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1. Introduction 

1.1 This Policy sets out the approach of Tiptree Parish Council to all communications and 

engagement, both internal and external.  This includes the use of social media to engage 

with the community, improve transparency, and communicate council activities, services, 

and decisions. 

1.2 The purpose of this Policy is to ensure that all communication by Councillors, staff, 

contractors, and volunteers representing the Council is: 

• Clear, consistent, and professional; 

• Accessible and inclusive; 

• Compliant with legislation and best practice; 
• Managed for risks associated with misuse and misinterpretation. 

• Authorised in terms of who may communicate on behalf of the Council. 

• Effective in building positive relationships with residents, partners, and stakeholders. 

1.3 included within this policy is clear guidance on the responsible use of social media and 

email by the Council, Councillors, employees, and appointed officers when representing the 

Council in any capacity. 

 

2. Scope 

2.1 This Policy applies to all Councillors, employees, and contractors acting on behalf of the 

Council. 

2.2 It covers all forms of communication, including but not limited to: 

• Emails and letters; 

• Telephone calls and text messages; 

• Online and video meetings; 

• Social media and the Council’s website; 

• Press and media engagement; 

• Newsletters and official publications; 

• Public meetings, consultations and events. 
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3. Official Council Social Media Accounts 

3.1 The Council will maintain official social media accounts such as Facebook, Twitter/X, 

Instagram as agreed by Full Council. 

3.2 These accounts are tools to share Council decisions, updates, public notices, events, 

consultations, and relevant community information. 

4. Principles of Communication 

4.1 The Council’s communication will be guided by the following principles: 

• Openness and Transparency – sharing information proactively and appropriately. 

• Professionalism and Respect – ensuring all interactions are courteous, factual, and 

constructive. 

• Inclusivity and Accessibility – using plain English and formats accessible to all. 

• Confidentiality and Compliance – safeguarding personal data and following GDPR, 

FOI, and other statutory obligations. 

• Consistency – ensuring messaging, branding, and tone are aligned across all 

platforms. 

 

5. Internal Communications 

5.1 Effective communication within the Council is essential for good governance. 

5.2 Emails and telephone calls should normally be acknowledged within three working days. 

5.3 Video conferencing and internal memos will be used where appropriate to share     

information promptly. 

5.4 Confidential information must only be shared with those entitled to receive it. 

5.5 Emails should be written in a professional, amicable manner with no emotive language 

or offensive language used within them. 

5.6 Council debates should not be conducted via email.  If an issue arises, email the office 

and copy in the Chairman.  The Clerk (or Deputy Clerk) and the Chairman will decide on the 

appropriate action.  This may include notifying all councillors or placing the item on the 

appropriate agenda for further debate.  Alternatively, complete an agenda item request 

form and forward it to the office. 
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6. External Communications 

6.1 Press and Media  

• Press releases should be written by the appropriate person and released by the 

office. 

• Press releases and statements must be approved by the Clerk/Deputy Clerk and 

copied to all councillors. 

• If a councillor is contacted by the press, the councillor should refer them to the Clerk 

in the first instance. 

6.2 Direct Communication with the Public 

• Councillors must not issue messages, statements, or correspondence to members of 

the public on behalf of the Council without prior approval from the Clerk, Deputy 

Clerk, Full Council or the appropriate Committee. All official communications with 

the public whether by personal communication or on social media must be 

coordinated through the Clerk/Office to ensure accuracy, consistency, and 

compliance with Council policy. 

6.3 Social Media 

• Councillors should be aware that, even in their capacity as a private citizen, they will 

be considered to represent the Council.  Councillors are therefore encouraged not to 

initiate a post or to post comments on social media relating to Council business.  This 

includes acting as a private individual. 

• Councillors and officers must not use social media to enter into debate or arguments 

on behalf of the Council.  If the Council needs defending, please refer the matter to 

the Clerk’s office. 

• Councillors should not identify themselves as councillors or advertise their role on 

personal social media accounts. This includes profile descriptions, usernames, or 

posts that could imply official representation. Doing so may blur the distinction 

between personal views and official Council positions, potentially creating confusion 

or reputational risk for the Council. Councillors are encouraged to keep their 

personal online presence separate from Council matters. 

6.4 Social Media and Website 

• Platforms will be used to inform, consult, and engage with the community. 

• Content must be factual, professional, and politically neutral. 

• Monitoring and moderation will take place where platform functions allow. 

