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Want to be a branch communications officer?

If you want to be a branch comms officer, you don’t need to be highly skilled at social media,
writing newsletters, websites or press work. It's enough to have an interest and enthusiasm
for how your branch communicates with members and potential members in your workplace.
The UNISON Comms Forum and UNISON staff can help you with guidance and training on all
the rest.

Some people may be worried about becoming a comms officer. As a Forum we want to
empower colleagues by providing information on all good practice happening elsewhere in
Welsh branches and friendly, comradely support.

What is the UNISON Cymru Wales Communications Forum?

The Forum is made up of lay communication officers - people like you - from branches all
around Wales, with an elected lay chair, Terry Evans and vice chair, Helen Doughty. It is
coordinated by a UNISON member of staff, Alastair Gittins. We meet three times a year and
sponsor various training events. We also have a dedicated residential training weekend each
year.

The Forum encourages each branch to have a dedicated comms officer and a
communications strategy. This is central to a branch’s recruitment and retention and general
campaigning work.
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Chair, Terry Evans, works Vice chair, Helen Doughty, Alastair Gittins is the

in highways maintenance works in reprographics at UNISON Cymru Wales
for Rhondda Cynon Taf Ceredigion County Council staff member

County Borough Council co-ordinating the Forum

If you are interested in being a comms officer, the first thing to do would be to contact the
UNISON staff member, Alastair Gittins, a.gittins@unison.co.uk who can answer any questions,
advise you of our meeting dates, add you to our email distribution list and put you in contact
with people doing the same role.
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What sort of thing will | be expected to do as a comms officer?

Not many branch comms officers have full-time trade union release, so we know squeezing
comms work around your substantive job is a challenge. We are volunteers, and you should
do what you are comfortable with.

As you grow into the role, you'll see what you might want to concentrate on and this handbook
will help. It’s not a prescriptive list detailing what branches must do, but a guide showing what
could be done, and how.

Effective communications need to be organised and planned, so you know what is being sent
out, who your audience is and the aim of the communications. It is useful to have a comms
strategy and the Communications Forum can help develop that plan that answers these
questions:

@® What are your goals / what do you want to achieve?

® Who is your audience (members / potential members / those doing specific jobs /
politicians and public) and what do they want to hear from you?

@® What is your message? How do you best connect and engage your target audience?

@® What channels of communication are you going to use? Face-to-face in workplaces? Social
media? Newsletters? Website?

® How often will you be using the above to communicate and what is achievable?
@® When will you review your comms strategy and how do you measure its success?
® If a budget has been agreed, make sure you stay within it.

Drafting a good comms strategy will result in increased connection with members and if you
have a stronger presence in the workplace, the employer will take note.

Mentoring / shadowing a more experienced comms officer

You can be paired with a more experienced Cymru Wales comms officer to hear how they
approach the role in our mentoring / shadowing programme. They will take you through the
various ways they try to reach members and potential members, help you put a basic comms
strategy together and be available as you take your first few comms steps.

Contact Alastair Gittins a.gittins@unison.co.uk to learn more.
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Social media

Social media is a key tool in communicating with members. Many Cymru Wales branches use
Facebook, some use Twitter and others Instagram. When choosing which social media
platform you want to regularly post on behalf of the branch, take a look at what platform is
most commonly used by your members.

Not confident using social media and don’t know where to start?

® Take alook at UNISON Cymru Wales posts on Facebook, Twitter and Instagram.
facebook.com/unisoncymruwales
twitter.com/unisonwales
instagram.com/unisoncymruwales

® Take a look at what some of our branches are doing.
Cwm Taf Local Government Area Branch: facebook.com/rctunison
Cwm Taf Morgannwg Health Branch: facebook.com/CTMHealthBranch

® There is a Facebook page for UNISON Cymru Wales lay comms officers:
facebook.com/groups/1676209732641286/

UNISON guides:

@ Step by step guide to setting up a branch FB page
digital.unison.org.uk/news/2016/12/06/setting-unison-branch-facebook-page/

® Dealing with private messages and comments on Facebook
digital.unison.org.uk/news/2016/04/18/listen/

® How to set community guidelines
digital.unison.org.uk/news/2016/03/18/community-guidelines/

@® Online tools to help you schedule social media posts to make the best use of your limited
time
digital.unison.org.uk/tools/#heading-3

® Staying safe online
digital.unison.org.uk/news/2018/01/18/staying-safe-online/

Not confident online and want to improve your computer skills?

