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OVING PARISH COUNCIL COMMUNICATION POLICY 2016
Electronic Communication
The first point of contact for the Parish Council is the Parish Clerk.  The Clerk's duties include the day to day management of Parish business.
All emails from outside the Parish Council should be addressed to the office ovingpc@clerk.com  This email address to be listed on the Oving Parish Council website, noticeboards, contact lists and in all communications, including mailings to opted-in database. 

Depending on the nature of the enquiry this will either be answered by the Clerk or a holding email will be sent and the email will be forwarded to the relevant Cllr/s.  The Councillor will respond as soon as practicable and will send their response to the Clerk who will write send it as the Parish Council’s reply on behalf of the Councillors (‘Cllrs…… has asked me to reply to your email/communication of  ……   on his/her behalf…’).  If the Clerk believes that the matter should be referred to the full Council, she will advise that this needs to discussed at the next Parish Council meeting, and placed on the Agenda.
The above applies as to telephone calls and only the office numbers are to be listed.  In the event of the Clerk being on leave suitable messages will be placed on email, telephones and on the website.
Reports to the Council and Agenda Items 

If individual Councillors wish to circulate a report prior to a Parish Council Meeting it should be sent to the Clerk for distribution.  This will ensure that reports are available and kept in the Council’s records.  Reports or agenda items must be sent a minimum of one week prior to the meeting to ensure that all information is correct and placed on the Agenda. (The legal requirement is that the Public Notice of meetings is given with 3 clear days' notice.  In practice Oving Parish Council makes its agendas available 7 days before meetings if possible to give maximum time for villagers to see them and attend, if they wish).  Reports are not required for all Agenda items as in the case of updates to existing matters.  
Written Communications

All written communications should be addressed to the Parish Clerk.  All responses will be made from the Parish office.  If the Clerk believes that the matter should be referred to the full Council, she will advise that this has to be discussed at the next Parish Council meeting and placed the matter on the Agenda. 

Any correspondence received from any source outside the Council, should be handed to the Clerk for acknowledgement and reply.
 

Press & Media

Any approach from the media must be referred to the Clerk.  Ask the journalist or person calling their name and number and pass on to the Clerk.  Give the journalist the Clerk's contact details.  
The Parish Council's will consider its response to any media enquiry and will respond as soon as practicable.  We will issue a statement once the matter has been considered.  The Clerk must approve and discuss such statements with the relevant Councillors and Chairman.  

No Councillor will contact the press in respect of any matter without talking to the Clerk beforehand.  If they wish to contact the press on a personal basis they may do so, but must inform the media that they are speaking as an individual, not as a representative of the Council and are not stating the official view of the Council.  This must be be adhered to when writing letters to local newspapers, posting comment on social media or when speaking to the press.
Interviews will be given only by authorised Councillors and the Chairman.
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