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COMMUNICATIONS & MEDIA PROTOCOL FOR 

INVESTIGATING OFFICERS  
 

1 Introduction 
 

It has never been more important for the Council to communicate 
effectively with residents, media, partners and Members. Whether it is to 
encourage greater self-service or to promote understanding of local 
priorities, effective communications has the power to engage 
communities, challenge misconception and help us achieve our 
objectives. 

The purpose of this Communications & Media Protocol is to assist 
Investigation Officers across Dartford Borough Council and ensure that 
any communications pertaining to their investigations are well 
coordinated, effectively managed and responsive to the diverse 
information needs of the Council and the public.  

This Protocol will also ensure all information shared with the media is for a 
legitimate purpose, and demonstrates openness and integrity.  

2 Objectives 
 

(a) Identify and develop communications that provide the public with 
timely, accurate, clear, objective and complete information about 
council investigations, enforcement services and initiatives; 

 
(b) Provide guidance on the formulation of communications relating to 

regulatory and enforcement activities and allied investigations; and   
 
(c) Provide supplementary communication guidance to support 

investigations, to ensure all publicity is compliant with the law. 

 

3 A co-ordinated communications response to council investigations 
 

Dartford Borough Council must be able to share communications rapidly 
and authoritatively - whether this is to a media enquiry relating to a crime, 
or where the Council is raising the profile of its own investigation.  
However, without clear protocols, the reputation of the Council is 
vulnerable. There are laws covering communications. The main one for 
local government media communications is the Local Government Act 
1988 and Code of Recommended Practice on Local Authority Publicity 
(amended in March 2011)1. A number of other codes of practice and 
legislation also apply to Council communications, including: 

 

 The law relating to defamation 

 Copyright legislation 

 Freedom of Information Code of Practice2 

 Equality Act 2010 

                                                      
1 https://www.gov.uk/government/publications/recommended-code-of-practice-for-local-authority-publicity  
2 Cabinet Office 2018 

https://www.gov.uk/government/publications/recommended-code-of-practice-for-local-authority-publicity
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 Local government legislation conveying rights of access to 
meetings and information 

 Data Protection Act 2018 and the UK GDPR 
 

This Protocol must therefore be applied in conjunction with the 

Policy for Publicising Environmental Crime, Criminal Behaviour 

Orders, Verdicts and Sentences and its Decision Making Checklist3. 
 

The Protocol and allied policies apply to everyone who works for Dartford 
Borough Council in any capacity, or who represents the organisation in 
some way, including:  
 

 All Members  

 All employees within the organisation, including those employed on 
an agency, freelance or consultant basis  

 Volunteers working with Council service teams  

 Partners, providers and suppliers (including contracted or 
commissioned services) that may want to refer to Dartford Borough 
Council in publicity material.  

 

4  Scope of the protocol 
 
The Communications Team aims to provide guidance and leadership on 
communications and marketing activity. It will take responsibility for 
promoting and monitoring this Protocol, including highlighting instances 
when the Protocol has not been observed and provide evidence to monitor 
the impact, which may include supporting any resulting investigation or 
disciplinary procedure.   
 
The Communications Team is responsible for media relations, for and on 
behalf of the Council. This includes: 
 

 issuing proactive press releases 

 responding to day-to-day inquiries from the media by issuing 
statements and/or arranging interviews with members or officers 
as appropriate 

 dealing with media enquiries received by managers, staff and 
Members 

 offering advice to all Members and managers on the most 
appropriate approach to media issues relating to the publication of 
regulatory and enforcement activities comprising environmental 
crime, criminal behaviour orders, verdicts and sentences. They will 
also advise on the appropriateness of any proposed proactive and 
reactive publicity, if necessary, seeking further advice from the 
Council's Head of Legal Services and Monitoring Officer. 
 

