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Purpose

The purpose of Richmond County’s Strategic Communications Plan is to provide a
guiding document to support communications best practices, as well as identify,
develop, and implement communications-related policies, procedures, and overall
strategic communications direction for the county. The strategy will guide consistency,
transparency, effectiveness, and timeliness, ensuring that the communications activities
of the Municipality of the County of Richmond are coordinated, well-managed, and
meet the needs of the Municipality and its residents, members of Council, and
stakeholders.

The Plan updates the County’s previous communications planning projects and current
communications initiatives, and provides a clear vision, goals, strategic objectives, and

actions to guide and enhance future communications.

About Richmond County

Richmond County, on the southeastern side of Cape Breton Island, is bordered by
the Atlantic Ocean to the south and the Bras d’Or Lake to the north. Covering
approximately 1,246 km?, the county features a rugged coastline, sheltered coves,

forests, and waterways.

Home to about 8,900 residents, including the First Nation community of Potlotek,
Richmond County reflects a rich cultural heritage with Mi’kmagq, Acadian, Irish, and
Scottish roots, complemented by newcomers who contribute to the County’s vibrant

customs, language, music, and community life.

The sea has long played a central role, supporting fisheries and aquaculture, while
inland areas sustain forestry, agriculture, and green energy opportunities. Strong
infrastructure and a skilled workforce make Richmond County an attractive location

for innovative and sustainable economic opportunities.

Key Audiences

+ Residents “ Prospective Residents < Community Organizations
+¢ Visitors to the % Local Businesses + Elected Officials

Area
+* Municipal Staff % Media +» Government Bodies
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District Map

To view each district map, visit: www.richmondcounty.ca/council.
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Guiding Principles

Richmond County’s Strategic Communications Plan is based on a culture that is guided

by the following principles that support effective municipal communication.

2
L4

7
%

7
L4

Responsibility
Every member of Council and Municipal Staff has a role to play in carrying out the

goals of this Communications Plan.

Public Outreach
Information will be made available to residents in a timely manner, using the
available channels, tools, and activities that residents require to receive accurate

information.

Active Listening

The voices and needs of Richmond County residents are valued. Municipal Staff
and Elected Officials will work to ensure input and feedback from Richmond
County residents is heard and incorporated into the Municipality’s

communication activities.

Continuous Improvement
Municipal resources will be used effectively and appropriately by regularly
reviewing communications practices, tools, and metrics to support continuous

improvement.

Accessibility
Municipal communications must be accessible to all residents, with consideration
given to plain language, visually accommodating digital tools, placements of

messages, differing abilities of residents, and more.

To learn more about accessibility standards and how the Municipality ensures its

communications meet these requirements, click here to view the Inclusive, Diverse, -
Equitable, Accessible (IDEA) Plan Refresh.
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Strategic Goals and Actions

Except where otherwise noted, all municipal communications activities are
coordinated by the Communications Officer under the direction of the Chief

Administrative Officer.

Ensure information is shared with residents in a timely and effective
manner.

Staff to implement Standard Operating Procedures (SOPs) to define how
information is disseminated to the public, at what frequency, and through
which channels. Develop a practice of intentional consultation for projects
and other initiatives.

Identify and define ongoing roles, responsibilities, and processes of
Municipal Staff and Council as it relates to internal and external
communications.

Staff to create and implement an internal communications SOP that
identifies the process for communicating internally, including
accountability.

On an annual basis, review and assess current communication tools
and channels and identify new and improved ways to communicate
with Richmond residents, prospective residents, businesses, and
tourists.

Example: Staff to explore implementing a notification application, which is
a cost-effective tool that allows the ability for both cell phone users and
landline users to subscribe to alerts that the county can activate. These
messages can be emergency in nature, or serve as simple reminders,
such as closures of facilities, garbage pickup reminders, etc.

Ensure a strong social media strategy is maintained to reach a modern
audience.

Staff to develop a social media strategy to be maintained, assess current
social media channels, update existing social media terms of use policy,
and implement an SOP that provides guidance on using social media,
frequency of posting, responding to messages, etc.

Prioritize two-way communication when communicating with
Richmond residents.

Staff to review process for collecting residents’ feedback (question period at
council meetings, social media messages, surveys, phone calls, and emails),
and identify current/emerging tools for collection that are not currently being
used.

Maintain a dynamic, user-friendly, and accessible Municipal website.

Staff to establish a quarterly audit schedule and supporting SOP to ensure
the website stays up-to-date, in addition to adopting accessibility use
standards to meet upcoming accessibility legislation.
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Communication Processes

Council, in collaboration with Staff, will facilitate the creation of an organizational culture
that values open and two-way communication in how it listens to residents, plans
projects, and undertakes tasks with the intent to provide residents with accurate, clear,

objective, and complete information in an effective and timely manner.

% Website

The municipal website, www.richmondcounty.ca, is the Municipality’s official

online presence and primary channel for sharing information with the public. A
strong online presence is important for providing services to current residents

and businesses, as well as attracting future residents, visitors, and investment.

In accordance with the Municipal Government Act (MGA), the website is
regularly maintained through routine content updates, quarterly reviews, security
monitoring, and system upgrades. Designated staff are responsible for
maintaining website content to ensure accuracy and compliance with legislative

requirements.

To learn more about how the Municipal Website will be maintained, see the

Website Content and Maintenance Policy, Appendix 1.

< Social Media
The Municipality’s social media platforms (currently Facebook and Instagram)
serve as secondary channels for sharing information and enhancing
communication from the Municipality to the public. Wherever possible, social
media posts should link back to the municipal website to provide access to
forms, documents, and additional or specific information. The CAO, Municipal
Clerk, and Senior Management Team will collaboratively plan a yearly social
media content calendar. The social media content calendar will be used
proactively to promote events, consultations, promotions, news, and stories on

social media.

For a list of all social media channels and links, see the Communications
Channel section later in this plan. To learn more about the social media guiding

principles, see the Social Media Policy, Appendix 2.
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Voyent Alert
The Municipality uses Voyent Alert as a notification service to provide residents
with timely and relevant information, including service interruptions, facility

closures, public safety notices, and other critical municipal updates.

Residents may choose to receive notifications through the Voyent Alert! mobile
app, email, SMS text message, or automated voice call. Registration is free,

voluntary, and anonymous.

%  To receive notifications via the mobile app, download the Voyent Alert!

app from the Apple App Store or Google Play.

% To receive notifications by email, text message, and/or phone call,
complete the registration process available on the Municipal website,

under the Emergency Management menu, listed as Voyent Alert.

To learn more about how alerts are issued, see the MOCR Use of Voyent Alert
Standard Operating Procedure (SOP), Appendix 16.

Richmond Reflections

Richmond Reflections is a quarterly newsletter used to share information on
Municipal services, recreation programming, community news, and events. The
newsletter is sent to all Richmond County residents through Canada Post. Digital
versions are also available on the Municipal website, under the Recreation

menu, listed as Richmond Reflections Newsletter. Municipal Staff are

responsible for producing and publishing the publication four times throughout

the year, in addition to promoting it as a positive and useful community resource.

To learn more about how Richmond Reflections is created and distributed,
see the Richmond Reflections Standard Operating Procedures (SOP),
Appendix 3.

Media Releases & Inquiries

Media releases are issued when the County makes a public announcement
about a new initiative or project, a new partnership with an external stakeholder,
a major service change, a response to an arising issue, or other news the public

should be made aware of.
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All media releases are drafted in accordance with the Municipal Government Act.
All Municipal-related releases are jointly prepared and reviewed by the Warden
and the CAO, and discussed with Council when appropriate. A media release
must never be sent without express approval by the CAO. Similarly, any request
for comment or other forms of media inquiries must be coordinated by the
Municipal Clerk under the direction of the CAO.

To learn more about the process and how media releases are drafted and
distributed, see the Media Releases SOP, Appendix 4, and Media Inquiries
SOP, Appendix 5.

Public Engagement

The Municipality of the County of Richmond will inform members of the public
and stakeholders in a timely manner about opportunities to participate in public
consultation and engagement processes. A variety of communication channels,
including print, electronic, and community outreach methods, will be used to

broaden the Municipality’s reach within the community.

To learn more, please refer to the Communications Matrix, Appendix 6, and

the Communication/Dissemination of Information SOP, Appendix 7.

Council and Agencies, Boards, Commissions, and
Committees (ABCCs)

Meetings

As governed by the Municipal Government Act, all Council meetings and
meetings of Council-established ABCCs are open to the public and meet
required advertising guidelines. Members of the public can engage with Council
through:

e Question periods

e Public hearings

o Approved presentations

e Directly reaching out to Councillors

To learn more about how to present to Council, refer to the Delegations and

Petitions to Municipal Council Policy, Appendix 8.
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Hybrid Meeting Participation

The Municipality provides a hybrid attendance option to support participants
who require virtual attendance. This option is available to:

e Members of Council

e Citizen appointees to Council-established ABCCs

e Approved presenters

To ensure sufficient time for technical setup, the Municipal Clerk should be
notified of any virtual participation requests at least 24 hours in advance, where

possible.

Public Access to Virtual Meetings

When meetings of Council or Council-established ABCCs are held virtually,
members of the public can request a link to watch the meeting online. You can
check if a meeting is virtual by viewing the meeting schedule on the municipal

website, under the Council menu, listed as Schedule of Meetings. Public notices

will also include the contact email address to request a virtual meeting link. For
more information on requesting a meeting link, refer to the Virtual Attendance
Meeting Link Request SOP, Appendix 9.

Meeting Packages

Meeting packages and other documents, such as meeting minutes and committee
reports, are a matter of public record and are made available for the public to view
on the municipal website, in accordance with the Publication of Council,
Committee of Council, Committee Reports, and Meeting Packages on Municipal
Website Policy, Appendix 10. Digital copies of meeting packages will be in PDF
format and made available to the public on the municipal website, under the

Council menu, listed as Municipal Documents — Agendas, Minutes, and

Finance. Hard copies may be made available upon request.

Livestreaming and/or Recordings
Committee of the Whole, Regular Council, and Special meetings, except for in-
camera components, are recorded and/or livestreamed. Livestreams can be

viewed on the Municipality’s YouTube channel, and recorded meetings are

broadcast on Telile Community Television. Recordings are available to view 24/7,
with links accessible on the municipal website, under the Council menu, listed as

Recorded Council Meetings, or directly on the Municipality’s YouTube channel.
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Finances

Council, Municipal Staff, and ABCC citizen appointees expenses, hospitality
expenses, visa statements, audit and budget documents, and grant recipient
information are matters of public record and are made available for public
viewing on the municipal website in accordance with the Publication of Council,
Committee, Committee Reports and Meeting Packages on Municipal Website
Policy, Appendix 10, Budget Release Policy, Appendix 11 and, the Grant
Disclosure Policy, Appendix 12.

These documents are located on the municipal website, under the Council

menu, listed as Municipal Documents — Agendas, Minutes, and Finances.

Internal Communications

Information about Municipal priorities, initiatives, department functions,
programs, and responsibilities will be made easily accessible to ensure all
members of the organization have the information needed to succeed in their
role and that accurate information is conveyed to the public and stakeholders.
Council and Municipal Staff are provided information prior to public channels.
The CAO and Directors are responsible for employee engagement activities
that will deliver key information to frontline staff about relevant and timely
updates to aid in responding to public inquiries. Methods include, but are not
limited to, a mix of print, electronic, staff meetings, one-on-one engagement,

and staff intranet.

