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1. Background 
 
1.1 The council requires to have in place a media policy, and such a policy has been in 

place with various updates for a number of years. The last update was approved by 
the council in 2018. 

 
2. Report 
 
2.1 The news media has a legitimate role in holding the council to account. Having this 

policy in place ensures consistent and professional handling of media enquiries and 
releases across the council. It also assists in managing risk around a failure by the 
council to communicate effectively. Managing news media enquiries is often complex, 
with implications for the council’s reputation, and requires particular professional skills. 

 

Executive Summary 

The council requires to have in place a media policy to ensure its dealings with external 
and social media are consistent and to ensure that matters of reputation and accountability 
are dealt with professionally and appropriately.  
 
The media policy has been in place for a number of years and the latest draft version 
appended reflects changes in structure of the council, methods of media handling and 
changes to the social media landscape. 
 

Recommendations 

It is recommended the Policy and Strategy Committee: 
 
(1) Approve the updated media policy. 

 

The Plan for North Lanarkshire 

Priority  All priorities 

Ambition statement All ambition statements 

Programme of Work Statutory / corporate / service requirement 



2.2 The council has a duty under various legislative acts to communicate effectively, 
particularly in an emergency or civil contingencies setting. It is important that the 
council has a firm organisational and policy basis on which to communicate effectively. 

 
2.3 The use of social media as a tool to communicate effectively has increased 

significantly, while the social media landscape has grown more complex. Increasingly, 
the news media utilises social media, and comments on social media channels, as a 
source for articles. It is therefore essential that the council’s use of social media and 
how it responds to inbound comments and reactions is structured and organised. 

 
2.4 The updated media policy at the appendix reflects the experience of operating the 

previous policy, structure changes within the council and the increased use of social 
media. 

 

 
3. Measures of success 
 
3.1  Organised, professional responses to media enquiries and releases and continued 

high engagement levels on social media.    

 
4. Supporting documentation 
 
 Appendix 1: Media policy 
 
 

 
 
 
 
Stephen Penman 
Chief Officer (Strategic Communication and Engagement) 

 
  



5. Impacts 
 

5.1 Public Sector Equality Duty and Fairer Scotland Duty 
 Does the report contain information that has an impact as a result of the Public 

Sector Equality Duty and/or Fairer Scotland Duty? 
 Yes ☐ No ☒ 

 If Yes, please provide a brief summary of the impact? 
 

 If Yes, has an assessment been carried out and published on the council’s 
website? https://www.northlanarkshire.gov.uk/your-community/equalities/equality-
and-fairer-scotland-duty-impact-assessments 

 Yes ☐ No ☐ 

5.2 Financial impact 
 Does the report contain any financial impacts? 
 Yes ☐ No ☒ 

 If Yes, have all relevant financial impacts been discussed and agreed with 
Finance? 

 Yes ☐ No ☐ 

 If Yes, please provide a brief summary of the impact? 
 

5.3 HR policy impact 
 Does the report contain any HR policy or procedure impacts? 

 Yes ☐ No ☒ 

 
If Yes, have all relevant HR impacts been discussed and agreed with People 
Resources? 

 Yes ☐ No ☐ 

 
If Yes, please provide a brief summary of the impact? 
 

5.4 Legal impact 
 Does the report contain any legal impacts (such as general legal matters, statutory 

considerations (including employment law considerations), or new legislation)? 
 Yes ☐ No ☒ 

 If Yes, have all relevant legal impacts been discussed and agreed with Legal and 
Democratic? 

 Yes ☐ No ☐ 

 If Yes, please provide a brief summary of the impact? 
 

5.5 Data protection impact 
 Does the report / project / practice contain or involve the processing of personal 

data?   
 Yes ☐ No ☒ 

 If Yes, is the processing of this personal data likely to result in a high risk to the 
data subject? 

 Yes ☐ No ☐ 

 If Yes, has a Data Protection Impact Assessment (DPIA) been carried out and e-
mailed to dataprotection@northlan.gov.uk  

 Yes ☐ No ☐ 

5.6 Technology / Digital impact 

 
Does the report contain information that has an impact on either technology, digital 
transformation, service redesign / business change processes, data management, 
or connectivity / broadband / Wi-Fi? 

