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1. Input Sources

The following people and channels currently provide content and information for the
Chamber's social media:

Chamber Secretary Events calendar, admin updates Website calendar/admin inbox

Committee members News, events, announcements What§App EOUPIMEREELS 9
Caroline

Members Events, spotlights, business news = Google Form / social media tags

Lozel elipeiers & Cirencester events, local news Monitored by Caroline

websites

Facebook, Instagram, LinkedIn

Social media tags/ DMs = Member-submitted content DMs

2. Content Pillars

All content maps to one of five pillars. Every post should be assigned to a pillar before
scheduling:

*  What's On — upcoming Chamber and member events

*  Member Spotlights — who members are, what they do, what they love about the
Chamber

» Cirencester Events — local events, community news, what's happening in the town
» Business Tips & Networking — advice, insight, and networking guidance
* Business in the News — local and industry press relevant to members

3. Submission Process

Members

Members submit content via a Google Form. The form should capture:
» Event or announcement name
+ Date, time, and location (if applicable)
» Short description (2-3 sentences)
* Image upload (landscape, minimum 1080px wide)
*  Submitter name and contact email
Form responses feed automatically into the shared Dropbox content folder.



Committee

Committee members send updates to Caroline directly via the existing WhatsApp group.
Caroline monitors this daily and pulls relevant content into the content calendar.

Social Media Tags & DMs

When members tag the Chamber in posts or send DMs, Caroline reviews these and either
reshares directly or converts into a scheduled post. Members should be regularly reminded
via the newsletter to use the Google Form as the preferred submission route.

4. Storage

All content assets should be stored in the Chamber's Dropbox account, structured by pillar:
* Dropbox / Chamber Content / Whats-On /
* Dropbox / Chamber Content / Member-Spotlights /
* Dropbox / Chamber Content / Cirencester-Events /
* Dropbox / Chamber Content / Business-Tips /
* Dropbox / Chamber Content / Business-News /

Each folder should contain both the written copy and any associated images. The Chamber
website calendar (updated by the Secretary) remains the primary record for formal event
listings. A simple Google Sheet should be created to log member details and what content
they have submitted — this will serve as a lightweight CRM.

5. Tools in Use

I S S

Metricool Scheduling & analytics Caroline & Fran
Dropbox Central asset storage (to be activated) Secretary + Caroline
Google Forms Member content submissions Public link
Newsletter software

(Mailchimp TBC) Monthly member newsletter TBC

Chamber website

(WordPress TBC) Events calendar Secretary

WhatsApp Committee to Caroline comms Committee + Caroline



6. Publishing Schedule

rtom ot

Facebook 3x per week Same content across all 3 platforms currently
Instagram 3x per week Scheduled via Metricool

LinkedlIn 3x per week Consider more professional tone over time
Email newsletter Monthly Via newsletter software (Mailchimp TBC)
Engagement Daily Caroline responds/engages on other posts

7. Approval Process

Current process

Caroline McShane (Social Honeycomb) has full authority to publish content without
additional sign-off. This ensures speed and consistency given the committee's limited
availability.

Recommended process

For routine content (events, spotlights, tips, local news) — Caroline publishes directly via
Metricool. No additional approval required.

For sensitive content (member disputes, major policy announcements, politically sensitive
topics) — one named committee contact (recommended: Chair or Secretary) should be
given 24 hours to flag concerns before the post goes live. This protects the Chamber without
creating a bottleneck for day-to-day content.

8. Gaps & Recommendations

Gap identified Recommended fix

No central image storage Activate Dropbox, share with Secretary and Caroline

Create a simple Google Sheet: member name, business,

I (AL o IEEEr GRS contact, content submitted

Content arriving ad hoc via DMs & Redirect members to Google Form via regular newsletter
tags prompt

Standing agenda item at every meeting: 'What are we

Committee slow to provide content telling members this month?"

Consider tailoring LinkedIn to be more

Same content on all platforms ; : .
professional/business-focused over time



Gap identified Recommended fix

Nominate one committee contact (Chair or Secretary) for

N Tl Sl e 24hr review of sensitive posts only

This document should be reviewed every 6 months. Owner: Caroline McShane / Social Honeycomb.