To learn more about internal communications, view the Internal

Communications SOP, Appendix 13.

Emergency Communications
In times of emergency or crisis, the Municipality will communicate information
that helps protect the health, safety, and security of residents and their

property.

Richmond County provides official communications and updates in accordance
with the Municipal Emergency Management Plan (MEMP) and the Municipal
Emergency Management By-law, By-law #50. To view the by-law, visit By-law
#50. For questions regarding the MEMP, contact the Emergency Services

Coordinator at emo@richmondcounty.ca.
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Communication decisions will be made by the CAO in collaboration with the
Emergency Services Coordinator. Communications will take any form
necessary, including Voyent Alert!, to ensure residents receive accurate, timely,
and relevant information to prevent, mitigate, respond to, or recover from an

emergency.

Municipal Election Communications
All election-related communications follow the requirements set out in the Nova

Scotia Municipal Elections Act. Communication efforts during election periods

focus on helping residents understand how to participate, including voter
registration, voting locations, advance polls, and key election dates. The
municipal website is regularly updated with informational materials, FAQs, and
contact details to support voter awareness and engagement. During an election
year, election-related information is prominently displayed on the main

webpage.

Residents are encouraged to visit the municipal website for the most up-to-date

election information. For questions, please contact the Municipal Clerk’s Office.

Communication Channels

This chart outlines the communication channels used by the Municipality and

provides the relevant contact information.

Municipal Website clerk@richmondcounty.ca

Eastern District Planning
Commission (EDPC) - Website

reception@edpc.ca

Internal/External Email info@richmondcounty.ca
Facebook info@richmondcounty.ca
Instagram info@richmondcounty.ca
Voyent Alert! info@richmondcounty.ca
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Telile Community Television

telile@telile.tv

St. Peter’s Cable

Newspaper

landryrichard@hotmail.com

The Reporter

nicolefawcett@porthawkesburyreporter.com

Cape Breton Post

cbpost.news@postmedia.com

The Casket

coreyleblanc@thecasket.ca

Le Courrier de la Nouvelle-Ecosse

Stella Maria Pastoral Unit, Faith-
Based Bulletin (FBB)

publicite@lecourrier.com

smpuoffice@eastlink.ca

St. Peter’'s United, FBB

dale@capebretonrealty.com

St. Peter’s River Bourgeois
Catholic, FBB

bulletinsjbsp@gmail.com

Canada Post — Mail Outs

No direct email, phone 902-226-2929

Posters

Within Communities

The Hawk, 101.5 FM

hawknews@radioabl.ca

CITU Radio Richmond, 104.1 FM

billyjoyce@citufm.ca

CBRM Internet Radio

ryan@cbfm.ca

CBC Information Morning, 90.5 FM

brittany.wentzell@cbc.ca

XFM, 98.9 FM

news@989xfm.ca

Mniku Radio, 93.7 FM

kitpu@potlotek.ca
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District Session clerk@richmondcounty.ca

Regular Council, Committee of the clerk@richmondcounty.ca
Whole Meetings

Town Hall(s) clerk@richmondcounty.ca
Presentation to Council clerk@richmondcounty.ca
Public Hearing clerk@richmondcounty.ca

% To view the list of paid and owned communication channels, see Appendix 14.

Conclusion

The methods used to communicate effectively with the Municipality of the County of
Richmond’s audiences may change over time. It is important that this strategy is
periodically reviewed and updated to remain aligned with the Municipality's direction.
This ensures that the strategy remains a living document, actively guiding Council
and Municipal Staff. In line with the Communications Policy, Appendix 15, Council
and Municipal Staff will revisit the plan and its associated standard operating

procedures annually.
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policies within this document and the official, printed version held by the

Municipal Clerk, the official, printed copy shall prevail.
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Appendix 1

Website Content and Maintenance Policy
Date Approved: January 31, 2024

1.

Purpose

This policy aims to:

1.1. Set out roles and responsibilities to ensure consistency, accuracy, and
reliability of information published on the Municipal website.

1.2. Establish guidelines for website content and outline a system for online
content maintenance.

Policy Statement

2.1. The Municipality of the County of Richmond website is the primary source
of online information exchange with the public and is the Municipality’s
official internet presence. The content guidelines, routine maintenance
and quarterly reviews outlined in this policy will assist in ensuring that the
municipal website is up-to-date, accurate, accessible, easy to use, and a
convenient source for municipal information.

Scope

This policy applies to:

3.1. The Municipality of the County of Richmond website (www.richmondcounty

.ca), including all current and future landing pages.

3.2. All personnel that fall within the scope of this policy.

Definitions

4.1. “Alternative Text” describes the appearance or function of an image on a
page.

4.2. “Content” means any information or creative material that expresses an idea
or perception, including text, images, video, etc.

4.3. “Content Contributor/Editor” means a designated Municipal employee who is
responsible for the content creation, review, edits, routine maintenance and
quarterly reviews to their respective
department pages.

4.4. “Content Management System (CMS)” refers to a computer application
that allows publishing, editing, and modifying content, organizing, deleting
as well as maintenance from a central interface (i.e.: Joomla).

4.5. “Council” means the Council of the Municipality of the County of Richmond.
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4.6. “Department Head” means the Director or Manager of a Department of the
Municipality of the County of Richmond, and who is a member of the Senior
Management Team.

4.7. “Routine Maintenance” includes, but is not limited to, the following tasks:
updating the calendar of events, posting public notices, or other materials
related to the Municipality, posting material as requested by various
department heads, correcting information posted online in order to ensure
accuracy, verifying all hyperlinks to ensure that they are functioning,
conducting accessibility checks, and removing any information that is
deemed outdated and/or inaccurate.

4.8. “Quarterly Review” is the process of reviewing all website pages every three
months to make necessary changes to update, correct or enhance the page
content to ensure the entire website is up-to date, accurate, and accessible.

4.9. “Website” refers to the official Municipality of the County of Richmond
website at www.richmondcounty.ca, including all website landing pages,
and any other domain name(s) the Municipality acquires for official
Municipal use.

4.10. “Municipality” refers to the Municipality of the County of Richmond

5. Roles and Responsibilities

5.1. CAO is responsible for:

a) administering and implementing the Website Content and
Maintenance Policy,

b) the strategic alignment of the website with the Municipal Strategic
Plan, and;

c) identifying necessary revisions to the content management guidelines
in collaboration with the Communications Officer and Department
Heads.

5.2. Department Heads are responsible for:

a) identifying staff member(s) in their department to be assigned the role
of content contributor/editor,

b) ensuring the accuracy of the website content created for their
department; and,

c) the routine maintenance and quarterly website reviews.
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5.3. Communications Officer is responsible for:

a) scheduling quarterly reviews;

b) managing the overall Municipal website and working with content
contributors/editors to manage the development and maintenance of
online content and ensure compliance with website content
management guidelines, as outlined in this policy;

c) maintaining the strategic alignment of the website under the direction
of the CAO; and,

d) referring technical site issues to the website developer.

5.4. Content Contributor/Editor is responsible for:

a) coordinating the development of content for their department/area of
work; using the CMS to create and update content as directed by their
Department Head;

b) ensure content complies with the content management guidelines, as
outlined in this policy;

c) maintaining consistency with the general style format, language, and

d) accessibility standards of the website; and,

e) performing routine maintenance and quarterly website reviews.

6. Content Management Guidelines
6.1. Content must be approved by the CAO and/or Department Head.
6.2. Content must adhere to applicable provincial, federal, and municipal laws,
regulations, and policies.
6.3. The language, style, and format of content must be consistent throughout

the website. (See Style Guide, online)

6.4. Images must be original, free of copyright or permission granted to use,
and should have little to no text in them, and include an alternative text
description.

6.5. Content must be designed using plain language. (See Government of

Canada plain language, accessibility, and inclusive communications best

practices guide, online.)

6.6. Content must be checked thoroughly for accuracy (e.g., spelling, grammar,
factuality) to maintain the professional image of the Municipality and the
website.

6.7. If contentis adapted from a third-party source, proper copyright permissions
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or acknowledgements must be documented.

6.8. All portable document format (PDF) files published to the website and
created by the Municipality need to be in Optical Character Recognition
(OCR) format and should meet accessibility standards. (See online,_
Adobe Accessibility PDF Guidelines)

6.9. Out-of-date content and information must be regularly removed (archived)

from the website to avoid user confusion.
7. Quarterly Review Process & Timeline

7.1. A review of the entire website will take place every three months.

7.2. Content Contributors/Editors, in collaboration with Department Heads, will
review the website content of their department/areas of work using the
content review checklist, Appendix A, and submit their completed checklist
to the Communications Officer.

7.3. Content Contributors/editors shall make any changes necessary to update,
correct, or enhance the page content.

Appendix A, Content Review Checklist
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Appendix 1 Continued

Website Content and Maintenance Policy - Appendix A
Content Review Checklist

Review the content of each webpage your department is responsible for.
Content Contributor/editors shall make any changes necessary to update,
correct or enhance the page content. Submit completed forms to the
Communications Officer.

Currency of content

Is the content up to date?

Is there more information that should now be included?

Is there a better way to present the content?

Does the content still provide information that people have a use for? (If not,
archive.)

OooOo0Od

Archival information
+ If content is no longer needed, it should be archived but not deleted.
Accuracy

Are all facts, dates, and other details accurate?

Are there spelling or grammatical errors?

Are headings and bulleted lists used to break up long blocks of text?
Are acronyms spelled out the first time they are used?

Is the contact information up to date and correct?

Oooooao

Links

O Do all links work, and go to the expected pages/sites?
O Are all legislation links going to the most recent version of the Act(s)?

Documents

O Is the most recent version of all documents used?
O Does the description/ title of each document still make sense?

Department:
Website Pages:
Date of completion:

Signature:
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Appendix 2

Social Media Policy
Date Approved: January 31, 2024

1.

Purpose

1.1.

The purpose of this policy is to identify roles and responsibilities, establish
guidelines and standards for the establishment and administration of

Municipal managed social media sites.

Policy Statement

2.1. The Municipality will use social media as a communication channel used to
reach a broader audience as outlined in the Strategic Communications Plan.

Scope

3.1. This policy shall apply to all Municipal Staff who are authorized to post

3.2.

information in an official capacity on Municipal managed social media sites.
These guidelines apply to all municipal service areas and cover officially
established, publicly available, and Municipality-managed social media
accounts. These guidelines do not require the establishment of social media
accounts, nor do they apply to the use of social media on a personal basis or

cover use of social media for political or internal government purposes.

Guiding Principles

The following principles will guide the social media practices of the Municipality:

41.

4.2.

4.3.

4.4.

4.5.

Value — to encourage the safe, creative, and effective use of social media by
municipal staff by providing a framework for the application of the policies
and guidelines that oversee social media use.

Quality of Service — to improve communication and public engagement
through the presentation of information and knowledge that is timely,
accurate, and relevant.

Transparency — to present information to the public in a way that is easily
discoverable and readily accessible, and presents the Municipality in a fair
and reasonable manner.

Respect — to ensure that social media interactions are conducted in a
manner that conforms to the same professional and ethical standards

required in the workplace.

Integrity — to ensure that municipal staff and Council conduct themselves
honestly and appropriately on social media sites, respecting the laws of

copyright infringement, software licensing, property rights, security, and
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privacy.

4.6. Accountability — to require that all municipal staff and Council are
responsible for understanding and following the relevant policies and
procedures affecting the use of social media.