@ Check out the free Learn My Way courses run by Good Things Foundation:
goodthingsfoundation.org/learn/learn-my-way/

® If e-learning is not for you and you would prefer something tutor-led and more interactive,
you can contact the UNISON Union Learn team at CymruWalesWULF@unison.co.uk

@ Oryou can ask your local library for training run by the council. The Comms Forum can
sSponsor courses on using social media.
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What can you post? Regularly updating social media

To be effective, you should be posting every few days. You are posting on behalf of the branch,
not your own personal opinions. As well as posting information about / from your branch, you
could consider the following;:

Short, positive profiling of branch officers / branch members

Sharing local UNISON ‘human’ stories - such as the branch chair who caught Covid-19 and
wrote about the wonderful care he received

Photos of members together outside their places of work or going about their duties shows
how hard they are working go down well

Show the welfare support available to members with a link to our There for You webpage:
unison.org.uk/get-help/services-support/there-for-you/

UNISON Cymru Wales Case study: launching a national social media group at
British Gas, June 2020

UNISON reps at British Gas decided they needed a way to communicate nationally as one
with members when the company announced significant changes to contracts. This was
especially important because reps were working from home and didn’t have the normal
access to our members.

With the help and support of a UNISON Cymru Wales member of staff, the Gas branch set
up a private members group on Facebook following a template initiated with the Velindre
branch.

UNISON National Gas Members pages on Facebook, Twitter and Instagram shared public
posts and linked to a private Facebook group. Members have to answer 3 questions (full
name, membership number, branch) and agree to the group rules before joining the private
group and the branch checks they are current members before allowing them in.

In the group, reps are able to share more information, but the primary function and where
they have seen it be successful, is it allows members to ask questions and start
conversations about what is happening. The comms officers and branch secretaries are
admins, so the page is consistently monitored and it is used by hundreds of members.

For information about paying for advertising on Facebook, look at the section on other forms
of advertising on page 13.
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Newsletters

Where branches have ready access to workplaces and where those members of staff are not
using computers in their work, paper copy newsletters left in the depot or canteen or pinned to

noticeboards are a good way to communicate how active the branch has been.

Reaching other UNISON members, you would probably choose to make your newsletters
electronic, so they are uploaded to your branch website and social media and a link to the
newsletter appears in emails to members (rather than as an attachment which might be
blocked by an employer’s I.T. system).

Have a look at an example newsletter from Caerphilly County branch, Summer 2022:

g ——

UNISON

Caerphilly Branch
R ay W I
S 3 .

Cost of living
crisis special

Treson,

E FRONTLINE

MILEAGE RATE
ALLOWANCE - TIME FOR
A CHANGE!

THE PAY CAMPAIGN -
WE NEED MORE!

ARALLY CRY FROM OUR
BRANCH SECRETARY!

HOW TO GET INVOLVED
- 3 THINGS MEMBERS
CAN DO

Mileage allowance rates
- a change is needed

The pay campaign
- we need more!

ban.
badi

Below inflation pay offer
is "'no good to workers"

eeeeeeeeeeeeeeeeeeee
ent

3 ways you can
help make a
difference

Access the full Caerphilly newsletter here: cymru-wales.unison.org.uk/content/uploads/
sites/9/2022/09/Caerphilly-Newsletter.pdf

Access the full Cwm Taf Local Government Area pay bulletin here: cymru-wales.unison.org.uk/

Enough is
enough! Time
for a proper pay
rise

What we are asking for

content/uploads/sites/9/2022/09/Cwm-Taf-LG-area-pay-bulletin-summer-22.pdf
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When planning a newsletter consider:

What is the goal? Goals might include to recruit new members, to increase activism and
improve working conditions

Who is the reader? You are likely to want to tailor your message depending on the
audience. For example, what you write might be different if you are targeting active
members or passive members of UNISON or potential members

How regularly should newsletters be produced? There are plenty of demands on your time,
so it's unlikely you will be able to produce a newsletter more frequently than three or four
times a year

Content has to be interesting and design should be attractive. Stick to a consistent font
and size. Canva.com is an excellent free online design tool which has template newsletter
layouts ready

Branches have suggested other bright ideas to draw in readers (as well as helping the branch
with engagement):

Use a competition in newsletters as another way to update member contact details: win a
voucher if you update details

A health branch ran a Tell us your NHS story competition to win a £50 voucher; the
responses will form one newsletter.
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A branch website

Social media might be accessed more often by members, but a branch website is great for
providing a hub of information for members that delves a little deeper into what the branch
can provide and information on who are the branch officers.

Having a branch website is also important because we don’t own social media and Facebook
could at any time delete or block accounts. We are also at the mercy of Facebook algorithms.
You can use your branch social media to drive people to your website.

