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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

Chair, Terry Evans, works 
in highways maintenance 
for Rhondda Cynon Taf 
County Borough Council 

Vice chair, Helen Doughty, 
works in reprographics at 
Ceredigion County Council 

Alastair Gittins is the 
UNISON Cymru Wales 
staff member                                    
co-ordinating the Forum 
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What sort of thing will I 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 a look 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 

Or you can ask your local library for training run by the council. The Comms Forum can 

sponsor 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/ 

 

For information about paying for advertising on Facebook, look at the section on other forms 

of advertising on page 13. 
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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. 

https://www.unison.org.uk/get-help/services-support/there-for-you/


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: 

 

 

 

 

 

 

 

 

Access the full Caerphilly newsletter here: cymru-wales.unison.org.uk/content/uploads/

sites/9/2022/09/Caerphilly-Newsletter.pdf 

Here’s Cwm Taf Local Government Area branch’s pay bulletin, summer 2022: 

 

 

 

 

 

 

 

 

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

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/ 

 

 

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 skills to do this, 

use a professional translator. UNISON Cymru Wales uses Geoff Jones                                                      

cyfieithu.gwynlais@gmail.com. 

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. 
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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/CO_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 a link 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. 
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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@unison.co.uk 

QR codes for all the links featured in this handbook can be found overleaf. 
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UNISON branding guidelines: 



Chyhoeddwyd gan Fforwm Cyfathrebu UNSAIN Cymru, Tŷ UNSAIN, Stryd y Tolldy, Caerdydd CF10 1AP 

Gynlluniwyd gan Adran Argraffu UNSAIN Cymru 

Dolenni rhyngrwyd 

Dyma’r codau QR ar gyfer pob dolen rhyngrwyd sydd wedi’u cynnwys yn y llawlyfr hw : 

Tud 6 

Facebook UNSAIN  

Cymru 

Tud 6 

Twitter UNSAIN 

Cymru 

Tud 6 

Instagram UNSAIN 

Cymru 

Tud 6 

Grŵp Facebook  

Llywodraeth leol 

Cwm Taf 

Tud 6 

Facebook 

Cwm Taf 

Morgannwg 

Tud 6 

Grŵp Facebook  

Swyddogion 

Cyfathrebu Cymru 

Tud 6 

Tudalen Facebook 

sefydlu cangen 

Tud 6 

Ymdrin â  

negeseuon a  

sylwadau FB 

Tud 6 

Gosod canllawiau 

cymuned 

Tud 6 

Amseru negeseuon 

cyfryngau 

cymdeithasol 

Tud 6 

Cadw’n ddiogel 

ar-lein 

Tud 6 

Sefydliad Good  

Things 

Tud 7 

Yno i Chi 

Tud 8 

Cylchlythyr Caerffili 

Tud 8 

Bwletin cyflog  

llywodraeth leol 

Cwm Taf 

Tud 9 

Canva 

Tud 10 

Gwefan  

genedlaethol 

UNSAIN 

Tud 10 

Gwefan UNSAIN 

Cymru 

Tud 10 

Gwefan rhwydwaith 

canghennau 

UNSAIN 

Tud 13 

Hysbysebion bws 

UNSAIN Caerffili x 3 

Tud 13 

Caerphilly  

Observer 

Tud 14 

Cwis Castell-need 

Port Talbot 

Tud 14 

Lumen5 

Tud 14 

Fideo Sir  

Pen-y-bont ar Ogwr 

Tud 14 

Fideo UGMPB  

Tud 14 

Fideo Iechyd Powys 

Canllawiau brandio UNSAIN:  



Gwaith gyda’r cyfryngau 

Mae swyddog y wasg UNSAIN Cymru, Rupert Denholm-Hall yn awyddus i gynnig cymorth i 

ganghennau yn eu hymgyrchoedd gyda chyngor ar gyfer y cyfryngau a chymorth gyda drafftio 

datganiadau i'r wasg a'u prawfddarllen. 

