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COMMUNICATIONS POLICY

1. CONTEXT 

1.1 This policy should be read in 

was adopted by Full Council in May 2017.

 

1.2 This Communications Policy aims to establish a protocol for communication 

the Community Council 

concerns, priorities and 

social media. 

 

1.3 The Community Council is accountable to members of the 

duty to convey its decisions and actions through various media. All communication will 

be conveyed in an open and straightforward manner.

 

1.4 The Council employs a Clerk,

co-ordinating formal communica

the public and, as Data Protection Officer, to ensure that the Council in its 

communications is operating

and the General Data Protection 

 

1.5 Any press or social media request for information, or for a

concerning its activities,

conjunction with the Council’s Social Media Policy.

 

1.6 Councillors must, in their 

the Council’s Social Media Policy, 

and any other guidance to Councillors around their communications on behalf of the 

Community Council.  Any Councillor who wishes to communicate directly with the 

press, or by making a post on 

a private individual and 

 

1.7 The Council as a body shall decide what information it wishes to release and the 

method and timing in w
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COMMUNICATIONS POLICY 

be read in conjunction with the Council’s Social Media Policy

Council in May 2017.  

olicy aims to establish a protocol for communication 

 and members of the public and the media, highlighting its 

concerns, priorities and achievements through traditional communication methods 

The Community Council is accountable to members of the public and has a

duty to convey its decisions and actions through various media. All communication will 

be conveyed in an open and straightforward manner. 

Clerk, as the Proper Officer of the Council, to be 

ordinating formal communication between the  Council, the press and 

as Data Protection Officer, to ensure that the Council in its 

ons is operating within the  boundaries of the Council’s Social Media Policy

and the General Data Protection Regulations (GDPR). 

edia request for information, or for a statement from the Council 

, shall be handled in accordance with this policy, and in 

conjunction with the Council’s Social Media Policy. 

in their communications, abide by the Council’s Code of Conduct

Media Policy, Communications Policy and Data Protection Poli

and any other guidance to Councillors around their communications on behalf of the 

Any Councillor who wishes to communicate directly with the 

making a post on social media, should make it clear they are speaking as 

te individual and NOT as a representative of the Council.  

The Council as a body shall decide what information it wishes to release and the 

which release will be effected.  

GRESFORD COMMUNITY   COUNCIL 

edia Policy which 

olicy aims to establish a protocol for communication between 

the media, highlighting its 

on methods and 

ublic and has a statutory 

duty to convey its decisions and actions through various media. All communication will 

to be responsible for  

ress and members of 

as Data Protection Officer, to ensure that the Council in its 

Council’s Social Media Policy 

statement from the Council 

in accordance with this policy, and in 

Code of Conduct,  

Communications Policy and Data Protection Policy, 

and any other guidance to Councillors around their communications on behalf of the 

Any Councillor who wishes to communicate directly with the 

edia, should make it clear they are speaking as 

The Council as a body shall decide what information it wishes to release and the 
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2. Methods of Communication - this list is not exhaustive.  

The Council will use the following methods to communicate its activities.  

Activity Method of 
Communication 

Responsibility – nb the 
Clerk may delegate as seen 
fit 

Approved Minutes Website and noticeboard Clerk (following approval by the 
Council) 

Agendas Website and noticeboard Clerk (statutory) 

Annual External Audit Website and noticeboard Clerk (statutory)  

Annual accounts Website and noticeboard Clerk (following  approval by 

Full Council) 

Councillor vacancies Website, noticeboard and 
social media 

Clerk (statutory procedure, 
following approval by the 
Council) 

Financial statements 
and other financial 
information 

Website Clerk (following approval at 
Council/Finance Committee) 

Articles on Council’s 
activities 

Website, Press , Local 
Magazine etc.  

Clerk (following approval by 
Chair, Vice Chair or Full Council. 
as appropriate) 

Press releases on 
Council’s activities or 
other issues relevant to 
the Council 

Press Clerk (following approval by 
Chair or Full Council as 
appropriate) 

   

 

3. Procedures 

3.1 Generally, the Full Council, or the Chair on behalf of the Council, will first give 

approval for the release of any information that arises from the ongoing work, 

actions or activities of the Council or Council’s Committees. 

