
Worlaby Paris h Council –  Communication Policy 2024  

The aims  of this  policy 

Worlaby Paris h Council recognises  its  overarching role at the heart of the community 
and values  its  unique pos ition to be able to provide community leaders hip. An 
effective and profes s ional communications  s trategy will be laid out in this  document 
with the aims  of s etting a s tandard for engagement both within the Council and with 
its  community.  

Legal requirements  and res trictions  

This  policy is  s ubject to the Councils  obligations  which are s et out in the Public 
Bodies  (Admis s ion to Meetings ) Act 1960, the Local Government Act 1972, The 
Local Government Act 1986, The Freedom of Information Act 2000, the Data 
Protection Act 1998 and other legis lation which may apply to the Council’s  Standing 
Orders  and Finance Regulations .  

The main principles  for all forms  of Communication 

The Parish Council will ens ure that it communicates  with res idents  in a  timely and 
effective manner, and to inform and cons ult them about matters  which affect the 
Paris h. All methods  of communication s hould: 

• be polite  and relevant 

• be concis e 

• will res pect confidentiality 

• reflect the views  of the Paris h Council not the individual 

• will be non-partis an 

• will res pect privacy laws  

• not contain content that is  unlawful, libelous , haras s ing, defamatory, abus ive, 
threatening, harmful, obs cene, profane, s exually oriented or racially offens ive 

Methods  of communication that may be  us ed by the Paris h Council include in no 
particular order 

Paris h Council meetings  

The Parish Council Office  

Noticeboard 

Email (including an email dis tribution lis t for interes ted res idents ) 

Pos t 



Telephone 

Webs ite  

News letter in Village Views  

Social Media /  Paris h Council Blog 

Public Meetings  

Paris h Council Meetings  

All Paris h Council meetings  are open to the pres s  and public and under the council’s  
s tanding orders  time will be s et as ide at each meeting of the for public comment.  

On occas ion it may be neces s ary for the Council or a  Committee to exclude the 
public if the confidential nature of the bus iness  to be dis cus s ed means  their 
pres ence at the meeting may be prejudicial to the public interes t. 

Paris h Council Office –  The  role of the  Clerk 

The Clerk forms  a pivotal role as  a  communications  link between the Parish Council 
and its  s takeholders . It is  therefore es sential that all forms  of corres pondence mus t 
go via the Clerk with the minimum requirement of a  copy to the Clerk. This  will 
ensure that the Paris h Council records  are properly kept. The Clerk will provide a lis t 
of corres pondence to each Committee or to the Paris h Council as  appropriate  at the 
Paris h Council meetings . The Clerk will res pond where required to all 
corres pondence within 5 working days , either with a  full res pons e or with details  of 
when one of the Paris h Council Committees  will cons ider its  res pons e (the exception 
to this  will be during periods  of abs ence).. 

Notice board/s  

The Clerk will maintain an up to date the 2No noticeboard located within the village. 
Contact details  for the Clerk and Paris h Councillors , agendas  for its  meetings  and 
other information relating to Paris h Council bus ines s  will be dis played.  

Email 

The Parish Council email account is  monitored by the Clerk during office hours  
ONLY. It is  recognis ed that email is  a  fas t and effective form of communication, 
es pecially when contacting s everal people with a  s ingle mes s age.. In order to 
manage the proliferation of emails  the following guidelines  will be followed: 

• General emails  to the full Council by the Clerk will have the Subject Line s tarting 
with either: FYI or ACTION REQUIRED. This  then allows  Councillors  to unders tand 
what is  urgent. 

• Some emails  which are of general information to the community will be included in 
content for the Paris h Council webs ite  and Facebook pages  in addition to the 
Councillors . 



• When res ponding to an external email the Clerk will include a copy to appropria te  
Councillors  if it is  relating to a  matter in which they are involved. The Councillor 
would not be expected to res pond to this  other than directly to the Clerk. 

• Councillors  s hould not us e the ‘Reply All’ option without forethought and s hould 
think about what is  being s aid and if it is  really is  relevant to everyone on the 
dis tribution lis t. 

• When forwarding emails  caution s hould be exercis ed particularly if there is  a  long 
email chain involved. What information is  being forwarded and to whom? 

• An email topic which changes  from an original thread s hould not “piggy back” off 
another thread, rather a  new email s hould be s tarted. 

• It is  not appropriate  for draft documents  circulated by email to be forwarded 
outs ide the Parish Council unless  it is  to an individual directly involved with the 
project. 

Pos t 

All pos t is  received by the Clerk who will ensure that it is  opened promptly and dealt 
with in an appropriate  manner. 

Telephone  

The Parish Council telephone will be ans wered during office hours  by the Clerk who 
will be expected to deal in a  profes s ional manner with all incoming calls . An ans wer 
machine s ervice is  available to receive mes s ages  when the Clerk is  not available or 
the office is  clos ed. The Clerk will check for mes s ages  each work day and return 
calls  promptly where a number has  been left. 

Webs ite  

The clerk to the Paris h Council will maintain an up to date webs ite  in line with their 
res pons ibilities  as  s et out in government legis lation. The Paris h Council managed 
webs ite  will include the following information: 

• Details  of Paris h Council Meetings  –  Schedule, Agendas  and Minutes  

• Details  of each Committee and its  res pons ibilities  

• Contact details  for the Councillors  and the Clerk. 

• Finance Reports  

• Details  of any s ignificant on-going projects  with up to date reports  Additional 
information may be added as  and when deemed appropriate  by the Clerk. The 
Council will nominate one of the Councillors  to work with the Clerk to be res pons ible 
for maintaining the content of the webs ite . 

 



 

Social Media   

The Parish Council may cons ider us ing its  s ocial media s ites  on occas ion where it 
feels  this  will benefit the public. The Clerk or a  nominated Councillors  will be 
res pons ible for pos ting anything relating to Paris h Council bus ines s  on social media 
s ites  once the content has  been agreed with the Chair or relevant Committee. These 
forums  are informal and do not replace officia l channels . They will only be used for 
the dis s emination of information to the Parish. Any Paris h Councillor who has  their 
own social media accounts  whils t free to expres s  their views  should us e them with 
caution and always  make it clear that their opinions  are their own and not those of 
the Paris h Council when commenting on is s ues  relating to Worlaby or Paris h Council 
bus iness . Social media may be us ed to 

• Rais e awarenes s  of Paris h Council decis ions  

• Advertis e events  and activities  in which the Paris h Council is  involved 

• Publicis e important meetings  s uch as  public cons ultations  

• Rais e awarenes s  of important local is s ues  

• Advertis e vacancies  A Social Media Management Platform may be engaged by the 
Paris h Council to manage multiple platforms . 

It mus t be noted that only the Worlaby Paris h council Facebook page will be 
monitored and reviewed/ res ponded to by the council, it will not undertake 
commentary on any other s ocial  media pages  or format other than that des cribed 
above  

Pres s  

The press  are invited to attend all meetings  of the Paris h Council and will be 
provided with an agenda and minutes  of previous  meetings . The Clerk will be the 
main point of contact for the pres s  and may contact the media if the Council wants  
to provide information or make a s tatement relating to its  bus ines s . The Clerk will 
cons ult with the Chair, Vice-Chair or Chair of the relevant Committee regarding the 
content of any pres s  releas e. It is  important that all information s hared with the 
pres s  is  accurate and repres ents  to policies  and views  of the Paris h Council. If a  
Councillor is  interviewed the views  expres s ed s hould be thos e of the Paris h Council 
and the Council’s  code of conduct followed. Information of a  confidential or 
s landerous  nature mus t never be dis clos ed. 
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