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1. Introduction 
 
1.1 The policy sets out how the Council manages communications both internally and 

externally and is intended to help employees/Members make appropriate decision 
about the use of both traditional forms of written and digital communications and the 
use of social media such as social networking platforms, forums, message boards, 
blogs or comments on web articles. 

 
1.2 The policy outlines the standards and protocols the Council require employees and 

Members to observe to ensure Council communications remain consistent, corporate 
and in line with the governance arrangements operate legally and protect the privacy, 
confidentiality and interests of the Council. 
 

1.3 The policy complements other Council policies notably the Code of Conduct and 
Data Protection/GDPR and should be considered alongside these policies when 
considering any relevant communication activity. 
 

1.4 Any breach of the policy will be dealt with under the Code of Conduct for Members 
and standard disciplinary procedures for employees. 
 

1.5 The Council has overall responsibility for the effective operation of the policy and the 
Clerk is responsible for monitoring and reviewing the operation of the policy on a 
regular basis. 
 

1.6 All communications (written, electronic or via social media) from the Council will meet 
the following criteria. It will: 
 

• be civil, professional and relevant; 

• not contain content that is knowingly unlawful, libellous, harassing, defamatory, 

abusive, threatening, harmful, obscene, profane, sexually orientated or racially 

offensive; 

• not contain content knowingly copied from elsewhere which the Council does not 

have the permission to share; 

• Never disclose commercially sensitive, personal or private or confidential 

information other than basic contact details unless agreed with the person 

referred to an in line with GDPR; 

• be moderated by the Clerk wherever possible; 

• not be used for the dissemination of any political advertising or lobbying. 
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2. Council Correspondence (including email) 
 
2.1 The central point of contact for the Council is the Parish Clerk, and it is to the Clerk 

that all correspondence for the parish council should be addressed either via paper 
copy or email. 

 
2.2 The Clerk should deal with all correspondence relating to Council business and 

ensure within the correspondence that it is written in their official capacity and has 
been authorised by the Council . 

 
2.3 Most official correspondence should be sent by the Clerk in the name of the  

council using council letter headed paper. For correspondence not sent by the  
Clerk, he/she/they must be provided with a copy. Where correspondence from the 
Clerk to a Member is copied to another person, the addressee should be made 
aware that a copy is being forwarded to that other person (e.g. copy to XX) 

 
2.4 With regard to email correspondence, the following should be observed: 
 

• All Council related email correspondence should be conducted via the approved 
email address provided (this will be via gov.uk email accounts when established 
to be managed and monitored by the Clerk). 

• Instant replies should not be expected from the Clerk unless the reasons for 
urgency are clearly stated. 

• Information for Members should normally be directed via the Clerk and regularly 
considered provided to Members as Correspondence. 

• All emails from Members to external parties or the public should be copied to the 
Clerk. 

• Wherever possible, Members should acknowledge their emails when requested 
to do so by the Clerk. 

 
3. Communications with the Public and Press 
 
3.1 The Clerk will clear all press reports and releases, or comments to the media, with the 

Chairman of the council or relevant delegated Member.  
 
3.2 Unless a Member has been authorised by the Council to speak to the media on a 

particular issue, Members who are asked for comment by the press should make it 
clear that it is a personal view and that it be clearly reported as such 
 

3.3 Unless a Member is reporting the view of the Council, they must make it clear to 
members of the public that they are expressing a personal view. 

 
3.4 If Members or employees receive a complaint from the public, this should be reported 

to the Clerk and dealt with under the Councils adopted complaints procedure. 
  

4. Social Media and Electronic Communication Platforms 

4.1 The Council recognises the importance of the internet and social media in shaping 
public thinking about the Council and the support and services we provide to the 
community. It also recognises the importance of the use of these digital platforms and 
tools in effectively providing information to local residents and shaping community 
conversation. However, Members and employees must be remain mindful of the 
nature of social media and its scale and capacity for misuse. Misuse of social media 
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websites can, in certain circumstances, constitute a criminal offence or otherwise give 
rise to legal liability against you and the Council. 

4.2 Any posting on any third party social media website in the name of the Council and on 
its behalf must be in accordance with the rules and scope of this policy. 

 
4.2 The Council currently has two social media/digital platforms for use to convey Council 

business and activity – the Council website and Facebook page. No other social 
media/digital platform in the name of the Council will be established unless agreed by 
Council. If approved, the Clerk will be responsible for establishing any new platform 
and managing thereafter. 

4.3 The Clerk will have sole editorial access to the website (alongside any contracted third 
party service provider) unless another Member/employee is approved by the Council 
to share editorial rights.  

4.4 The contents of the website will be regularly reviewed by the Clerk and include all the 
relevant information to the public required through legislation and be WCAG 2.1 
compliant. The website can include links to external websites for the benefit of local 
residents including Principal Authorities, relevant Government departments, local 
charities and service providers and local clubs, societies and interest groups. Any such 
links must accord to the third party consent and any relevant terms and conditions.  

4.5 The website must not include the following: 

• Articles or information affiliated to, or promoting any political organisation; 

• Commercial advertisements; 

• Publicity for any non-charitable fund raising event. 

4.6 All information published to the Council Facebook page must be posted by the Clerk. If 
a Member or employee wishes to share or publish any information via the Facebook 
page, he/she/they should forward the item to the Clerk for consideration prior to an 
subsequent posting. This includes sharing of posts from other Facebook accounts.   

4.7 The Council recognises the usefulness of group messaging platforms such as 
WhatsApp, Facebook Messenger and MS Teams. Any such groups established to 
coordinate and communicate Council business should be notified to the Clerk. 

4.8 The use of group messaging platforms should be limited to: 

• Practical information relating to Council business (including working groups) such 
as reminders of practical aspects of meetings, for example dates and times etc. 

• A tool for rapid communication for sharing information in the event of an emerging 
situation facing the parish eg. flooding  

4.9 Group messaging platforms should NOT be used for: 

• Day-to-day discussion of, and views on, Council policies and their implementation; 

• As evidence of agreement/disagreement; 

• An alternative to voting; 

• An agreement of a specific course of action or financial commitment by the Council; 

• Providing personal feedback to other Members 
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• Proposing agenda items, sharing papers and formal notifications eg. Declaration of 
interest or apologies for absence. 
 

5. Video-conferencing 
 
5.1 The use of video-conferencing (ie. MS Teams, Zoom) will not be used to conduct 

formal Council business unless external conditions restrict the ability to conduct in 
person meetings. 

5.2 If deemed suitable, video-conferencing can be used for other Council business if 
deemed appropriate by those participants involved eg. Working groups, training, 
meetings with external representatives. The Clerk and Chair should be informed of any 
such meetings in advance.  

 
6. Policy Review 
 
6.1 The Council recognises the fast paced nature of digital communications technology 

and will review the policy annually to ensure it meets legal requirements and reflects 
best practice. 

 
 
 
 
 
 
 
 
 
 
 


