social media platforms and tools 

to connect with a wider range of community stakeholders and to regularly 
communicate and promote council news, events and initiatives as well as 
providing information about council business, services and facilities. 

 
The use of social media will be conducted in an appropriate and professional 
manner, hence upholding the integrity and professionalism of the Kingston 
District Council’s reputation in the digital environment. 
 

 
2. Purpose 
 The purpose of the Social Media Guidelines is to provide clear guidance on 

the appropriate use of council social media platforms and tools in conducting 
council business.  These guidelines should be read in conjunction with 
council’s Media and Communication Policy. 

 
 
3. Scope 
 These guidelines applies to: 
 
 3.1 council staff authorised to use social media on behalf of council. 
 

 3.2 to all current and future social media tools and channels identified by 
council administration and approved by the Chief Executive Officer.  
The only social medial platform currently authorised is Facebook.  
Permission to engage in any other social media platforms must be 
approved by the Chief Executive Officer. 

 
 
4. Authorised Users of Social Media 
 4.1 Council’s Tourism and Community Engagement Officer will be the key 

employee authorised to post communications and monitor content 
posted on council’s social media channels.  Other officers authorised 
to undertake this activity in the absence of the Tourism and 
Community Engagement Officer are: 

 

• Chief Executive Officer 

• Manager Corporate and Community Services 

• Executive Support Officer. 
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4.2 Council’s contract Managers of the Kingston Foreshore Caravan Park 
are authorised to post communications and monitor content on the 
Kingston Foreshore Caravan Park’s social media channels. 

 
4.3 Authorised Council Officers must: 

• Provide accurate, fair and thorough information. 

• Confine posts and responses and comments to factual and 
publicly available information. 

• Ensure posts and responses to comments reflect council’s 
position and not include personal commentary or opinion. 

• Not comment on confidential, private or legal matters. 

• Only use corporate imagery such as logos and official council 
photographs. 

• Be respectful, cordial, honest and professional at all times. 

• Ensure information posted online does not infringe any council 
policy. 

• Take the conversation off-line with a member of the public if more 
than a simple information response is required, to avoid on-line 
conflict or disagreement. 

 
 
5. Procedure 
 5.1 How to Post 

• Keep updates short and concise 

• Keep the tone more conversational than formal, taking care not to 
commit council to actions or undertakings that have not been 
approved. 

• Include links to more information (council website) where relevant.  
If you need to provide a link to an external website, make sure it is 
trustworthy. 

• Give consideration to copyright, trademarks and confidentiality 
requirements. 

 
5.2 What to Post about 

• Community consultation and engagement opportunities 

• Council and community events 

• Good news stories relevant to the council area 

• Lost animals 

• Praise/compliments 

• Council and committee meeting dates and availability of agendas 
and minutes 

• Notices and information about council’s services 

• Volunteer activities 
 

5.3 How often to Post 

• As required. 
  

5.4 Photos and videos 

• Photos can be put on Facebook if the pictured people have 
provided written permission for their photo to be used for 
promotional services. 

• Written permission for promotional use of photographs must have 
been obtained from parents or guardians where people under the 
age of 18 are depicted. 
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5.5 Monitoring 

• Social media activity will be monitored daily (weekdays). 
 

5.6 Responding to feedback 

• Reponses to posts and comments will be made on the same day 
wherever possible. 

• If you are waiting on an internal response, let the person know you 
are following up their query.  Take their details privately and forward 
them to the relevant council staff member. 

• If the enquiry occurs over the weekend or a public holiday, the 
response will be provided on the following business day.   

• Keep the tone conversational, positive and friendly. 
 

5.7 Posts should be immediately deleted if they: 

• Are abusive, defamatory or derogatory 

• Contain illegal, libellous, discriminatory, abusive or obscene text 

• Belong to spam accounts 

• Are otherwise inappropriate 
 
5.8 Records management 

• Any questions asked, or feedback provided on council’s Facebook 
page will be recorded in council’s records management system. 

 
5.9 New Social Media accounts 

• The establishment of new social media sites/channels must be 
approved by the Chief Executive Officer and should consider the 
identified business objective, audience, proposed use in line with 
this policy, resourcing requirements and ensure alignment with 
council’s branding and style guidelines. 

 
 
6. Review & Evaluation 

The effectiveness of these Guidelines will be monitored regularly and 
reviewed in conjunction with council’s Media and Communication Policy.  
 

 
 
 

 
 


