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Communications Policy
Background  
This Communications Policy applies to all members and staff of the Parish Council. It’s purpose is to provide clear guidance on managing communications in a public forum, ensuring accuracy and professionalism.
· Local Government Act 1972 Section 142 (power to publish information) 
· Openness of Local Government Bodies Regulations 2014 
Councils must operate transparently, but formal decision making and comments must take place in meetings, not via informal online discussions.
1. Correspondence
The point of contact for Langtoft Parish Council is the Clerk, and it is to the Clerk that all correspondence for the Council should be addressed.
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.
2. Agenda Items for Council, Committees, Sub-Committees and Working Parties
Agenda items are controlled by the relevant section of the Parish Council’s Standing Orders.
Agenda items 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.
3. Communications
a) Third Party social media and Individual Councillor Usage                                 
Councillors need to think about whether they are acting in a private capacity, or whether any impression might be conveyed that they are acting for and on behalf of Langtoft Parish Council. 
Do:
· Set appropriate privacy settings for any blog or networking site.
· Watch out for defamatory or obscene posts from others on any blog or page and remove them as soon as possible to avoid any perception that you condone such opinions.
· Be aware that the higher a councillor’s profile is, the more likely it is that they may be seen as acting in an official capacity when you blog or network.
· Ensure any Parish Council facilities are used appropriately. If using a Parish Council-provided blog site or social networking area, any posts made are extremely likely to be viewed as being made in an official capacity.
· Avoid publishing any information that could only have been accessed by being in position as a councillor.
· Be careful if making points that can be regarded as political, and avoid being specific or personal about individuals.
Don’t:
· Blog in haste.
· Post comments that you would not be prepared to make in writing or in face-to-face contact.
· Use Parish Council facilities for personal or political purposes.
Under the Local Government Act 1972 (in particular Schedule 12):
· A parish council acts as a corporate body 
· Decisions can only be made at properly convened meetings 
· Decisions must be minuted and publicly recorded 
Individual councillors cannot act or speak on behalf of the Council outside of this process and abide by the Code of Conduct and the Data Protection Act.
b)	With the Press and Public and External Parties	
The Clerk and appointed Councillor will clear all press reports, or comments to the media, with the Chair of the Council, or, if the Chair cannot be reached by all reasonable means of communication, then consultation is to be with the Vice Chair.
Unless a Councillor has been authorised by the Parish 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 such.
Unless a Councillor is absolutely certain that they are reporting the view of the Council, they must make it clear to members of the public that they are expressing a personal view.
If Councillors receive a complaint from a member of the public, this should be dealt with under the Council’s adopted Complaints Procedure, or via a Council Agenda item.
c)	Communications with Parish Council Staff
No individual Councillor must give instructions to any member of staff unless authorised to do so.
d)	Internal Communication and access to information within the Council        
Councillors are expected to abide by the Code of Conduct, Standing Orders and the Data Protection Act in all their work on behalf of the Council.
Members should also be careful to ‘cc’ essential recipients on emails i.e. to avoid use of the ‘Reply to All’ option, if at all possible, but of course copying in all who need to know and ensuring that email trails have been removed.
4. Email
The Clerk to the council has a council email address (clerk@langtoftparishcouncil.gov.uk) and is responsible for dealing with emails received and passing on any relevant email to Councillors, members or external agencies for information and/or action. The email account is monitored mainly during hours of work throughout the week, and the clerk aims to reply to all questions sent as soon as possible.
· Instant replies should not be expected from the Clerk. Reasons for urgency should be stated.
· Emails from Councillors to external parties should be copied to the Clerk.
· Councillors should acknowledge their emails when requested to do so.
5. 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.
6. Social Media
The use of digital and social media and electronic communication enables Langtoft Parish Council to interact in a way that improves the communications both within the Council and between the Council and the people, businesses and agencies it works with and serves.
Langtoft Parish Council has a Website and Facebook page and uses email to communicate. The Council will always try to use the most effective channel for its communications. Over time the Council may add to the channels of communication that it uses as it seeks to improve 
The Parish Council Facebook page should be treated as an information only channel.
The Council may:
· Publish agendas, minutes and statutory notices 
· Share factual updates and public information 
· Signpost residents to official sources or the Clerk 
This is supported by Section 142 of the Local Government Act 1972.
The Council should not:
· Engage in debate or discussion via comments 
· Respond to complaints or queries on Facebook 
· Express informal or unapproved views 
All enquiries must be directed to the Clerk so they can be:
· Properly recorded 
· Considered by the full Council 
· Determined at a public meeting 
Approved Parish Council social media:
· Parish Council website
· Facebook page
· Life in Langtoft Facebook page
Communications from the Council will meet the following criteria:
· Be civil, tasteful 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, for which we do not own the copyright;
· Not contain any personal information
· If it is official Council business, it will be moderated by either the Chair/Vice Chair of the Council or the Clerk to the Council
· Social media will not be used for the dissemination of any political advertising.
· Stay on topic
We retain the right to remove comments or content that includes:
· Obscene or racist content
· Personal attacks, insults, or threatening language
· Potentially libellous statements
· Plagiarised material; any material in violation of any laws; including copyright
· Private, personal information published without consent
· Information or links unrelated to the content of the forum
· Commercial promotions or spam
· Alleges a breach of a Council’s policy or the law

7. Website
Where necessary, we may direct those contacting us to our website to see the required information, or we may forward the question to one of our Councillors for consideration and response. We may not respond to every comment we receive particularly if we are experiencing a heavy workload.
8. SMS/ WhatsApp
Members and the Clerk may use SMS/WhatsApp as a convenient way to communicate at times. All are reminded that this policy also applies to such messages.
9. Video conferencing (for example, Teams, Zoom, Skype)
If this medium is used to communicate please note that this policy also applies to the use of video conferencing.
10. Approval and review
The policy is reviewed bi-annually updated as necessary.
