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Trull Parish Council – Communications Policy
1. Purpose
This policy sets out the principles governing all communication by Trull Parish Council. It ensures communication is lawful, transparent, respectful, non‑political, and consistent with the Council’s statutory duties and adopted governance framework.
The Communications Protocol provides the detailed procedures and must be read alongside this policy.
2. Policy Statement
Trull Parish Council is committed to communication that:
· is factual and accurately informs
· supports public trust and confidence
· reflects collective Council decisions
· protects the impartiality and statutory role of the Clerk
· upholds the Nolan Principles
· complies with legislation including the Local Government Acts, GDPR, and the Code of Conduct
· treats all councillors equally and provides the same information at the same time
· avoids party‑political publicity or the appearance of political bias
All councillors and officers must follow this policy when communicating in any capacity related to Council business.
3. Principles of Council Communication
3.1 Lawfulness and Transparency
Communication must comply with statutory requirements, Standing Orders, the Code of Conduct, and the Publication Scheme.
Information must be shared openly unless confidentiality or legal restrictions apply.
3.2 Neutrality and Non‑Political Conduct
The Council must remain strictly non‑party‑political.
No councillor may use Council communication channels to promote or oppose a political party, candidate, or campaign.
3.3 Collective Decision‑Making
Only decisions made at properly convened meetings represent the Council’s position.
No individual councillor or subset may speak on behalf of the Council unless formally authorised.
3.4 Clerk as Proper Officer
The Clerk is the primary channel for official communication and the authorised point of contact for external bodies.
Councillors must not instruct the Clerk individually or bypass the Clerk in Council business.
3.5 Respect and Professionalism
All communication must be courteous, factual, and respectful.
Councillors must not criticise staff or colleagues in public or on social media.
3.6 Equality of Access to Information
All councillors must receive the same information at the same time unless confidentiality or legal restrictions apply.
3.7 Confidentiality and Data Protection
Personal data and confidential information must be handled in accordance with GDPR and the Council’s data protection policies.
3.8 Avoidance of Factionalism
Councillors must not form or act as a coordinated group, “party”, or cabal to influence Council business by communications outside formal meetings.
Private messaging groups must not be used for Council business.
3.9 Status of the Chair
The Chair has the same responsibilities, freedoms, and restrictions as any other councillor in relation to communication, unless explicitly stated otherwise in this policy or by Council resolution.
3.10 Delegated Communications
The Council may, by explicit resolution, delegate the preparation or issue of specific communications — or defined categories of communication — to the Clerk, a councillor, or a sub-committee or working group.
Any such delegation must clearly specify the scope, limits, and purpose of the communication and must not permit political advocacy or commitments beyond agreed Council policy or resolutions.
Upon such delegation the Scheme of Delegation must be updated accordingly. 
Any such delegation can be revoked by subsequent explicit Council resolution.
4. Communication Channels
4.1 Residents
Councillors may listen and signpost but must not commit the Council to action.
Official responses are issued by the Clerk unless delegated by resolution.
4.2 Principal Authority Officers and Councillors
Operational matters must be routed through the Clerk.
Councillors may communicate personally but must not imply Council endorsement.
4.3 Members of Parliament
Communication with the MP on behalf of the Council must be authorised by resolution and issued by the Clerk or delegated councillor.
4.4 Media and Public Statements
Official statements are issued by the Clerk or, where explicitly authorised by resolution or delegation, by the Chair or another councillor.
Councillors may speak personally but must make clear they are not speaking for the Council.
4.5 Publications
Website, social media, newsletters, and Parish Magazine content must be factual, neutral, and approved by the Clerk or delegated authority.
5. Urgent Communication and Decisions
The Council cannot make decisions by email or informal discussion.
Urgent matters must be handled in accordance with the Communications Protocol.
6. Relationship to Other Governance Documents
Where inconsistencies arise, statutory requirements and Standing Orders take precedence, followed by this policy, then the Communications Protocol.
7. Review
This policy will be reviewed annually or sooner if required by changes in legislation or best practice.



Trull Parish Council – Communications Protocol
1. Purpose and Scope
This protocol governs all communication undertaken by Trull Parish Council, including internal communication between councillors, the Chair, and the Clerk; external communication with residents, principal authority officers and councillors, Members of Parliament, partner organisations, and the media; communication through publications; and formal consultation responses.  It also establishes safeguards against factionalism or informal “parties” within the Council.
The protocol applies to all communication channels, including email, letters, telephone, messaging apps, social media, and in‑person conversations relating to Council business.
Its aims are to ensure:
· clarity of roles and responsibilities
· transparency, neutrality, and collective decision‑making
· protection of the Clerk’s statutory role
· lawful handling of information
· prevention of politicisation or factionalism
· maintenance of public trust
2. Core Principles
· The Clerk is the Proper Officer and the primary channel for official communication.
· Councillors, including the Chair, act collectively; no individual has executive authority unless formally delegated.
· Decisions are made only at properly convened meetings.
· Communication must be respectful, factual, accurate, and suitable for public release.
· The Council must remain non‑party‑political.
· All councillors must receive the same information at the same time.
· Confidential information must be handled lawfully and securely.
· All communication must uphold the Nolan Principles.
· Delegated communications must follow the scope and limits set by Council resolution.
· The Chair has no privileged communications role unless explicitly delegated.
3. Internal Communication
In the following references to Councillor includes the Chair.
3.1 Councillor ↔ Councillor
· Official council email addresses must be used for all council business.
· Communication must be courteous, concise, and relevant.
· Substantive discussion must take place in meetings, not by email.
· Councillors must not predetermine decisions or lobby colleagues outside meetings.
· Internal communication may be subject to FOI disclosure.
3.2 Councillor ↔ Clerk
· All requests for information, agenda items, or action must be directed to the Clerk.
