WEST LAVINGTON PARISH COUNCIL
COMMUNICATION, CONSULTATION, AND ENGAGEMENT POLICY
This is our Communication, Consultation, and Engagement Policy Statement:

PURPOSE
This Policy is structured to show how effective communications and engagement can:
· help us achieve our overall organisational vision and objective;

· enable us to engage and consult effectively with stakeholders;

· ensure people understand what we say and do;
· demonstrate the success of our work;
· influence behaviour and perceptions where necessary.
This Policy should be read in conjunction with the Council’s Equalities and Inclusion Policy. Links are also provided to the Communications and Member/Officer relationships Protocols, and the Members’ Code of Conduct. The Council also recognises its obligations in The Wiltshire Compact and undertakes to meet them in regard to consulting and engaging whenever it is practicable to do so.

CONTEXT

West Lavington Parish Council, as the first tier of local government, is uniquely situated to provide a forum for understanding and supporting the needs of this community. It provides advocacy on behalf of its residents, uses linkages to other organisations to bring in services, or directly procures them itself. Liaison with Wiltshire Council, as the next tier, happens at all levels and there are linkages to health and social care as well. Day-to-day, the Council will seek solutions for the community, looking for skills and volunteers to make improvements to our surroundings or bringing particular neighbourhood issues to local attention to promote a better quality of life for all. Therefore, finding out what residents, businesses, groups and organisations think about the community around them, or what they may need themselves, is important if the Council is to properly represent their views to others or make good decisions itself.

Some years ago, this Council undertook a widespread programme of consultation whilst preparing the Village Design Statement, which to this day is a ‘material consideration’ in the planning and development control process. This is an example of how consultation was used to gather a wide range of opinion about how life in the community could be both protected and enhanced by controlled development and improvement. Now, a Neighbourhood Plan is being developed and again communication, consultation and engagement are it its heart.
Communication is about talking with people. Consultation is about getting a response to a message. It has to be a two way process and talking with people provides that process. Engagement is about building an ongoing relationship made up of both communication and consultation.
VISION AND OBJECTIVES
Vision
The Parish Council's core values are ones of openness, honesty, integrity and accessibility. It welcomes scrutiny, including that of the media, accepting it as fundamental to democracy and a characteristic of modern society.

The Vision of the Parish Council is:   
To promote a better quality of life for all within the parish, strengthening communities through participation and by encouraging a sense of belonging and inclusion.

Objectives
This Policy seeks to ensure all internal and external communications and community consultation are coordinated and consistent in support of the Vision in order to:

STAKEHOLDERS
Leadership
As a locally elected body, the Parish Council has a unique role within the parish and is increasingly being asked to perform a visible community leadership role by:

Essentially, Council leadership is not a traditional, top-down leadership, but involves the Council placing itself at the heart of the community and its activities, using all the tools at its disposal, and engaging stakeholders to make a difference. From time to time, the Council will critically review its activities and performance to identify strengths and areas requiring further improvement.
Internal relationships
If the Council does not communicate well internally it cannot expect to communicate well externally. Internal communications play a key role in ensuring that members and officers of the Council know the Council's plans, priorities and key messages.

Each needs to understand how their actions contribute to the overall achievement of the Council's Vision and Objectives, and how their behaviour and relationships affect the reputation, image and perception of the Council both internally and externally.

When considering sharing any communication, internally or externally, it should be set against the general presumption of openness and transparency and any decision not to share will need to justify an answer to the question ‘Why not?’, whilst taking into account Human Rights, Data Protection and Freedom of Information policies. 

The Council’s Communications Protocol can be found here:    
[image: image1.emf]CommunicationsProt ocol2014.doc


The relationship between councillors and officers is fundamental to the proper function of the Council. There are nationally accepted fundamental principles, or ‘Protocols’ that apply to this relationship regardless of the nature and size of a council. 
The West Lavington Parish Council Member/Officer Protocol can be found here:
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and the Members’ Code of Conduct can be found here:
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Community relationships
Communities within the Parish are diverse. They may be ‘communities of interest’ or spatial communities such as neighbourhoods, estates or individual streets.

Community engagement means connecting with the core of a community and using our understanding of it to develop and encourage relationships. If a council seeks to impose its own notions of what the community wants, or are perceived to be doing so, then it is unlikely to be a happy or productive experience for either.

All communication and consultation activity by the Council must, as far as practicable, be inclusive of the whole community, such as:

as well as associated agencies/institutions whose responsibilities affect the community, such as:


UNDERSTANDING WHAT WE SAY AND DO
Key Messages
Key messages are simple and clear ideas that link back to the Parish Council's objective and values and vision. So they should summarise the essence of what the Council wants to achieve. They seek to break down the Council's objectives into appropriate and relevant messages aimed at each of the various categories of stakeholder and they function as guiding principles for all the Council's communications. 
They will be communicated within the contents of the Council's leaflets, brochures, questionnaires and website, and also in media interviews or conversations with stakeholders. ‘Key messages and public contact’ will feature on every agenda of the Parish Council.
How we do it
The Parish Council will continue to find new and innovative ways of obtaining wider feedback from stakeholders. We do this knowing that not everyone engages in the same way, so using a variety of communication methods in plain language is likely to bring a broader and therefore more representative response.
The choice of communication methods and materials will be proportional to the subject and available resources and we will seek to avoid ‘consultation fatigue’ in the community that can arise from poor timing or too much consultation.
The choices may include all or some of these:


The Council’s Social Media Policy is here: 
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The information provided by the Council will be sufficient for any issue to receive an informed response, or it will provide links to other sources of information and advice from which a greater understanding can be reached.

A single point of contact will be published to which responses should be made, and a de-personalised analysis of those responses will be published.
We will challenge inaccurate public or media comment in a timely, accurate, and proportional way.
RESOURCING AND PERFORMANCE
Budgeting
The Council recognises that costs will arise in respect of all or some of the following: 

Tasking
Groups and individuals, including the Clerk, will need to engage from time to time in one or more of these tasks:

· Preparation of project-specific communication plans
· Preparation and graphic design of leaflets, questionnaires, posters
· Preparation of media releases and village magazine articles
· Identification of ‘Talking Heads’ for public meetings/media interviews (Chairman of Parish Council/Clerk/Chairman of committee)

· Booking of venues for public meetings

· Maintenance of consultation schedule

· Management/coordination of any house to house drop

· Preparation and maintenance of web-site entries and social media
· Collation and analysis of all feedback
· Monitoring of media
· Internal communication

The list is not exhaustive.

