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COMMUNICATIONS POLICY 2018 
 

Approved Version – 8 May 2018 

 

Resolution and Authorisation in Council:  

1. This document was developed in accordance with the Local Government Act 1972 and in 
conjunction with the National Association of Local Councils (NALC) Model Standing Orders 
(England) 2018. 
 

2. The Communications Policy was adopted formally by the Gazeley Parish Council (hereafter 
referred to as ‘the Council’ or ‘PC’) at its Annual General Meeting (AGM) held on 8th May 2018. 

 
3. This version replaces and overrides all previous versions of the Policy. 
 
4. The Communications Policy shall be reviewed and subsequently re-adopted annually by the 

Council at the respective AGM. 

By Order of The Council 
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1. GENERAL 
 
1.1. The aim of the Communications Policy is to establish clear, easy to use, channels of 

communication between the Parish Council (PC) and members of the local community.  
 
1.2. The PC shall aim to provide information on important matters affecting the community and to 

encourage comment from interested individuals and groups.  
 
1.3. Every Parish Councillor has a duty to represent, without bias, the interests of the whole 

Gazeley community and not just in the area of their residence. They should assist with regard 
to communicating matters relating to the Parish of Gazeley.  

 
1.4. A Parish Councillor contact list shall be made available on the Parish Council Notice Board on 

the village Green and on the Parish Council website.  
 

1.5. The Parish Clerk, as the Proper Officer, shall be the only officer of the PC who may 
communicate in the name of the PC to any official body or organization, and in any public 
media fora.  
 

1.6. Parish Councillors may not communicate in any public fora (including social media) in their 
individual capacity, or by implication, as Councillors. 
 

1.7. The Parish Clerk, as the proper Officer, shall be responsible for the publishing of all PC formal 
correspondence, Calling Notices, Agendas, Minutes etc. 

 
1.8. All PC communications shall comply with the General Data Protection Regulations (GDPR) 

and current UK Data Protection Act (DPA) legislation. In the event of any confliction with this 
Policy, UK legislation shall take precedence. 

 
2. COMMUNICATIONS MEDIA 
 
2.1. The primary means of disseminating PC information shall be via the PC Notice Board on the 

Village Green and on the PC website at http://gazeley.onesuffolk.net/parish-council/. Other 
forms of information sharing, such as the PC Facebook page at @gazeleypc, may be used as 
appropriate. 

 
2.2. A PC Notice Board shall be maintained on The Green to display the following as permanent 

and updated information: 
 

a. The names, addresses and telephone numbers of members (Councillors) of the PC and 
the Parish Clerk.  
 

b. The programme of scheduled PC meeting dates for the year. 
 
c. The forthcoming PC Meeting Agenda. 
 
d. Draft Minutes from the last PC Meeting. 

 
e. Approved Minutes from the previous PC Meeting. 
 
f. The current PC Newsletter. 
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g. Other PC or Community-related notices (as space allows)  
 

2.3. The PC Notice Board may not be used for any non-PC or commercial notices without the 
authority of the PC. 

 
2.4. The PC shall publish Minutes in accordance with Section 6 of this Policy.  
 
2.5. Members of the public may apply to the Parish Clerk for a copy of the Minutes once they have 

been formally approved and adopted by the PC. An administrative charge may be levied for 
hard-copy and mailed versions. 

 
2.6. A PC Newsletter shall be produced at regular intervals to provide:  
 

a. The community with the composition of the PC and the Councillors’ contact details. 
 
b. Information on current projects, events and other relevant items of interest. 
 
c. Publicity for village clubs and amenities (subject to relevance and space availability). 
 

2.7. The PC Newsletter shall normally be published quarterly, but additional issues may be 
published as required. 

 
 
3 PC GENERAL MEETINGS 
  
3.1. The PC shall normally conduct its General Meetings in the Gazeley Village Hall from 19:30 – 

21:30 on the second Tuesday of each month, with the exception of August.  
 
