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1. Introduction
This policy supports good communication between the Parish Council, residents, local groups, and organisations. It applies to all digital platforms: website, social media (e.g. Facebook), email, video calls, SMS, and instant messaging applications including WhatsApp. The Council aims to use the most suitable and accessible channels to keep residents informed and involved across a wide range of demographics.

2. Aims of Communication
· Be respectful, clear, and accurate.

· Encourage community engagement.

· Promote council events and decisions.

· Avoid political bias or advertising.

· Collect community information and opinions.

3. Rules for Official Social Media and Instant Messaging Use
· Platforms include the Alwoodley Parish Council website, Facebook page, official WhatsApp groups, and any approved digital tools.

· Decisions and Policy: WhatsApp and SMS must not be used to make formal council decisions or hold "remote meetings" that bypass the legal democratic process.

· Information Security: Do not share sensitive personal data or confidential council matters via unencrypted or non-council approved instant messaging apps.

· Posts and messages will be civil, factual, and relevant.

· Content will avoid offensive, abusive, or discriminatory material.

· Official posts/broadcasts will be made by the Clerk or authorised admin only.

4. Public Interaction Guidelines
· Be respectful to all users and staff.

· Avoid personal attacks or offensive language.

· Stay on topic and use social media constructively.

· Do not post private information or commercial promotions.

· Official Business: Use email or contact forms for official business, formal requests, or complaints. Private messaging on personal social media accounts must not be used for conducting official council business.

5. Managing Content
· Inappropriate content may be removed without notice.

· This includes: obscene, racist, misogynistic, or threatening posts; personal information shared without consent; spam; or misleading statements.

· Allegations of misconduct should be made through the proper complaints process.

6. Personal Use and Freedom of Information (FOI)
· FOI Compliance: All recorded information related to Parish Council business, even if held on personal devices or accounts (e.g., personal WhatsApp, SMS, or private email), is subject to the Freedom of Information Act. If a request is received, Councillors and staff are legally required to search these personal accounts and provide relevant data to the Clerk.

· When using personal accounts, state that views are personal.

· Do not share confidential information or use the Council's logo.

· Avoid content that could damage the Council's reputation.

7. Email and Instant Messaging Delineation
· What WhatsApp/SMS can be used for: Quick logistics, coordination (e.g., meeting attendance), emergency alerts, or sharing visual evidence of parish issues (e.g., photos of damage).

· What WhatsApp/SMS cannot be used for: Formal decision-making, debating complex policy, or sharing personal data protected by GDPR.

· Council emails should be respectful and use official addresses where possible.

· Emails regarding council business sent from personal accounts must be copied to the Clerk.

8. Dealing with Staff and Contractors (The Ranger)
· The Council recognizes the Ranger as a freelance contractor. To maintain professional boundaries and an audit trail, all work requests or instructions for the Ranger must be directed through the Clerk.

· Councillors must not give direct instructions to staff or contractors (including the Ranger) unless formally authorised.

· Communications must be respectful, professional, and focus strictly on parish council business.

· Contractors should not be contacted via personal messaging apps regarding work except in pre-defined emergency protocols managed by the Clerk.

9. Internal Communication
· All correspondence for the Council should go through the Clerk.

· Respect confidentiality and avoid "reply all" where unnecessary.

· Only share information with those who have a "need to know".



