



Communications Policy

Aims
To establish clear, easy to use, channels of communication in relation to members of the public, other agencies, fellow members, the press and parish council staff.

The parish council aims to provide information on important matters affecting the community and to encourage informed comment from interested individuals and groups.

Parish councillors and the Clerk have a duty to represent, without bias, the interests of the whole community. They will always try to help with regard to matters relating to the parishes within the group. However they cannot respond to enquiries outside of Parish Council meetings other than to acknowledge such an enquiry.  
Means of Communication 

Website
In the interests of transparency and to provide electors with a clear picture of its activities, the Parish Council will publish information on the parish council website.  This will include parish council meeting agendas, the full minutes of parish council meetings and financial document.  Hard copies are always available by request to the clerk..

Notice boards
The notice boards at the Village Hall will display contact details for the parish clerk, the agenda/minutes for the next meeting, any statutory notices and other items of interest.  Due to limited space, more comprehensive information is available on the parish council website.

Agendas  
During every parish council meeting there is an opportunity for members of the public to comment on an item on the agenda at the start of the meeting or to raise a matter of concern for a future meeting at the end.  After the conclusion of the public speaking section however, members of the public are not permitted to contribute to further agenda items unless permission is granted by the Chairman.  Further details can be found in the Parish Council Meeting Standing Orders on the website.

Bernwode News

The Bernwode news, the village website, the village Facebook page are sometimes used for Parish Council Communications. All contributions should be approved by the Parish Council and Clerk unless an individual has been delegated to communicate on behalf of the Parish Council.
Correspondence  
· All correspondence to the parish council should normally be addressed, or passed on to the Clerk. This will ensure that the matter is recorded and passed to the parish council for their attention at the next meeting.
· All correspondence from parishioners to the Clerk, or to councillors, will be formally acknowledged within 5 days of receipt using the agreed wording or similar (see appendix 1) and a copy of the acknowledgement will be sent to other parish councillors/clerk. 
· Important correspondence to and from parishioners, legal advisers, contractors and our representative County Councillors etc. will be circulated to councillors and/or the clerk before the next meeting.

· The Clerk has a gatekeeper role in dealing with other correspondence (particularly circulars). A list of all correspondence received will be placed on the agenda. Councillors can request any of these items from  the Clerk.

· If a parishioner wishes a subject to be raised, and it is appropriate for discussion at a parish council meeting, then the Clerk will have to be notified seven days before the publication of the agenda.

· After the acknowledgement has been sent the parish council as a whole will determine the response, if any, to correspondence received. 
· The parish council reserve the right to not respond to any correspondents that are taking up a disproportionate amount of the Clerk’s time.  
· All official correspondence from the parish council should be sent by the Clerk in the name of the parish council.  Correspondence from individual parish councillors should be avoided; however, there may be exceptional situations when it is appropriate for a parish councillor to issue correspondence in his/her own name. Such correspondence must be authorised by, and circulated to, the parish council as a whole and the clerk.

· It is noted that there may be exceptional circumstances (for example health and safety issues) where these guidelines may be wavered.

· Council letterheaded paper must only be used to convey information that has been authorised by the parish council and must not be used to convey personal views. Council letterheaded paper is used by the Clerk and authorised councillors/committee members in the day to day running of the Parish Council and its interests.

Verbal Interaction
Parish Councillors are regularly approached by members of the community and listening to their concerns is an important part of the role. Councillors should –

· Refer the matter to the Clerk who will place the item on the agenda. In the case of health and safety or routine issues the clerk or councillor will deal with it and then communicate actions taken with other councillors/clerk. 

· Investigate the matter further, for clarity, having sought the guidance of the Clerk. 

· Unless a parish councillor (or the Clerk) is absolutely certain that he/she is reporting the view of the Council, they must make it clear to members of the public that they are expressing a personal view.  The only clear way of being aware of the council’s view is if the matter has been discussed at a parish council meeting, and a decision made on that particular issue/ item.

Communication with the Press and Public
The Clerk will clear all press reports, or comments to the media, in consultation with the Chairman.  The Clerk will be the first point of contact for the media; however, where it is appropriate for a councillor to represent the parish council, the Chairman or Vice-Chairman shall be authorised as the official spokesmen for the council. Individual councillors will not be permitted to issue media releases on behalf of the parish council unless this has been delegated to them.
Unless a parish councillor has been authorised by the council to speak to the media on a particular issue, parish councillors who are asked for comment by the press should make it clear that it is a personal view and ask that it be clearly reported as their personal view
Working party and Committee communication protocols

Parish Council Committees and working parties should adhere to this communication policy. The parish Council should be made aware of communication channels that are used by a committee and approve any formal communications made on behalf of the Parish Council.
Internal Communication

E-mails should be kept to a minimum and be appropriate to the work of the parish council. Decisions and discussion should not take place by email except in exceptional circumstances. Telephone calls should be kept to a minimum and be appropriate to the work of the Parish Council.

Social Media
The parish council does not currently have social media accounts. Use of social media to communicate with parishioners should be avoided other than that agreed at PC meetings. If it is agreed that these are accepted methods of promotion of the council’s activities in the future then this policy will be amended accordingly to incorporate this.
All methods of communication should- 

· be formal 

· be civil, tasteful and relevant 

· be concise 

· not disclose information which is confidential 

· reflect the views of the Parish Council not the individual 

· not contain content that is unlawful, libellous, harassing, defamatory, abusive, threatening, harmful, obscene, profane, sexually oriented or racially offensive 

· not promote political parties 

· not publicise personal information 

Adopted at the parish council meeting on……………….. 
Appendix 1

Date…………

Dear Mr / Mrs / Ms, ………..     (First names only if the Clerk is on first name terms with the sender)

Thank you for your communication dated …………

This will be forwarded to the Parish Councillors.

If the matter has not been dealt with beforehand it will be placed on the agenda for the next Parish Council Meeting. If your communication was not received in time for the next meeting it will be added to the agenda for the following meeting.

Yours sincerely,

…………………

Parish Clerk 