Os oes gennych chi stori’n ymwneud ag ymgyrch neu stori newyddion da yr hoffech roi 

cyhoeddusrwydd iddi, anfonwch e-bost ato r.denholm-hall@unison.co.uk 

Mae'r cyfryngau wrth eu bodd yn clywed llais aelodau go-iawn yn siarad am yr anawsterau y 

maent yn eu hwynebu. Mae astudiaethau achos aelodau yn ychwanegu lliw hanfodol at 

ddatganiadau i'r wasg UNSAIN, felly pan fyddwch chi'n ystyried rhoi cyhoeddusrwydd i stori, yn 

ogystal â dyfynnu ysgrifennydd y gangen, meddyliwch a oes aelod yr effeithir arno'n                              

uniongyrchol y gellir ei ddyfynnu ochr-yn-ochr â nhw hefyd. 
 

Beth sydd nesaf? 

Peidiwch â dim ond darllen y llawlyfr hwn; rydym am i chi siarad â swyddogion cyfathrebu eraill 

ar y Fforwm fel y gallwch chi glywed am eu hawgrymiadau a'u syniadau am arfer da. 

Ymunwch â grŵp Facebook swyddogion cyfathrebu yma a dewch i gyfarfodydd y Fforwm.                    

Fe welwn ni chi yno! facebook.com/groups/1676209732641286/ 

Mae yna hefyd grŵp WhatsApp y wasg a chyfathrebu UNISON Cymru fel y gallwch gadw’n 

gyfoes â’n holl waith gyda’r cyfryngau.  

Os oes gennych chi unrhyw gwestiynau am rôl swyddog cyfathrebu, cysylltwch ag                             

Alastair Gittins a.gittins@unison.co.uk 
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Ffyrdd creadigol o ymgysylltu ag aelodau 

Holwyd canghennau ynghylch rhai o’r ffyrdd yr oeddent yn ymgysylltu ag aelodau ac yn cynnig 

cefnogaeth i rai o’n gweithwyr allweddol prysur iawn: 

Bu canghennau’n danfon siocledi, coffi a gel llaw alcoholig i weithleoedd yn ystod y                  

pandemig. Gofynnwyd i weithwyr gofal i gysylltu â'r gangen os oedden nhw am gael pecyn 

byrbrydau, fel nad oedd angen iddyn nhw fynd i'r siopau. Mae hyn wedi galluogi'r gangen i 

wirio a diweddaru manylion aelodaeth. 

Yn ystod y cyfnod clo, dosbarthodd un gangen gwis i bob aelod, er mwyn dangos eu bod 

nhw nid yn unig yn meddwl am aelodau yn eu gweithleoedd, ond eu bod hefyd yn ystyried 

eu llesiant meddyliol. Dyma Gwis Penwythnos UNSAIN Castell-nedd Port Talbot o fis Mai 

2020: cymru-wales.unison.org.uk/content/uploads/sites/9/2020/05/NPT-Weekend-

Quiz.jpg 

Mynnwch ddolen i'ch cangen ar fewnrwyd y cyflogwr, fel y mae canghennau Coleg Gwent a 

Met Caerdydd, ymhlith eraill, wedi'i wneud. 

Gallech chi wneud ffilm fer ar gyfer eich cyfryngau cymdeithasol a’ch gwefan. Mae fideos 

yn cysylltu mewn ffordd nad yw postiadau eraill yn ei wneud. Gweler yr adran isod. 

 

Cynhyrchu ffilm fer 

Mae llawer o swyddogion cyfathrebu wedi elwa o hyfforddiant a noddwyd gan y Fforwm ar            

gynhyrchu fideos byr, yn ymwneud â ffilmio a golygu cyfweliadau i gamera ar ffôn clyfar (gan 

ddefnyddio’r ap golygu Quik, sydd am ddim). Hefyd fideos eglurhaol sy’n defnyddio cyfres o 

sleidiau a thestun i adrodd stori (gan ddefnyddio'r ap Lumen 5, sydd hefyd am ddim:                          

lumen5.com). 

