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Gloucestershire Joint Waste Committee  
Press and Publicity Protocol 
 
1. Purpose of this document 
 
This document outlines how the Gloucestershire Joint Waste Committee 
(JWC) through its Joint Waste Team (JWT) relates with the press, media and 
communication to the public via third party publications. It sets out: 
 

a) The principles on which communications with the press and media are 
based. 

b) The processes the JWT follows when communicating with the press 
and media. 

c) The boundaries of responsibility between the JWC and the partners 
authorities  

d) The boundaries of responsibilities between the JWC and the wider 
Gloucestershire Waste Partnership which includes all 6 
Gloucestershire Districts and the County Council.  

e) The roles and responsibilities of individuals and the JWT that underpin 
those processes and enable the JWC and JWTJWC to communicate 
successfully with the public and with its partners. 

 
2. Principles 
 

a) The JWT will aim to be, within the legitimate constraints of respecting 
commercial and personal confidentiality, open, honest, accurate, timely 
and engaging when dealing with press media queries and requests for 
information. 

b) The JWT will aim to provide a single point of contact for (delegated) 
waste issues affecting the JWC partners and/or signposting enquirers 
to other sources as appropriate. 

c) The JWT will provide a unified approach which aims to show all 
partners and the partnership in a positive light. 

d) The JWT Head of Service or a member of the Senior Management 
Team (SMT) will normally field press or media enquiries unless 
determined otherwise by the Head of Service in consultation with the 
relevant SMG Director.   SMT is (October 2013) made up of Steve 
Read, Tony Childs, Scott Williams, Rachel Capon and Andy Pritchard   

e) Unless the issue concerns just one district/borough or part thereof, or 
otherwise agreed by both parties.  GCC’s (as the administering 
authority for the JWC) press team will assist the JWT and disseminate 
press releases.  

f) If the issue concerns just one district/borough, the dissemination of 
press releases will be undertaken by the press team of the authority 
concerned unless otherwise agreed by both parties.  



3. Responding to press and media enquiries 
 
The process to be followed in most circumstances is outlined as a flowchart in 
Appendix 1. 
 
3.1  General 
To ensure consistency, all press and media enquiries on waste and recycling 
should in the first instance be directed to a member of the SMT at the JWT, 
who will record receipt and actions taken. If any press or FoI unit receives a 
query directly from a journalist, they should in every instance refer the 
journalist to the JWT.  Requests made under the Freedom of Information Act 
will be handled using each Partners procedure but will include consultation 
with SMT to ensure no duplication and consistent replies.  
 
A list of functions that are linked to waste and recycling and which the partner 
councils have responsibility for are detailed in Appendix 1 of this paper. 
 
The JWT does not have a press officer but members of SMT will usually field 
enquiries relating to their geographical or expertise area. 
 
 
3.2  Interviews 
The decision as to who is the most relevant person to undertake interviews 
depends on the availability of Officers and Councillors, the urgency of the 
request and the sensitivity of the subject matter.   
 
For high priority, high profile or otherwise sensitive issues the Head of Service 
(or deputising member of SMT) will consult with the Chair and /or Vice Chair 
of the JWC as to who is the appropriate person to front.  
 
The JWT will assist in briefing the fronting person by providing background, 
statistics or other relevant material. In instances where the issue is neither 
controversial nor sensitive, a member of the SMT may provide an interview or 
arrange for another appropriate JWT or SMG officer to do so. 
 
Members or officers who are requested to communicate with the media 
should: 

a) Make sure that they are fully briefed prior to making contact. 
b) Contact the media concerned as quickly as possible. 
c) Report back to the JWT following any discussion, interview or 

other communication with a journalist. 
 
 
4. Press releases 
 
4.1  General 
 
Press releases on all waste and recycling matters of JWC responsibility will be 
drafted by the JWT unless agreed in advance with one of the partner 
authorities. 



 

Press releases will be written by the most appropriate officer (which may be 
one of the GCC press team) and signed off by the Head of Service, or in his 
absence, the most appropriate member of the SMT.  
 

Press Releases will normally be distributed by the GCC’s press team on 
behalf of the JWC unless it is a single district issue in which case press 
releases will be issued by the relevant District/Borough press team (see 
section 2. “Principles” above).  
 