UNISON offers branches the opportunity to build a website based upon the format and look
of the UNISON Centre site and the UNISON Cymru Wales site.

unison.org.uk/
cymru-wales.unison.org.uk/

=~ g ——

) =
% Get help now Follow us > Follow us
UNISON : vio UNISON fva
— Callus on 0800 0 857 857 & uk
union Orer s

the public service mail u Cymru/Wales

#Home About News Events Campaigns Whersyouwork Gethelp Getinvolved

UNIDML
ESSENTIAL
SO vER
E K

IF OUR PAY DOESN'T RISE

Thison

Register now to attend UNISON
young members weekend in Cardiff

> Find out more:

New date for
lobby of
Parliament

Latest advice for school support
staff in Cymru Wales

Join UNISON today

They are attractive, easy to navigate and maintain. They don’t cost a great deal of money. It's
strongly recommended you follow this route if you're looking for a branch website. More
details here:

https://unison.site/

UNISON Cymru Wales has sponsored website builder courses in the past. Background work
we’ve done allows for the websites to be bilingual.

To be effective, websites should be updated at least every few weeks. Coming up with new,
interesting content is easier than you might think. You could write a monthly blog with the
branch secretary or with different branch executive officers, introducing them and their roles;
you can record your meeting dates and AGM and branch social events. You can upload

photographs from these events and thank people for attending as well as discussing local
campaigns.
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Emailing members

To be data protection compliant, comms officers should use UNISON’s own membership
system emailing tool to send bulk emails to branch members, rather than your own mailing
lists.

There is e-learning training available for UNISON’s current WARMs emailing tool, and WARMs
will be superseded by the Merlin system at some stage.

Some branches have found email to be more effective at reaching members than social
media. Emailing is a great way to ask members to update their contact details.

It is recommended that branches keep in contact with their members on a regular basis, to
let them know what you are up to. It's better to send short emails every week or two rather
than a long email every six months. Don’t overload members by sending them emails more
than once a week.

You can grab the reader’s attention with the subject matter. Cwm Taf Local Government
branch encourages people to read the whole email by setting a quiz with a prize at the end
where the answer is based on the email content. They have also run email-only giveaways,
such as providing desk fans for female members going through the menopause.
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Working in Welsh and English

If your branch contains Welsh first language speakers as well as English, you can produce bi-
lingual materials to communicate with them. If your branch lacks the time or skKills to do this,
use a professional translator. UNISON Cymru Wales uses Geoff Jones
cyfieithu.gwynlais@gmail.com.

———

==
UNISON

Cymru Wales

COMMUNICAT  .° 2"SUM
~ 7o)

Branch mobile phone apps

As we are not seeing as much of each other as we come out of the pandemic, technology is
becoming more important to stay in touch.

Four branches have a mobile phone app, which costs them around £1,000 each year. The
phone apps are then available to members on Google Play and Apple Store. Every six months,
Aneurin Bevan branch has a campaign to make sure all members are engaged with their
phone app.
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Other forms of advertising

Ever thought of advertising your branch on billboards, on local buses or the newspaper? This is
easier than you might think, the costs are not prohibitive and there’s lots of helpful advice
from other Cymru Wales branches.

UNISON Cymru Wales Case study: Caerphilly UNISON bus and newspaper advertising,
Summer 2020

Our Caerphilly County and Cardiff County branches have advertised on buses. Caerphilly
branch submitted a regional pool bid to allow for UNISON advertising on the side of local
buses and on the front page of the local paper. The costs of advertising for eight weeks
were:

@ Six Stagecoach buses running out of Caerphilly depot with UNISON advertising on the
side and back - £5,700

® Front page advert on the Caerphilly Observer - £500
® Facebook boost - £80
Have a look at photographs of the Caerphilly advertising here:

Bus photos: cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/
PoP_B1514Y_1.jpg
cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/PoP_B1515Y_1.jpg
(Slightly out of focus) cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/
PoP_B1516Y_1.jpg

Caerphilly Observer front page: cymru-wales.unison.org.uk/content/uploads/
sites/9/2020/10/C0_240920_01.jpg

The branch was assisted in designing the adverts by UNISON Centre colleagues.

Paying £80 for a FB advert meant the branch’s post reached 25,000 people and generated
1,500 new website visitors dramatically boosting membership.

The branch priced up advertising for every Stagecoach bus in Wales on 95% of routes and
the cost would be £49k for an eight-week campaign (2020 prices).