4.7. Legislative — to adhere to applicable provincial, federal and municipal laws,
regulations, and policies.

5. Definitions

5.1. “Social media” includes all online technologies and practices used to share
information, express opinions, and build relationships. It can involve a
variety of formats, including text, pictures, video, audio, and real-time
dialogues. It includes, but is not limited to, such things as social networks
(e.g., Facebook, Twitter), media-sharing (e.g., YouTube, Flickr), webcasts
(e.g., RSS, podcast), and collaborative media (e.g., wikis, blogs). Not all
forms of social media may be appropriate for use by the Municipality.

5.2. “Contributor” refers to any staff of the Municipality (full and part-time,
members of Council, and all other municipal advisors or consultants using
corporate resources) who creates content that is posted to any of the
Municipality’s social media accounts.

5.3. “Subscriber” refers to members of the public who receive or access content
from a social media account. Different forms of social media may have
specific jargon for this concept (e.g., Facebook “Friends”, Twitter
subscribers are known as “followers”). Subscribers may submit comments
for posting in response to content. All comments are reviewed prior to being
posted on Municipal social media sites.

5.4. “Moderator” refers to an authorized municipal staff person who reviews,
authorizes, and posts content submitted by staff contributors and public
subscribers on a Municipal managed social media account.

6. Responsibilities
6.1. The Chief Administrative Officer (CAO) is responsible for:
a) Administering and implementing the Social Media policy, and;
b) the approval to create or initiate new municipal social media accounts
based on the Strategic Communications Plan and on appropriate level
of risk, particularly with respect to privacy and network security.

6.2. The Communications Officer is responsible for:
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a) Managing municipal social media accounts and working with
contributors and moderators to ensure content remains in compliance
with the social media guidelines, as outlined in this policy, and;

b) identifying necessary revisions to the Social Media Guidelines in
consultation with the CAO and Department Heads.

6.3. Department Heads are responsible for:

a) Ensuring that service area staff are advised of the approved Social
Media Guidelines of the Municipality, and;

b) acting or appointing another staff member, to act as the Moderator
responsible for reviewing, authorizing, and posting content submitted
by staff contributors and public subscribers to a municipal managed
social media account, and review site activity and content daily for
exploitation or misuse.

7. Monitoring

7.1. Municipal social media accounts are monitored periodically Monday to
Friday from 8:30 a.m. to 4:00 p.m. Updates, postings, subscriber content
approvals, and responses deemed necessary will typically occur during
those hours.

7.2. Information requests made through social media platforms is not
considered official, and the public is directed to email or call the Municipal
Office.

8. Terms of Use

8.1. The Municipality’s website (www.richmondcounty .ca) will remain the
primary source of online information exchange with the public and is the
Municipality’s official internet presence. Where possible, social media
posts shall link back to the Municipal website for the purpose of
downloading forms, documents, and providing specific or additional
information.

8.2. Use of social media for municipal purposes falls under the same legal and
ethical standards as any other means of communication with the public on
behalf of the Municipality of the County of Richmond.

8.3. Municipal representation
a) Only staff who is given authorization to act as a designated

representative by their service area managers may post content in the
name of the Municipality of Richmond to any social media site.

Contributors and moderators of the Municipality are required to identify
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themselves honestly, accurately, and completely when participating in

social media.

b) Other staff may participate in social media in the course of business

when relevant to their duties, but they do so as individuals

representing themselves through personal social media accounts, not

representing the opinions of the Municipality.

8.4. Appropriate content

a) Only information that is publicly available may be posted to social

media sites. It is unacceptable to publish or report on conversations or

information that is confidential, pre-decisional, or speculative.

b) Content from contributors and public subscribers containing any of the

following shall not be allowed for posting:

Vi.
Vii.

viii.

comments that are not topically related to the site or article being
commented upon;

comments that are repetitive or spam;

posts that are meant to solicit sales, products, or goods and
services;

profane language or inflammatory content;

content that promotes, fosters, or perpetuates discrimination on
the basis of race, creed, colour, age, religion, gender, marital
status, physical or mental disability, or sex orientation;

sexual content or links to sexual content;

encouragement of illegal activity;

information that may compromise the safety or security of the

public or public systems.

c) Content that is deemed by moderators to be unsuitable according to

the above criteria shall be removed and retained along with a

description of the reason that the specific content was deemed

unsuitable for posting.

Any person who continues to post unsuitable content as outlined

in 8.4 (b), will be permanently blocked from all Municipality of the

County of Richmond social media channels.

9. Copyright, Fair Use, and Privacy Laws

9.1. Communication through social media is subject to all relevant provincial,

federal and municipal laws, regulations and policies.
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9.2. Any content posted to a third-party social media site is ultimately owned and

controlled by the site operator according to its established terms of use.
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Appendix 3

Richmond Reflections Standard Operating Procedures

1.  Activity/Content, Content Type, and Communication Timeline

Activity/Content Content Type Communication Timeline

Richmond ¢ Newsletter, Digital Copy e Winter Edition -
Reflections ¢ Newsletter, Hard Copy January 1 to March 31
Newsletter e Spring Edition -

April 1 to June 30
e Summer Edition -
July 1 to September 30
o Fall Edition -
October 1 to December
31
2. Roles and Responsibilities
2.1 Municipal Staff will be responsible to:
a) Produce and publish the newsletter four times per year;
b) Promote each edition using various mediums (hard copies, digital
copies);
c) Gather information on municipal services and programming for each
edition;
d) Invite community groups to share their events in each publication, and,;
e) Ensure equitable access to the information provided in each edition.
3. Communication Channels
3.1 See the Communications Matrix, Appendix 7.
4. Related Documents
4.1 Communication/Dissemination of Information SOP
4.2 Communications Policy
5. Procedure
5.1 Submissions
a) Invite community groups and partners to share their events in each
publication by sending an email. The community group email contact list
can be found on the Common network drive located in the “Community
Group Contact” folder.
b) Direct all submissions, including Recreation programs/instructors
information, via email to the Active Living/Community Engagement

Coordinator at sharla.sampson@richmondcounty.ca
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i.  Information submitted for publishing is gathered, and Municipal Staff
make all efforts to include programming, community news, and
events; however, there may be instances when content submitted
will not be included.

b) Accept Photo submissions for the newsletter cover and any community
events or news happening throughout Richmond County. General
inquiries can be directed to recreation@richmondcounty.ca or 902-226-
2400.

5.2 Production and Publishing

a) Production requires following the Richmond Reflections newsletter
template. This document can be found on the Recreation network drive
located in the “REFLECTIONS of Richmond” folder.

b) Municipal Staff will meet at set times for publishing and proofreading,
which may vary from one issue to the next, in order to meet the required
deadlines of the service providers.

c) The final approval for publishing will be from the Director of Community
Development and Recreation.

d) The Director or designate will initiate publishing details.

5.3 Mail - Out (Canada Post)

a) Contact the Arichat Canada Post Office, 902-226-2929, to inform them
that a mail-out is currently being organized and provide a day and time
that the newsletter will arrive.

b) Ensure the mail-out document is up to date, and that Canada Post has
the most recent copy. This document can be found on the Common
network drive, located in the “MAIL-OUTS” folder.

c) Have a payment method prepared to complete payment before the mail-
out is distributed.

d) Process payment documentation once the payment transaction is
complete.

5.4 Digital and Hard Copies

a) Digital copies of the newsletter are in PDF format and are uploaded to
the Municipal Website and Instagram accounts upon completion.

b) Hard copies are mailed out to all Richmond County residents who are

scheduled to receive flyers.
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Appendix 4
Media Release Standard Operating Procedures

1.  Activity/Content, Content Type, and Communication Timeline

Activity/Content Content Type Communication Timeline

Media Releases * Press Release, e Upon approval of the
Document Warden and CAO
e Q & ADocument (if
required)

2. Roles and Responsibilities
2.1 The CAO will be responsible to provide the Communications Officer with
the following documents:
a) Press Release Document
b) Q & A Document (if required)
2.2 The Communications Officer will be responsible to:
a) Organize the publishing of the release document and, if required, Q & A
document, and,
b) email Municipal Staff and Council before public channels are used.
3. Communication Channels

As per the Communications Matrix, Appendix 7.
4. Related Documents
4.1. Communication/Dissemination of Information SOP

4.2. Communications Policy

5. Procedure

5.1. Press Release

a) Prepare release; place the draft watermark on the document, save it as
a word document named as “YYYYMMDD_Release_NameOfRelease”.

b) Anticipate questions from the news release and, if they cannot be
answered within the release, obtain answers and prepare a potential
Q&A document. This should be done BEFORE the release is issued.
Ensure Warden/CAO has reviewed/approved these as well.

c) For news release media contact, ensure it is the appropriate subject
matter expert, such as the Warden, CAO, or designate. Once the

release is finalized and approved, remove the draft watermark and save
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the file as a PDF.

5.2. Email Formatting for Press Release
a) Open email and create a new message. Copy and paste all the text
from the release in the body of email and attach the PDF.
i. Copy and paste all text and logos from the release into the email
body.

ii. Ensure logos at the top are center justified.
ii. Ensure “For Immediate Release” is left justified.

iv. Ensure Date is right justified (move date to line
below For Immediate Release).

v. Ensure headlines are bold and in all-caps.

vi. If using “-30-“ is center-justified.
vii. Ensure all text is the same font type and font size, and any
words meant to be bolded, underlined, or italicized still are.
b) Attach the PDF release file to the email, and any other accompanying
files such as approved images.
c) Inthe BCC line, add:

i. Media list

ii. Relevantpartners

d) Before sending, double-check to ensure previous steps were completed
correctly (all email addresses are in BCC and not CC, email body is
formatted correctly, last check for typos, etc.). Once completed, send

email.

5.3. Website Article Formatting for Press Release

a) Create an article in the Council/Press Release section. (See Joomla
Guide, online.)

b) First Line: Add the title in font style “heading 2”

c) Second Line: Ensure “For Immediate Release” is left justified and is in
font style “heading 3”.

d) Copy and paste all text and logos from the release into the page editor
after the second line. The font style is in “paragraph”

e) Ifusing “-30-“ place it center-justified.

f) Nextline, add the Title “Media Contact” in font style “heading 2”.
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g) Nextline, add the name of the contact, font style “paragraph.

h) Next two lines, add contact information, i.e., phone and email.

i) Ensure all the text is the same font type and font size, and any words
meant to be bolded, underlined, or italicized still are.

j) Save the article.

k) Ifthereis a Q & A document, link the document into the article after the “

30-“, just above the Media Contact.
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Appendix 5
Media Inquiry

Standard Operating Procedures

1. Activity/Content, Content Type, and Communication Timeline

Activity/Content Content Type Communication Timeline

Media Inquiry e Email response ¢ As needed

2. Roles and Responsibilities
2.1. The CAO will:

a) Delegate municipal-related inquiries to the Warden.

2.2. Act as the subject matter expert for operational inquiries or designate the

appropriate Director to provide the information.
2.3. Municipal Staff will:

a) Forward all media inquiries to the communications officer.
2.4. The communications officer will:

a) Use the procedures listed below as a guide.

