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Social Media and Electronic Communications Policy
The use of digital and social media and electronic communication enables Elkesley Parish Council to improve the communications within the Parish Council and between the Parish Council and the community.  The Parish Council currently has a website and a Facebook page and may in the future use other channels of communication as it seeks to improve the service it delivers.  The Parish Council will always try to use the most effective channel for its communications.  
Our guidelines and expectations
Councillors will follow the code of conduct and any communications from the Parish Council will meet the following criteria: 
· Information published by the Parish Council will be broadly the same irrespective of medium
· Discussions on the Parish Council Facebook page will be focussed mainly on information provision

· It will be moderated by the Council’s nominated representatives

· Social media will not be used for the dissemination of any political advertising 
Equally, we expect any communications to and from the Parish Council to meet the following criteria:

· Be civil, tasteful and relevant

· Not contain content that is unlawful, libellous, harassing, defamatory, abusive, threatening, harmful, obscene, profane, sexually oriented or racially offensive

· Not contain content copied from elsewhere, for which the enquirer does not own the copyright

· Not sending large volumes of the same message (“spamming”)

· Not to contain anyone’s personal information, other than necessary basic contact details 
The Parish Council may delete, ignore, inform the sender of our policy or send a brief response as appropriate if any communication does not meet the above criteria. This will be at the Council’s discretion based on the message received and given our limited resources available.   If a resident has concerns regarding content posted by the Parish Council or its members, then they should write to the Parish Clerk.  Repeat offenders will be blocked from these communication channels. 
Parish Council Website 
Where possible we aim to include accurate and relevant information and links on our website as well as the mandatory information for the purposes of transparency.  The Parish Council may, at its discretion enable approved local groups to have links to their own website or information about the group’s activities.  The local group would be responsible for maintaining the content and ensuring that it meets the Parish Council’s “rules and expectation” as per this document. The Parish Council reserves the right to remove any or all of a local group’s information from the website.  Where content on the website is maintained by a local group it should be clearly marked that such content is not the direct responsibility of the Parish Council. 
Parish Council Email
Where possible the Parish Council uses email to communicate with councillors and often in response to residents. 

· The Clerk has their own council email address. This account is monitored daily Monday – Friday and the Clerk aims to respond to all questions as soon as practical. 
· The Clerk is responsible for dealing with email received and passing any onto the relevant member or external agency to action.

· All formal communications on behalf of the Council must come from the Clerk.

· Once decisions are made, councillors should respect those views 
· If councillors are offering personal opinions prior to a meeting and decision it must be clear that it is their view and not that of the council

· Email addresses are not to be shared without permission of the individuals

These procedures will ensure that a complete and proper record of all correspondence is kept. 
SMS (Texting) 
Members and the Clerk may use SMS as a convenient way to communicate at times. All are reminded that this policy also applies to such messages. 
Internal communication and access to information within the Parish Council 
The Parish Council is continually looking at ways to improve its working and the use of social media and electronic communications is a major factor in delivering improvement. Parish Councillors are expected to abide by the “our rules and expectation” section in all their work on behalf of the Parish Council.  Parish Councillors are expected to maintain an awareness of the confidentiality of all information that they have access to and not to share that information with anyone unless they are sure that it is reasonable to do so. Failure to properly observe confidentiality may be seen as a breach of the Parish Council’s Code of Conduct and will be dealt with accordingly.  Members should also be careful only to cc essential recipients on emails and to avoid the use of “reply all” option if at all possible. 
Electronic recording of meetings

It is standard practice to record all council meetings for the purposes of ensuring accuracy of minutes and to help resolve disputes should they occur
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	The safeguards and controls relating to this Policy will be reviewed annually to ensure they are still relevant, efficient and effective.
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