· Councillors must not instruct the Clerk unless authorised by resolution or delegation.
· The Clerk circulates agendas, papers, and official correspondence; councillors must read these promptly.
· Councillors must respect the Clerk’s working hours and workload.
4. External Communication
4.1 Who Speaks for the Council
· The Clerk handles routine external communication.
· No councillor, including the Chair, may speak on behalf of the Council unless explicitly authorised by resolution or standing delegation.
· Delegated communications must follow the wording, scope, and purpose agreed by the Council.
4.2 Communication with Residents
· Queries from residents should be acknowledged and passed to the Clerk.
· Councillors may listen but must not promise action or express commitments on behalf of the Council.
· Responses must be factual, neutral, and consistent with Council decisions.
4.3 Communication with Principal Authority Officers
· Operational matters must be routed through the Clerk.
· Councillors may contact officers personally but must not imply Council representation.
· The Chair may communicate with officers only within agreed Council positions.
4.4 Communication with Principal Authority Councillors
· The Clerk is the primary point of contact.
· Councillors may communicate personally but must not imply Council endorsement.
· Political alignment must not influence Council business.
4.5 Communication with Members of Parliament
· All communication with the MP on behalf of the Council must be via the Clerk with the prior support of a Council resolution.
· The Chair may sign specific correspondence only when authorised by Council resolution.
· Councillors may contact the MP personally but must not use Council resources or imply Council endorsement.
· Meetings with the MP must include the Clerk, must only follow Council resolution, and be reported to the Council.
· MP communication must not be used for political advocacy or personal promotion.
4.6 Media and Public Statements
· Official statements are issued by the Clerk or, where explicitly authorised by resolution or delegation, by the Chair or another councillor.
· Councillors may speak to the media personally but must make an explicit statement that they are not speaking for the Council.
· Personal statements must not comment on staff, ongoing processes, confidential matters, or issues on which the Council has not yet reached a decision.
· Public statements must be accurate, non‑political, and must not pre‑empt Council decisions.
5. Publications and Public Information
5.1 Website, Newsletters, and Social Media
· Content must be factual, timely, and non‑political.
· The Clerk coordinates all official content unless delegated otherwise.
· Councillors’ personal social media, or social media for which they have administration rights or privileged influence, must not be used for Council business or criticism of staff or colleagues.
5.2 Parish Magazine
· Civil Parish Council content, including updates, must be factual, neutral, within agreed Council positions, and approved by the Clerk or delegated authority.
· Any Civil Parish Council items published in the Parish Magazine must be clearly and explicitly identified as originating from the Civil Trull Parish Council, recognising that the Parish Magazine is an ecclesiastical parish publication.
· Personal contributions by councillors may be included but must be clearly identified as personal, must not reference staff or internal matters, and must not imply Council endorsement.

6. Consultation Responses
6.1 Identifying and Initiating Responses
· The Clerk circulates relevant consultations.
· The Council must resolve whether to respond.
6.2 Drafting
· The Clerk drafts the response unless the Council delegates drafting to a councillor or working group.
· Drafts must be factual, evidence‑based, and non‑political.
· Any councillor may contribute to drafting, but no councillor has a privileged role unless explicitly delegated.
6.3 Approval and Submission
· The final draft must be approved by resolution.
· The Clerk submits the response and logs it for audit.
· Councillors may submit personal responses but must not imply Council endorsement.
7. Urgent External Communications and Deadlines
7.1 General Principles
· The Council cannot make decisions by email, telephone, messaging apps, or informal discussion.
· When there is an important need for the Council to communicate urgently beyond its members, this should be led by the Clerk unless already delegated by Council resolution.
· All urgent communications must be reported to the Council at its next meeting.
7.2 Delegated Authority to the Clerk
The Clerk is authorised to:
· submit responses to consultations where deadlines fall before the next scheduled meeting and no extension is possible
· take decisions necessary to protect the Council’s interests or meet statutory deadlines
· issue factual or procedural communications required urgently
This applies only where the matter is not significant or controversial, or where the response can be based on established Council policy or factual information.
7.3 Important controversial communications
If it is not possible to convene a Council meeting in a timely manner:
· Before exercising delegated authority, the Clerk must make reasonable efforts to consult all councillors.
· If timely responses cannot be obtained, the Clerk must consult at least three councillors (a quorum), one of whom must be the Chair or, if the Chair is unavailable, the Vice‑Chair.
· The Clerk must consider all views but is not bound by them.
· Non‑response does not prevent the Clerk from acting where deadlines require timely action.
7.4 Extraordinary Meetings
· Where the matter is significant, controversial, or beyond the scope of delegation, the Clerk or Chair may call an extraordinary meeting.
· If the Chair refuses or is unavailable, two councillors may require the Clerk to call one.
8. Preventing Factionalism, Cabals, or Informal “Parties”
· Without prior Council resolution, no subset of councillors may coordinate decisions by communicating outside meetings or speaking on behalf of the Council.
· Private messaging apps must not be used for Council business.
· The Clerk must be included in all official communication.
· No councillor or group may instruct the Clerk.
· The Chair must act impartially and must not favour aligned councillors or suppress dissenting views when communicating.
· Coordinated communications that intimidates, excludes, or pressures others is unacceptable.
· All councillors must adhere to the Nolan Principles.
9. Confidentiality and Information Governance
· Personal data must be handled in accordance with GDPR.
· Confidential items (HR, tenders, legal matters) must not be shared outside the Council.
· Councillors must use secure email and avoid forwarding confidential documents to personal accounts.
10. Review and Compliance
· This protocol must be reviewed annually.
· Breaches may be addressed through the Code of Conduct, HR procedures, or complaints processes.
· The Clerk maintains records of official correspondence for audit and FOI purposes.





