
East Peckham Parish Council 
Communications Policy 
Introduction 

This policy has bee drawn up in accordance with the “Governance Toolkit 

for Parish & Town Councils” prepared as a partner publication by 

Association of Council Secretaries and Solicitors, Society of Local Council 

Clerks, Standards for England, the National Association of Local Councils 

and the Local Government Association. It also takes into account the 

principles in the National Code for Recommended Practice on Local 

Publicity 2001. 

 

Aims 

The council’s communications will be open and honest in dealing with the 

media and to establish clear, easy to use, channels of communication in 

relation to members of the public, other agencies, fellow members, the 

press and parish council staff. 

The parish council aims to provide information on important matters 

affecting the community and to encourage informed comment from 

interested individuals and groups. 

Each parish councillor has a duty to represent, without bias, the interests 

of the whole community. He/she will always try to help with regard to 

matters relating to the parishes within the group. However, an individual 

councillor cannot respond to enquiries outside of Parish Council meetings 

other than to acknowledge such an enquiry.  Neither can an individual 

councillor, nor the chairman, make a decision or respond on behalf of the 

Parish Council. 

Means of Communication   

Website 

In the interests of transparency and to provide electors with a clear 

picture of its activities, the Parish Council will publish information on the 

parish council website.  This will include parish council meeting agendas, 

the full minutes of parish council meetings and a publication 

scheme.  Hard copies are available by request to the clerk or Assistant 

Clerk 



Newsletter 

The parish council publishes a regular newsletter on a monthly basis,  

newsletters are published on the parish council website and parish 

noticeboards. The parish council also places a reduced news update in the 

Village Magazine. 

Notice boards 

The notice boards on the side of the village store and on the recreation 

ground, will display contact details for the parish clerk, assistant clerk, the 

agenda for the next meeting, any statutory notices and other items of 

interest.  Due to limited space, more comprehensive information is 

available on the parish council website. 

Meetings   

The Parish Council meets on the third Wednesday of the month at 7.00pm 

at the Councils Meeting Room, Jubilee Hall, Pippin Road. During every 

parish council meeting there is a 15 minute slot for members of the public 

to raise a matter of concern or to comment on an item on the 

Agenda.  After the conclusion of the public speaking section however, 

members of the public are not permitted to contribute to further agenda 

items unless permission is granted by the Chairman.  Further details can 

be found in the Parish Council Policies. 

Annual meeting of the Parish Council  

Every May there is an Annual Parish Council Meeting.  It is in effect a 

normal parish council meeting except that item one on the agenda has to 

be ‘The election of the Chairman’, who will be elected for the coming year. 

Annual Parish Meeting   

This is a meeting for the residents of the Parish and is not a Parish Council 

meeting.  Electors are invited to contribute to the agenda and these 

meetings can celebrate local activities and debate current issues in the 

community.  Parish awards will also be presented at this meeting. Seven 

clear days’ notice of the meeting will be given and the meeting will be held 

in May each year. 

 

 



Correspondence   

All correspondence to the parish council should be addressed to the 

Clerk.  This will ensure that the matter is recorded and passed to the 

parish council for their attention at the next meeting. 

If a parishioner wishes a subject to be raised, and it is appropriate for 

discussion at a parish council meeting, then the Clerk will have to be 

notified seven days before the publication of the agenda. 

The parish council will determine the response, if any, to correspondence 

received. The parish council reserve the right to not respond to any 

correspondents that are taking up a disproportionate amount of the 

Clerk’s time.  Advice will be sought upon receipt of vexatious 

communications and acted upon accordingly. 

All official correspondence from the parish council should be sent by the 

Clerk in the name of the parish council using Council headed 

paper.  Correspondence from individual parish councillors should be 

avoided; however, there may be exceptional situations when it is 

appropriate for a parish councillor to issue correspondence in his/her own 

name. Such correspondence must be authorised by the parish council. 

Communication with the Press and Public 

The Clerk will clear all press reports, or comments to the media, in 

consultation with the Chairman.  The Clerk will be the first point of contact 

for the media; however, where it is appropriate for a councillor to 

represent the parish council, the Chairman or Vice-Chairman shall be 

authorised as the official spokesmen for the council. 

Individual councillors will not be permitted to issue media releases on 

behalf of the parish council. 

In the restricted period before an election, commonly known as “purdah” 

media releases will not include quotes from councillors who are due for 

re-election. 

Press reports from the parish council, its committees or working groups 

shall be sent from the Clerk or via the reporter’s own attendance at a 

meeting. 



Unless a parish councillor has been authorised by the council to speak to 

the media on a particular issue, parish councillors who are asked for 

comment by the press should make it clear that it is a personal view and 

ask that it be clearly reported as their personal view. Councillors shall not, 

in their official capacity, provide oral or written statements or written 

articles to the press or other media. 

Elected members will be regularly approached by members of the 

community as this is part of their role. How enquiries from the public are 

dealt with by councillors will reflect on the council.  At no time should 

councillors make any promises to the public about any matter raised with 

them other than to promise to investigate the matter. All manner of issues 

may be raised, many of which may not be relevant to the parish council. 

Depending on the issue raised it may be appropriate to deal with the 

matter in the following ways: 

• refer the matter to the Clerk or assistant Clerk who will then 

deal with it as appropriate. 

• request an item on a relevant agenda. 

• investigate the matter personally, having sought the guidance 

of the Clerk or Assistant Clerk. 

 

Internal Communication 

E-mails should be kept to a minimum and only be appropriate to the work 

of the parish council. Matters for information to the other councillors 

should also be sent to the Clerk and Assistant Clerk. All Council emails 

should come the Councillors allocated council Email Address. Please note 

that instant replies should not be expected from the Clerk or Assistant 

Clerk.  Telephone calls to the office should be kept to a minimum and be 

appropriate to the work of the Parish Council. 

Social Media      

The parish council uses social media, including Facebook and Twitter in 

order to promote the activities of the council. it is agreed that these are 

accepted methods of promotion of the council’s activities and all posts 

should be posted by the Clerk or Assistant Clerk. 

 

Adopted at the parish council meeting on 10th May 2023 

To be reviewed May 2024 