3.  Communication Channels

3.1 Email, Phone, Text

4. Related Documents
4.1. Communication/Dissemination of Information SOP
4.2. Communications Policy

5. Procedure

5.1. For interview or information requests:
a) Askthe reporter for a few details about the request. Sample

questions are as follows:

i. What information do you need?

i. Whatis the story about?

ii. When will the story air/be published?

iv. Who else are you talking to about this story?
b) Provide the CAO with the overview of the request.

c) Respond accordingly via email.
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Appendix 6

Communications Matrix

The Communications Matrix below represents the expectations of both the

Municipality and the Public. In rare circumstances, some adjustments may be

required due to audience needs, message requirements, cost limits, or available

resources.

1.1 Municipal Finance and Related Documents

Minimum Channels |

Digital

Website — Richmond

Content —

Monthly  Annual Budget Bi-Annual Tax
Cheques Documents Sales

Website — Eastern District Planning
Commission (EDPC)

Website — Nova Scotia Tender Portal

Internal Email (Municipal Staff & Council)

External Email

X

Facebook

Instagram

Virtual Link (if applicable)

MOCR YouTube Channel

Television

Telile TV — TV Broadcasting

Telile TV — Scroll

St. Peter's TV — Scroll

Newspaper/Print

The Reporter

Cape Breton Post

Casket

Le Courrier de la Nouvelle-Ecosse

Faith-Based Bulletins

Mail Drop

Posters

Radio

1015 The Hawk

CBC Halifax

CBC Sydney

989 XFM

CBFM

CITU

Mniku Radio

In Person

District Sessions

Council/Committee Meetings

Town Hall(s)

Presentations to Council

Public Hearing

\Voyent Alert

\Voyent Alert! Notification
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Communications Matrix

1.1 Finance and Related Documents, Cont.

Minimum Channels | Content —

Annual Grants

Digital Annual Expenses

and Tax

Exemptions Audit and Visa

Website — Richmond X X X
Website — EDPC

Website — Nova Scotia Tender Portal
Internal Email (Municipal Staff & Council) X
External Email
Facebook X X
Instagram

Virtual Link (if applicable)
MOCR YouTube Channel
Television

Telile TV — TV Broadcasting
Telile TV — Scroll X
St. Peter's TV — Scroll X
Newspaper/Print
The Reporter X
Cape Breton Post

Casket

Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins

Mail Drop

Posters

Radio

1015 The Hawk

CBC Halifax

CBC Sydney

989 XFM

CBFM

CITU

Mniku Radio

In Person

District Sessions
Council/Committee Meetings
Town Hall(s)

Presentations to Council

Public Hearing

\Voyent Alert

Voyent Alert Notification
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Communications Matrix

1.2 Municipal Council Meetings & Related Documents

Minimum Channels | Content —

Digital Monthly Meetings with  ABCC Special
Question Period Meetings  Meetings

Website — Richmond County X X X
Website — EDPC

Website — Nova Scotia Tender Portal
Internal Email (Municipal Staff & Council)
External Email

Facebook X X X
Instagram

Virtual Link (if applicable) X X X
MOCR YouTube Channel X
Television

Telile — TV Broadcasting X X
Telile TV — Scroll X X X
St. Peter's TV — Scroll X X X
Newspaper/Print

The Reporter

Cape Breton Post
Casket

Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins
Mail Drop

Posters

Radio

1015 The Hawk

CBC Halifax

CBC Sydney

989 XFM

CBFM

CITU

Mniku Radio

In Person

District Sessions
Council/Committee Meetings
Town Hall(s)
Presentations to Council
Public Hearing

\Voyent Alert

\Voyent Alert Notification
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Communications Matrix

1.2 Municipal Council Meetings & Related Documents, Cont.

Minimum Channels | Content —

Digital Recorded Warden’s Report /

Emergency

Meetings Administration

Operations Report

and/or
Livestreamed

Website — Richmond County X X

Website — EDPC

Website — Nova Scotia Tender Portal

Internal Email (Municipal Staff & Council)

External Email

Facebook X

Instagram

Virtual Link (if applicable) X

MOCR YouTube Channel X

Television

Telile — TV Broadcasting X

Telile TV — Scroll X

St. Peter's TV — Scroll X

Newspaper/Print

The Reporter

Cape Breton Post

Casket

Le Courrier de la Nouvelle-Ecosse

Faith-Based Bulletins

Mail Drop

Posters

Radio

1015 The Hawk

CBC Halifax

CBC Sydney

989 XFM

CBFM

CITU

Mniku Radio

In Person

District Sessions

Council/Committee Meetings X

Town Hall(s)

Presentations to Council
Public Hearing

Voyent Alert
Voyent Alert Notification
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Communications Matrix

1.3 Planning and Related Documents

Minimum Channels |

Content —
Digital
Municipal Municipal Land Use
Policy By-laws By-laws
Website — Richmond County X X X
Website — EDPC X
Website — Nova Scotia Tender Portal
Internal Email (Municipal Staff & Council) X X X
External Email
Facebook X X X
Instagram
Virtual Link (if applicable)
MOCR YouTube Channel
Television
Telile TV — TV Broadcasting
Telile TV — Scroll X X X
St. Peter's TV — Scroll X X X
Newspaper/Print
The Reporter X X
Cape Breton Post
The Casket

Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins

Mail Drop

Posters

Radio

1015 The Hawk

CBC Halifax

CBC Sydney

989 XFM

CBFM

CITU

Mniku Radio

In Person

District Sessions
Council/Committee Meetings
Town Hall(s)

Presentations to Council

Public Hearing x (as needed) X
Voyent Alert

Voyent Alert Notification ‘ ‘
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Communications Matrix

1.3 Planning and Related Documents, Cont.

Minimum Channels | Content —

Digital Rezoning/Land

Development Public Hearings

Website — Richmond County X X
Website — EDPC X X
Website — Nova Scotia Tender Portal
Internal Email (Municipal Staff & Council) X X
External Email
Facebook X X
Instagram

Virtual Link (if applicable)
MOCR YouTube Channel
Television

Telile TV — TV Broadcasting
Telile TV — Scroll X X
St. Peter's TV — Scroll X X
Newspaper/Print
The Reporter X X
Cape Breton Post

The Casket

Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins

Mail Drop

Posters

Radio

1015 The Hawk

CBC Halifax

CBC Sydney

989 XFM

CBFM

CITU

Mniku Radio

In Person

District Sessions
Council/Committee Meetings
Town Hall(s)

Presentations to Council

Public Hearing

Voyent Alert

Voyent Alert Notification
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Communications Matrix
1.4 Special Projects and Related Documents

Minimum Channels | Content —

Digital

Projects with Department
Community Planned
Consultations Projects

Website — Richmond County X X
Website — EDPC

Website — Nova Scotia Tender Portal
Internal Email (Municipal Staff & Council) X X
External Email X
Facebook X
Instagram
Virtual Link (if applicable) X
MOCR YouTube Channel
Television

Telile TV — TV Broadcasting
Telile TV — Scroll X X
St. Peter's TV — Scroll
Newspaper/Print

The Reporter

Cape Breton Post

The Casket

Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins

Mail Drop

Posters

Radio

1015 The Hawk

CBC Halifax

CBC Sydney

989 XFM

CBFM

CITU

Mniku Radio

In Person

District Sessions
Council/Committee Meetings X
Town Hall(s)
Presentations to Council X
Public Hearing
Voyent Alert
\Voyent Alert Notification | x (as needed) | x (as needed)

X
X

XX [ X | X[ XXX
X

XXX X[ X | X | X
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Communications Matrix

1.5 Department Operations and Related Documents

Minimum Channels | Content —
Digital Department
| Operational Public Tender Facility
ssues/Planned Closures
Events
Website — Richmond County X X X
Website — EDPC
Website — Nova Scotia Tender Portal X
Internal Email (Municipal Staff & Council) X X X
External Email X
Facebook X X X
Instagram
Virtual Link (if applicable)
MOCR YouTube Channel
Television
Telile TV — TV Broadcasting
Telile TV — Scroll X X
St. Peter's TV — Scroll X X
Newspaper/Print
The Reporter X
Cape Breton Post
The Casket

Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins

Mail Drop

Posters

Radio

1015 The Hawk X (as needed)
CBC Halifax
CBC Sydney
989 XFM
CBFM

CITU x (as needed)
Mniku Radio X (as needed)
In Person

District Sessions
Council/Committee Meetings
Town Hall(s)

Presentations to Council
Public Hearing

Voyent Alert

Voyent Alert Notification | x(asneeded) | X
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Communications Matrix
1.5 Department Operations and Related Documents, Cont.

Minimum Channels | Content —

Digital Employment .
Listings/ABCC Volunteer of the Quarterly Recreation

Member Call- Out Month/Year Programming

Website — Richmond County X X X
Website — EDPC

Website — Nova Scotia Tender
Portal
Internal Email (Municipal Staff X X
& Council)

External Email

Facebook X X X
Instagram X X
Virtual Link (if applicable)
MOCR YouTube Channel
Television

Telile TV — TV Broadcasting
Telile TV — Scroll X X X
St. Peter's TV — Scroll X X X
Newspaper/Print
The Reporter X
Cape Breton Post
The Casket

ITe Courrier de la Nouvelle-
Ecosse
Faith-Based Bulletins

Mail Drop
Posters

Radio

1015 The Hawk
CBC Halifax
CBC Sydney
989 XFM

CBFM

CITU

Mniku Radio

In Person
District Sessions
Council/Committee Meetings X
Town Hall(s)
Presentations to Council
Public Hearing

Voyent Alert

Voyent Alert Notification | | |
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Communications Matrix

1.5 Department Operations and Related Documents, Cont.

Minimum Channels | Content —

Digital Richmond
Reflections
Newsletter

All Media
Releases

Website — Richmond County ) X
Website — Eastern District Planning Comm.
Website — Nova Scotia Tender Portal
Internal Email (Municipal Staff & Council)
External Email

Facebook

Instagram

Virtual Link (if applicable)

MOCR YouTube Channel

Television

Telile TV — TV Broadcasting

Telile TV — Scroll X X
St. Peter's TV — Scroll X
Newspaper/Print

The Reporter

Cape Breton Post

The Casket

Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins

Mail Drop X
Posters

Radio

1015 The Hawk
CBC Halifax
CBC Sydney
989 XFM

CBFM

CITuU

Mniku Radio

In Person
District Sessions
Council/Committee Meetings X X
Town Hall(s)
Presentations to Council
Public Hearing

Voyent Alert

Voyent Alert Notification

x

X | X | X | X

X

X | X | X | X | X

XX | X | X|X]|X|X
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Communications Matrix

1.6 Events and Related Documents

Minimum Channels | Content —

Digital Municipal Council Training/
Events Workshops Info. Sessions

Website — Richmond County X X
Website — EDPC

Website — Nova Scotia Tender Portal
Internal Email (Municipal Staff & Council)
External Email

Facebook

Instagram

Virtual Link

MOCR YouTube Channel
Television

Telile TV — TV Broadcasting
Telile TV — Scroll X
St. Peter's TV — Scroll X
Newspaper/Print
The Reporter X (as needed)
Cape Breton Post
Casket

Le Courrier
Faith-Based Bulletins
Mail Drop

Posters

Radio

1015 The Hawk

CBC Halifax

CBC Sydney

989 XFM

CBFM

CITU

Mniku Radio

In Person

District Sessions
Council/Committee Meetings X
Town Hall(s)
Presentations to Council
Public Hearing

Voyent Alert

Voyent Alert Notification | x (as needed) |

X (X | X |X
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Communications Matrix