For more information on using social media, please see pages 6 & 7.
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Creative ways to engage with members

We asked branches for some of the ways they were engaging members and supporting some
of our very busy key workers:

® Branches delivered chocolates; coffee and alcoholic hand gel to workplaces during the
pandemic. Care workers have been asked to contact the branch if they would like a snack
pack so there’s no need for them to go to the shops. This has allowed the branch to check
and update membership details.

@ During lockdown, one branch distributed a quiz to all members to show it’s not only
thinking of members in their work situation, but it is also concerned about their mental
well-being too. Here's a Neath Port Talbot UNISON Weekend Quiz from May 2020:
cymru-wales.unison.org.uk/content/uploads/sites/9/2020/05/NPT-Weekend-Quiz.jpg

® Get alink to your branch on the employer’s intranet, as Coleg Gwent and Cardiff Met
branches, amongst others, have done.

@ You could make a short film for your social media and website. Videos connect in a way
that other posts don’t. See below section.

Produce a short film

Many comms officers have benefited from training sponsored by the Forum on producing
short videos, both filming and editing to-camera interviews on a smartphone (using the free
editing app Quik) and explainer videos using a series of slides and text to tell a story (using
the free app Lumen 5: lumen5.com).

@ This amusing explainer video from 2019 was produced by Mike Thomas, Bridgend County
to generate interest and improve contact: bridgend.unison.site/unison-videos/

® Here’s UNSAIN Gwynedd, Mon a Prifysgol Bangor’'s Matthew Cooling speaking to camera
about International Workers’ Day in 2021: youtube.com/watch?v=ZkuCr-UDP34

@ Powys Health branch’s Alex Oakey made a film in 2020 emphasising the importance of
the need for healthcare workers to look after themselves to avoid burnout during the
pandemic and encouraging members to take their annual leave. Watch his film here:

youtube.com/watch?v=fKNPQPdVz4M

® Not feeling as ambitious as them? No problem, an easier way to make an impact with a
film could be to record a branch officer speaking to camera about a current campaign.
No-one is bothered if the videos are a bit rough and ready.

14 UNISON Cymru Wales Handbook For New Communications Officers


https://cymru-wales.unison.org.uk/content/uploads/sites/9/2020/05/NPT-Weekend-Quiz.jpg
https://lumen5.com/
https://bridgend.unison.site/unison-videos/
https://www.youtube.com/watch?v=ZkuCr-UDP34516Y_1.jpg
https://www.youtube.com/watch?v=fKNPQPdVz4M

Media work

The UNISON Cymru Wales Press Officer, Rupert Denholm-Hall, is keen to support branches in
their campaigns with media advice and help with drafting press releases and proofing them.

If you have a campaign story or a good news story you'd like to publicise, drop him a line
r.denholm-hall@unison.co.uk

The media loves to hear an authentic member’s voice talking about the issues they face.
Member case studies add essential colour to UNISON press releases, so when you're thinking
of publicising a story, as well as quoting the branch secretary, have a think if there is a
member affected directly who can be quoted alongside them too.

What’s next?

Don’t just read this handbook in isolation, we want you to talk with other comms officers on
the Forum so you can hear about their good practice tips and ideas.

Join the comms officer FB group here and come to the Forum meetings. See you there!
facebook.com/groups/1676209732641286/

There’s also a UNISON Cymru Wales press and comms WhatsApp group to keep abreast of all
our media work.

If you have any questions on the role of a comms officer, please contact Alastair Gittins at
a.gittins@Qunison.co.uk

QR codes for all the links featured in this handbook can be found overleaf.
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Internet links

Here are QR codes for all the internet links featured in this handbook:

Page 6 Page 6 Page 6

UNISON Cymru UNISON Cymru UNISON Cymru

Wales Facebook Wales Twitter Wales Instagram
Page 6 Page 6

(P:sv%ﬁ '?af LG Cwm Taf Cymru Wales

Facebook Morgannwg Comms. Officers
Facebook Facebook Group

Page 6 Page_ © . Page 6
Dealing with .

Set up branch Set community
FB messages & o

Facebook page comments guidelines

Page 6 Page 6

Schedule social g?agein(Sg safe online Good Things

media posts y Foundation
Page 8 Page 8

$ﬁ§fe7For You Caerphilly Cwm Taf LG
newsletter Pay Bulletin
Page 10 Page 10

N UNISON National UNISON Cymru
website Wales website

Page 10 [=] E Page 13

UNISON Branch Caerphilly Bus

Website Network [=] Advertisements x 3

Page 13 Page 14

Caerphilly Neath Port Talbot Esrgneeﬁg
Observer quiz

Page 14 Page 14 (=13 [m] Page 14
Bridgend County UGMPB video ; Powys Health
video video

UNISON branding guidelines:
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