Cynhyrchwyd y fideo eglurhaol doniol hwn o 2019 gan Mike Thomas, UNSAIN Sir                             

Pen-y-bont ar Ogwr i ennyn diddordeb a gwella cyswllt: bridgend.unison.site/unison-videos 

Dyma Matthew Cooling o Wynedd yn siarad i gamera am Ddiwrnod Rhyngwladol y 

Gweithwyr yn 2021: youtube.com/watch?v=ZkuCr-UDP34 

Cynhyrchodd Alex Oakey o gangen iechyd Powys ffilm yn 2020 yn pwysleisio pwysigrwydd 

yr angen i weithwyr gofal iechyd ofalu amdanynt eu hunain er mwyn osgoi llosgi allan yn 

ystod y pandemig, ac yn annog aelodau i gymryd eu gwyliau blynyddol. Gwyliwch ei ffilm 

yma: youtube.com/watch?v=fKNPQPdVz4M 

Ddim yn teimlo mor uchelgeisiol â nhw? Dim problem, ffordd haws o wneud argraff gyda 

ffilm fyddai recordio swyddog cangen yn siarad i gamera am ymgyrch gyfredol. Does neb  

yn poeni os yw'r fideos ychydig yn ddi-rae. 
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Mathau eraill o hysbysebu 

Ydych chi erioed wedi meddwl hysbysebu eich cangen ar hysbysfyrddau, ar fysiau lleol neu yn  

y papur newydd? Mae hyn yn haws nag y gallech feddwl; nid yw'r costau'n ormodol ac mae 

llawer o gyngor defnyddiol ar gael gan ganghennau eraill yng Nghymru. 

 

 

Llawlyfr UNSAIN Cymru Wales ar gyfer Swyddogion Cyfathrebu newydd  13 

Astudiaeth Achos: Hysbysebion bws a phapur newydd UNSAIN Caerffili, Haf 2020 

Mae ein canghennau yn Siroedd Caerffili a Chaerdydd wedi hysbysebu ar fysiau. 

Cyflwynodd cangen Caerffili gais i’r gronfa ranbarthol i ganiatáu hysbysebu UNSAIN ar ochr 

bysiau lleol ac ar dudalen flaen y papur lleol. Costau hysbysebu am wyth wythnos oedd: 

Chwe bws Stagecoach yn teithio allan o ddepo Caerffili gydag UNSAIN yn hysbysebu ar 

yr ochr ac ar y cefn - £5,700 

Hysbyseb ar dudalen flaen y Caerphilly Observer - £500 

Hwb Facebook - £80 

Mae lluniau o hysbysebion Caerffili i’w gweld yma: 

Lluniau bws: 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

(Ychydig allan o ffocws) cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/

PoP_B1516Y_1.jpg 

Tudalen flaen y Caerphilly Observer: cymru-wales.unison.org.uk/content/uploads/

sites/9/2020/10/CO_240920_01.jpg 

Cynorthwywyd y gangen i ddylunio'r hysbysebion gan gydweithwyr Canolfan UNSAIN. 

Golygodd talu £80 am hysbyseb Facebook bod postiad y gangen wedi cyrraedd 25,000 o 

bobl ac wedi denu 1,500 o ymwelwyr newydd i’r wefan, gan roi hwb aruthrol i aelodaeth. 

Gofynnodd y gangen am ddyfynbris ar gyfer hysbysebion ar bob bws Stagecoach yng 

Nghymru ar 95% o lwybrau, a’r gost fyddai £49k ar gyfer ymgyrch wyth wythnos (prisiau 

2020). 

Am fwy o wybodaeth am ddefnyddio cyfryngau cymdeithasol, gweler tudalennau 6 a 7.  

https://cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/PoP_B1514Y_1.jpg
https://cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/PoP_B1514Y_1.jpg
https://cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/PoP_B1515Y_1.jpg
https://cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/PoP_B1516Y_1.jpg
https://cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/PoP_B1516Y_1.jpg
https://cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/CO_240920_01.jpg
https://cymru-wales.unison.org.uk/content/uploads/sites/9/2020/10/CO_240920_01.jpg


Gweithio yn Gymraeg a Saesneg 

Os yw eich cangen yn cynnwys siaradwyr Cymraeg iaith gyntaf yn ogystal â Saesneg, gallwch 

gynhyrchu deunyddiau dwyieithog i gyfathrebu â nhw. Os nad oes gan eich cangen yr amser 

na'r sgiliau i wneud hyn, defnyddiwch gyfieithydd proffesiynol. Mae UNSAIN Cymru yn                           

defnyddio Geoff Jones cyfieithu.gwynlais@gmail.com. 

Apiau ffôn symudol y gangen 

Gan nad ydym yn gweld cymaint o'n gilydd wrth i ni ddod allan o'r pandemig, mae technoleg yn 

dod yn bwysicach nag erioed i gadw mewn cysylltiad. 