1.6 Events and Related Documents, Cont.

Minimum Channels | Content —

Digital
Submitted Events Municipal Elections

Website — Richmond County X X
Website — Eastern District Planning Comm.
Website — Nova Scotia Tender Portal
Internal Email (Municipal Staff & Council) e
External Email
Facebook X
Instagram
Virtual Link (if applicable)
MOCR YouTube Channel
Television
Telile TV — TV Broadcasting
Telile TV — Scroll X
St. Peter's TV — Scroll )
Newspaper/Print
The Reporter X
Cape Breton Post
The Casket
Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins X
Mail Drop X (as needed)
Posters
Radio
1015 The Hawk
CBC Halifax
CBC Sydney
989 XFM
CBFM
CITU
Mniku Radio
In Person
District Sessions
Council/Committee Meetings X
Town Hall(s)
Presentations to Council
Public Hearing
Voyent Alert
Voyent Alert Notification | X (as needed)
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Communications Matrix

1.7 Emergency Management and Related Documents

Minimum Channels | Content —

Digital
Critical/Emergency Events

Website — Richmond County X
Website — EDPC
Website — Nova Scotia Tender Portal

Internal Email (Municipal Staff & Council) X
External Email X
Facebook X
Instagram

Virtual Link (if applicable)

MOCR YouTube Channel

Telile TV — TV Broadcasting
Telile TV — Scroll
St. Peter's TV — Scroll

x

x

The Reporter

Cape Breton Post

The Casket

Le Courrier de la Nouvelle-Ecosse
Faith-Based Bulletins

Mail Drop

Posters

1015 The Hawk X
CBC Halifax
CBC Sydney
989 XFM
CBFM

CITU

Mniku Radio

District Sessions
Council/Committee Meetings
Town Hall(s)

Presentations to Council
Public Hearing

Voyent Alert Notification
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Appendix 7

Communication/Dissemination of Information

Standard Operating Procedures

1.  Activity/Content, Content Type, and Communication Timeline

1.1 Municipal Financial and Related Documents

Activity/Content

Content Type

Communication
Timeline

Annual Grants and
Tax Exemptions

Grant Funds & Funding
Contribution Year-End
Document

Website Article

Internal Email

Facebook Post

Public Service Announcement
(PSA)

Reporter Advertisement

* Annually, before
June 30th.

Annual Audit

Annual Audit Document
Website Article
Facebook Post

» Within 10
business days of
final approval.

Annual Budget

Revenue Budget Document
Expense Budget Document
Final Budget Newsletter

* Within 10
business days of
Council
approval.

Bi-Annual Tax Sales

Tax Sale Reporter
Advertisement Document

* As per the MGA

Website Article * Same date as
Facebook Post the first local
PSA paper ad
Voyent Alert Notification * Min 2 days

before tax sale

PSA for the Committee/Council

* Meeting before

Council, Municipal
Staff, and ABCC
citizen appointees'
Expenses,
Hospitality Expenses

meeting package the tax sale.

Results of Tax Sale Document * Upon final
review by the
Director of
Finance

Council, Municipal Staff, and * Within 10

ABCC citizen appointees
Expenses Summary document
Hospitality Expenses Summary
document

business days
following the end
of each quarterly
period.

Visa Statement, PDF Document

* After review by

(Chequebook ID General, Water,

Online Payments, and Online Utility)

Monthly Visa the Director of
Finance
Vendor Cheque Register * Within 10
:Vlontf:jly Cheques Reports, PDF Documents business days
ssue

following review
by Council
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1.2 Municipal Council Meetings and Related Documents

Activity/Content

Content Type

Communication Timeline

Regular Council
Meeting

Website Calendar
Facebook Post

* Minimum two days prior

Meeting Package
Documents

3 days prior — Members of
Council
2 days prior — Website

Public Service
Announcement (PSA)

Minimum two days prior

Approved Meeting
Minutes

Within 10 business days of
approval.

* Proclamation
Document
* Press Release Upon approval of the CAO
Document and/or Warden.
* Virtual Meeting Link Within two days of a
request.

Meeting Recording —
Video

Video Link

Next day, broadcast by
Telile Community
Television,

Next day, “Recorded
Meetings” on website

MOCR Livestream Link

Minimum two days prior

Committee of the
Whole Meeting

Website Calendar
Facebook Post

Minimum two days prior
Minimum two days prior

Meeting Package
Documents

3 days prior — Members of
Council,
2 days prior — Website

Public Service
Announcement (PSA)

Minimum two days prior

Approved Meeting
Minutes and
Committee Reports

Within 10 business days of
approval.

Warden’s Council
Report
Administration
Operations Report

Included in meeting
package

Meeting Recording-
Video

Video Link

Next day, broadcast by
Telile Community
Television

Next day, “Recorded
Meetings” on website

MOCR Livestream Link

Minimum two days prior

Special and
Committees of
Council
Meetings

Website Calendar
Facebook Post

Minimum two days prior

Meeting Package

3 days prior — Members of

Document Council,
2 days prior — Website
* PSA Minimum two days prior

Approved Meeting
Minutes, Documents

Within 10 business days of
approval

Virtual Meeting Link

* Within 2 days
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* Meeting Recording- * Next day, broadcast by

Special Meeting Video Telile Community
Television
* Video Link * Next day, “Recorded

Meetings” on website
* MOCR Livestream Link | * Minimum two days prior
* Website Calendar * As the circumstance allows

Emer_gency * Facebook Post
Meetings « PSA

1.3 Planning and Related Documents

Communication

Activity/Content Content Type Timeline
* Adopted Policy, * Within 10 days of
Adopted Policy Document Council approval
* Facebook Post
* PSA

* Internal Email
* Website Article
* Policies with application * Three scheduled

submission deadlines: notices: one issued
o PSA one month before the
o Facebook post deadline, one 14 days
o Internal Email prior, and one 7 days
prior
* Adopted By-law * Within 10 days of
Adopted By-law and Document Council approval
Land Use By-law * Local Newspaper
Advertisement
Document
* Website Article
* PSA

* Facebook post
* Internal Email

* Local Newspaper * Two ads within 14
Public Hearings Advertisement days prior to the
- Land Use By-Law Document second reading.
- Rezoning * EDPC Website Notice * 14 days prior to
- Land * Municipal Website second reading.
Development Article
Agreements * Municipal Website
Calendar Event
* PSA * Minimum 2 days prior
* Facebook Post to the Public Hearing.
* Meeting Package * 3 days prior —
Documents members of Council
» 2 days prior — website
* Public Hearing minutes Within 10 days of
Council approval
* Local Newspaper * One ad, 14 days prior
Municipal Public Advertisement to the second reading
Hearings Document or as required by the
MGA
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- By legislation or
Council-initiated

Municipal Public

Hearings

- By legislation or
Council-initiated

* Municipal Website
Article

* Municipal Website
Calendar Event

14 days prior to the
second reading
Minimum 2 days prior
to the Public Hearing

* Facebook Meeting

Minimum two days

Notice prior to public hearing
* Meeting Package 3 days prior —
Document members of Council

2 days prior — website

* Public Hearing minutes

Within 10 days of
Council approval

1.4 Special Projects and Related Documents

Activity/Content

Content Type

Communication
Timeline

Special Projects
Requiring
Community
Consultation

Website Article
Facebook Post

Internal /External Email
Instagram Post

Mail - Outs Document
Newspaper and Radio
Advertisement Document(s)
PSA

Posters

Virtual Link (if applicable)
Voyent Alert Notification

* Project-based

Department
Planned Projects

Website Article

Facebook Post

Local Newspaper
Advertisement, Document
PSA

Internal Email

Voyent Alert Notification

* Project-based

1.5 Department Operations and Related Documents

Activity/Content

Content Type

Communication
Timeline

Employment
Listings/ABCC
member call out

* Employment Listing/ABCC
member call-out
Advertisement Document

* Website Article

* Facebook Post

* Internal Email

* Minimum two weeks
prior to the closing
date.

Public Tenders

* Tender Document

* Tender Advertisement
Document

* Website Article

* Nova Scotia Tender Portal

* Facebook Post

* Internal Email

* Minimum one week
prior to the closing
date.

Facility Closures

* Holiday Closure Notice
Website Article
*+ PSA

* Minimum two days
prior.
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Facility Closures

Facebook Post

Storm Closure Notice
Website Article

PSA

Facebook Post

Voyent Alert Notification

* As per MOCR Storm
Closure Policy.

Storm Closure Update

* As the situation
allows.

Department -
Operational
Planned Events

Dept. Operational Planned
Event Notice Website Article
Facebook Post

PSA

Internal email

External email as needed
Voyent Alert Notification

* Minimum one week
prior.

Department -
Operational Issues

Dept. Operational Issue
Notice Website Article
Facebook Post

Internal Email

External email as needed
PSA

Voyent Alert Notification

* As the situation
allows.

Recreation Website Article « Minimum one week
Quarterly Programs Facebook Post prior to program

Instagram registration

PSA TV Scroll

Internal Email
Recreation Pop-Up Facebook Post * As the situation
Event Instagram allows
Recreation VOM /VOM Year Notice * Monthly/Yearly
Volunteer of the Website Article
Month/Year (VOM) Facebook Post

Instagram

Internal Email

Committee of the Whole

Meeting PSA Document

PSA TV Scroll
Richmond Richmond Reflections * Quarterly, see
Reflections Newsletter Document Appendix 3 for
Newsletter details

All Media Releases

Media Release Document

* Upon approval, see
Appendix 4, Media
Releases

1.6 Events and Related Documents

Activity/Content

Content Type

Communication
Timeline

Municipal Events

* Website Article

* Internal email

* External email, as needed
* Facebook Post

* Instagram Post

* Minimum two
weeks prior to the
event.
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Municipal Events

* Local Television & Faith-

Based Bulletin PSA

* Committee of the Whole

meeting PSA document

* Local Newspaper Ad
* Voyent Alert Notification

Council Workshops

* Website Announcement

Document

* Minimum two
weeks prior to the
event.

Training/Information
Session

* Internal Email
e Calendar Invite

* Minimum two
weeks prior to the
event.

Submitted Events

* Website Community

Calendar

* Facebook Post

* As the situation
and policy allow.

Municipal Elections

Related documents:
* Nova Scotia Municipal

Election Act
(NSMEA)

* Municipal Returning
Officer's Handbook

* Website Page: “YYYY

Elections”

* Nominee Advertisement

Document for:
o Reporter
o Website Article
o Facebook Post
o PSA
o Faith-Based Bulletins

* A minimum of two
months before the
election

* Nomination Entries — PDF

* As approved by

Document the Returning
Officer
o Richmond Reflections | « As per the

Voting Day Notice
o Document for Website

published issue
date of the fall

etc.

Article, Internal Email issue of the
o PSA Richmond
o Faith-Based Bulletins Reflections
* Election Information Mail -
Out
* Voyent Alert Notification * As needed
* As needed
¢ Election Communications * As per the
such as Notice of List of NSMEA and
Electors, Notice of Municipal
Advance and Ordinary Poll Returning Officer’'s
Day, Disclosure papers Handbook

Activity/Content

1.7 Emergency Management and Related Documents

Content Type

Communication
Timeline

Critical and
Emergency Events

Website Article

Internal email

External email, as needed
Facebook Post

PSA

Voyent Alert Notification

As the situation
allows.
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2,

Roles and Responsibilities

2.1

2.2

2.3

Financial and Related Documents

a)

b)

The CAO will be responsible for providing the Municipal Clerk with the

Final Budget Newsletter and Budget Press Release.