3.2. There shall be the opportunity for members of the public to raise a matter of concern or to 

comment on an item on the Agenda during the meeting, as determined by the PC but normally 
at the end of formal business and as an Agenda item, termed the Public Forum.  

 
3.3. Once the meeting has commenced, members of the public are not permitted to contribute to 

the discussion unless the Chair feels that they have some expertise or experience in the matter 
being discussed. In this case, they shall adjourn the meeting temporarily to allow them to 
speak but must not allow the intervention to turn into a general debate. 

 
3.4. A person who attends a meeting shall be permitted to report on the meeting while the meeting 

is open to the public. To ‘report’ is defined as to film, photograph, make an audio recording of 
meeting proceedings, use any other means for enabling persons not present to see or hear the 
meeting as it takes place or later, or to provide oral or written commentary about the meeting 
so that the report or commentary is available as the meeting takes place, or later, to persons 
not present. 

 
3.5. A person present at a meeting may not provide an oral report or oral commentary about a 

meeting as it takes place without the expressed permission of the Council. 
 
 
4. ANNUAL PARISH MEETINGS 
 
4.1. The aim of the Annual Parish Meeting (APM) is to provide members of the electorate with a 

summary of the activities of the PC and other Gazeley organizations during the preceding year. 
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Any issue may be raised for debate to enable the members of the public to air their views and 
discuss local issues of concern to them.  

 
4.1. The APM shall be held annually between 1st March and 1st June. It shall be convened and 

publicized at least 1 calendar month before the scheduled date. 
 
4.2. While the APM shall normally be convened by the Chair of the PC, it is not a PC meeting per 

se.  
 
4.3. The APM shall be chaired by the Chair of the PC, or another Councillor duly elected by the PC 

to carry out the task. Serving Councillors are not compelled to attend the APM; however, it is 
viewed as desirable and good practice for them to do so. 

 
5. AGENDAS 
 
5.1. An Agenda for the forthcoming PC Meeting shall be published by the Proper Officer at least 3 

clear days before the meeting. It shall be: 
 

a. Circulated to all Councillors in draft form at least 7 working days before the subject 
meeting, to provide the opportunity to review and, where necessary, input to the agenda. 
For the purposes of meetings held on a Tuesday, the Agenda must be published no later 
than on the preceding Thursday. 
 

b. Served on councillors by delivery or post at their residences, or by email authenticated in 
such manner as the Proper Officer thinks fit, a signed summons confirming the time, 
place and the agenda (provided the Councillor has consented to service by email). 
 

c. Provided, on the PC Notice Board and on the official PC website, public notice of the 
time, place and agenda (provided that the public notice with agenda of an extraordinary 
meeting of the Council convened by councillors is signed by them). 

 
 
6. MINUTES 
 
6.1. The Parish Clerk shall produce the Minutes of any General, Annual General or Extraordinary 

Meetings of the PC: 
 

a. To reflect the mandatory and other items as listed on the relevant Agenda, and to provide 
brief outlines of the respective issues and the subsequent actions/Resolutions taken. 

 
b. As a draft version within 7 days for review by all Councillors (for the reporting of factual 

and/or typographical errors), prior to its publication as a Draft on the PC website and PC 
Notice Board within 10 days of the meeting. 
 

c. As a final version following ratification and approval by the PC at the next scheduled 
meeting, for publication on the PC website and PC Notice Board as soon as practical 
after the meeting. 

 
6.2. The Minutes shall remain in draft form until they are approved at the next scheduled PC 

meeting. 
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6.3. Subject to the publication of draft minutes in accordance with para 6.1, and following a 
resolution which confirms the accuracy of the Minutes of a meeting, the draft minutes or 
recordings of the meeting for which approved minutes exist shall be destroyed. 

 
 
7. CORRESPONDENCE 
 
7.1. All external correspondence to the PC shall be addressed or directed to the Parish Clerk in the 

first instance, for redistribution to Councillors as appropriate. 
 