6.5 E-mail 

• Practical Guidelines when responding to an email from a member of the public: 
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o A Councillor may send a brief acknowledgement of receipt (copied to the Clerk/Deputy 

Clerk and Chairman). 

o Forward the email to the Clerk/Deputy Clerk for attention OR seek advice as 

appropriate, draft a reply and pass it to the Clerk/Deputy Clerk for authorisation and 

despatch. 

o If you are authorised by the Council or Committee to send an email, copy the 

Clerk/Deputy Clerk and Chairman into your email 

6.6 Publications and Newsletters 

• All publications must be fact-checked and approved before release. 

• Newsletters will be produced on a regular schedule agreed by the Councils 

Chairman. 

6.7 Public Meetings and Consultations 

• Meetings will be advertised in advance on the website and noticeboards. 

• Consultations will be run in an open and transparent manner, with outcomes 

published. 

7. Recordings of Meetings 

7.1 Council meetings will be recorded as an aide memoire for the clerk when compiling the 

minutes. The recordings are held securely and are normally deleted after the resolution that 

the minutes are a true and correct record.  Recordings may be kept indefinitely if it is 

considered pertinent to do so. 

7.2 Councillors and members of the public should be aware that being present at a meeting 

of the Council or one of its committees or sub-committees will be deemed as the person 

having given consent to being recorded (photograph, film, or audio recording) at the 

meeting, by any person present.  A person or persons recording the parish meeting are 

reminded that the “Public Session” period may not be part of the formal meeting and that 

they should take legal advice for themselves as to their rights to make any recording during 

that period. 

7.3 No recording by any person or persons present is permitted during any part of a meeting 

where it has been resolved that under the Public Bodies (Admissions to Meetings) Act 1960, 

the press and public be excluded from the Meeting on the grounds it may involve the 

disclosure of exempt information falling within Schedule 12A (S5) of the Local Government 

Act 1972. 



 

www.tiptreeparishcouncil.gov.uk  
7 

 

8. Roles and Responsibilities 

8.1 The Clerk/Deputy Clerk/Communications Officer – responsible for the day-to-day 

management of Council communications, including the website, social media, and 

newsletters. 

8.2 The Chair – acts as the Council’s official spokesperson, unless delegated otherwise and is 

to approve the monthly newsletter. 

8.3 Councillors – must clearly distinguish between personal opinions and the Council’s 

official position. Councillors must not issue any statements, email or posts on behalf of the 

Council without prior authorisation. 

8.4 Employees and Contractors – must follow this Policy and refer sensitive matters to the 

Clerk. 
 

9. Role of the Communications Officer 

9.1 The Communications Officer may only publish or respond on behalf of the Council when 

their communication: 

• Accords with Council policies or previous decisions and has been authorised by the 

Clerk or Deputy Clerk. 

• Or has been approved by Full Council or an appropriate Committee. 

• Or accords with pre-agreed, routine content (e.g. meeting notices, event reminders, 

event highlights and emergency closures). 

• Or to defend the council without entering into a debate or argument. 

9.2 The Communications Officer is authorised, in consultation with the Clerk/Deputy Clerk 

and the Chairman/Vice Chairman to inform the public concerning unexpected happenings 

on Parish Council land or property, such as events recorded by CCTV, when it is in the 

interest of both the public and the Parish Council to do so. 

9.3 The Communications Officer must not: 

• Post personal opinions. 

• Respond to contentious or political issues without formal instruction. 

• Use social media to enter into debate or arguments on behalf of the Council. 

9.4 The Communications Officer must keep all councillors informed of all recent community 

engagement by the council office prior to each full council meeting. 
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10. Standards and Protocols 

10.1 Communications must: 

• Use plain English and avoid unnecessary jargon; 

• Follow the Council’s agreed branding and style; 

• Remain free of offensive, defamatory, or discriminatory content. 

• Acronyms can only be used on their own after the acronym is explained in full. 

10.2 Confidential information must never be shared in public forums. 

10.3 Communications relating to disputes or complaints must follow the Council’s 

Complaints Policy. 
 

11. Breaches of Policy 

• Any breach of this policy by Councillors or employees may be considered a 

disciplinary matter. 

• Breaches may also be subject to the Code of Conduct and referred to the Monitoring 

Officer if necessary. 
 

12. Security and Access 

• Access to Parish Council social media accounts is limited to the Communications 

Officer and Clerk (or designated backup). 

• Login credentials will be stored securely and regularly updated. 

• The Council will maintain an up-to-date log of account access and changes. 
 

13. Monitoring and Review 

13.1 The Council will monitor communications through feedback, analytics, and media 

coverage. 

13.2 This Policy will be reviewed every two years, or sooner if required by law or significant 

change in circumstances. 

. 

 