Outcomes
Successful engagement with stakeholders will enable the Council to better:

Evaluation 


The Council will receive evaluation reports to include quantitative and qualitative data, and maintain its Risk Register accordingly.
Further advice and guidance, developed from a national good practice guide, is in a ‘toolbox’ available at this link:  
                  
[image: image5.emf]Communications  toolkit.doc


                                                                                 Date approved: May 2014        Date for review: June 2016
The Parish Council is committed to making the best quality plans and decisions that are possible with the knowledge and resources available at the time. Most will be informed by consultation. To do this, and meet its stated Vision, the Council will design the most appropriate process to ensure residents, businesses, groups or organisations that may be materially affected have the opportunity to influence the outcome. Throughout all it does, the Council will continually communicate and engage with the community. 








Engage stakeholders


Strengthen the community


Encourage a sense of belonging 


Encourage inclusion


Identify solutions 


Seek skills and volunteers 





Bring neighbourhood issues to attention 


Improve understanding and transparency 


Provide value for money


Keep the community informed


Keep members of the Council and officers informed








Engaging with residents


Creating a vision for their localities.








Bringing partners together


Joining up local services


Exercising influence in developing a shared local agenda for local services,








Medical establishments


Farming community


The young


The elderly


The vulnerable (people who are not young, old, disabled but perhaps vulnerable due to their lifestyle)


Voluntary bodies active in the neighbourhood








Residents


Those that work in the Parish


Those that visit the Parish


Businesses


Places of worship


Schools








Ministry of Defence


Wiltshire Council


Local member of Parliament


Adjoining parish councils


Environment Agency


Natural England


English Heritage


The Homes and Communities Agency








Network Rail Infrastructure Limited


The Highways Agency


Telecommunications operators


Electricity and gas suppliers


Water and sewerage providers


NHS Wiltshire/Clinical Commissioning Group


Bodies which represent the interests of different racial, ethnic, national, religious or business groups 


Bodies which represent the interests of the disabled 








Through its own Members’ activities in the community


Responding to requests for information or advice 


Attending Area Board meetings and similar public fora 


Encouraging volunteering and putting on voluntary activities for public participation 


Making links to those other organisations and ‘communities of interest’ supporting the most vulnerable in the community


Providing a guide to what the Council does


Maintaining good internal communications 








‘Walking and talking’ with interested parties


Writing to or e-mailing all those who may have previously expressed an interest 


Putting up posters, including using the Council’s own Notice board


Delivering flyers/leaflets


Using IT – website, social media, e-mail


Putting notices in newsletters or magazines


Using local newspapers, radio and television 


Holding public meetings


Employing photography 


At the Annual Parish Meeting











Internal communication


Printing of leaflets


Graphic design


Printing of questionnaires


Photocopying


Postage








Telephone use


Hire of public meeting venues


Refreshments (if any) at public meetings


Incentives to encourage participation 


Any ‘paid for’ media/magazine publicity


A contingency for miscellaneous communications costs








Represent the collective need and opportunities when dealing with other statutory bodies


Understand the need for sustainable community-led plans and act as guardians of them


Promote use of such powers as the General Power of Competence


Develop and protect the reputation of the council.


Use the precept to meet community needs.








Understand the needs of the community


Emphasise the significance of neighbourhood planning


Link community planning to spatial planning 


Understand the viability of local assets and service provision








Perceived reputation/image of the Council


Extent of community engagement in consultation


Public views including those within social media 








Extent of public participation at public events including Parish Council meetings


Levels of public participation/volunteering


Tone and nature of any media coverage


Views of councillors/officers 
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WEST LAVINGTON PARISH COUNCIL


MEMBER/OFFICER PROTOCOL

Mutual trust and respect between councillors and employees (officers of the council) are essential to ensure good governance and the effective running of the council.  A written protocol helps ensure that relationships do not go awry. This Protocol, drawn from a national model, therefore covers:


· The respective roles and responsibilities of the councillors and the clerk;


· Relationships between councillors and officers;


· Where/who the clerk should go to if they have concerns;


· Who is responsible for making decisions.

1.
Background


1.1
This protocol is intended to assist councillors and the clerk, in approaching some of the sensitive circumstances which arise in a challenging working environment.


1.2
The reputation and integrity of the council is significantly influenced by the effectiveness of councillors and the clerk working together to support each other’s roles.  


1.3
The aim is effective and professional working relationships characterised by mutual trust, respect and courtesy.  Close personal familiarity should be avoided. 


2.
Roles of councillors and employees


2.1
The respective roles of councillors and employees can be summarised as follows:


· Councillors and officers are servants of the public and they are indispensable to one and other, but their responsibilities are distinct.  

· Councillors are responsible to the electorate and serve only for their term of office.  

· Officers are responsible to the council.  Their job is to give advice to councillors and to the council, and to carry out the council’s work under the direction and control of the council and relevant committees.


2.2
Councillors

2.2.2 
Councillors have four main areas of responsibility:


· To determine council policy and provide community leadership;


· To monitor and review council performance in implementing policies and delivering services;


· To represent the council externally; and


· To act as advocates for their constituents.


2.2.3   
All councillors have the same rights and obligations in their relationship with the clerk, regardless of their status and should be treated equally.


2.2.4 
Councillors should not involve themselves in the day to day running of the council. This is the clerk’s responsibility, and the clerk will be acting on instructions from the council or its committees, within an agreed job description.


2.3
Chairmen and Vice-Chairmen of committees


Committee chairmen and vice-chairmen have additional responsibilities as delegated by the Council. These responsibilities mean that their relationships with employees may be different and more complex than those of other councillors.  However, they must still respect the impartiality of officers and must not ask them to undertake work or anything else which would prejudice their impartiality.


2.4
Officers


The role of officers is to give advice and information to councillors and to implement the policies determined by the council. In giving such advice to councillors, and in preparing and presenting reports, it is the responsibility of the officer to express his/her own professional views and recommendations.  An officer may report the views of individual councillors on an issue, but the recommendation should be the officer’s own.  If a councillor wishes to express a contrary view they should not pressurise the officer to make a recommendation contrary to the officer’s professional view, nor victimise an officer for discharging his/her responsibilities.


3.
Expectations


3.1 All councillors can expect:


· A commitment from officers to the council as a whole, and not to any individual councillor, group of councillor’s or political group;


· A working partnership;


· Officers to understand and support respective roles, workloads and pressures;


· A timely response from officers to enquiries and complaints;


· Officer’s professional advice, not influenced by political views or personal preferences; 


· Timely, up to date, information on matters that can reasonably be considered appropriate and relevant to their needs, having regard to any individual responsibilities or positions that they hold;


· Officers to be aware of and sensitive to the public and political environment locally;


· Respect, courtesy, integrity and appropriate confidentiality from officers;


· Training and development opportunities to help them carry out their role effectively;


· Not to have personal issues raised with them by officers outside the council’s agreed procedures;


· That officers will not use their contact with councillors to advance their personal interests or to influence decisions improperly;


3.2 Officers can expect from councillors:


· A working partnership;


· An understanding of, and support for, respective roles, workloads and pressures;


· Leadership and direction;


· Respect, courtesy, integrity and appropriate confidentiality;


· Not to be bullied or to be put under undue pressure;


· That councillors will not use their position or relationship with officers to advance their personal interests or those of others or to influence decisions improperly;


· That councillors will at all times comply with the council’s adopted Code of Conduct.


