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Workington Town Council

Town Hall, Oxford Street, Workington. CA14 2RS

Telephone: 01900 702986

Email: office@workingtontowncouncil.gov.uk

Website: www.workingtontowncouncil.gov.uk


Communications Policy 
Introduction
Workington Town Council is accountable to the local community for its actions, which can only be achieved through effective communications.  The Town Council recognises that to increase public awareness of services and facilities, a constructive and positive relationship with the media is essential. The purpose of this policy is to define the roles and responsibilities within Workington Town Council for working with the media and a procedure on how to deal with issues that may arise when dealing with the media.  ‘Media’ is defined in this policy as the press, radio, TV broadcasting, and internet publications. 

1. Legal Responsibility
1.1
The law governing communications in local authorities can be found in the Local Government Acts 1986 and 1988, The Freedom of Information Act 2000 and the Transparency Code 2015, as a minimum.  The Council must also have regard to the governments Code of Recommended Practice on Local Authority Publicity.
1.2 
The Town Council’s adopted Standing Orders should be adhered to.

2. Contacting the Council

2.1 
Between meetings the point of contact for the Town Council is the Chief Officer/RFO, and it is to the Chief Officer/RFO that all correspondence, in whatever format, should be addressed. Email is the preferred method of contact.

2.2 
Correspondents with the Council should be aware that any communication received by the Council may, at its discretion, be placed in the public domain.

2.3
Anonymous communications will either be passed to the Police if they contain accusations of a criminal nature, or they will be destroyed by the recipient without further circulation.

3. Council Documents

3.1
The agenda for council meetings will contain enough information to provide an understanding by the public of the topics to be discussed and any decisions to be taken.

3.2
The agenda will be published 3 clear workings days prior to the meeting.

3.3 
Minutes of the meeting will be published in draft as soon as possible after the meeting and within a maximum of 28 days. Minutes will record all decisions made.

3.4 
Requests for documents under the Freedom of Information Act will be charged according to current legislation and guidance.

3.5
For all other requests the Council will make a charge of 25p per page for supplying copies of documents plus postage. Council may levy an hourly charge for the Chief Officer/RFO’s time in researching, retrieving and redacting documents. Such charge will reflect the Chief Officer/RFO’s hourly rate.

3.6
Documents considered at a meeting will be uploaded onto the Council’s website for at least a year following the meeting and the signed minutes will be kept by the Chief Officer/RFO in a folder in accordance with the Local Government Act 1972 Sch. 12 para 41.

3.7
Requests for documents not available on the website should be made to the Chief Officer/RFO. Such requests will be responded to if and as soon as, resources allow.

3. Contact with the Media
3.1
The Chief Officer/RFO, employees and Members should always have due regard for the long-term reputation of the Town Council in all their dealing with the media. Councillors who are asked for comment by other agencies, the press or members of the public, should make it clear that it is their personal view being given unless it has been agreed that that Member has been specifically tasked with reporting the view of WTC.
3.2
Copies of any correspondence between Councillors and other parties should be sent to the Chief Officer/RFO as soon as possible.
3.3
When the media wish to discuss an issue that is, or is likely to be, subject to legal proceedings then advice should be taken from Workington Town Council’s solicitor before any response is made.
3.4
In accordance with Data Protection and Freedom of Information legislation, instances that may involve the release of personal information or sensitive information must be dealt with by the Chief Officer/RFO. 
3.5
When responding to approaches from the media, statements made by the Chief Officer/RFO, employees and Members should reflect the Council’s opinion as resolved at committee meetings.
3.6
There are occasions when it is appropriate for the Town Council to submit a letter to the media in response to an issue, to explain policies etc. Such letters should be kept brief and balanced in tone and correspondence should not be drawn out over several weeks.  
3.7
Should a member wish to submit a letter to the press on any subject they should not use the term ‘Town Council’ or give the impression, directly or implied, that they are writing on behalf of the Council.  
3.8
Any doubt about information that can or cannot be provided to the media can be clarified in Workington Town Council’s Data Protection Policy and Freedom of Information Procedures or with the Chief Officer/RFO.

3.9
Any complaints received by Councillors or the Chief Officer/RFO should be handled under the Council’s complaints procedure.

3.10 
Confidential documents, exempt minutes, reports, papers and private correspondence should not be provided to the media.  If such instances do occur, an investigation will take place.