The Director of Finance will be responsible for providing the Municipal

Clerk with the Grant Funds & Funding Contribution Year End Master

List, the Revenue and Expense Budget Documents, and the Annual

Audit Document.

The Revenue Manager will be responsible for:

i. Creating the Municipal property tax sale advertisement,
arranging for its publication as required under the MGA, and
providing a copy to the Municipal Clerk for publishing through
the approved channels in the Communication Matrix.

ii. Providing the Municipal Clerk with approved and processed
copies of Council, Municipal Staff, ABCC citizen appointee travel
and expense claims, hospitality expense claims, and Visa
statements, each with accompanying receipts.

The Accounts Payable Administrator will be responsible for providing

the Municipal Clerk with the monthly Vendor Cheque Register Report

Document.

The Municipal Clerk will be responsible for creating the quarterly

Council, Municipal Staff, and ABCC citizen appointee Expense

Summary document, and Hospitality Expense Summary document,

and publishing them through the approved channels in the

Communication Matrix.

Council Meetings and Related Documents

a)

The Municipal Clerk or designate will be responsible for organizing and
providing meeting packages to Council and Agencies, Boards,
Commissions, and Committees (ABCCs) of Council, coordinating with the
Technology Specialist regarding live streaming, and publicizing meeting
notices as per the MGA, meeting packages, approved minutes, and other

approved related documents.

Planning and Related Documents

a)

The Municipal Clerk or designate is responsible for publicizing notices
for by-law adoption, public hearings, and other related materials, as

well as final policies, by-laws, land use by-laws, land development
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agreements, and related documents, in accordance with the MGA and
the approved channels in the Communication Matrix.
2.4 Special Projects

a) The Municipal Clerk or designate is responsible for publishing notices
of approved administrative projects and initiatives, including EDPC
planned municipal projects, as well as open houses and community
consultations.

b) The Department Directors or their designees are responsible for
publishing notices of approved departmental projects, events, and
initiatives, which may include open houses and community
consultations.

2.5 Municipal Department Operations and Related Documents.

a) The Municipal Clerk or designate is responsible for publishing the
Administration Department employment listings, ABCC citizen
member call-outs, operational closures, updates, media releases, and
other department-specific content using the approved channels in the
Communication Matrix.

b) Department Directors are responsible for providing employment
listings, tender notices, event notices, operational service updates,
and other department-specific content to their Departmental
Administrators or designate for publishing using the approved
channels in the Communication Matrix.

2.6 Events

a) The Municipal Clerk, Department Administrator, or designate is
responsible for publishing notices for municipal events, Council
workshops, and training/information sessions on approved channels in
the Communication matrix.

b) The Community Development Coordinator, or designate, is responsible
for publishing submitted events on the website community calendar.

2.7 Emergency Management and Related Documents

a) The Emergency Services Coordinator is responsible for providing the
Municipal Clerk, or designate, with copies of official communications
and updates for release through the approved channels as outlined in
the Communication Matrix.

b) The Municipal Clerk or designate is responsible for publicizing

emergency management notices and related documents.
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3. Communication Channels

As per the Communication Matrix, Appendix 6.

4. Related Documents
4.1. Financial and Related Documents
a) Grant Disclosure Policy
b) Budget Release Policy
c) Municipal Government Act
d) Municipal Financial Reporting and Accounting Manual (FRAM)
e) Publication of Council, Committee of Council, Committee Reports,
and Meeting Packages on Municipal Website Policy
4.2. Council Meetings and Related Documents
a) Municipal Government Act
b) Publication of Council, Committee of Council, Committee Reports,
and Meeting Packages on Municipal Website Policy
c) Virtual Attendance Meeting Link Request SOP
d) Virtual Meetings Policy
e) Delegation to appear before Municipal Council
f) Delegation to appear before Committee of the Whole
4.3. Planning and Related Documents
a) Municipal Government Act, Heritage Property Act
b) Publication of Council, Committee of Council, Committee Reports,
and Meeting Packages on Municipal Website Policy
c) Land Use By-Laws, Municipal By-Laws and Council Policies
4.4. Special Projects
a) Municipal Government Act
b) Publication of Council, Committee of Council, Committee Reports,
and Meeting Packages on Municipal Website Policy
4.5. Operations and Related Documents
a) Hours of Operation Policy
b) Storm Closure Policy
c) Purchasing and Tender Policy
d) Richmond Reflections Newsletter SOP
e) Municipal Government Act
4.6. Events
a) Communication / Dissemination of Information SOP

b) Communications Matrix
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4.7.

c) Internal Communications SOP

d) Nova Scotia Municipal Elections Act

Emergency Management and Related Documents

a) Municipal Government Act

b) The Municipality of the County of Richmond Emergency Management
By-Law

5. Procedure

5.1.

5.2.

5.3.

54.

Website — Uploading Documents and Creating Notices.

a) Log in to the administrator website.

b) Upload document(s) using DOCMAN to the municipal website into the
appropriate category.

c) Documents need to be a PDF and in OCR format.

d) Upload notices to News and Announcement or to department news
using ARTICLE.

e) For step-by-step instructions, refer to the AMANS Joomla

Documentation.

Website — Create a Calendar Event

a) Log in to the administrator website.

b) Create a calendar event using JEVENTS.

c) Enter date, time, location, additional information, and image (optional).

d) For step-by-step instructions, refer to the AMANS Joomla

Documentation.

Facebook - Create and Publish Post

a) Log in to the Municipal Facebook page;

b) Open the post composer;

c) Create your post and proofread the text;

d) Insert alink back to the municipal website for the detailed information
(if applicable);

e) Insert animage (i.e., Municipal Social Media Graphic or other if
applicable).

f) Select post to upload the information to the Facebook page.

g) For step-by-step instructions, refer to the Facebook Help Centre.

Newspaper Advertisement — Create and Publish
a) Provide the local newspaper with a copy of a draft advertisement or
ask the editor to create one;

b) Review proof and approve the advertising dates.
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c) Media Contact list can be found on the network common drive located
in a folder named Media Contact.
5.5. Publish Press Releases
a) Upload the press release document to the municipal website;
b) Create a Facebook post;
c) Email the press release document to Council and Municipal Staff;
d) Email the press release to Media Contacts.
5.6. Recorded Meetings — Website Link
a) Log in to the Administrator Website;
b) Open “Recorded Meetings” article;
c) Edit the article by inserting the meeting date, name of the meeting and
inserting the link to the recorded meeting.
e) The video link can be found by copying and pasting the link from the
Telile Community YouTube channel page.

f)  For step-by-step instructions, refer to the AMANS Joomla

Documentation.

5.7. Email — Internal and External Email Contacts
a) Internal email contact list includes group emails such as “Staff” and
“Council”. All other email contacts are generated and organized by the
user.
b) Media contact list is located on the MOCR network common drive, in
the “Media Contacts” folder.
5.8. Public Service Announcements
a) Provide the written brief to the selected channels from the
Communications Matrix, Appendix 7.
5.9. Voyent Alert Notifications
a) Directors or designees should use the Voyent Alert notifications
template to write their alert message. If a template isn’t available, a
message can be drafted using the same format and key information.
b) The Voyent Alert notifications template file can be found on the
Common drive in the folder named Voyent Alert.
c) Review the Voyent Alert Notifications SOP, Appendix 16.
5.10. Response to Public Enquiries
a) Public enquiries should be responded to within 24-48 hours.
b) Depending on the nature of the enquiry, a response within the time
frame noted in 5.10. (a) may not always provide a complete

resolution; however, Municipal Staff are to provide an
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acknowledgement and indication of any further action that will be
taken to resolve the issue/enquiry.
5.11. Responses to Public Question Period at Regular Council and Committee
of the Whole Meetings

a) There may be instances where Council is unable to provide an
answer or a response during question period and requires more time
in order to provide an accurate answer.

b) If a question cannot be answered at the meeting, Municipal Staff will
ask the questioner to provide their contact details so that a response
can be provided at a later time.

c) Responses that are provided in 5.11 (b) will be part of the meeting
package for the following Regular Council or Committee of the Whole

meeting.
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Appendix 8

Delegation and Petitions to Municipal Council
Date Approved: December 16, 2025

1. Purpose

1.1 This policy outlines the process for delegation requests and petition

submissions made to Municipal Council.
2. Scope
2.1 This policy applies to individuals and organizations making delegation
requests or submitting petitions.
3. Definitions
3.1 “Delegation” means appearing before Municipal Council by:
a) an individual to speak on matters of concern; or
b) an individual or individuals representing a local or regional
organization, professional association, not-for-profit, government
agency, or municipal partner to speak on matters of concern.

3.2 “Petition” means a formal written request, signed by multiple individuals,

that asks Municipal Council for a specific outcome or action.
4. Roles and Responsibilities

4.1 Municipal Council is responsible for reviewing, amending, and adopting
the Delegations and Petitions to Municipal Council Policy.

4.2 The Chief Administrative Officer (CAO) is responsible for implementing
and administering this Policy.

4.3 The Municipal Clerk, or designate, is responsible for forwarding delegation
requests and petition submissions to the CAO and Warden for review.

5. Policy Guidelines

5.1 The CAO and Warden will review delegation requests and petition
submissions and determine the best way to present the matter to
Municipal Council.

5.2 Approved delegation requests and petition submissions are addressed at
Committee of the Whole meetings, unless the CAO and Warden
determine that a matter should be managed through another process.

5.3 Presentations are limited to two (2) per meeting. Exceptions may apply if
deemed appropriate by the CAO and Warden.

5.4 Matters presented to the Committee of the Whole may result in a

recommendation for Municipal Council to consider at a Council meeting.
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5.5 Matters in which the Municipality has entered into legal proceedings,
matters related to personnel issues, and by-laws for which a public
hearing has been scheduled will not be entertained by Municipal Council.

6. Request and Submission Process

6.1 Delegation requests must be submitted in writing to the Office of the CAO
and include the presenter’s name(s), contact information, a clear
description of the topic, and relevant supporting documents.

6.2 Petitions must be submitted in writing and include the purpose, petition
start date, contact information of the lead petitioner (name, civic address,
telephone number, and email as available), and the names and civic
addresses of all signatories.

7. Review Process

7.1 Delegation requests and petition submissions may be scheduled as a
presentation, included on the agenda as correspondence, or managed
through another appropriate process. Decisions will be based on, but not
limited to, the following:

a) The nature and purpose of the request (e.g., providing updates,
raising awareness, seeking support, or celebrating community
achievements)

b) Municipal jurisdiction

c) Alignment with municipal priorities

d) Complexity or impact

e) Details and supporting information provided

f) Matters where there has been an opportunity for public input

7.2 The CAO and Warden reserve the right to decline a request; any declined
requests will be communicated to Municipal Council.

8. Notification of Review

8.1 The Office of the CAO will provide written notice of the decision within ten
(10) business days of the request being received. When applicable, the
notice will include meeting details and any next steps or follow-up actions.

9. Presentation Guidelines

9.1 Presenters must submit an electronic or hard copy of their presentation
material to the Office of the CAO within seven (7) business days before
the scheduled meeting. Failure to provide presentation materials by the
deadline will result in the item being placed on the next available meeting
agenda.
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9.2 The total time allotted for a presentation is 15 minutes.
9.3 Members of Municipal Council may ask questions following the
presentation.
10. Repeal and Replace
10.1 The Delegation Appearing before Municipal Council Policy (2008, as
amended in 2024) and the Delegation Appearing before Committee of the
Whole Policy (1993) are repealed and replaced with this policy.
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Appendix 9

Virtual Attendance - Meeting Link Request
Standard Operating Procedures

1.