3.3 Some General Principles:


· Close personal relationships between councillors and officers can confuse their separate roles and get in the way of the proper conduct of council business, not least by creating a perception in others that a particular councillor or officer is getting preferential treatment.


· Special relationships with particular individuals should be avoided as it can create suspicion that an employee favours that councillor above others.  


4. If things go wrong


Procedure for officers:

4.1
From time to time the relationship between councillors and the clerk (or other employees) may break down or become strained.  Whilst it is always preferable to resolve matters informally, through conciliation by an appropriate third party, it is important that the council adopts a formal grievance protocol or procedure.  


4.2
The district or unitary council’s Monitoring Officer may be able to offer a mediation/conciliation role or it may be necessary to seek independent advice. For example, the Society of Local Council Clerks may be able to provide an independent person.  The chairman of the council should not attempt to deal with grievances or work related performance or line management issues on their own.  The council should delegate authority to a small group of councillors to deal with all personnel matters. 


4.3 The law requires all employers to have disciplinary and grievance procedures.  Adopting a grievance procedure enables individual employees to raise concerns, problems or complaints about their employment in an open and fair way.  


Procedure for councillors:


4.5
If a councillor is dissatisfied with the conduct, behaviour or performance of the clerk or another employee, the matter should be reported to the chairman and then raised with the clerk in the first instance.  If the matter cannot be resolved informally, it may be necessary to invoke the council’s disciplinary procedure.                                Approved:
 May 2014       Date for Review:      May 2017
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WEST LAVINGTON PARISH COUNCIL

Code of Conduct


You are a member or co-opted member of West Lavington Parish Council and hence you shall have regard to the following principles - selflessness, integrity, objectivity, accountability, openness, honesty and leadership.

You must promote and support high standards of conduct when serving in your public post, in particular as characterised by the following requirements, by leadership and example.

Accordingly, when acting in your capacity as a member or co-opted member:

1. You must act solely in the public interest and should never improperly confer an advantage or disadvantage on any person or act to gain financial or other material benefits for yourself, your family, a friend or close associate.


2. You must not place yourself under a financial or other obligation to outside individuals or organisations that might seek to influence you in the performance of your official duties.


3. When carrying out your public duties you must make all choices, such as making public appointments, awarding contracts or recommending individuals for rewards or benefits, on merit. 

4. You are accountable for your decisions to the public and you must co-operate fully with whatever scrutiny is appropriate to your office.


5. You must be as open as possible about your decisions and actions and the decisions and actions of your authority, and should be prepared to give reasons for those decisions and actions.


6. You must declare any private interests, both pecuniary and non-pecuniary, that relate to your public duties, and must take steps to resolve any conflicts arising in a way that protects the public interest, including registering and declaring interests in a manner conforming with the procedures set out below.


7. You must, when using or authorising the use by others of the resources of your authority, ensure that such resources are not used improperly for political purposes (including party political purposes) and you must have regard to any applicable Local Authority Code of Publicity made under the Local Government Act 1986.

8. You must act in such a way that a reasonable person would regard as respectful and not act in a way which a reasonable person would regard as bullying or intimidatory. 


Registering and declaring pecuniary and non-pecuniary interests

9. You must, within 28 days of taking office as a member or co-opted member, notify your authority’s monitoring officer of any disclosable pecuniary interest as defined by regulations made by the Secretary of State, where the pecuniary interest is yours, your spouse’s or civil partner’s, or is the pecuniary interest of somebody with whom you are living as a husband of wife, or as if you were civil partners.


10. In addition, you must, within 28 days of taking office as a member or co-opted member, notify your authority’s monitoring officer of any disclosable pecuniary or non- pecuniary interests which your authority has decided should be included in the register.


11. If an interest has not been entered onto the authority’s register you must disclose the interest to any meeting of the authority at which you are present, where you have a disclosable interest in any matter being considered and where the matter is not a sensitive interest.


12. Following any disclosure of an interest which is not on the authority’s register or the subject of pending notification, you must notify the monitoring officer of the interest within 28 days beginning with the date of disclosure.

13. Unless dispensation has been granted, you may not participate in any discussion of, vote on, or discharge any function related to any matter in which you have a pecuniary interest as defined by regulations made by the Secretary of State.  Additionally, you must observe the restrictions your authority places on your involvement in matters where you have a pecuniary or non-pecuniary interest as defined by your authority.


Non-pecuniary interests



The Council has resolved to include non-pecuniary interests in those matters that should be declared by its Members. Those interests are deemed to be:



14. Any body of which the councillor is a member or in a position of general control or management and to which the councillor is appointed or nominated by the Council;


15. Any body exercising functions of a public nature of which the councillor is a member or in a position of general control or management;


16. Any body directed to charitable purposes of which the councillor is a member or in a position of general control or management;


17. Any body one of whose principal purposes includes the influence of public opinion or policy (including any political party or trade union) of which the councillor is a member or in a position of general control or management.



It should be noted that standing orders do not require a councillor to restrict their involvement in speaking or voting, or to leave the room or chamber where there is a non-pecuniary interest in the business being conducted, unless the councillor decides to do so in other special circumstances. 

Code of Conduct May 2013

Page 2 of 2
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Social Media Policy


This is the Social Media Policy Statement of WEST LAVINGTON PARISH COUNCIL:



What is ‘social media’?


1 Social media is the use of web-based and mobile technology to create and exchange information between individuals, organisations and communities. The primary reasons for the use of social media are time sensitive communications, community engagement or as marketing information for initiatives.

application

2 This is a high level policy which is intended to be used by councillors, employees, contractors and third parties that wish to utilise social media on behalf of the Council or to communicate with it. The policy covers the posting of comments by Councillors and Staff on Council and other social media sites together with the standards and etiquette expected of public and other contributors.

3 This policy enables effective use of social media whilst protecting the organisation's business information and any client or customer information within its custody or safekeeping by safeguarding its confidentiality, integrity and availability.


4 Specifically this policy deals with protecting the reputational integrity of the Council and provides an appropriate level of awareness, knowledge and skill to minimise the occurrence and severity of information security and reputation management incidents.


5 This Policy should be read in conjunction with the Council’s Members’ Code of Conduct and the Member/Officer Protocol, together with the Consultation, Communications and Engagement Policy.

Site set-up

6 All social media internet sites operated for the Council must be approved by the Council, and the Clerk will be the site administrator.


7 The site administrator will be responsible for monitoring, responding, upkeep and content of any social media material within the sites.


8 Where possible the sites must ensure that they meet the Council’s Equalities policy (e.g. in relation to accessibility standards) and related policies.