 Yes ☐ No ☒ 

 If Yes, please provide a brief summary of the impact? 

https://www.northlanarkshire.gov.uk/your-community/equalities/equality-and-fairer-scotland-duty-impact-assessments
https://www.northlanarkshire.gov.uk/your-community/equalities/equality-and-fairer-scotland-duty-impact-assessments
mailto:dataprotection@northlan.gov.uk


 

 
Where the impact identifies a requirement for significant technology change, has 
an assessment been carried out (or is scheduled to be carried out) by the 
Enterprise Architecture Governance Group (EAGG)?  

 Yes ☐ No ☐ 

5.7 Environmental / Carbon impact 
 Does the report / project / practice contain information that has an impact on any 

environmental or carbon matters? 
 Yes ☐ No ☒ 

 If Yes, please provide a brief summary of the impact? 
 

5.8 Communications impact 
 Does the report contain any information that has an impact on the council’s 

communications activities? 
 Yes ☒ No ☐ 

 If Yes, please provide a brief summary of the impact? 
 
The policy governs how the council communicates effectively with external media. 
 

5.9 Risk impact 
 Is there a risk impact? 

 Yes ☒ No ☐ 

 

If Yes, please provide a brief summary of the key risks and potential impacts, 
highlighting where the risk(s) are assessed and recorded (e.g. Corporate or 
Service or Project Risk Registers), and how they are managed? 
 
The council has a duty to communicate effectively and failure to do so would 
represent a risk to both reputation and service delivery. Risks recorded in service 
registers as appropriate. 
 

5.10 Armed Forces Covenant Duty 

 
Does the report require to take due regard of the Armed Forces Covenant Duty (i.e. 
does it relate to healthcare, housing, or education services for in-Service or ex-
Service personnel, or their families, or widow(er)s)? 

 Yes ☐ No ☒ 

 

If Yes, please provide a brief summary of the provision which has been made to 
ensure there has been appropriate consideration of the particular needs of the 
Armed Forces community to make sure that they do not face disadvantage 
compared to other citizens in the provision of public services. 
 

5.11 Children’s rights and wellbeing impact 

 
Does the report contain any information regarding any council activity, service 
delivery, policy, or plan that has an impact on children and young people up to the 
age of 18, or on a specific group of these? 

 Yes ☐ No ☒ 

 

If Yes, please provide a brief summary of the impact and the provision that has 
been made to ensure there has been appropriate consideration of the relevant 
Articles from the United Nations Convention on the Rights of the Child (UNCRC). 
 

 
If Yes, has a Children’s Rights and Wellbeing Impact Assessment (CRWIA) been 
carried out?  

 Yes ☐ No ☐ 
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Media Policy 
North Lanarkshire Council media policy (revised 2024) 

The council is committed to operating its communications with the media and public in an 

open and transparent way. This policy outlines the council’s practice and procedures for 

communicating with the media through a range of channels including traditional 

communications, social media and other online platforms. Employees and elected members 

must comply with its contents. 

There is specific legislation governing the publicity activities of local authorities that must be 

adhered to. In particular, legislation prohibits councils from publishing (or assisting others to 

publish) material which, in whole or in part, may appear to be designed to affect public 

support for a political party. 

Councils are required to adhere to the statutory Code of Recommended Practice on Local 

Authority Publicity. A copy is appended to this policy. If you require advice on the rules 

concerning publicity, please contact Corporate Communications in the first instance. 

In addition, as a Category 1 responder, under The Civil Contingencies Act 2004 which forms 

the legal basis for emergency preparedness in Scotland and across the UK, the council is 

obliged to “maintain arrangements to warn the public, and to provide information and advice 

to the public, if an emergency is likely to occur or has occurred”. The council’s Corporate 

Communications service is a member of the West of Scotland Public Communications Group 

and plays a role in the communications response in the event of an emergency situation 

when appropriate.  

This policy works in conjunction with the Communications and Engagement Strategy, Events 

Strategy, Acceptable Use of IT Guidance and the Guidance on the Use of Social Media for 

Work Purposes.  

Corporate Communications is responsible for the effective day to day operations of media 

and public communications including proactive and reactive media handling, relationship 

management, digital and content creation and insight and evaluation. It also provides 

strategic guidance in relation to matters where there may be heightened media interest or 

public scrutiny.  

 

1. Managing information - areas of responsibility 

1.1 Information issued only by Corporate Communications 

All information – releases and responses – to international, national, Scottish or broadcast 

media should only be issued by Corporate Communications. 