2,

Activity/Content, Content Type, and Communication Timeline

Activity Content Type Communication Timeline

Virtual Meeting * Virtual Meeting Link via Email | * Within 2 business days.
Link

Roles and Responsibilities

2.1. Municipal Staff, CAO, Members of Council, and ABCC Members will:

2.2.

a)

Forward all requests for virtual attendance to the Municipal Clerk.

Municipal Clerk/Communication Officer or designate will:

a)

b)

Provide a virtual meeting link within two business days of receiving
the request, where possible.

Ensure virtual attendance requests are managed in accordance with
meeting participation eligibility (members of Council, citizen ABCC
appointees, approved presenters, or members of the public for non-
livestreamed meetings).

Include a contact email for virtual meeting requests in the published
meeting schedule and related public advertising for meetings
commonly held virtually.

When responding to a public request for virtual attendance, include
the standard Virtual Meeting Attendance Instructions outlined in
Section 5.3, and indicate whether the meeting includes a public

question period.

Communication Channel(s)

3.1.

Internal Email

3.2. External Email

Related Documents

4.1. Communications Policy (Appendix 16)

4.2. Delegations and Petitions to Municipal Council ( Appendix 8)

4.3. Council Meeting Schedule (Municipal Website)

4.4.
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5.

Procedures

5.1. Create a Virtual Meeting in Zoom or Microsoft Teams:

5.2.

Log in to the virtual meeting platform (e.g., Zoom —

www.zoom.us/signin#/login or Microsoft Teams or Outlook).

Schedule the meeting with the correct date, time, and title

If sending a meeting link by email, copy and paste the meeting link into

the email.
For step-by-step instructions, refer to:

i. How to schedule a Zoom meeting

ii. How to schedule a meeting in Microsoft Teams

iii. How to schedule a Teams meeting from Microsoft Outlook.

Provide Virtual Meeting Attendance Instructions to Public Viewers:

a)

b)

When providing a virtual meeting link to a member of the public,

Municipal Staff must include the following information:

Inform public participants that the meeting invite is for viewing only

and that public attendees will not be participating in the meeting.

Attendees must keep microphones muted and cameras turned off

for the duration of the meeting.

Clarify that, while the chat function cannot be disabled, public
attendees are requested not to use the chat during the meeting, unless

the meeting includes a designated public question period.

If the meeting includes a public question period, inform attendees that
they may participate during that portion by sending a message to the
Municipal Clerk through the chat indicating their intent to speak. When
their name is called, they may unmute their microphone and turn on
their camera to address Council. Once they have finished speaking and
been addressed by Council, the public attendee must turn off their

microphone and camera.
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Appendix 10
Publication of Council, Committee of Council, Committee Reports,

and Meeting Packages on Municipal Website Policy
Date Approved: January 31, 2024

1. Purpose

1.1.

This is the Municipality of the County of Richmond “Publication of Council,
Committee and Committee Reports and Meeting Packages on Municipal

Website” Policy

2. Policy Statement

2.1

2.2

2.3

It shall be the policy of the Municipality of the County of Richmond that
approved minutes of Council, and Council Committees, together with
Committee Reports provided to Council, and meeting packages will be
posted on the municipal website.

Agenda and meeting packages for Council and Committees of Council
are provided two business days prior to the meeting.

Municipal Council will not publish or distribute minutes of “In-Camera”

meetings of Council, or Committees of Council.

2. Policy Guidelines

21

2.2

2.3

24

25

2.6

Municipal staff will prepare minutes for Municipal Council Meetings, and
meetings of Committees of Council; and these minutes will be presented to
the following Council or Committee Meeting for approval.

Municipal staff will prepare a report from Committees of Council, and
provide them to Council for consideration.

Municipal Council and Committees of Council, will consider the

minutes prepared by staff, and will consider and approve the minutes, with
or without amendments.

Municipal staff will publish the minutes of Council meetings and the
Committee reports received at Council Meetings within 10 business days
following the approval of the Council minutes.

Municipal staff will publish the minutes of Committees of Council within 10
business days following the approval of the Committee minutes.

Municipal staff will not publish, or distribute, minutes of any “In-Camera”
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meetings of Council, or Committees of Council unless directed to do so by
a resolution of Council, or a law enforcement organization or Court.

2.7 Municipal staff will publish agendas and meeting packages for Council and
Committees of Council on the municipal website two business days prior

to the meeting.
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Appendix 11

Budget Release Policy
Date Approved: May 23, 2023

1. Policy Statement

1.1 Itis the policy of the Municipality of the County of Richmond, to release
annually information to the public regarding the approved budget and
specifically any changes in taxes, water, sewer rates and user fees.

2. Objectives

2.1 To inform the public of the highlights of the approved budget and of any
changes.

2.2 To be open and transparent with the public with changes that may affect
our ratepayers.

2.3 Timely communication with the public as per our approved

Communications Plan.

3. Qualification

3.1 The Municipality shall annually release a budget summary document that
will detail the highlights and important facts about the approved budget as

well as any changes that will directly affect our ratepayers.
4. Responsibilities

4.1 Municipal Council will be responsible to:

a) review, amend, and adopt the budget release policy, and;

b) support the C.A.O. and staff in the implementation of policy.
4.2 The C.A.O. will be responsible to:

a) implement the budget release policy, and;

b) work with Municipal Council to release the document annually.
4.3 The Department Heads will be responsible to:

a) send important information and facts regarding their departments
budget to the C.A.O;

5. Timing

5.1 The budget release document shall be released/posted within 10 business

days of final approval of the annual budget.
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Appendix 12
Grant Disclosure Policy

Date Approved: October 28, 2025
1. Policy Statement

Pursuant to Section 65(C) of the Municipal Government Act, it shall be the policy

of the Municipality of the County of Richmond that all grant funding provided

each year by the Municipality to community organizations be publicly disclosed
according to the conditions as set out in this policy.

Grant disclosure policies 65C

1)  The council shall adopt a policy that requires the municipality to disclose to
the public a list of recipients of grants made by the municipality and the
amounts of those grants.

2) Apolicy adopted under subsection (1) must include the (a) frequency and
timing of disclosure; (b) content to be included in a disclosure; and (c) form
in which the disclosure must be made.

3) Apolicy adopted under subsection (1) may include any other matter that the
council considers necessary or advisable to carry out effectively the intent
and purpose of the policy.

2. Short Title
2.1 This Policy is entitled "Grant Disclosure Policy".
3. Frequency and Timing of Disclosure

3.1 Prior to June 30th of each year, the Municipality shall publicly disclose all
grant funding provided in the previous fiscal year through one master list of
all recipients.

4. Content to be Included in Disclosure

4.1 The following information must be included in the Disclosure:

a) The name of the recipient organization with the total granted amount,
the type of grant as defined in the current funding framework.
5. Form in which the Disclosure Must be Made

5.1 Disclosure of such grant funding shall be on our municipal website and as
per the Strategic Communications Plan.

5.2 Additional communication channels used for disclosure are listed in the

Strategic Communications Plan.
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Responsibilities
6.1 Municipal Council will be responsible to:

a) review, amend, and adopt the Grant Disclosure Policy.
6.2 The C.A.O. will be responsible to:

a) implement the grant disclosure policy;

b) support staff in the release of the document

6.3 The Director of Finance will be responsible for producing the master list of
grant recipients for disclosure.

6.4 The Municipal Clerk will be responsible for publishing the disclosure as per
the Communication/Dissemination of Information standard operating

procedures.
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Appendix 13

Internal Communications
Standard Operating Procedures

1.

Municipality of the County of Richmond — Strategic Communications Plan

Activity/Content

New Employee

Content Type

Activity/Content, Content Type, and Communication Timeline
(including but not limited to)

Communication
Timeline

Introduction Email Notice Minimum 7 days prior
Employee Contact Document ng!rterl_y review, or upon
Directory notification of a change.
Employee Workplace
Wellness As Municipal Staff
. Document

Committee resources allow
Newsletter
All Staff Meeting

) : Minimum 7 days prior

Email Notice

Senior Management
Meeting

Departmental Project-
Based

Virtual Meeting Link, if
applicable
Agenda, if applicable

As required

As required

Counciland ABCC
Meetings

Special Meetings

Calendar Invite Email

Minimum 7 days prior

Minimum 2 days prior

Special Municipal Staff
Events

Email Notice
Calendar Invite

Minimum 7 days prior

Council and or
Corporate Decisions

Email Notice to “Staff”
and “Council.”

Upon Council and or
CAOQ approval.

Municipal activities, new
initiatives, and programs.

Email Notice to “Staff”
and “Council.”

Municipal Staff
meeting (if applicable)

Before public notification.

Out of office email and
phone messaging.

Out-of-Office email
notification

Absent phone greeting

When absent for one or
more days

Document Sharing

Email

Intranet (to be
established)

Within 24 - 48 hours or as|
otherwise noted.

Available 24/7.

Email and Phone Inquiries

Email Response
Phone Response

Within 24 - 48 hours, see
Appendix 6, section 5.10

Urgent or Detailed
Information Exchange

Phone
In Person

As required.
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2. Roles and Responsibilities

2.1 Municipal Council will be responsible to:

a) fully participate in the communication process, such as active listening,
reading, providing input, and feedback to the Chief Administrative Officer
(CAO).

2.2 The CAO and Senior Management Team will be responsible to:

b) deliver key departmental information, priorities, plans, and progress to
all employees and Council, and;

c) ensure all employees receive the information and communication they
need to effectively complete their jobs.

2.3 Municipal Staff will be responsible to:

a) fully participate in the communication process, such as active listening,
reading, providing input and feedback, as well as asking questions that
will help in daily work tasks.

3. Communication Channels

3.1 The following are current communication channels:
a) Print- Memo, Briefing Note, Newsletter, Posters
b) Digital — “Staff” and “Council” Email, Virtual Link, E-Newsletter

c) InPerson -One on One, Formal Face to Face (i.e., meetings),
Informal Face to Face (i.e., CAO/Director walk-about)
d) Telephone, Cell Phone, SMS Text Message

4. Related Documents
4 1. Communication/Dissemination of Information SOP
4.2. Communications Policy

4.3. Code of Conduct Policy
5. Procedure

5.1  Email Notices
a) Select and open the email application.

b) Select “New Email”.
c) Create your subject line.
d) Create the body of the email:

e) Select “Send” to distribute the email.
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f)  For step-by-step instructions, refer to Microsoft’s official guide:

i Create an email message in Outlook

6. Schedule a Calendar Event or Meeting in Microsoft Outlook/Microsoft

Teams

6.1 Open your Outlook Calendar or Microsoft Teams Calendar.

6.2 In Outlook, select “New Meeting” or “New Event”; for Teams, select “New
Meeting” at the top right of the Calendar tab.

6.3 Enter the necessary details, depending on whether you are scheduling a
meeting (with attendees and/or a virtual link) or an event (such as a flag-
raising ceremony).

6.4 Select “Send” to distribute the calendar invite.

6.5 For step-by-step instructions, refer to Microsoft’s official guides:

a) Schedule a meeting in Outlook

b) Schedule a meeting in Microsoft Teams

7. Out of Office Email and Phone Notifications

7.1 Tokeep channels of communication open and active, it is advised that all
Municipal Staff set up “out of office” email and phone messages when
they are away for extended periods of time (i.e., away from the office for 1
day or more).