7.2. All correspondence to the PC shall be acknowledged in writing, using the same means as used 

by the correspondent, by the Parish Clerk within 7 days of receipt. 
 
7.3. Correspondence that proposes an item to be raised in Council must be received no later than 7 

days prior to the next scheduled meeting if it is to be discussed as a formal Agenda item.  
 
7.4. All formal correspondence to and from the PC (other than that of a confidential or sensitive nature) 

shall be circulated to all Councillors in a timely manner and for any particular circulation to be 
completed prior to the next PC Meeting. 

 
a. Electronic correspondence received may be emailed or distributed in hard-copy format as 

appropriate. 
 

b. Hard-copy mail received shall be made available in a Correspondence Folder circulated 
to all Councillors on a timely basis each month. 

 
7.5. All correspondence between the members of the PC shall be treated as ‘internal 

correspondence’ and shall not be released outside of the PC unless directed as fit for wider 
circulation by the PC. 

 
 
8. COMMUNICATION PROTECTION 
 
8.1. The Council shall have in place and keep under review, technical and organisational measures 

to keep secure information (including personal data) which it holds in paper and electronic 
form. Such arrangements shall include deciding as to who has access to personal data and the 
encryption of personal data.  

 
8.2. The Council shall have in place, and keep under review, policies for the retention and safe 

destruction of all information (including personal data) which it holds in paper and electronic 
form. The Council’s retention policy shall confirm the period for which information (including 
personal data) shall be retained or if this is not possible the criteria used to determine that 
period (e.g. the Limitation Act 1980).  

 
8.3. The PC shall apply a suitable level of security protection to all written (including electronic) 

correspondence to safeguard against its loss, misuse or unauthorised access or disclosure in 
accordance with current data protection legislation. Such protection shall include any 
necessary encryption and the maintenance of effective anti-virus and on-line security software. 

 
8.4. The author shall be responsible for assessing and applying the level of protection to be 

accorded to any correspondence generated. However, recipient members of the PC shall also 
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be responsible for advising the author if they find the content deserves a higher level of 
protection. 

 
8.5. Where any correspondence (in any form) between the Parish Clerk and third parties or 

Councillors, or between Councillors, includes personal data or other confidential or sensitive 
information, appropriate technical and security measures shall be taken to protect such data or 
information against loss, misuse or unauthorised access or disclosure. 

 
8.6. If the Parish Clerk or a Councillor is the author of any such correspondence, they shall ensure 

that: 
  

a. Personal data or other confidential or sensitive information is included only as and to the 
extent that shall be necessary unless it is anonymised or encrypted. 
 

b. An appropriate warning of the nature of its contents is clearly given to recipients. 
 

c. It is transmitted or delivered by suitably secure means. 
 
8.8. Should the Parish Clerk or a Councillor be the recipient of any confidential or sensitive 

correspondence, they shall ensure that it is: 
 

a. Appropriately annotated if of a confidential or sensitive nature. 
 

b. Stored securely and for no longer than necessary. 
 

c. Securely deleted and/or destroyed when its retention is no longer necessary.  
 

8.9. The following instruction shall be applied to all electronic mail sent in the name of the PC and 
inserted immediately after the signature block as a subscription: 

 
“This message contains confidential information and is intended only for the named individual 
or appointment. If you are not the named addressee you may not disseminate, distribute or 
copy this Email. If you have received this e-mail by mistake, please notify the sender 
immediately by Email and delete this message from your system. If you are not the intended 
recipient you are advised that disclosing, copying, distributing or taking any action in reliance 
on the contents of this information is strictly prohibited under the Data Protection Act 1998 and 
2018, and the provisions of the General Data Protection Regulations 2018, which provides for 
severe penalties for those who breach the legal requirements.” 