In addition, information to local media should only be issued by Corporate Communications 

where it relates to: 



• any police investigation, pending court action including prosecutions, disciplinary 

proceedings or any issues with legal implications, for example, Data Protection 

• where an incident/accident or complex issue has occurred 

• new or changing policy at service and corporate level (including responses to government 

policy announcements) 

• corporate or key service announcements 

• key initiative launches or service developments 

• controversial or sensitive information 

• ministerial or royal visits, and 

• committee releases which cover any of the above. 

 

1.2 Information issued by services 

Individual services, schools or early years establishments may occasionally issue information 

directly to local media only and where it: 

• is information relating to routine operation of services, or 

• relates to ‘what’s on’ information or local events. 

4 

2. Media releases and responses – content 

2.1 Quotes should usually be attributed to named individuals and not a ‘spokesperson’. 

There are some exceptions to this, particularly where matters of policy relating to the council, 

controversial issues or reputational damage are at stake. Matters of this nature should be 

approved by the Chief Officer (Strategic Communications and Engagement) or an appointed 

nominee and, where appropriate, Chief Officers of the relevant service.  

2.2 As an open and accountable public service, the council will not, as a rule, give “no 

comment” as a response. It is important to explain why we cannot respond, for example, if 

information is confidential, commercially sensitive, the subject of police, legal or disciplinary 

proceedings. While we may not be able to give specific information, we can still give 

information about our policies and procedures. 

2.3 All media enquiries should be responded to as soon as possible and within the 

journalist’s advised deadline. Relevant services affected must make every effort to support 

Corporate Communications with relevant information for effective responses.  

2.4 An appropriate manager should approve all releases, statements and responses in 

relation to their service. Where approval is not forthcoming within the journalist’s stated 

deadline, the Chief Officer (Strategic Communication and Engagement) will authorise any 

statement. 

2.5 Employees who are in contact with the media within the capacity of their job should only 

represent the council’s position or views in relation to any issue. Personal views must not be 

given. 



2.6 Employees who engage with the media in a personal capacity should make clear that 

they are speaking as a private individual and not as a representative of the council. This is 

also the case when publishing opinions on personal social media accounts in the public 

domain, as the media can use publicly-available information in subsequent news stories and 

may attribute a personal comment by a member of staff to the council.  

2.7 Statements on major policy issues will be cleared by Corporate Communications through 

relevant conveners and chief officers. 

2.8 ‘Off the record’ briefings will not be given by employees under any circumstances, except 

by, and at the discretion of, the Chief Officer (Strategic Communications and Engagement). 

2.9 The Chief Officer (Legal and Democratic), or a senior officer nominated by him/her, 

should approve all media information that has potential legal issues. 

2.10 All quotes should be approved directly by the individual quoted with the exception of 

timing outlined in 2.4 above, where the Chief Officer (Strategic Communication and 

Engagement) will have discretion to approve quotes. 

2.11 In joint news releases, any partner organisation or group quoted should approve the 

release prior to issue. 

2.12 Any employee or member of the public identified in a news release should give prior 

approval. 

2.13 Any employee or facility approached directly by the media is advised not provide a 

comment and should immediately refer the journalist to Corporate Communications. 

2.14 Any request for interviews of council officers must be referred to Corporate 

Communications. 

2.15 It is entirely acceptable for members of the media to approach elected members directly 

for a comment. However, it is advised that elected members refer journalists to Corporate 

Communications for official council statements. Members should be aware that the media 

may use published comments from the personal social media accounts in the public domain 

of elected members for use in stories.  

2.16 The council may at time use digital and other channels for rapid rebuttal to media or 

social media stories in order to address misinformation from circulating.  

 

3 Publicity and prosecutions 

3.1 All statements relating to court proceedings must be cleared by the Chief Officer (Legal 

and Democratic) and issued through Corporate Communications. In addition, there is a 

specific policy relating to publicising prosecutions which are successfully pursued by the 

council. While each case will be considered on its merits, the following practice will generally 

apply: 

3.1.1 In the interests of protecting the public, details (including names) of convictions 

involving traders – individuals and businesses – will be provided to the media as a general 

rule, unless circumstances identified by the prosecuting service in conjunction with legal 

services and Corporate Communications dictate otherwise. 

3.1.2 For all other convictions, details relating to individuals will not be provided, 

unless in exceptional circumstances, particularly where there is a risk to public safety which 



is clearly identified and agreed with the prosecuting service, legal services and Corporate 

Communications. 