The PR teams from all four Councils that make up the JWC will receive an 
electronic copy of all press releases sent out from the JWC.  When likely to be 
of on-going and wider interest, they will normally also be posted on the 
relevant partner’s website.  In instances where a press release names an 
individual partner council (other than the standard wording explaining the 
JWC), that press release will be signed off by that council using the internal 
process of that council. 
 
Press releases will also routinely be sent electronically to Members of the 
JWC within 48 hours of the press release being issued. 
 
A JWC press release template will be used when issuing releases.  Whenever 
possible this will include the GWT logo at the top right of the release.  No 
other logos will be used.    
 
Within press releases a standard explanation of the Gloucestershire Joint 
Waste Partnership will be included in the Notes to Editors as follows: 
 
The Gloucestershire Joint Waste Partnership provides waste and recycling 
services on behalf of Cheltenham Borough Council, Cotswold District Council, 
Forest of Dean District Council and Gloucestershire County Council. 
 
4.2 Quotations 
 
Press releases will normally include a quote from either the Chair or Vice 
Chair of the JWC. 
 
Where the release relates to waste collection matters within a specific District 
or Borough, a quote will normally also be included from the Portfolio Holder for 
that Council; and where the release relates to Household Recycling Centres 
or waste disposal matters, a quote will normally be included from the Portfolio 
Holder for the County Council. 
 
On some occasions it may be relevant to include a quote from a member of 
the Gloucestershire Joint Waste Committee, the Head of Service or other 
JWTJWC officer or from a JWC contractor (where relevant). In accordance 
with the Local Government Act 2000, quotes must not be party political, or 
attack the policies or opinions of other parties, groups or individuals.  
 



5.    Monitoring of media coverage 
 
The JWTJWC will use Gloucestershire County Council’s media monitoring 
system to keep track of media coverage.  The JWT will pay for the ‘picking up’ 
of articles that refer to the “Gloucestershire Joint Waste Partnership”, the 
“Gloucestershire Joint Waste Committee”, “Joint Waste Team” or are 
otherwise connected to the activities and sphere of the partnership. 
  
 
6. Media relations in exceptional circumstances 
 
“Purdah Period” Prior to Elections 
 
All proactive publicity involving candidates, political parties and politicians 
involved directly with an election will cease from the issue of the notice of an 
election until after the result is formally announced. During this period, any 
publicity will not deal with views, proposals or recommendations in any way 
that identifies them with individuals, groups or parties involved in the election.  
 
 
7. Liaison with partner councils 
 
7.1     Planning and reporting 
 
The JWT will provide a quarterly update report on communication matters, 
including media coverage obtained during the quarter. 
 
The JWC will produce a Publicity and Promotion Plan as part of the annual 
Business Planning Process.  This will be made available to partnership 
councils for their comments and input prior to being submitted to the 
Committee for final approval. 
 
7.2 Meetings and liaison 

 
Officers of the JWT will meet with partner councils’ PR Officers on a regular 
basis to discuss communication and PR issues.  The timing and frequency of 
meetings will be determined in consultation with the Officers concerned.  
 
The JWT will notify partner councils’ press officers of any promotional 
activities within their area in advance. 
 
The partner councils will allow the JWC access to their internal and external 
communication channels.  In such cases, both the JWT and the relevant 
council will agree wording of articles (based on the guidelines within this 
document). 
 
 
 
 
 



8. Liaison with other GWP Partners  
 
Gloucester City, Stroud District and Tewkesbury Borough Councils are not 
currently part of the JWC. A continuing relationship between these three and 
the JWC is facilitated through the continuing Gloucestershire Waste 
Partnership (GWP). The JWT are the facilitating partner for the GWP.  
 
Unless agreed otherwise at a meeting of the GWP, the JWT will carry out any 
promotional activities where requested to by the GWP on its behalf and give 
advanced notification to GWP councils’ press officers of any promotional 
activities within their area. JWT officers will also work with other partnership 
waste officers to jointly develop and deliver these activities where appropriate. 
 
Unless agreed otherwise by the GWP, the JWT will, having consulted the 
appropriate GWP partners, respond to any press enquiries received 
concerning the GWP. 
 
In instances where a GWP press release names an individual partner council, 
that press release will be signed off by that council using the internal process 
of that council. Quotations will be sought from relevant elected members.  
 
Press releases will be written by the most appropriate officer (which may be 
one of the GCC press team) and signed off by the Head of Service, or in his 
absence, the most appropriate officer from either the JWT or relevant GWP 
partner(s).   
 