 
 
9. FREEDOM OF INFORMATION 
 
9.1. In accordance with current Freedom of Information legislation, the Council shall publish 

information in accordance with its Communications Policy and respond to requests for 
information held by the Council. Accordingly, the following Core Classes of the Freedom of 
Information Act 2000 shall be adopted by the Council: 

 
9.2. Class 1 - Who we are and what we do. 

Organisational information, representatives on Village Organisations is readily available upon 
request to the Parish Clerk, on the Parish Notice-board or on the website. 
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9.3. Class 2 - What we spend and how we spend it. 
All the functions and financial transactions of the Parish Council are subject to Government 
Audit under the auspices of the Audit Commission.   
 
a. The current external auditors are PKF Littlejohn LLP of 1 Westferry Circus, Canary 

Wharf, London E14 4HD and the current internal auditor may be contacted via the 
Parish Clerk.  
 

b. On publication of the Notice of Audit, a parishioner may, on application to the 
Clerk in accordance with said notice, view the: 

 
1. Annual Return Form (Limited to the last available). 
2. Annual Statutory Report by Auditor (Limited to the last available). 
3. Receipt/Payments books and back statements (Last financial year). 
4. Precept Decisions (Last financial year). 
5. VAT Records (Last financial year). 
6. Standing Orders. 
7. Assets Register. 
8. Risk Assessment Information 

 
9.4. Class 3 - How we make decisions: 

Agendas and supporting papers for Council meetings and for any forthcoming meeting, shall 
be made available for inspection by application to the Parish Clerk in accordance with paras 2 
and 5 of this Policy.   

 
9.5. Class 5 - Our Policies and Procedures 

The PC has adopted the revised 2016 Code of Conduct for Parish and Town Councils which 
includes section 12(2) and this may be viewed by arrangement with the Parish Clerk. The 
following PC-related declarations, policies and procedures may be viewed on application to the 
Parish Clerk: 
 
a. The Member’s Declaration of Acceptance of Office and the Register of Interests may 

be viewed by arrangement with the Parish Clerk (or the Monitoring Officer at Forest 
Heath District Council). 

 
b. Standing Orders. 
 
c. Financial Regulations. 
 
d. Communications Policy (this document). 
 
e. Internal Procedure and Protocol for Blogging and Social Networking Policy for Parish 

Councillors. 
 
9.6. Class 6 – Lists and Registers. 

The Council (Parish Clerk) shall retain all publicly available registers and lists which are to be 
made available for inspection. 
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9.7 Class 7 – The Information about the Services we offer. 

The services offered by the PC shall include: 
 
a. Newsletters produced for the public and businesses are readily available from the 

Parish Clerk, on the Parish Notice Board or via the PC website. 
 

b. Village Information Booklet. 
 

c. Other information about Gazeley Village Hall, community events and organisations 
should be available from the appropriate committees of village groups and 
organizations. 

 
9.8. The Council shall charge the full cost for disbursements such as photocopying and printing of 

any material supplied on request. There will be an administrative charge of 20p per A4 sheet 
plus the cost of any necessary packaging and postage incurred. 

 
 
10. MEDIA HANDLING 
 
10.1. All interaction (whether verbal or in writing) with the Press or Media organisations, for and on 

behalf of the Council, shall be conducted by the Proper Officer. Councillors shall not engage 
with the Press or Media on Council matters without due PC authorisation and preparation. 
 

 
11. RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION 
 
[This policy is to be reviewed and revised as appropriate after the DPA and GDPR 2018 legislation is 
passed into law.] 
 
11.1. The Council shall appoint a Data Protection Officer. 

 
11.2. The Council shall have policies and procedures in place to respond to an individual exercising 

statutory rights concerning his personal data. 
  
11.3. The Council shall have a written policy in place for responding to and managing a personal 

data breach. 
 
11.4. The Council shall keep a record of all personal data breaches comprising the facts relating to 

the personal data breach, its effects and the remedial action taken. 
 
11.5. The Council shall ensure that information communicated in its privacy notice(s) is in an easily 

accessible and available form and kept up to date. 
 
11.6. The Council shall maintain a written record of its processing activities. 

 
 
[END OF THE GAZELEY PC COMMUNICATIONS POLICY 2018 DOCUMENT] 

 
 