3.1.3 In respect of ASBOs and other civil interdicts the council will not provide details 

of individuals. While the identity of the individual will be in the public domain, we should refer 

enquiries to the relevant clerk of the court. 

3.1.4 In respect of court proceedings involving current employees, personal details 

will not be provided to the media although guidance may be provided in specific 

circumstances to ensure accurate reporting. 

 

4. Media releases and responses – issuing, timing and format 

4.1 Guarantees that releases or statements will be used in any publication or within a specific 

timeframe cannot be given.6 

4.2 While timing of releases will be discussed with services, Corporate Communications 

manages the issuing of releases or statements across all services to ensure optimum 

coverage for the council and avoid internal competition for space. 

4.3 Information may be given to local media on an embargoed basis if the news is 

particularly relevant to their area to ensure that they do not lose out on a story. 

 

5. Media support for councillors 

5.1 The leader, depute leader and committee conveners (or, in their absence, vice-

conveners) speak for the council, while the provost and depute provost represent civic 

matters. Media support for individual councillors in terms of releases and photography cannot 

be provided. However, general advice about dealing with the media is available to all 

councillors through the Chief Officer (Strategic Communications and Engagement) or the 

Strategic Communications Manager.  

5.2 No media support can be given to activities that are of a party political nature. 

5.3 Media support cannot be given to activities not concerned with the policy and services of 

North Lanarkshire Council or its public sector partners. 

5.4 Committee releases and information will be agreed with the relevant committee convener 

and service manager. 

5.5 It is the responsibility of the relevant service to keep their convener and, where 

appropriate, local members informed - at the earliest possible point - of any media situation 

or any developments or changes in service or incidents that may lead to media interest. 

5.6 With the exception of the election period (see below), the leader of the council, depute 

leader, conveners and vice conveners, should be quoted in releases and conduct interviews 

in relation to policy issues and committee items. The leader of the council should be kept 

advised of all releases and responses in relation to all policy issues by Corporate 

Communications staff. There may be occasions where the Chief Executive or other senior 

officer is quoted and this will be determined by the Chief Officer (Strategic Communication 

and Engagement).  



5.7 The provost, depute provost or designated councillor in their absence, should be quoted 

in all releases relating to civic matters. 

 

6 Election restrictions 

6.1 There are specific legal restrictions on the coverage of councillors’ activities in the lead 

up to an election and guidance is issued at the appropriate time. The Strategic 

Communications Manager must approve all requests for media activity in the weeks prior to 

an election. 

Pre-election guidance specific to the election will be issued to all senior staff and elected 

members ahead of the pre-election period commencing to assist with the handling of media 

and social media enquiries in that period. This will include advice for schools and use of 

council premises and resources.  

 

7. Media launches and events 

7.1 Other than media arrangements, unless the Events Manager is directly involved, 

Corporate Communications is not responsible for organising visits, launches or events - only 

the publicity of them. Such events must be organised by the host service directly, including 

councillor attendance.  

7.2 Advice on the invitation of councillors to events can be sought from the Chief Officer 

(Strategic Communication and Engagement) or the Strategic Communications Manager. In 

general terms, it is appropriate for the relevant convener, vice-convener and local members 

to be invited. If the event is specific to a council ward, all local members should be invited. 

7.2 As a general rule, openings of buildings, facilities or initiatives should be carried out by 

the appropriate convener or vice convener where the provost, depute provost, leader or 

depute leader are not present. 

 

8. Photographs and video 

8.1 All photography and video for publicity and event purposes must be requested through 

Corporate Communications without exception. Where the council’s multimedia photographer 

is not available, Corporate Communications will commission another photographer if the 

event cannot be rearranged, with the cost being recharged to the relevant service. 

8.2 All subjects in a photograph or video must have given their approval to be photographed 

or appear in a video and for that photograph or video to be issued to the media or to be 

published on social media platforms. Particular care must be taken regarding people under 

the age of 16 – parent/guardian consent will be required for those under the age of 16 to 

appear in any photograph or video. The council’s multimedia photographer or videographer 

will be responsible for obtaining consent unless schools and early years establishments have 

sought prior permission from parents/carers.  

8.3 Television/photographer access to any council building, including schools and care 

facilities, can only be granted by Corporate Communications staff in conjunction with the 

appropriate manager. All participating service users must agree to be photographed and 

filmed and parental/guardian permission must be sought where appropriate. 