Mae gan bedair cangen ap ffôn symudol, sy'n costio tua £1,000 y flwyddyn iddynt. Mae'r apiau 

ffôn wedyn ar gael i aelodau ar Google Play ac Apple Store. Bob chwe mis, mae cangen                      

Aneurin Bevan yn cynnal ymgyrch i sicrhau bod pob aelod yn ymgysylltu â'u ap ffôn. 
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E-bostio aelodau 

Er mwyn cydymffurfio â rheolau diogelu data, dylai swyddogion cyfathrebu ddefnyddio teclyn                

e-bostio system aelodaeth UNSAIN i anfon e-byst at aelodau'r gangen, yn hytrach na'ch 

rhestrau gohebu eich hun. 

Mae hyfforddiant e-ddysgu ar gael ar gyfer teclyn e-bostio WARMs presennol UNSAIN, a bydd 

WARMs yn cael ei ddisodli gan system Merlin cyn bo hir. 

Mae rhai canghennau wedi canfod bod e-bost yn fwy effeithiol o ran cysylltu ag aelodau na 

chyfryngau cymdeithasol. Mae e-bostio yn ffordd wych o ofyn i aelodau i ddiweddaru eu  

manylion cysylltu.  

Byddem yn argymell bod canghennau’n cadw mewn cysylltiad â’u haelodau yn rheolaidd, i roi 

gwybod iddynt beth yr ydych yn ei wneud. Mae'n well anfon e-byst byr bob wythnos neu ddwy 

yn hytrach nag e-bost hir bob chwe mis. Peidiwch â gorlwytho aelodau trwy anfon e-byst atynt 

fwy nag unwaith yr wythnos. 

Gallwch chi ddal sylw'r darllenydd gyda'r pwnc. Mae cangen Llywodraeth Leol Cwm Taf yn                   

annog pobl i ddarllen yr e-bost cyfan drwy osod cwis gyda gwobr ar y diwedd lle mae’r ateb yn 

seiliedig ar gynnwys yr e-bost. Maent hefyd wedi cynnig nwyddau am ddim trwy e-bost yn unig, 

megis darparu gwyntyll desg ar gyfer aelodau benywaidd sy'n mynd trwy'r menopos. 
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Gwefan y gangen 

Efallai y bydd aelodau’n defnyddio cyfryngau cymdeithasol yn amlach, ond mae gwefan 

cangen yn wych ar gyfer darparu hyb gwybodaeth i aelodau sy’n ymchwilio ychydig yn ddyfnach 

i’r hyn y gall y gangen ei ddarparu, yn ogystal â gwybodaeth am bwy yw swyddogion y gangen. 

Mae bod â gwefan cangen hefyd yn bwysig oherwydd nid ydym yn berchen ar gyfryngau 

cymdeithasol, a gallai Facebook ddileu neu rwystro cyfrifon ar unrhyw adeg. Rydym hefyd ar 

drugaredd algorithmau Facebook. Gallwch ddefnyddio cyfryngau cymdeithasol eich cangen i 

yrru pobl i'ch gwefan. 

Mae UNSAIN yn cynnig cyfle i ganghennau adeiladu gwefan yn seiliedig ar fformat a diwyg 

safle Canolfan UNSAIN a gwefan UNSAIN Cymru.. 

unison.org.uk/ 

cymru-wales.unison.org.uk/ 

 

 

Maent yn ddeniadol, yn hawdd i'w llywio a'u cynnal. Dydyn nhw ddim yn costio llawer iawn o 

arian. Rydym yn argymell yn gryf eich bod yn dilyn y llwybr hwn os ydych yn chwilio am wefan  

ar gyfer eich cangen. Rhagor o fanylion yma: 

https://unison.site/ 

Mae UNSAIN Cymru wedi noddi cyrsiau creu gwefannau yn y gorffennol. Mae'r gwaith cefndir 

rydym wedi'i wneud yn caniatáu i'r gwefannau fod yn ddwyieithog. 