 

3.2 Where required, communication into the public domain shall be signed off formally 

by the Community Council concerning Minutes or Financial Information, and other 

information as directed by the Council.  

 

3.3 Where appropriate, other communications, such as the Council’s newsletter, shall be 

authorised by  the Chair or Vice Chair of the Council, before its release. Where the 

Council’s website is concerned, the Clerk or her delegated nominee shall devise and 

post appropriately worded news and information once Council or the Chair has 

authorised it. 

 

3.4 The following procedure sets out how the Council’s information, decisions and 

actions will be disseminated to interested parties. 
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3.5 The Clerk is solely responsible for the preparation of notices of Council meetings, 

agendas and minutes. Once approved by the Council, Minutes of the Council and its 

Committees can be published. Agendas will be approved by the Chair. 

 

3.6  The Clerk is responsible for the publication of Council information on the website, 

making sure that content is appropriate, is current and is updated regularly. 

 

3.7  All correspondence addressed to the Community Council will be dealt with, 

acknowledged and, where relevant, passed on to members of the Council by the 

Clerk on a regular basis. This includes written and electronic communication. 

 

3.8  Information for the website  concerning  activities and achievements of the Council, 

shall be prepared by the Clerk – or delegated - and passed to the Chair of the 

Council or the relevant committee, for approval. 

 

3.9 Agendas for Council meetings will be accompanied by relevant reports and other 

background information to enable members to make an informed decision. Agendas 

and relevant information can be posted as hard copy, or sent as electronic 

information, depending on the decision of Councillors at their Annual meeting. 

 

3.10 In consideration of other relevant community or Community Council information at 

Council meetings and, where relevant, Committee meetings, Members of the Council 

shall consider any  announcements or statements to be made to the Press or on the 

Councils’ website or other forms of social media. The Clerk will be asked to action or 

delegate such announcements or statements. 

 

3.11 At other times, in the event of an emergency situation or unforeseen event arising 

where a statement needs to be made, the Clerk - or other responsible person in the 

absence of the Clerk - shall draft such a statement for the approval of the Chair, or 

Vice Chair, before its release on any media platform. 

 

3.12 Where Councillor vacancies are concerned the Clerk must advertise the vacancy in 

the prescribed manne. Social media may also be used, with the Chair’s permission, 

as long as the same wording as the original notice is used, and as long as members 

of the public are directed to contact Electoral or the Clerk as prescribed by law. This 

is intended to bring the matter to the attention of as wide an audience as possible. 

 

3.13 In considering other methods of communication in future, this policy will be revised, 

and revisions approved by Council. 

 

4. Requests for Information 

 

4.1 The Community Council Clerk has overall responsibility for overseeing all 

communication/ correspondence with members of the community and outside 

bodies.  

4.2 The Clerk oversees the Council’s email address which is to be used solely for the 

purpose of conducting Council business. The Clerk’s duties require both oral and 

written communication with the community on a regular basis. All communications 

must be conducted with courtesy and professionalism at all times.  
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4.3 Councillors will be regularly approached by members of the community as this is 

part of their role. Enquiries may be made in person, by telephone, letter or email. 

When in doubt about how to respond to an enquiry, the guidance of the Clerk will 

be sought. Councillors should avoid making any promises to the public about any 

matter raised with them other than to say they will investigate the matter, and bring 

it to the attention of the Council. 

 

4.4 Information held by the Council shall be handled in accordance with the Council’s 

policy in respect of handling requests under the Freedom of information Act 2000 

and the General Data Protection Regulations 2018. 

 

4.5 Any correspondence from the Information Commissioner shall be referred by the 

Clerk/Proper Officer to the Council. The Council shall have the power to do anything 

to facilitate compliance with the Freedom of Information Act 2000 and the General 

Data Protection Regulations 2018. 

 

4.6 Neither the Clerk nor Ciuncillors will disclose confidential information that is exempt 

under the Freedom of Information act, or to which the General Data Protection 

regulations apply. Any Agenda Notice or Minutes which contain confidential or 

sensitive information, as identified within the Council Meeting as being under Part ll, 

shall not be disclosed in published minutes in any format. 


