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Ayrshire360
Print, Digital & Broadcast Media Protocol.

Purpose & Scope
This Media Protocol establishes the standards and procedures for all interactions with media representatives. It ensures consistent and accurate messaging aligned with organisational strategy, legal and ethical compliance, and effective reputation management through controlled information flow.

Objectives
Maintain a unified organisational voice; provide timely, accurate and transparent information; protect the Trust’s reputation during routine and crisis situations.

Roles & Responsibilities
Designated Spokespersons: Chief Officer, Executive Leads or Strategic Lead for strategic matters.
Marketing & Communications Officer for operational matters. 
All staff must refer media enquiries to the Marketing & Communications Team. No unauthorised statements or interviews should be given.

Message Consistency
All communications must align with the Trust’s strategic objectives and brand guidelines. Messaging should be clear, factual and free from speculation or misleading statements.

Approval Process
Press releases, statements and digital content must be drafted by or submitted to the Marketing & Communications Team and require formal sign-off before distribution.

Media Engagement Guidelines
Direct all media enquiries to the Marketing & Communications Team. Interviews and photocalls must be arranged and approved by the Marketing & Communications Team. All promotional opportunities should be coordinated through the Marketing & Communications Team.

Legal & Ethical Compliance
Adhere to all relevant legislation including Data Protection and Copyright laws. Follow recognised codes of practice for media relations. These codes of practice require. 
all communications to be accurate, transparent, and respectful. Information provided to the media must be factual, verifiable and free from speculation or bias. Confidentiality and data protection laws must be always upheld. Responses should be timely and consistent with organisational values.

Crisis Communications
Immediately notify the Chief Officer and Marketing & Communications Strategic Lead of any sensitive or controversial issues. All crisis statements must be approved before release and should be issued via the Marketing & Communications Team. 



Stakeholder Engagement
Ensure messaging considers the interests of key stakeholders, including funders, partners, and the public.

Branding & Compliance Notes
All media materials must comply with the Trust’s branding guidelines. Use approved logos, fonts, and tone of voice consistently. *LINK TO GUIDELINES



Ayrshire360 Media Policy:
It has been and will continue to be the policy of Ayrshire360 to be open, honest, and accurate in dealing with the media and to respond to enquiries within reporters’ deadlines as far as is possible. However, trust and accuracy will not be compromised by their demands. Other than in very exceptional circumstances Ayrshire360 will not respond to media enquiries with a ‘no comment’ statement.

Principles of Ayrshire360’s relationship with the media:
Ayrshire360 is committed to effective communications so that residents of the East Ayrshire and beyond are well informed about Ayrshire360 services, the reasons for decisions and the role they can play in shaping future developments.
Ayrshire360 will use the media as one of several ways of communicating with its stakeholders.

General protocols for working with the media:
· All press releases and statements will refer to ‘Ayrshire360’ or on occasions ‘East Ayrshire Leisure Trust (trading as Ayrshire360)’ reinforcing the non-negotiable to act as one Trust for all of East Ayrshire geographies. 
· Wherever possible, a named individual will be quoted in the release. When quoting an officer we will give their job title. When quoting a stakeholder partner individual, we will give their area of responsibility and associated legal workplace entities full name.
· Anyone who is quoted will be made aware of the fact and will agree the content of that quote. In exceptional circumstances the Marketing and Communications department will clear a release and/or quote on behalf of an officer.
· Those involved in major projects or initiatives must develop a media/communications plan agreed and implemented by Ayrshire360 Marketing and Communications team.
· All Officers/Members likely to be involved on a regular basis with the media will undergo media training.
Risk assessment
Without a clearly established protocol for the way in which the Ayrshire360 works proactively and reactively with the media there is a significant risk of:
· Negative publicity – resulting from slow or non-responses to enquiries.
· Lost opportunity for good news stories – resulting from a lack of press releases and other proactive work.
· Lack of understanding about Ayrshire360’s role and work – resulting from poorly briefed journalists.
· Concerns amongst staff about comments they have made to the press – because of well intentioned, but poorly prepared reactions. to difficult media enquiries.
· No perception within the media of Ayrshire360 as a single organisation – resulting from ‘departmental’ views of services and issues.
· Disillusioned staff – resulting from negative stories appearing in the media before they have been briefed.
Proactive work with the media
Press Releases
Press Releases should inform and raise awareness about Ayrshire360 services and functions, explain reasons for particular policies and priorities, and improve local accountability. As such they need to catch the attention of the media and ensure good positive coverage about the Organisation