Er mwyn bod yn effeithiol, dylid diweddaru gwefannau o leiaf bob ychydig wythnosau. Mae dod 

o hyd i gynnwys newydd, diddorol yn haws nag y byddech chi’n meddwl. Gallech ysgrifennu 

blog misol gydag ysgrifennydd y gangen neu gyda swyddogion eraill o bwyllgor gwaith y 

gangen, yn eu cyflwyno nhw a’u rolau; gallwch gofnodi dyddiadau eich cyfarfodydd, y CCB a 

digwyddiadau cymdeithasol y gangen. Gallwch uwchlwytho lluniau o'r digwyddiadau hyn a                 

diolch i bobl am fynychu yn ogystal â thrafod ymgyrchoedd lleol. 
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Wrth gynllunio cylchlythyr ystyriwch y canlynol: 

Beth yw’r amcan? Gallai amcanion gynnwys recriwtio aelodau newydd, cynyddu                  

gweithgarwch a gwella amodau gwaith 

Pwy yw'r darllenydd? Mae’n debygol y byddwch chi am deilwra'ch neges yn dibynnu ar y 

gynulleidfa. Er enghraifft, gall yr hyn yr ydych yn ei ysgrifennu fod yn wahanol os ydych yn 

targedu aelodau gweithredol neu aelodau sydd ddim yn chwarae rhan yng                           

ngweithgareddau’r undeb, neu ddarpar aelodau o UNSAIN 

Pa mor rheolaidd y dylid cynhyrchu cylchlythyrau? Mae digon o alwadau ar eich amser, felly 

mae'n annhebygol y byddwch yn gallu cynhyrchu cylchlythyr yn amlach na thair neu bedair 

gwaith y flwyddyn 

Rhaid i'r cynnwys fod yn ddiddorol a dylai'r dyluniad fod yn ddeniadol. Cadwch at ffont a 

maint cyson. Mae Canva.com yn declyn dylunio ar-lein rhagorol, ac mae am ddim; mae’n 

cynnwys dyluniadau templed parod ar gyfer cylchlythyrau 

Mae canghennau wedi awgrymu syniadau defnyddiol eraill i ddenu darllenwyr (yn ogystal â 

helpu’r gangen i ymgysylltu): 

Defnyddiwch gystadleuaeth mewn cylchlythyrau fel ffordd arall o ddiweddaru manylion 

cyswllt aelodau: cyfle i ennill taleb os ydych yn diweddaru’ch manylion 

Cynhaliodd un gangen iechyd gystadleuaeth Dywedwch eich stori GIG wrthym i ennill taleb 

£50; bydd yr ymatebion yn ffurfio un cylchlythyr 
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Cylchlythyrau 

Lle mae gan ganghennau fynediad hawdd i weithleoedd a lle nad yw'r aelodau hynny o staff yn 

defnyddio cyfrifiaduron yn eu gwaith, mae copïau o gylchlythyrau papur wedi’u gadael yn y 

depo neu'r lle bwyta neu wedi'u pinio i hysbysfyrddau yn ffordd dda o gyfleu pa mor weithgar 

mae'r gangen wedi bod. 

Wrth gyrraedd aelodau eraill UNSAIN, mae'n debyg y byddech chi'n dewis gwneud eich 

cylchlythyrau'n electronig, fel eu bod yn cael eu huwchlwytho i wefan a chyfryngau 

cymdeithasol eich cangen. Wedyn byddai dolen i'r cylchlythyr yn ymddangos mewn e-byst i                

aelodau (yn hytrach nag fel atodiad a allai gael ei rwystro gan system TG eich cyflogwr). 

Gallwch fwrw golwg ar enghraifft o gylchlythyr gan gangen Sir Caerffili, Haf 2022: 

 

 

 

 

 

 

 

 

Gallwch weld cylchlythyr Caerffili yn ei gyfanrwydd yma: cymru-wales.unison.org.uk/content/

uploads/sites/9/2022/09/Caerphilly-Newsletter.pdf 

Dyma fwletin cyflog cangen Ardal Llywodraeth Leol Cwm Taf, Haf 2022: 

 

 

 

 

 

 

 

Gallwch weld bwletin cyflog cangen Ardal Llywodraeth Leol Cwm Taf yn llawn yma: cymru-

wales.unison.org.uk/content/uploads/sites/9/2022/09/Cwm-Taf-LG-area-pay-bulletin-

summer-22.pdf 
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Beth allwch chi ei bostio? Diweddaru cyfryngau cymdeithasol yn rheolaidd 