9 The Council will continue to have its primary presence and engagement on the Internet through its main website and wherever possible all referenced information will be made available on the main website, or those of partner organisations. 


10 Where possible there should be a link on the relevant council web page to the relevant social media platform and vice versa.


CONTENT

11 All the Council’s Social Media sites are subject to the Freedom of Information Act (FOI) and Data Protection Act (DP). The administrator is responsible for responding to all FOI and DP requests and breaches. Statements should be posted on the site to any posting participant that the post will be kept on record and can be disclosed to the public where appropriate.


12 The retention period of any information should meet statutory requirements.


13 Users of the Social Media site must be informed of the purpose of the site.


14 Users must be informed that their posts may not be published or may be deleted if:

· Comments are not topical to the article being discussed;


· Comments are politically motivated;

· Comments are anonymous or from pseudonyms.


· Profane language or content is used;

· Material perpetuates or promotes discrimination of protected characteristics as defined in Equalities legislation. 

· It is sexual content or links to sexual content;


· It is solicitation of commerce;


· It is illegal conduct or encouragement/support of illegal activities;


· It is Information that compromises or may compromise the safety or security of the public;


· Content violates the legal ownership interests of any other party.


15 All social media sites must have the above statements displayed or made available via a link. Any content based on these guidelines must be retained, including the time, date and identity of the poster when available.  The Council reserves the right to restrict or remove any content that is deemed in violation of this policy or any applicable law.


16 Where an issue is potentially damaging to the reputation of the Council the Clerk should be informed, who will advise the Chairman accordingly.

POSTING


17 Postings on behalf of the Council will only be made by the Clerk.


18 Parish Councillors wishing to make a posting concerning Council matters using their own private sites must make clear their opinions are personal and not necessarily those of the Council. If not confident to do so, advice can be sought from the Clerk. 


19 Where a mistake is made in a posting, it should be publically corrected at the earliest opportunity.


20 External posters will be required to provide their (real) name and response address and required to confirm they accept our terms and conditions where the platform allows. 

STANDARDS


21 It is important to engender respect for employees, the Council and users. This should be reflected in all postings by all users. The Members’ Code of Conduct will assist councillors in this regard.

22 All users should ensure their entries comply with the following etiquette: -


· I will tell the truth;


· I will write deliberately and with accuracy;


· I will acknowledge and correct mistakes promptly;


· I will preserve the original post, using notations to show where I have made changes so as to maintain the integrity of my publishing;


· I will never delete a post, although a poster could delete their own post and repost correct information where there is an error such as an incorrect link, providing no one has liked or commented on it;


· I will not delete comments unless they do not meet the requirements of this policy;


· I will reply to emails and comments when appropriate, and do so promptly;


· I will strive for high quality with every post – including basic spellchecking;


· I will stay on topic;


· I will disagree with other opinions respectfully;


· I will link to online references and original source materials directly;


· I will disclose conflicts of interest;


· I will keep private issues and topics separate from work issues and topics.

Document created: January 2014   Document owner: Clerk to the Council  Date for review: January 2015

The Council will establish and maintain internet-based social media sites to create and exchange information between individuals, organisations and communities, recognising that the use of these sites improves the Council’s ability to engage with the communities it serves.
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WEST LAVINGTON PARISH COUNCIL


COMMUNICATIONS TOOL KIT


HOW TO IMPROVE MEDIA RELATIONS


Local government tends to get poor media coverage nationally, regionally and locally and we know residents’ perceptions of their local council are strongly shaped by the media. So, it is crucial to try and build a positive relationship with journalists to achieve more informed, positive reporting about the council. 


It may also help the council to have more influence over the way any bad news stories are reported. There is plenty of evidence for the role of the media in shaping views.


In general, people were most positive about their council in areas where the council had a good relationship with the local press.


Residents’ surveys consistently show that the majority of people get most of their information about their council through the media, particularly the local press. So this communications toolkit establishes some ground rules for managing media relations for the council.


PRESS AND BROADCASTING

First, it is important to understand each type of media and how they operate. They have a nature, which spreads news from local/provincial to regional to national media.


Specialist press (in the first tier sector), such as Local Government Chronicle, Municipal


Journal and Local Government News have a positive influence and are widely respected.


They often provide the initial starting point in the information trails for the national media; therefore they cannot be ignored. Equally important is the local press, which has a tremendous influence over the local electorate and communities.


THE MOTIVES OF A JOURNALIST


It is important to understand the motivation of journalists in order to improve the quality of the relationship: 

· They need a proximity to information and facts.


· They are in the business of getting stories and this simple fact should never be forgotten.


· If involved as an officer or elected member your end of the pact must be to bring stories to them. There is no other business to be had with them.


Why communicate via the media?


· To show that parish council is at the heart of local community democracy.


· To explain the work undertaken by the council on behalf of the electorate.


· To promote and raise the profile of the parish council.


· To defend the interests of the council.

PRESS RELEASES


· The press release can be the cornerstone to getting any media coverage.


· The most important aspects of the release should come first, then with descending importance.


· Contact details should be at the end of the release.


All press releases should answer the following questions:


· What happened?


· Where has it happened?


· Why has it happened?


· When has it happened?


· How has it happened?


Presentation and distribution


The press release must be presented in an easy-to-read format. Remember that the people working in the media are very busy and working towards tight deadlines.


Set up a database of key journalists and editorial staff in the locality that might be interested in the stories that come from the council 


Writing opinion pieces or feeding information for news and feature stories


In the first instance, it is worthwhile to set up meetings with journalists just to get to know them and vice versa.


Call the relevant editors, news editors or feature editors at your local or regional newspapers to find out how to submit an opinion piece or provide information for news and feature stories.


Ideally, you should prepare and rehearse a short statement of the contents of the opinion piece or information so that you can quickly convey your idea to the journalist. Also be aware of, and respect, the paper’s deadline.


Send the opinion piece to the appropriate local or regional paper first. If it is rejected, try another paper. 


Do not be discouraged if it takes several tries to secure a placement.


Always make the relevant member or officer available for interviews by the media.


GETTING ON AIR


In considering radio or television as a medium for your message, it is important to keep material current. A good test is whether you can work the today, yesterday, or tomorrow into the material.


In this area BBC Wiltshire, Heart FM, and BBC Points West, together with ITV will all cover appropriate stories within this parish.


The following avenues offer an opportunity for on-air coverage.


· Current affairs programmes.


· Public service announcements.


· News programmes featuring local news.


· Editorials.


· Call-in or open line shows.


Remember


· Resources and priorities vary among stations, so it is a good idea to make direct contact with the programme director to determine the most appropriate outlets for the story.


· Planning, combined with courtesy and professional behaviour, will go a long way towards ensuring that your issues are publicised.


· To make the relevant member or officer available for interviews by the media. 