7.2 Out of office notification messages should provide the contact information
for an alternate Municipal Staff person approved by the CAO and or
Department Head.

7.3 For step-by-step instructions, refer to Microsoft’s official guide:

a) Send Automatic Email Replies in Outlook

8. Workplace Wellness Newsletter
8.1 The workplace wellness newsletter is created by volunteer members of
the Employee Workplace Wellness Committee. When time allows, a
designated committee member produces, edits, and publishes the
newsletter, which is then shared via email with members of Council and
Municipal Staff.
9. Document Sharing
9.1 PDF (accessible) documents are preferred unless otherwise specified.
9.2 For a step-by-step guide in creating accessible PDF documents using
Adobe, refer to Adobe’s official guide:

a) Create and verify PDF accessibility
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Appendix 14
Paid and Owned Channels

Type New or
(Owned or Paid) Established
Television Advertising Paid Established
Newspaper/Magazine Advertising Paid Established
Radio Advertising Paid Established
Media Paid Established
Digital Screen - Administration Building Owned Established
Lobby
Facebook Owned/Paid Established
Instagram Owned/Paid Established
Website Owned/Paid Established
Newsletters Owned/Paid Established
Video Production Owned/Paid Established
Strait Chamber of Commerce E-Blast Paid Established
Cape Breton Partnership E-Blast Paid Established
Association of Municipal Paid .
Administrators of Nova Scotia Listserv al Established
Email Owned/Paid Established
Telile Television Broadcasting Services | Paid Established
Voyent Alert Notification App Paid Established
Not .
Intranet Paid established
yet.

MOCR YouTube Channel Paid Established
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Appendix 15

Communications Policy
Date Approved: January 31, 2024

1.

Purpose
1.1 The purpose of the Communications Policy is to put into practice the goals,
objectives, and procedures as identified in the Municipality’s Strategic

Communications Plan.

Policy Statement

2.1 The Municipality of the County of Richmond (Municipality) supports clear,
effective, timely, and consistent communication. This Policy establishes
standards to ensure that communications with residents, stakeholders,
Council, and employees reflect the values of the Municipality, and is

efficient, responsive, and human-focused.

Short Title

3.1 This Policy is entitled “Communications Policy".

Scope
4.1 This policy shall apply to:
a) All municipal representatives. This includes, but is not limited to:
Municipal staff, consultants, contractors, partners, and members of
Council.

b) Allinternal and external communications.

Responsibility
5.1 Municipal Council will be responsible to:

a) Review, amend, and adopt a Strategic Communications Plan.

i. The Strategy shall include measurable outcomes related to both
external and internal communications and propose actions that
respond to evolving needs of audiences, emerging trends, and
proven practices. In all regards, the Strategic Communications Plan
shall embody the values identified in the Municipality’s Strategic
Plan.

5.2 The Chief Administrative Officer (CAO) will be responsible to:
a) implement the Strategic Communications Plan and Communications

Policy.
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5.3 The Communications Officer, under the direction of the CAO, is responsible
to:
a) develop, and periodically review the Strategic Communications Plan in
collaboration with department heads and designated staff, and

b) suggest revisions for Council’s consideration.

6. Policy Guidelines

6.1 Communication activities shall follow the goals, objectives, and procedures
as identified in the Municipality’s Strategic Communications Plan.

6.2 All communications shall reflect and promote inclusion, diversity, equity,
and accessibility.

6.3 Municipal information, both online and in print, shall have the Municipal
logo/branding.

6.4 Communications shall use plain language and a variety of methods as a
means to be inclusive and responsive to the needs of target audiences.

6.5 All communications received by the Municipality will be reviewed, and
where applicable, processed in accordance with this Policy in a timely
manner, having regard to the circumstances the communication, including
but not limited to, the subject matter of the communication, staff availability,
operational priorities, and the Freedom of Information and Protection of

Privacy Act.
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Appendix 16

MORC Use of Voyent Alert
Standard Operating Procedures

1.  Activity, Content Type, and Communication Timeline

Communication

Activity Content Type Timeline
Alerting for Emergencies + Database / « Continuous -
affecting the County and Templates ongoing registration
Municipal Operational day- and maintenance.
to-day alerts.

2. Roles and Responsibilities

2.1 The Chief Administrative Officer (CAO) will be responsible to:

a) Administer and implement the Voyent Alert program.

b) Ensure staff are trained and informed of the program.

c) Approve templates for use.

d) Direct and authorize the use to inform subscribers.

e) Send Voyent Alerts according to the procedure defined in this
document.

2.2 The Department Directors will be responsible to:

a) Provide information for the creation of templates or alerts on behalf of
their department.

b) Send all pertinent information regarding their alerts to the Emergency
Services Coordinator (ESC) following the procedure defined in this
document.

2.3 The Emergency Services Coordinator (ESC) will be responsible to:

a) Create templates or alerts on behalf of all departments.

b) Send Voyent Alerts according to the procedure defined in this
document.

c) Assist with administration.

2.4 The Municipal Clerk will be responsible to:

a) Create templates or alerts as needed.

b) Maintains the content on the municipal webpage for the Voyent
Alerting.

c) Send Voyent Alerts according to the procedure defined in this

document.
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2.5 The Technology Specialist will be responsible to:
a) Maintains the content on the municipal webpage for the Voyent
Alerting.
b) Works with Voyent Alert (ICEsoft) to ensure continuous operation.
2.6 Municipal staff will be responsible to:
a) Direct any questions or concerns for follow-up to the ESC or Municipal
Clerk.

3. Communication Channels

a) As per subscribers' preferences, the following channels are optional: Email,
Phone, Text/SMS Message.

4. Related Documents

a) Voyent Alert! App Trouble Shooting Guide
b) Frequently Asked Questions

c) Communications Matrix, Appendix 6

5. Procedure — Notifications

[ Emergency Notification ]
Message Priority
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6. Procedure Overview — Alert Ready

Y« ALERT READY

EMERGENCY ALERT SYSTEM

Do you have jurisdiction
over the physical location s
of the alert area

yes

v

Is it a Listed Use Voyent Alert and/or
Alert Ready Event Facebook/Website

yes
‘ws _

[ L(i:sot::‘g)lgtaet:‘;:y ] Send Alert to SRCC
shubie@novascotia.ca

Not Highlighted
Non-Broadcast Inmediate
Emergency Occurring or
potential to occur

7. Procedure Overview — Voyent Alert!

7.1 The municipality defines 4 classifications for notifications that subscribers
can receive through Voyent Alert!
a) Critical / Emergency
b) Warning
c) Watch
d) Non-Emergency Disruption

Example:

Event Example Who receives the message

category
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Event Example Who receives the message

category

YELLOW BANNER

WATCH Weather, Wildfire, Flood

Non- Road closure, Water Subscribers may opt in or out at

Emergency | pressure affected by repair | any time
Disruption | work, Facility Closure
Heavy waste collection
Air quality, Fire Ban

7.2 When an event occurs, designated staff will the follow set procedures to
determine whether to use Voyent Alert! to communicate about the event
or other communication methods.

7.3 The procedure includes:

a) approval by CAO to ensure that the tool is only used, when
necessary,

b) pre-approved templates to ensure messages and instructions are
unambiguous,

c) pre-defined geographic zones to ensure subscribers only receive
messages that affect them (their set preferences).

8. Procedure - Unplanned Event

8.1 Unplanned Event — Critical / Emergency:
a) Flow Chart ‘A’ is used when any staff are notified of an event that is
defined as an emergency, they will notify the CAO or their Director.
b) The CAO or Director will outline what template they would like to send
or provide new message information to be put into an alert.
c) If atemplate has been drafted and approved for use for the
emergency type any authorized person can:
i. fill in the predefined template information with the current details
of the emergency (date, time, location, etc.),
i. send the preview test message to the Director responsible for
final approval,
ii. send the Voyent Alert! to the affected zone (subscribers),
iv. follow up with the Department Director for the next steps as it
relates to their department

d) If there is no pre-approved template, authorized staff can:

Municipality of the County of Richmond — Strategic Communications Plan Page 79 of 83



i. take the information sent by the Director and draft the
appropriate message,

ii. send the preview test message to the Director responsible for
final approval,

ii. send the Voyent Alert! To the affected zone (subscribers)

iv. follow up with the Department Director for next steps as it relates
to their department

8.2 Unplanned Event — Non-Emergency Disruption:

a) Flow Chart ‘A’ is used when any staff learns of a current event that is
not an emergency, but for which Voyent Alert! Communications are
foreseen, they shall notify the appropriate person who will prepare the
Voyent Alert! As follows.

b) If a template has been drafted and approved for use in the current
situation any authorized person can:

i. fill in the predefined template information with the current details
of the emergency (date, time, location, etc.),
ii. send the preview test message to the Director responsible for
final approval
ii. sends the Voyent Alert! To the affected zone (subscribers)
iv. follows up with relevant staff for next steps
c) Ifthere is no pre-approved template, authorized staff can:
i. Take the information sent by the Department Director and draft
the appropriate message
ii. send the preview test message to the Director responsible for
final approval
ii. sends the Voyent Alert! to the affected zone (subscribers)
iv. follow up with the Department Director for next steps as it relates

to their department.
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Flow Chart A — Unplanned Event

w o

Authorized
Does a DELRON
yes updates Send test
ey information message for

Exist provided by Approval
Director

no
Draft message Send Alert
o |_ wihpproved ([ Sendtest /
- messaging from Sag°
Notify Director Director Approval

Authorized
son
Does a :er tes Send test
Template pda
Exiat information message for  |——| Send Alert
provided by Approval
Director
no
Send test
message for
Approval

9. Procedure — Planned Event, Non-Emergency Disruption
9.1 Planned Event — Non-Emergency Disruption
a) Flow Chart ‘B’ is used when staff plan or become aware of an
operational event/issue for which Voyent Alert! communications are
foreseen.
b) If a template has been drafted and approved for use in that situation
any authorized person can:
i.  Fill in the template with the details of the operational event/issue
provided by the Department Director
ii. send the preview test message to the Director responsible for
final approval
ii.  schedules the Voyent Alert!
iv.  notifies the affected staff
c) Ifthere is no pre-approved template, authorized staff can:

i.  Take the information sent by the Department Director and draft
the appropriate message
ii. sendsthe Voyent Alert! to the affected zone (subscribers)
ii.  follows up with relevant staff for next steps
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Flow Chart B — Unplanned, Non-Emergency Disruption

w VOYENTALERT!

Does a
Template
Exist

==

Authorized

person

yes updates
information
provided by

Director

no

messaging from
Director

Send test
message for
Approval

Send test Send or
— | message for |—— | Schedule
Approval Alert
4

10. Procedure - Format of Voyent Alert! templates

10.1 Voyent Alerts have the following components:

Zone (default is the entire county; smaller regions can be defined by

Subject (editable, but by default it is the name of the alert)

a) Alert name (name of template)
b)
drawing on the map
c) Severity radio button (informational or critical)
d) Issuer (MOCR — not editable)
e)
f)  Description
g) Instructions
h)  Additional information

Notification Zones

“"  ~ Entire Region
(sl |

@ Description

@ Instructions

@ Additional Information (Note Notincluded in SMS or Vaice Gall notifications)

@ Map: !
B
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