Trull Parish Council Communications Protocol 
Parish Council Correspondence 
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. 

The Clerk should deal with all correspondence following a meeting. 

No individual Councillor or Officer should be the sole custodian of any correspondence or information in the name of the parish council, a committee, subcommittee 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’.   

Most official correspondence should be sent by the Clerk in the name of the council 
using council letter headed paper. For correspondence not sent by the Clerk, they 
must be provided with a copy.   

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). 

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

The agenda should be clear and concise.  Motions 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. 

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

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

Communications with the Press and Public 

The Clerk will clear all press reports, or comments to the media, with the Chair of the council or the Chair of the relevant committee. 

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. 

Unless a Councillor is 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.   

Any Councillor communications with the MP must go via the Clerk.

Councillor Correspondence to external parties   

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

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. 

Communications with Parish Council Staff 

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 subcommittee with appropriate delegated powers from the council). 

No individual Councillor, regardless of whether or not they are the Chair of the council, the Chair 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.  

Telephone calls should be appropriate to the work of the council. 

Emails: 

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; 
· emails from Councillors to external parties should be copied to the Clerk; 
· Councillors should acknowledge their emails when requested to do so. 

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.

This Communications Protocol should be read alongside the Parish Council’s other adopted policies and procedures.

Civility and Respect Social Media Policy Supplement 

[bookmark: _532xlefrty7x]1. Engaging with the council on social media

1.2 The council encourages members of the public, local organisations and community groups, members of the press, local councillors and others in our wider community to follow and engage with the council through social media accounts.

1.3 We also encourage everyone in our community to share content from our corporate social media accounts with their own social media networks. This is especially important, for example, during emergency situations or where sharing timely information is essential.

1.4 Councillors may choose to engage with the community on their own ‘councillor’ social media accounts.

1.5 Individuals and organisations are responsible for the content that they choose to post to their social media accounts. This includes content created by others that individuals or organisations choose to repost, retweet or share.

This social media supplement sits alongside the Communications Protocol. Councillors' use of social media in accordance with the Civility and Respect Supplement does not constitute formal council correspondence for the purposes of this protocol, provided councillors make clear they are expressing personal views."

[bookmark: _i6x3nkgyojky]2. Conduct on social media

2.1 The Council will treat everyone with courtesy and respect on its social media channels, and we therefore ask for the same in return from those who choose to engage with us.

2.2 We ask that council staff and councillors are treated courteously. Council staff and councillors should never be subjected to bullying or other forms of abuse or harassment.

2.3 Council staff and councillors have the right to carry out their civic duties and work without fear of being attacked or abused. Any behaviour whether that be verbal, physical or in writing, which causes either councillors or council staff to feel uncomfortable, embarrassed, or threatened, is unacceptable.

[bookmark: _qpt0g69tsyy8]3. Reporting a civility and respect-related issue

3.1 Council staff and others operating the Council’s social media accounts will at all times be mindful of the council's relevant policies, procedures and processes, including the Code of Conduct.

3.2 The council will record and report abuse directed at the Council. The Council may, for example, create screenshots of comments and keep a record of abusive or threatening communications, and may take further action as appropriate.

3.3 Council staff and councillors should not have to put up with abusive or threatening behaviour. When subjected to such behaviour. The council reserves the right to enact its relevant social media policies and may, for example, delete content, block individuals or report individuals to social media platforms when appropriate to do so.

3.4 The Council may need to report issues of poor conduct directly to social media platforms. For instance, if someone has created a ‘fake account’ or if someone is persistently abusive to the Council.

3.5 The Council reserves the right to report criminal matters it notices on social media to the Police. For instance, hate crime/speech or threats of violence.

3.6 Please get in touch with the Council if you feel that a councillor, member of staff or a user of our social media has failed to act in a civil and respectful way on our social media.

3.7 You can contact (Sammie Millard-Jones the Clerk: Clerk@trullpc.org.uk 
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