· To make sure you know what messages you want to get across in an interview – list your ‘must says’ and ‘like to says’ before you go in. 


· Do not become a ‘rent-a-quote’ figure. Too many media appearances on side issues will devalue the occasions when you have something important to say.


· To make your story suitable to the medium. If the story is to be on television, make your story visual. Likewise, if the story is on the radio, then it needs to be audio friendly. 


· No jargon – council/local government speak does not help people understand your message. 


· Live interviews are the best, as it means that your contribution cannot be edited.


HOW TO HANDLE A CRISIS


What should you do when things go wrong and the media is beating a path to your door?


· It is important in the first instance to agree the message that you want to get across to the media.


· Agree ground rules with any other agencies or authorities that might be involved


· Provide background information – or the media will find their own which might be skewed to your disadvantage.


· Be authoritative.


· Keep talking – feed the media.


· If it is appropriate, say you’re sorry – you can voice regret without accepting liability. 


· If you have done something wrong and you know that from the start, apologise and say what you are doing to put it right. 


· People are more likely to believe you when you say that you got it wrong and then say what you have done to put it right, that then moves the story on.


· This attitude extends to a ban on the phrase ‘no comment’ and resisting the temptation to dump on other agencies and authorities. 


· This former suggests shiftiness and the media will simply go elsewhere and can cause real long-term damage to relationships within the local media and community.


· Tell the truth.


· Monitor the media – refute errors before they become accepted fact.


EFFECTIVE PUBLICATIONS


Parish councils have long been producing their own community publications. This enables them to provide news, features and the ability to respond to events more effectively, as well as being able to shift the focus towards how the council is working with the community and its partners and the impact this activity is having.


For some local councils, producing dynamic publications has seen them become their residents’ main or preferred source of information about their council instead of having to rely on often very limited space in existing parish magazines. 


While every publication is unique, there are guidelines that can help make publication look more professional even with limited access to certain IT facilities. Even with little  experience at producing publications it is still possible to produce a relevant, informative and positive publication 


OBJECTIVE


The objective is to use a combination of text, design and format that will get the message across to the chosen audience cost-effectively.


INITIAL PLANNING


At the start of the project make sure you know:


· what the purpose of your publication is.

· who your target audience is.

· what message your publication has to communicate.

· if a newsletter, poster, leaflet, brochure or programme will reach the audience best.

· whether there is a wider campaign to which the message must relate.

· the budget.

· the timetable you have to work to.


BUDGET


· When preparing a budget for your publication, keep in mind time for writing, design, and project management even if labour is voluntary, as well as hard costs such as photography, printing and mailing.


· There are ways of bringing in income for publications or reducing expenditure such as advertising revenue.


· Try attracting local businesses and key stakeholders to pay for the advertising in the publication. 


· If possible, find ways of producing the publication in collaboration with other key stakeholder groups such as principal authorities, religious organisations, local Mothers’ Union’s groups, local Women’s Institute groups, the Citizen Advice Bureau, local community police, local sports clubs and also neighbouring parishes.


CHOOSING SUPPLIERS


There may be a list of approved suppliers that the council has already commissioned work from. Choose supplier(s) carefully – creativity, reliability and specialist knowledge might be factors, as well as cost.


BRIEFING SUPPLIERS


· Inform potential suppliers what you need them to do in terms of text, design, printing delivery date and distribution requirements.


· Suppliers will base the timetable and costs of producing the publication on this briefing. Supply a written brief and a spoken one. 

GENERAL PUBLICATION ADVICE


PRINTERS


· Always get quotes from at least three different printers. 


· Printers tend to take more time than they initially said they would.


· Get a clear idea of what we want before getting an estimate (paper type, colour, whether folding is included and so on).


· Expect good service and do not be embarrassed to ask the printer to describe the terms and conditions they use. 


· Ask if there is a cheaper way to do it, for example if you get a full colour proof it is more expensive than getting a black and white proof faxed to you. However, with a full colour proof you will be able to see exactly how the colours will look. 


· Ask yourself if you need a proof? If the printer is typesetting your work then you definitely need a proof, but if you have provided camera-ready copy (i.e. you have sent out the artwork and they only need to print the work) then we are only checking for colour and print quality.


PROJECT STAGES


Once the supplier has been chosen, they will still need your input at various points in the production schedule to make sure the finished product is on time and that you receive a product that meets your needs. Key stages are:


· tendering.

· briefing.

· approving designs.

· approving/amending draft texts.

· approving black and white laser proofs of laid-out text at an agreed number of stages.

· checking and approving printer’s colour proof (if necessary) of the full publication.

· ‘Signing off’ the job for all copies to be printed and delivered.


SCHEDULING


· Working backwards from your target distribution date is the best way to create a timeline. 


· Ask the printer and mailing house about normal turnaround times for their services. 


· Take into consideration the council’s approval process.


· Be sure to allot enough time for these factors and each stage of production including editorial writing, design, pre-press and distribution.


DELIVERY


If using volunteers to deliver the publication, here are some suggestions:

· Ensure that you give distributors plenty of time to deliver the publications.


· Do not put a date on the publication as volunteers may sometimes be slower to deliver the publication than you had planned.


· Test the speed of delivery 

· Be aware of the true workloads involved in delivering items. 


· The number of households is not necessarily an accurate guide as you must also account for the geography of the area.


· Ask distributors to let you have any spares.


· Let distributors know that they are important. 

WRITING A NEWSLETTER


· A newsletter is a regularly distributed publication generally about one main topic that is of interest internally or externally or both.


· They can be produced weekly, monthly or quarterly. 


· The modes of production can be printed or electronic. Newsletters delivered electronically via email (e-Newsletters) have gained rapid acceptance especially as the public become more aware of saving paper and costs. Newsletters can be A4 or A5. 


· General attributes of newsletters include news and upcoming events of the related organisation, as well as contact information for general inquiries. The news stories should be short and punchy. Images relevant to the news stories can add colour.


TIPS


· Decide the frequency of your newsletter and the size to set it up.


· Generate the content which should report on relevant news stories to your audience.


· Prepare your mailing list. Who will the newsletter go to? Is it being printed and posted or emailed as an e-newsletter?


· A professional looking newsletter can easily be created in MS Word or Publisher, or by using desktop publishing software such as Adobe’s ‘In Design’.


· Look at other community newsletters in the area to get ideas about content and format, paying special attention to communities that are similar to our own.


LAYOUT 


· Keep the design clean and simple. 


· Use colour and images to bring content to life. 


· Newsletters can be A4, A5 or even in an electronic (PDF) format.


· Decide the size of your newsletter.

· Add your content using columns and grids.


· Add some images to relevant stories.


· Make sure they are high resolution. 


· Never use a poor quality, pixilated image.


· Keep it relevant to your audience.


· Use the design to present the council in a professional manner.