8.4 The taking of photographs at council or committee meetings and/or the visual or audio 

recording of proceedings must be agreed in advance with the Chief Officer (Strategic 

Communication and Engagement) and the committee convener. 

8.6 Photographs may be provided to external organisations on a complimentary basis if the 

intended use benefits the council or the communities of North Lanarkshire. Otherwise 

charges will be made at an appropriate rate. Photographs should only ever be released to 

external organisations by Corporate Communications staff. 

8.7 The council is committed to encouraging film making and television productions in the 

area and will support location requests. Requests from television/film/video companies to film 

on council premises for commercial purposes will be referred to the Enterprise Team and the 

North Lanarkshire Film Charter and Code of Practice, with Corporate Communications kept 

informed.  

 

9. Social media 

9.1 The council operates a number of official social media channels over a variety of 

platforms. In most cases these are directly operated and managed by Corporate 

Communications staff, although some officers from other council services are authorised to 

post on these channels. It is recognised that there are some service channels existing that 

are not managed by Corporate Communications which may require ongoing support.  

9.2 Services wishing to create any social media channel or group for the purpose of 

promotion of an area of activity must first request for this using the social media channel 

request form which will be considered by the council’s Digital Team Leader, who must 

approve the creation of the channel. The only exception to this is the creation of social media 

channels by schools. However, schools must also notify the Digital Media Team Leader of 

the creation of any social media channel. 

9.3 With the exception of school channels, all corporate social media channels should be 

managed through software which is deployed by Corporate Communications for the purpose 

of managing the council’s social media. The commissioning service will be liable for the cost 

of individual licences to use this software and all requests should be made to the Strategic 

Communication Manager.  

9.4 The Chief Officer (Strategic Communication and Engagement) may require the removal 

of content from individual social media channels if, in his/her view, the content may damage 

the council’s reputation or contribute to misinformation circulating or contravenes the 

council’s Use of Social Media for Work Purposes guidance or individual channel ‘house 

rules’.  

9.5 The Chief Officer (Strategic Communication and Engagement) may require the closure of 

a channel if, in his/her view, it is not maintained appropriately. In the main, this will be a 

decision based on frequency of posting and rates of engagement.  

9.6 Corporate Communications maintains a reactive customer service on social media 

channels, in the main through direct messages. This is led by the digital team and works in 

conjunction with the Customer Service Hub to provide information to the public or to signpost 

them to the relevant service information. Services must support the digital team by providing 

information for their response. These enquiries can sometimes relate to media stories or 

information circulating on social media and responses in relation to complex, controversial 



issues or which may have reputational damage and these should be approved by the 

Strategic Communications Manager.  

 

10. Communications in a crisis 

10.1 The communication of alerts and public information is a critical element of a first 

responder’s response to a major emergency or incident. Corporate Communications is 

responsible for developing the council’s communications strategy in relation to a crisis event, 

major event or incident within North Lanarkshire.  

10.2 As a member of the West of Scotland Public Communications Group, the Chief Officer 

(Strategic Communication and Engagement) or Strategic Communications Manager will work 

collaboratively with the group to deliver public communications (although it is normal practice 

for Police Scotland to take the lead role).    

10.2 Corporate Communications will work with CMT and services to provide strategic 

guidance and communications materials that provide guidance, reassurance, information or 

advice to the public. This includes but is not limited to holding statements and lines, content 

creation, physical materials and social marketing campaigns delivered through channels 

including traditional media, social media and online platforms. All communications will be 

approved by the Chief Officer (Strategic Communications and Engagement).  

10.3 In addition, Corporate Communications will work closely with the Community 

Partnership Team and the Customer Service Hub to ensure that key messages are 

consistently delivered to the public through a range of channels. 

10.4 Communications plays a key role in the recovery of an incident and Corporate 

Communications will work closely with services and operational leads to provide advice, 

practical support and engagement with the public. As above, much of this work will be 

delivered through media channels, as well as face-to-face communication.  

 

11. Service incidents 

11.1 In the normal course of operations, incidents within or relating to services sometimes 

occur. It is the responsibility of the relevant chief officer to make aware and seek advice from 

a member of the Corporate Communications team if that chief officer considers that there 

may be communications issues arising from any such incident. 

 

 
 
 
 
 