I fod yn effeithiol, dylech fod yn postio bob ychydig ddyddiau. Rydych chi'n postio ar ran y 

gangen, nid eich barn bersonol chi. Yn ogystal â phostio gwybodaeth am / gan eich cangen, 

gallech ystyried y canlynol: 

Proffil byr, cadarnhaol o swyddogion y gangen / aelodau’r gangen 

Rhannu straeon lleol am ‘bobl’ UNSAIN – fel cadeirydd y gangen a ddaliodd Covid-19 ac    

a ysgrifennodd am y gofal gwych a gafodd 

Mae lluniau o aelodau gyda'i gilydd y tu allan i'w gweithleoedd, neu'n cyflawni eu 

dyletswyddau yn dangos pa mor galed y maent yn gweithio, bob amser yn plesio 

Dangos y cymorth lles sydd ar gael i aelodau gyda dolen i'n tudalen we Yno i Chi: 

unison.org.uk/get-help/services-support/there-for-you/ 

I gael gwybodaeth ynghylch talu am hysbysebu ar Facebook, edrychwch ar yr adran ar fathau 

eraill o hysbysebu ar dudalen 13. 
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Astudiaeth achos UNSAIN Cymru - Lansio grŵp cyfryngau cymdeithasol cenedlaethol 

yn Nwy Prydain, Mehefin 2020 

Penderfynodd cynrychiolwyr UNSAIN yn Nwy Prydain eu bod angen ffordd o gyfathrebu'n 

genedlaethol fel un gydag aelodau pan gyhoeddodd y cwmni newidiadau sylweddol yn eu 

cytundebau. Roedd hyn yn arbennig o bwysig oherwydd bod cynrychiolwyr yn gweithio                  

gartref ac nid oedd ganddynt y mynediad arferol i'n haelodau. 

Gyda chymorth a chefnogaeth aelod o staff UNSAIN Cymru, sefydlodd y gangen Nwy grŵp 

aelodau preifat ar Facebook gan ddilyn y templed a ddechreuwyd gyda changen Felindre. 

Roedd tudalennau Aelodau Nwy Cenedlaethol UNSAIN ar Facebook, Twitter ac Instagram 

yn rhannu negeseuon cyhoeddus ac yn cysylltu â grŵp Facebook preifat. Mae’n rhaid i                   

aelodau ateb 3 chwestiwn (enw llawn, rhif aelodaeth, cangen) a chytuno i reolau’r grŵp cyn 

ymuno â’r grŵp preifat, ac mae’r gangen yn gwirio eu bod yn aelodau cyfredol cyn caniatáu 

iddynt ddod i mewn. 

Yn y grŵp, mae cynrychiolwyr yn gallu rhannu mwy o wybodaeth, ond y brif swyddogaeth, a’r 

hyn maen nhw wedi’i weld yn llwyddiannus, yw ei fod yn caniatáu i aelodau ofyn cwestiynau 

a dechrau sgyrsiau am yr hyn sy'n digwydd. Y swyddogion cyfathrebu ac ysgrifenyddion 

canghennau yw’r gweinyddwyr, felly mae'r dudalen yn cael ei monitro'n gyson a chaiff ei 

defnyddio gan gannoedd o aelodau. 

https://www.unison.org.uk/get-help/services-support/there-for-you/


Cyfryngau cymdeithasol 

Mae cyfryngau cymdeithasol yn arf allweddol wrth gyfathrebu ag aelodau. Mae llawer o 

ganghennau Cymru yn defnyddio Facebook, Twitter neu Instagram. Wrth ddewis pa blatfform 

cyfryngau cymdeithasol rydych am ei ddefnyddio’n rheolaidd ar gyfer postio negeseuon ar ran 

y gangen, gallwch edrych ar ba blatfform sy’n cael ei ddefnyddio amlaf gan eich aelodau. 

Ddim yn hyderus wrth ddefnyddio cyfryngau cymdeithasol a ddim yn gwybod ble i ddechrau? 