POSTERS/LEAFLETS


· Posters and leaflets are popular tools used to put across a certain message.


· Posters are used to inform a large group of people about something and are usually put up for public display.


· Leaflets are given out to individuals to read.


AUDIENCE


Before beginning we need to ask:


· what is the purpose of this poster/leaflet 


· For whom am I designing it?


·  Am I educating people? 


· Am I promoting something? 


· Who is my audience 


· What do I want them to get out of this? 


It may seem trivial, but taking the time to write a simple sentence defining why we are printing a


Poster/leaflet and who you are making it for, can give your design direction and purpose.


MORE IMAGE, LESS TEXT


· A poster/leaflet is all about grabbing someone’s attention. 


· Do not get bogged down trying to tell a story with text. Instead, rely on graphics. 


· If you need to use text, do so sparingly and be sure to integrate it into the graphic itself.


· Separating your text forces the viewer to split his/her attention, meaning you are less likely to hold that attention.


LESS IS MORE


· The poster/leaflet design should have one single feature item, that is, one thing that stands out and grabs the viewer’s attention. 


· If the design is dragged down by overcrowding with too many colours, textures or text that is not going to happen. 


· Instead, look at the design and ask, what is the focus here? Is it clear? Does it stand out?


QUALITY GRAPHICS, IMAGES AND TEXT


· Posters are big, which means the design has to be big and so does the quality of any pictures’ resolution. 


· Taking a small graphic file and blowing it up to ten times that size just does not work. It will be blurry. 


· Instead, start with large images, work on the design and always review the proofs to make sure everything looks poster-perfect before sending it to be printed.


TIPS




 ONLINE COMMUNICATION


Digital communications are a must for any council, and are more than about simply having a website. 


Growing numbers of people of all ages are using new forms of digital communications and expect the organisations they are in contact with to do the same.


Used as one element of the communications mix and always with objectives in mind, digital communications are a vital tool for:


· targeting hard-to-reach groups;


· engaging people in campaigns; 


· Getting important messages out quickly and cheaply to a large number of people.


Digital communications touch on many areas of local government activity. The focus of this section is the use of digital communications tools to carry out communications and engagement activity. Why are digital communications crucial for local councils?


· In stark terms, 45 million British people regular use digital (that means online) communications. That is a lot of people. 


· They are understandably becoming less patient with bodies or organisations that do not have a digital presence of any kind out there in cyberspace.


· 41% of people, who use the internet, engage with social media and 38% of people who use the internet, hold social media accounts.


It really is like a new industrial age and that is why it can justifiably be called a ‘digital revolution’. The interesting thing about this digital revolution is not the technology but the implications of it.


WEBSITES


How should a website be considered by a local council? 


· It is essential for the success of any website that it is recognised as an integral part of the council. 


· It is a global, potentially low-cost communication and an increasingly transactional medium by which information and services can be made available at any time of day or night. 


· As such, councils need to consider how best the internet can be used to provide access to information and to aid in the delivery of goods and services to customers.


There are three main categories of website.


· Information orientated – these cover publications, publicity, recruitment, news, statutory information, promotional material, providing advice, requesting responses and feedback.


· Operational – these are transactional websites geared towards e-business.


· Campaign – these websites will support a specific publicity campaign.


Many websites may incorporate aspects of each of the above.


AIMS AND OBJECTIVES INCLUDE:


· identification of your website’s place in the council’s overall communications strategy.

· identification of the audiences for your website, where possible on the basis of market research or dialogue with residents.

· understanding and responding to citizen’s satisfaction with the website.

· provision of resources, especially staff with the necessary skills.

· integration of the website with business processes, which might include electronic dealings with the public, publication of information, recruitment and consultation.

· integration of web services with other systems where practicable.

· Monitoring the development of the website and its success.


To ensure that the aims and objectives of the website are achieved, they must be applied


to key roles in the council: updating the community; providing a call to action; opening


up consultation; and interactivity.


FUNDAMENTALS OF SETTING UP A WEBSITE


In establishing a website, councils must ensure that:


· users can find your website.

· users are clear about who owns the website and what it is designed to achieve.

· goods and services being offered by the council are effectively focused on the target audiences in terms of relevance and ease of accessibility.

· adequate security is in place when dealing with online purchases and service, and that the client nor the provider is compromised.

· contact points (whether email, forms-based or telephone) must be staffed and enquiries answered within reasonable timescales.

· the information published is up to date, accurate and relevant to the website.

· links are up to date so users can rely on the website being available and is fast enough.


· Systems are in place to address all the above.

HOW TO USE DIGITAL MEDIA 

WHAT IS SOCIAL MEDIA?


· Social media is a collective term for the ways to create and publish on the internet.


· People generally use the term to describe how organisations and individuals share content and create conversations on the web.


· It is transforming the way companies do business and individuals interact with each other.


· It is providing a voice for those who were not well heard before.


· Social media will change and is changing the way that local government and its elected representatives interact with local people.


· Social media is usually fairly open – meaning a wide variety of people can see, comment on or collaborate on materials. 


· The tools are usually free or low-cost and often easy to use requiring no more skill than adding an attachment to an email or creating a Word document. 


· This means there are low barriers to entry for sharing opinions with a potentially wide audience.


The term Web 2.0. is shorthand to describe how social media has changed the content of the internet from being dominated by one-way publishing or e-commerce to a greater emphasis on words, pictures, music and videos being published, shared and commented on by ordinary people.


Government 2.0 is sometimes used to describe how social media is changing the relationship between government institutions and citizens. Citizens and service users are increasingly expecting a greater say in how things happen in the place where they live and are probably already discussing local issues online. Government 2.0 therefore refers to the uses of social media tools to engage in those conversations, shape policy, support local democracy and improve services.


Councillors, councils and their partners are using social media for a range of purposes. It is


being used as a way to spark innovation and engage in conversations with local people.


Some councils are using social media to:


· provide and exchange information about services;


· support local democracy;


· gather citizen insight and manage citizen relationships;


· promote cultural events or tourism for their area;


· support community cohesion, neighbourliness and resilience; 


· Create internal communications and learning and development.


Councillors may find it is easier to set up their own blogs as there are plenty of free sites and this neatly circumvents the issue of whether official council blog sites need to be shut down during elections.


Councillors also need to ensure that councils are making the most of the potential these tools are offering and there should be a council policy for social media use, particularly for council officers and councillors.


West Lavington Parish Council has a Social Media policy – it is linked here:
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USING SOCIAL MEDIA


 BLOGS


· Blogs are easy to update web journals, usually published by an individual or a small group.


· They are almost always commentable – meaning readers can share their opinions about what the author has written. 


· Subject to the Council’s policy on the use of these media, councillors can share their views on public policy, share information about council services or issues of local interest and canvas opinion using blogs. 