The Communications Team may issue proactive press releases in a range 
of circumstances and in conjunction with others e.g. Kent Police relating to 
for example: 
 

                                                      
3 See documents: ‘Policy for Publicising Environmental Crime, Criminal  Behaviour Orders, Verdicts and Sentences’ 

and its ‘Annex A: Decision Making Checklist’ 
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 informing about joint investigations; 

 publicising verdicts and sentences. 
 

The content of proactive releases is drawn up in consultation with relevant 
Officers to ensure factual accuracy. All proactive releases issued by the 
Communications Team will be copied on email to the Leader, relevant 
Portfolio holder and Directors. 
 
The Communications Team will, in consultation with relevant Officers, 
issue statements in response to media inquiries. If the inquiry relates to a 
matter of agreed Council policy rather than simple factual checks, the 
Communications Team will liaise with the relevant Portfolio holder. 

 
The Communications Team is responsible for proactive publication of 
regulatory and enforcement activities comprising environmental crime,  
criminal behaviour orders, verdicts and sentences, including proactive 
public relations and campaigns.  Any Officer wishing to develop proactive 
public relations or campaign publicity proposals must first discuss ideas 
with the Communications Team. Work requests for these initiatives must 
be submitted via the Communications Team Work Request form. 

 

5. The role of Managers and other Council staff 
 

Any manager or employee who receives a media inquiry regarding 
environmental crime, criminal behaviour orders, verdicts and sentences 
should redirect it to the Communications Team. It is not appropriate for 
Officers to initiate contact with the media or respond to media inquiries 
independently without first consulting with the Communications Team. 

 
The Communications Team may offer an Officer for media interview 
where the subject matter is purely factual or a journalist is seeking a 
background briefing. In other circumstances where comments are required 
on matters of Council policy or the outcomes of Member decision making 
(see above) the most appropriate spokesperson is likely to be the Leader 
or a Director – that decision will be made by the Communications Team in 
consultation with the Leader and relevant Director. 

 
Staff should not under any circumstances go to the press direct for any 
reason – publicity around investigations must be handled through normal 
line management arrangements in-line with this Protocol. 

 

6. Targets for responding to media inquiries 
 

The Communications Team has a target of responding to all media 
inquiries within a maximum 24 hours. Some inquiries may require an even 
quicker response to meet press deadlines. In the case of TV and radio, 
responses are required almost instantly and sometimes hourly.  

 
The Communications Team will make clear the priority of the inquiry when 
they contact Members and Officers. Responding on target is only possible 
with the co-operation of all Officers asked for information. It can be 
damaging to the Council’s reputation to fail to respond to inquiries.  

 

http://dbc-daap-18:3030/ufs/BP_COMMUNICATION_TEAM_WORK_REQUEST.eb?ADUSERNAME=DBC%5Cobagshaw&ebd=0&ebz=1_1629196758278
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7. Communications and publicity with partner organisations 
 

Increasingly, the Council is working in partnership with other agencies to 
tackle environmental crime and anti-social behaviour. This includes 
issuing joint communications and publicity. The terms of this Protocol and 

local government publicity law must be followed when the Council issues 
such joint publicity.  

 
This is the case even if publicity is issued jointly with organisations not 
themselves covered by local government publicity law. Any Officers 
discussing potential joint communications’ activity with other agencies 
must ensure that partners understand that compliance with this Protocol is 
a condition of any joint arrangements. 

 
The Communications Team will ensure that all appropriate checks are 
carried out on any such publicity, and reserves the right to withdraw the 
Council from joint publicity arrangements, if this Protocol is not being 
followed. 

 

8. The Communications Team 
 
 Dartford Borough Council's Communications Team comprises: 
 
 (a) Economic Development & Communication Manager 
 
 (b) Senior Communications Officer 
 
 (c) Communications Officer 
 
 (d) Spokespersons e.g. Leader or relevant Director 
 
Should you have any questions regarding this Protocol please email 
comms@dartford.gov.uk 

mailto:comms@dartford.gov.uk