4. Council Meetings
4.1
The main method of communication by WTC with residents and the public is committee meetings, Full Council meetings and social media. These meetings are supported by information posted on its website and noticeboards some of which is required by the governments transparency code for smaller authorities (see  https://ww.gov.uk/government/publications/transparency-code-for-smaller-authorities) 

4.2 
An up-to-date schedule of council meetings will be published monthly in advance.

4.3
Members of the public and press have the right to attend all meetings of WTC as observers. Participation by members of the public, at meetings, is permitted only in accordance with the agenda and at the discretion of the Chair of the meeting.

4.4
The media are encouraged to attend Council meetings, seating and workspace will be made available if required.
4.5
Any filming, taping or broadcasting of Council or Committee proceedings by the media must comply with current transparency guidelines. No prior permission is required; however, the Chair must be informed (at the beginning of the meeting) by any person who wishes to record or broadcast the proceedings and the Chair must inform those present if a recording is being made by the council.
4.6
If a meeting is filmed, the members of the media filming must ensure that:

a)
The activity does not disrupt the meeting and is contained to areas designated to the public.
b)   Disruptive behaviour is any action or activity which disrupts the conduct of the meetings or impedes other members of the public (including but not exclusive to moving outside of the public area, excessive noise or setting (& resetting) equipment during the proceedings.
c) The Chair can suspend the meeting if any person is acting in a disruptive manner.

d)
The rights of those being filmed or broadcast are respected – those who do not wish to be recorded will be provided with a space where they are not recorded – recording of the public must be kept to a minimum with focus on the proceedings.
e)
Any person or organisation choosing to record or broadcast any meeting of this council is liable for any claims or other liabilities resulting.
f)
Any editing does not open to misinterpretation of the proceedings, or

disrepute’s the core values of the Council. 

4.7 
Meetings or part of meetings from which the press and public are excluded may not be recorded or broadcast.

 4.8
Confidential sections of meetings are not covered by transparency regulations and may not be recorded or broadcast if doing so breaches the confidentiality of the session. 
4.9
The Local Government Act 1972 requires the agendas, reports and minutes are sent to the media on request.
5. Press Releases
5.1
The purpose of a press release is to make the media aware of a potential story, to provide important public information or to explain the Town Council’s position on a particular issue.  It is the responsibility of the Chief Officer/RFO, employees and Members to look for opportunities where the issuing of a press release may be beneficial.

6.  Elections

The Code of Recommended Practice on Local Authority Publicity contains guidance for providing publicity for Members and for publicity during elections. 
6.1
The Town Council will not use resources to publicise individual Members unless it is relevant to the position they hold in the Council. 
6.2 
The Council will not quote any Member in a news release or involve them in proactive publicity events during the election period, regardless of whether they are standing for election. The only exception to this (as laid down in the Code of Recommended Practice on Local Authority Publicity) is during an emergency or where there is a genuine need for a member level response to an important event outside the control of the Council. In this situation, Members holding key civic positions should be able to comment.
7.  Notices & Social Media 
7.1

The Town Council’s website will be used for the advertising of agenda, minutes and other council information. 
7.2
The Town Council will use its notice boards to publicise local events and public information. Workington Town Council will authorise all publications prior to displaying it on any of the notice boards. 

7.3
The Town Council’s Matrix Boards will be used to advertise relevant non-profit events in Workington. Details on how the Matrix boards are used can be found in the Matrix Board Scheduling Policy.

7.4
The Council’s website and Social Media platforms will be used to convey information on matters of interest and latest news. 
7.5
Social media sites are in the public domain and it is important that Members and employees ensure that they are confident of the nature of the information they publish. 

7.6
In their use of social media, Members and employees must always observe the principles stated in this policy. This includes content which may result in action for defamation, discrimination, breaches of copyright, data protection or other claims for damages that may bring the Council into disrepute. 
8. Communication with Members of Principal Councils and Parliament

All correspondence received from Members of Principal Councils and Parliament or their offices on matters which are the business of the Town Council or relate to the policies or functions of the Council or the implementation of such policies or functions is the corporate business of the Council and, if received by an individual member, is to be forwarded to the Chief Officer/RFO for consideration and response in accordance with the procedures of the Council. Members of Council may not represent the views of the Council to members of principal councils or parliament unless they have been specifically delegated to do so.

(Members may enter into correspondence if they wish, provided it is made clear that they speak as individuals and not as corporate representatives of the Council).
Adopted by Full Council at a meeting on 31st July 2024 (Min FC24.69)