· Even very ‘business-oriented’ local government blogs have a personal feel with bloggers sharing some detail of their daily lives, for example sharing how changes in local services have affected them, how much they enjoyed taking their children to the village fete or sharing pictures of tasty local produce.


A blog can be created from a number of different methods including:


· make it a part of a website;


· setting up a blog in www.blogspot.com; or


· setting up a blog in Live Journal in www.livejournal.com


BLOGGING TIPS


· Your name is your brand, so do not hide behind a clever title.


· Do not forget to include your contact details.


· Never write anything that you could not say in a public meeting. 


· A blog feels like an intimate space but it is not, so think twice about what you write, especially if you are angry or upset.


· However, do not sound as though you are at a public meeting. A chatty style is best.


· Do not think of blogging as an alternative to delivering leaflets – it supplements and extends printed literature, but it does not replace it.


· Use photos. But always ask permission and explain that you are taking photos for your blog. 


· You must check that there is parental permission before you use photos of children.


· You will mainly be writing about local issues, but also try to find the local angle to national stories.


· Make sure that the local press know about your blog. From time to time, drop an email to local reporters with a link to something that might interest them on your blog.


· Encourage comments on the site, but use the option to pre-moderate them. Although this restricts the immediacy of responses, it gives you some control so that you can protect yourself, and those leaving comments, from abuse and defamatory remarks. From time to time explain the criteria you are using when moderating comments. Respond to comments, but do not forget that you are still in a public space. Beware of the knee-jerk reaction to a political challenge and continue to present yourself as reasonable and thoughtful,


· Set appropriate privacy settings for your blog or networking site – especially if you have a private, non-political blog.


· Be aware that the higher your profile as a councillor, the more likely it is you will be seen as acting in your official capacity when you blog or network.


· Ensure you use council facilities appropriately. If you use a council-provided blog site or social networking area, any posts you make will be viewed as made in your official capacity.


· Do not use council facilities for personal or political blogs.


· Be aware that by publishing information that you could not have accessed without your position as a councillor you will be seen as acting in your official capacity.


· Make your points, but be careful about being too specific or personal if referring to individuals. An attack on individuals may be seen as disrespectful and subject to the code of conduct,


· Do not post comments that you would not be prepared to make in writing or face to face.


· Do not blog in haste.


MICRO-BLOGGING


Twitter, www.twitter.com, was the social media phenomenon of 2009 and is still growing. It is a way of sharing short snippets of information, links to interesting resources, what you are doing or requests for help. Limited to 140 characters, it is ideal for sending and receiving information through text on the go.


· It can be used as a one-way publishing tool, pushing out short bursts of information and many councils use it this way through corporate accounts. 


· It is more powerful as a conversational tool with councillors and local people sharing information.


· Many councillors are already using Twitter there are sites with a growing list of councillors who are using Twitter.


SOCIAL NETWORKING


Social networking is using online tools to build communities of individuals who are interested in sharing information and support. 


Social networking sites, such as Facebook (www.facebook.com), Bebo or MySpace, can be used to facilitate connections between people who already know each other, usually in a social context or can be used by organisations and businesses to share information about products, services or events with


a range of interested individuals. 


Other social networking tools such as Linked In are built around professional identities. Some social networks are built around particular issues, for example MumsNet for parenting or around a geographic area.


Facebook is by far the most popular social networking site with 23 million users in the UK alone.


Compare that with the circulation figures of newspapers.


Using social networking sites as a councillor requires a different approach to using it as


an ordinary citizen.


· Many councillors use Facebook as anyone else would – to share personal news and information with people they already know. 


· Other councillors use their Facebook pages more openly, ‘friending’ beyond people they know. 


· Facebook now allows politicians to create pages where they can share information with supporters without disclosing their personal networks.


THE RISKS


When it comes to reaching certain groups quickly, cheaply and maintaining control over your message, many councillors find online methods hard to beat. However, there are some key points to remember to stay safe.


· If you use blogs to help you to carry out your political work rather than in your private capacity, your obligation to meet certain standards of conduct still applies. 


· You can still be involved in robust debate and state your opinions strongly – 


· The Code of Conduct does not exist to gag you or fellow councillors or stop you expressing views. It does, however, prohibit treating others with disrespect, bullying and bringing one’s office or authority into disrepute.


· if you are blogging or tweeting personally, and not in your role as a councillor, it is important that you do not act, claim to act, or give the impression that you are acting as a representative of the council.


· It is worth noting that any web links to official council websites may give or reinforce the impression that you are representing the council.


· You may use a blog to draw attention to a particular local issue and call the council to account, as you would in a public meeting. However, blog entries ridiculing or attacking particular officers, or making serious accusations about their personal competence or integrity, could amount to disrespect, even bullying, and could be actionable in some circumstances.


· While the immediacy of social media can be a great benefit, it also has a downside. 

For example:

· It is possible to Tweet a matter of seconds after leaving the council chamber – long before your opponents have issued press statements.


· This can result in broadcasting spontaneous remarks that may quickly seem unwise. 


· By the time you have reconsidered and deleted them they may have been seen by thousands,


· Facebook-shared, re-Tweeted, linked to, and committed to local headlines is fine, provided you have got the message across just how you wanted to, less so if your post was an outburst in the heat of the moment. 


· Such remarks are easily withdrawn, apologised for and forgotten when made in person, but posting them on the internet means that they have been published, and in a way that cannot be contained.


· It is important to note that good ethical standards are not limited to the code. While you may not be investigated for using online media, your conduct can still attract adverse publicity, even where the code does not apply. For example, a regional newspaper recently called a councillor’s blog post against a rival party a “toilet-mouthed tirade”saying: “A [code] breach it may not have been; childish, crude and demeaning to all who vote or follow politics it certainly was.”


What size is the final outcome? 



Where is it going? For example, is it going to hang on a wall, and so on?



Plan the marketing message.



What is the best mode of communication? A poster or a leaflet?











Your headline should be short and to the point



Your contact details should be visible



The image should be strong and high resolution
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WEST LAVINGTON PARISH COUNCIL



Social Media Policy



This is the Social Media Policy Statement of WEST LAVINGTON PARISH COUNCIL:





What is ‘social media’?



1 Social media is the use of web-based and mobile technology to create and exchange information between individuals, organisations and communities. The primary reasons for the use of social media are time sensitive communications, community engagement or as marketing information for initiatives.


application


2 This is a high level policy which is intended to be used by councillors, employees, contractors and third parties that wish to utilise social media on behalf of the Council or to communicate with it. The policy covers the posting of comments by Councillors and Staff on Council and other social media sites together with the standards and etiquette expected of public and other contributors.


3 This policy enables effective use of social media whilst protecting the organisation's business information and any client or customer information within its custody or safekeeping by safeguarding its confidentiality, integrity and availability.



4 Specifically this policy deals with protecting the reputational integrity of the Council and provides an appropriate level of awareness, knowledge and skill to minimise the occurrence and severity of information security and reputation management incidents.



