Communications and Correspondence Policy

A. Perry Parish Council Correspondence

(i) The point of contact for the parish council is the Clerk, and it is to the Clerk that all
correspondence for the parish council should be addressed.

(ii) The Clerk should deal with all correspondence following a meeting.

(iif) Most official correspondence should be sent by the Clerk in the name of the

council using council letter headed paper or by email, using the

clerk@perryparishcouncil.org.uk address. For correspondence not sent by the

Clerk, he must be provided with a copy.

(iv) Where correspondence from the Clerk to a Councillor is copied to another person,
the addressee should be made aware that a copy is being forwarded to that other
person (e.g. copy to XX).

(v) The Clerk will acknowledge receipt of correspondence (excluding circulars, bulletins, junk
mailings and other correspondence which clearly does not require an acknowledgement),

see also D(iv).

B. Councillor Correspondence to external parties

(i) As the Clerk should be sending most of the council’s correspondence from a
Councillor to other bodies, it needs to be made clear that it is written in their

official capacity and has been authorised by the parish council.

(i) A copy of all outgoing correspondence relating to the council or a Councillor’s role
within it, should be sent to the Clerk, and it be noted on the correspondence, e.g.
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“copy to the Clerk” so that the recipient is aware that the Clerk has been advised.
C. Communications with Parish Council Staff
(i) Councillors must not give instructions to any member of staff, unless authorised to

do so (for example, three or more Councillors sitting as a committee or subcommittee with

appropriate delegated powers from the council).

(ii) No individual Councillor, regardless of whether or not they are the Chairman of the
council, the Chairman of a committee or other meeting, may give instructions to

the Clerk or to another employee which are inconsistent or conflict with council
decisions or arrangements for delegated power.

(i) Telephone calls should be appropriate to the work of the parish council.

(iv) Emails: Instant replies should not be expected from the Clerk; reasons for urgency

should be stated.

¢ Information to Councillors should normally be directed via the Clerk;
¢ E-mails from Councillors to external parties should be copied to the Clerk;

e Councillors should acknowledge their e-mails when requested to do so.

D Nuisance, vexatious, unreasonable and unacceptable communications

(i) Perry Parish Council councillors and employees are not expected to tolerate unacceptable
behaviour from anybody, however communicated. Examples of unacceptable behaviour may
include using foul or offensive language, sending multiple communications and making

unsubstantiated allegations.

(i) Any councillor or employee receiving communications they consider unacceptable must

notify the Chairman and Clerk.
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(iii) If necessary the Clerk shall report malicious and otherwise unacceptable
communications to the relevant authorities (including but not limited to the District and

County Councils and the police).
(iv) At the Clerk’s discretion nuisance communications may be left unacknowledged.

(v) If necessary, nuisance communicants may be blocked (including and not limited to
email addresses and phone numbers). The Clerk shall keep records of those so

blocked.
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