Cymerwch gipolwg ar bostiadau UNSAIN Cymru ar Facebook, Twitter ac Instagram.                       

facebook.com/unisoncymruwales                                                                                                      

twitter.com/unisonwales                                                                                                                             

instagram.com/unisoncymruwales 

Cymerwch olwg ar yr hyn y mae rhai o'n canghennau yn ei wneud:                                                               

Cwm Taf Local Government Area Branch: facebook.com/rctunison                                           

Cwm Taf Morgannwg Health Branch: facebook.com/CTMHealthBranch 

Mae yna dudalen Facebook ar gyfer swyddogion cyfathrebu lleyg UNSAIN Cymru:                                           

facebook.com/groups/1676209732641286/ 

Canllawiau UNSAIN: 

Canllaw cam-wrth-gam ar gyfer sefydlu tudalen Facebook ar gyfer eich cangen 

digital.unison.org.uk/news/2016/12/06/setting-unison-branch-facebook-page/ 

Ymdrin â negeseuon preifat a sylwadau ar Facebook 

digital.unison.org.uk/news/2016/04/18/listen/   

Sut i osod canllawiau cymunedol 

digital.unison.org.uk/news/2016/03/18/community-guidelines/ 

Offer ar-lein i'ch helpu i amseru rhyddhau postiadau cyfryngau cymdeithasol, er mwyn 

gwneud y defnydd gorau o'r amser sydd gennych chi  

digital.unison.org.uk/tools/#heading-3 

Cadw'n ddiogel ar-lein 

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

Ddim yn hyderus ar-lein ac eisiau gwella eich sgiliau cyfrifiadurol?   

Beth am fwrw golwg ar y cyrsiau Learn My Way am ddim sy'n cael eu cynnal gan Good 

Things Foundation: goodthingsfoundation.org/learn/learn-my-way/ 

Os nad yw e-ddysgu yn addas ar eich cyfer chi ac y byddai'n well gennych chi rywbeth dan 

arweiniad tiwtor ac sy'n fwy rhyngweithiol, gallwch gysylltu â thîm Union Learn                                   

UNSAIN: CymruWalesWULF@unison.co.uk 

Neu gallwch ofyn yn eich llyfrgell leol am hyfforddiant sy'n cael ei gynnal gan y cyngor. Gall 

y Fforwm Cyfathrebu noddi cyrsiau ar ddefnyddio cyfryngau cymdeithasol. 
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Pa fath o bethau fydd disgwyl i mi eu gwneud fel swyddog                     

cyfathrebu? 

Nid oes llawer o swyddogion cyfathrebu mewn canghennau wedi'u rhyddhau'n llawn-amser ar 

gyfer dyletswyddau undeb llafur, felly rydym yn gwybod bod cyfuno gwaith cyfathrebu â’ch 

swydd bob-dydd yn her. Gwirfoddolwyr ydyn ni, a dylech chi wneud yr hyn rydych chi'n                         

gyfforddus ei gyflawni. 

Wrth i chi dyfu i mewn i'r rôl, fe welwch yr hyn y gallech fod am ganolbwyntio arno, a bydd y 

llawlyfr hwn o gymorth. Nid yw'n rhestr ragnodol sy'n manylu ar beth sy’n rhaid i ganghennau ei 

wneud, ond yn hytrach canllaw sy’n dangos beth ellid ei wneud, a sut. 

Mae angen trefnu a chynllunio cyfathrebiadau effeithiol, fel eich bod yn gwybod beth sy'n cael 

ei anfon, pwy yw eich cynulleidfa a beth yw diben y cyfathrebiadau. Mae'n ddefnyddiol bod â 

strategaeth gyfathrebu, a gall y Fforwm Cyfathrebu helpu i ddatblygu cynllun sy'n ateb y 

cwestiynau canlynol: 

Beth yw eich amcanion / beth ydych chi am ei gyflawni? 

Pwy yw eich cynulleidfa (aelodau / darpar aelodau / y rhai sy'n cyflawni swyddi penodol / 

gwleidyddion a'r cyhoedd) a beth maen nhw eisiau ei glywed gennych chi? 

Beth yw eich neges? Beth yw'r ffordd orau o ymgysylltu â'ch cynulleidfa darged? 

Pa sianeli cyfathrebu ydych chi'n mynd i'w defnyddio? Wyneb-yn-wyneb mewn                         

gweithleoedd? Cyfryngau cymdeithasol? Cylchlythyrau? Gwefannau? 