5 This Policy should be read in conjunction with the Council’s Members’ Code of Conduct and the Member/Officer Protocol, together with the Consultation, Communications and Engagement Policy.


Site set-up


6 All social media internet sites operated for the Council must be approved by the Council, and the Clerk will be the site administrator.



7 The site administrator will be responsible for monitoring, responding, upkeep and content of any social media material within the sites.



8 Where possible the sites must ensure that they meet the Council’s Equalities policy (e.g. in relation to accessibility standards) and related policies.



9 The Council will continue to have its primary presence and engagement on the Internet through its main website and wherever possible all referenced information will be made available on the main website, or those of partner organisations. 



10 Where possible there should be a link on the relevant council web page to the relevant social media platform and vice versa.



CONTENT


11 All the Council’s Social Media sites are subject to the Freedom of Information Act (FOI) and Data Protection Act (DP). The administrator is responsible for responding to all FOI and DP requests and breaches. Statements should be posted on the site to any posting participant that the post will be kept on record and can be disclosed to the public where appropriate.



12 The retention period of any information should meet statutory requirements.



13 Users of the Social Media site must be informed of the purpose of the site.



14 Users must be informed that their posts may not be published or may be deleted if:


· Comments are not topical to the article being discussed;



· Comments are politically motivated;


· Comments are anonymous or from pseudonyms.



· Profane language or content is used;


· Material perpetuates or promotes discrimination of protected characteristics as defined in Equalities legislation. 


· It is sexual content or links to sexual content;



· It is solicitation of commerce;



· It is illegal conduct or encouragement/support of illegal activities;



· It is Information that compromises or may compromise the safety or security of the public;



· Content violates the legal ownership interests of any other party.



15 All social media sites must have the above statements displayed or made available via a link. Any content based on these guidelines must be retained, including the time, date and identity of the poster when available.  The Council reserves the right to restrict or remove any content that is deemed in violation of this policy or any applicable law.



16 Where an issue is potentially damaging to the reputation of the Council the Clerk should be informed, who will advise the Chairman accordingly.


POSTING



17 Postings on behalf of the Council will only be made by the Clerk.



18 Parish Councillors wishing to make a posting concerning Council matters using their own private sites must make clear their opinions are personal and not necessarily those of the Council. If not confident to do so, advice can be sought from the Clerk. 



19 Where a mistake is made in a posting, it should be publically corrected at the earliest opportunity.



20 External posters will be required to provide their (real) name and response address and required to confirm they accept our terms and conditions where the platform allows. 


STANDARDS



21 It is important to engender respect for employees, the Council and users. This should be reflected in all postings by all users. The Members’ Code of Conduct will assist councillors in this regard.


22 All users should ensure their entries comply with the following etiquette: -



· I will tell the truth;



· I will write deliberately and with accuracy;



· I will acknowledge and correct mistakes promptly;



· I will preserve the original post, using notations to show where I have made changes so as to maintain the integrity of my publishing;



· I will never delete a post, although a poster could delete their own post and repost correct information where there is an error such as an incorrect link, providing no one has liked or commented on it;



· I will not delete comments unless they do not meet the requirements of this policy;



· I will reply to emails and comments when appropriate, and do so promptly;



· I will strive for high quality with every post – including basic spellchecking;



· I will stay on topic;



· I will disagree with other opinions respectfully;



· I will link to online references and original source materials directly;



· I will disclose conflicts of interest;



· I will keep private issues and topics separate from work issues and topics.


Document created: January 2014   Document owner: Clerk to the Council  Date for review: January 2015


The Council will establish and maintain internet-based social media sites to create and exchange information between individuals, organisations and communities, recognising that the use of these sites improves the Council’s ability to engage with the communities it serves.
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West Lavington Parish Council

Communications Protocol


A.
Parish Council Correspondence

(i) The point of contact for the parish council is the Clerk, and it is to the Clerk that all correspondence for the parish council should be addressed.


(ii) The Clerk should deal with all correspondence following a meeting.


(iii)   No individual Councillor or Officer should be the sole custodian of any correspondence or information in the name of the parish council, a committee, sub-committee or working party.  In particular, Councillors and Officers do not have a right to obtain confidential information/documentation unless they can demonstrate a ‘need to know’.  


(iv)
All official correspondence should be sent by the Clerk in the name of the council using council letter headed paper.  


(v)
Where correspondence from the Clerk to a Councillor 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).


B.
Agenda Items for Council, Committees, Sub-Committees and Working Parties


(i) Agenda should be clear and concise.  They should contain sufficient information to enable Councillors to make an informed decision, and for the public to understand what matters are being considered and what decisions are to be taken at a meeting.


(ii) Items for information should be kept to a minimum on an agenda.


(iii) Where the Clerk or a Councillor wishes fellow Councillors to receive matters for “information only”, this information will be circulated via the Clerk.


C.
Communications with the Press and Public


(i) The Clerk will clear all press reports, or comments to the media, with the Chairman of the council or the Chairman of the relevant committee.


(ii) Press reports from the council, its committees or working parties should be from the Clerk or via the reporter’s own attendance at a meeting.


(iii) Unless a Councillor has been authorised by the council to speak to the media on a particular issue, 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.  


(iv) Unless a Councillor 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. 

(v) If Councillors receive a complaint from a member of the public, this should be dealt with under the Council’s adopted complaints procedure.  


D.
Councillor Correspondence to external parties  


(i) As the Clerk should be sending most of the council’s correspondence from a Councillor to other bodies, it needs to be made clear that it is written in their official capacity and has been authorised by the parish council. 


(ii) A copy of all outgoing correspondence relating to the council or a Councillor’s role within it, should be sent to the Clerk, and it be noted on the correspondence, e.g. “copy to the Clerk” so that the recipient is aware that the Clerk has been advised.


E.
Communications with Parish Council Staff

(i) Councillors must not give instructions to any member of staff, unless authorised to do so (for example, three or more Councillors sitting as a committee or sub-committee with appropriate delegated powers from the council).


(ii) No individual Councillor, regardless of whether or not they are the Chairman of the council, the Chairman of a committee or other meeting, may give instructions to the Clerk or to another employee which are inconsistent or conflict with council decisions or arrangements for delegated power. 


(iii)
Telephone calls should be appropriate to the work of the parish council.


(iv)
E-mails:


· Instant replies should not be expected from the Clerk; reasons for urgency should be stated;


· Information to Councillors should normally be directed via the Clerk;


· E-mails from Councillors to external parties should be copied to the Clerk;


· Councillors should acknowledge their e-mails when requested to do so.


(vi) Meetings with the Clerk or other officers:


· Wherever possible an appointment should be made;


· Meetings should be relevant to the work of that particular officer;


· Councillors should be clear that the matter is legitimate council business and not matters 
driven by personal or political agendas.