Press Releases will normally be distributed by the GCC’s press team on 
behalf of the GWP unless it is a single district issue in which case press 
releases will be issued by the relevant authorities’ press team. 
 
Press releases will also routinely be sent electronically to Members of the 
GWP within 48 hours of the press release being issued. 
 
9. Leaflets & literature 
 
All paper publications are to be printed on 100% post consumer recycled 
paper.   
 
The JWT logo is to appear on the front cover of all materials, unless otherwise 
agreed.  The Recycle Now (Recycle for Gloucestershire) iconography and 
styles will normally be incorporated on promotional materials in order to link in 
with the national campaign. 
 
The four logos of the JWCC partners will be included where relevant and 
where space permits (i.e. on larger newsletters and documents).  As a 
minimum, an explanatory statement about the JWC will be included.   
 
The Gloucestershire Joint Waste Partnership provides waste and recycling 
services on behalf of Cheltenham Borough Council, Cotswold District Council, 
Forest of Dean District Council and Gloucestershire County Council. 



 
 
10.   Branding and logos 
 
The JWC logo will be the lead logo on communication material. The partner 
councils’ logos will be used where the JWC deem relevant and where space 
permits (so that material is not “over branded”, and thus distracts the public 
away from the recycling / waste message). 
 

 
11.   Freedom of Information / Environmental Information Regulations 

Requests 

As Gloucestershire County Council is the administering authority for the JWC, 
the County Council’s Freedom of Information (FoI) and Environmental 
Information Regulations (EIR) processes will be adopted. 

If an FoI/EIR enquiry is received by a District/Borough for an in scope service, 
the partner council is requested to forward it to the JWT’s designated FoI / 
EIR co-ordinator and send a courtesy response to the enquirer (copying in the 
JWT’s FoI / EIR co-ordinator) explaining that the recycling and waste function 
is now overseen by the JWC, and that as such their enquiry has been 
forwarded to the JWT. 

The JWT’s FoI /EIR co-ordinator will liaise with Freedom of Information 
Officers in the relevant Council(s) and forward the query onto the relevant 
JWT officer, coordinate the response and provide the FoI / EIR co-ordinators 
in the relevant Council(s) with a response when this has been completed.  



Appendix 1 
 

In order to assist outside agencies and for internal clarity, the table below lists 
the main functions and roles of the Joint Waste Team.  Also listed are the 
functions retained by the Cheltenham Borough, Cotswold District, Forest of 
Dean District Council and Gloucestershire County Council. 
 

Joint Waste Team Individual Council 

Waste Collection and Disposal supervision First call customer contact for in-scope services 
(including taking orders for charged services) 

Waste collection including; residual, 
recyclable, food, garden and bulky wastes. 

Procurement of the residual waste treatment 
facility 

Administration of charged services (including 
bulky waste, garden waste and commercial 
waste) 

Billing for charged services 

Municipal waste treatment and disposal Issuing of enforcement notices and fines 

Household Recycling Centres Legal matters 

Street Cleansing Commercial Waste Collection 

Waste Transfer Abandoned Vehicles Clearance 

Sale of dry recyclables Waste & Street Cleansing Enforcement 
(including for fly-tipping and abandoned 
vehicles) 

Bring site provision Procurement of / for in-scope services 

Monitoring and Inspection Issuing of notices and fines 

Fly-Tipping Clearance  

Clinical Waste Collection  

Sharps Waste Collection & Disposal  

Waste and Street Cleansing schools 
education 

 

Internal Resource and Budget Management  

Complaints/FOI/EIA 

Monitoring / Admin of Closed Landfills 

Joint Municipal Waste Management Strategy 
(with GWP input)  

 
 



Appendix 2 
 

Process for dealing with press enquiries. 
 

Press Enquiry to GCC , 
DC or JWMU 

In Scope? 
Refer to appropriate 

Unit 
NO 

NO 

YES

Request or proposal 
for a Press Release

Is press 
release

or statement  
needed? 

Appropriate response 
agreed with relevant 

comms team 

 

NO 

YES

JWT and GCC comms 
team prepare a draft

Obtain quote from 
Chair of GJWC or 
Portfolio Holder 

Member quote 
needed ? 

YES

Finalise Text 

Single authority 

issue? 

Individual authority 
comms team 
diseminate . 

YES

NO

Copy to relevant 
persons

GCC comms team 
disseminate

Draft shared with 

relevant partners for 
comment