Pa mor aml fyddwch chi'n defnyddio'r uchod i gyfathrebu, a beth sydd o fewn eich 

cyrraedd? 

Pryd fyddwch chi'n adolygu eich strategaeth ar gyfer cyfathrebu a sut ydych chi'n mesur ei 

llwyddiant? 

Os cytunwyd ar gyllideb, gwnewch yn siŵr eich bod yn cadw oddi mewn iddi. 

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. 

 

Mentora / cysgodi swyddog cyfathrebu mwy  

Gallwch gael eich paru â swyddog cyfathrebu UNSAIN Cymru mwy profiadol i glywed sut maen 

nhw'n ymwneud â'r rôl yn ein rhaglen fentora / cysgodi. Byddant yn eich tywys drwy'r gwahanol 

ffyrdd y maent yn ceisio cyrraedd aelodau a darpar aelodau, yn eich helpu i lunio strategaeth 

gyfathrebu sylfaenol, a byddant ar gael wrth i chi gymryd eich ychydig gamau cyntaf ym maes 

cyfathrebu.  

Cysylltwch ag Alastair Gittins a.gittins@unison.co.uk i ddysgu mwy. 
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Ydych chi awydd bod yn swyddog cyfathrebu ar gyfer cangen? 

Os ydych am fod yn swyddog cyfathrebu ar gyfer cangen, does dim angen i chi fod yn fedrus 

iawn o ran cyfryngau cymdeithasol, ysgrifennu cylchlythyrau, gwefannau neu waith gyda’r 

wasg. Y cyfan sydd ei angen yw diddordeb a brwdfrydedd ynghylch sut mae'ch cangen yn                 

cyfathrebu ag aelodau a darpar aelodau yn eich gweithle. Gall Fforwm Cyfathrebu UNSAIN a 

staff UNSAIN eich helpu gydag arweiniad a hyfforddiant gyda’r gweddill. 

Efallai y bydd rhai pobl yn poeni am ddod yn swyddog cyfathrebu. Fel Fforwm rydym am 

rymuso cydweithwyr trwy ddarparu gwybodaeth am yr holl arferion da sy'n digwydd mewn 

canghennau eraill yng Nghymru, yn ogystal â chynnig cefnogaeth gyfeillgar. 

Beth yw Fforwm Cyfathrebu UNSAIN Cymru? 

Mae’r Fforwm yn cynnwys swyddogion cyfathrebu lleyg – pobl fel chi – o ganghennau ledled 

Cymru, gyda chadeirydd lleyg etholedig, Terry Evans ac is-gadeirydd, Helen Doughty. Mae'n 

cael ei gydlynu gan aelod o staff UNSAIN, Alastair Gittins. Rydym yn cyfarfod deirgwaith y   

flwyddyn ac yn noddi amrywiaeth o ddigwyddiadau hyfforddi. Rydym hefyd yn cynnal                             

penwythnos hyfforddiant preswyl bob blwyddyn. 

Mae'r Fforwm yn annog pob cangen i fod â swyddog cyfathrebu penodol, ynghyd â strategaeth 

ar gyfer cyfathrebu. Mae hyn yn ganolog i waith recriwtio a dargadwedd ac ymgyrchu                           

cyffredinol unrhyw gangen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Os oes gennych chi ddiddordeb mewn bod yn swyddog cyfathrebu, y peth cyntaf i'w wneud 

byddai cysylltu â’r aelod staff UNSAIN, Alastair Gittins, a.gittins@unison.co.uk fydd yn gallu           

ateb unrhyw gwestiynau, rhoi gwybod i chi am ddyddiadau ein cyfarfodydd, eich ychwanegu at 

ein rhestr ohebiaeth e-bost a'ch rhoi mewn cysylltiad â phobl sy'n gwneud yr un rôl. 

Mae'r Cadeirydd,                         
Terry Evans, yn gweithio ym 
maes cynnal a chadw 
priffyrdd gyda Chyngor               
Bwrdeistref Sirol Rhondda 
Cynon Taf 

Mae'r Is-gadeirydd,                       
Helen Doughty, yn gweithio 
ym maes reprograffeg gyda 
Chyngor Sir Ceredigion 

Alastair Gittins yw aelod o 
staff UNSAIN Cymru sy'n 
cydlynu'r Fforwm 
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