Generating Ayrshire360 press releases.
Information for press releases will come from two sources:
• The Member decision making system
• Officers
· The Member decision making system.
· The Marketing & Communications team can issue press releases. 
· The Marketing & Communications team may issue releases in advance of decision-making meetings alerting the media to agenda items. In these cases, press. releases act as advisory notices and will not contain quotes.
Compiling press releases
The Press Office can receive information for press releases in the following ways:
· Bullet point information - explaining what, when, where, why, who, how of the required content, the preferred timing of the release, how the Marketing & Communications team can get further information and who will be the spokesperson should there be any subsequent broadcast media interest.
· Fully written releases – these do not have to be formatted (the Marketing & Communications team will take responsibility for the final layout of the release). 
· Please note that the Marketing & Communications team may contact the originator to discuss changes to the content of the release, to ensure consistency of style and message and to ensure that the release is contributing to Ayrshire360’s overall key messages.
· Marketing & Communications team will use a ‘Notes to Editors’ facility at the bottom of press releases to provide background information on either the content of the release or the service area that the release relates to. This is a useful tool for increasing understanding of Ayrshire360’s services.
· The contact details given on the release will be the lead officer and the Marketing & Communications team. In the accompanying email it may be appropriate to add further contact details for example the Portfolio Holder for further quotes or a representative from a partner organisation.
· As embargoes are not legally enforceable, they will rarely be used.
Use of photographs
Where a release relates to a subject or initiative that can be photographed, the release will state that there is a ‘photo opportunity’. 
If we already have a quality electronic image it will be emailed with the release and asked to be credited to Ayrshire360. 
The Marketing & Communications Team will maintain an up-to-date collection of Officer and Member photographs which can be supplied to the media on request.


Follow-up to press releases.
Press releases are designed to alert the media to good news or information item and to attract them through positive stories. They cannot always provide comprehensive information about a subject and may only be able to highlight the basic points about an issue sufficient to raise a journalist’s interest. Therefore, it is likely that releases will result in follow-up enquiries, from the print media for additional or background information or for clarification; and from the broadcast media for interviews and filming opportunities. Officers and Members should therefore be prepared to make themselves (or a nominated person) available to ensure that the opportunity for publicity and promotion for Ayrshire360 is not lost.
Journalists should contact the Marketing & Communications team for further information. 
Filming or photographing of children must not be undertaken without parental permission and the relevant consent forms. 
Filming of adults on District Council premises should only be done with their permission – this includes employees of the Ayrshire360.

Media briefings
The use of media briefings is encouraged where significant issues are likely to be complex and controversial. A member of the Marketing & Communications will always be present together with the appropriate officers/Members. 
Briefings will be offered to all the local media contacts.

Press conferences
Press conferences will be used when an issue is likely to generate significant media interest. Conferences allow us to deal with considerable numbers of media enquiries in an efficient way. 
Press conferences will be chaired by the relevant Head of Service or the 
Marketing & Communications Strategic Lead who will introduce the panel and control the question-and-answer session. 

Media enquiries
In its reactive role, the Press Office will work closely with Officers and Members to ensure an accurate response to requests for information and comment and to ensure that Ayrshire360 does not lose its right of reply.

Dealing with media enquiries
All media enquiries must come through the Marketing & Communications team which operates a 24-hour service. 
All media enquiries will be noted, and information gained for a response from the relevant Officer. 

Monitoring media coverage
Marketing & Communications team will monitor the coverage the Ayrshire360 receives in the local and local government media and where possible in the national media as well as social media. Where possible email links to media coverage and copies of the articles will be circulated.

Elections
The period between the notice of an election and the election itself should preclude proactive publicity in all its forms of candidates and other politicians involved directly in the election. 
Publicity should not deal with controversial issues or report views, proposals, or recommendations in such a way that identifies them with individual members or groups of members. However, it is acceptable for Ayrshire360 to respond in appropriate circumstances to events and legitimate service enquiries provided that their answers are factual and not party political. 
Members holding key political positions should be able to comment in an emergency or where there is a genuine need for a member level response to an important event outside the authority’s control. 
Proactive events should not be arranged in this period but if there are events these should not involve members likely to be standing for election. A separate note about the pre-election period will be issued to Members and Officers in the run up to the election.

Escalation & Approval Flowchart
Step	Action
1	Media enquiry received
2	Staff refers enquiry to Marketing & Communications Team
3	Team assesses enquiry: Routine or Sensitive?
4	Routine → Draft response → Approval by Marketing & Communications Team → 	Issue to 	media
5	Sensitive → Escalate to CO, EL or SL→ Draft holding statement → approval → 	Issue to media
6	Record and report to leadership
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Marketing & Communications 
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