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WEST HORNDON PARISH COUNCIL 

MEDIA POLICY 

 

1. INTRODUCTION 

 

1.1 The purpose of this policy is to define the roles and responsibilities within the Council for 

working with the media and deals with the day-to-day relationship between the Council and the 

media. 

 

1.2 It is not the intention of this policy to curb freedom of speech or to enforce strict rules and 

regulations.  Rather, the intention is to establish a framework for achieving an effective working 

relationship with the media.  The Council welcomes the opportunity to talk to the media and, 

through them, to debate issues in the public arena. 

 

2. KEY AIMS 

 

2.1 The Council is accountable to the local community for its actions and this can only be achieved 

through effective two-way communications.  The media – press, radio, TV, internet – are 

crucially important in conveying information to the community, so the Council must maintain 

positive, constructive media relations and work with them to increase public awareness of the 

services and facilities provided by the Council and to explain the reasons for particular policies 

and priorities. 

 

2.2 The media themselves have vital riles to play on behalf of the local community in holding the 

Council to account for its policies and actions.  It is important that they have access to Officers 

and Members and to background information to assist them in this role.  To balance this, the 

Council will defend itself from any unfounded criticism and will ensure that the public are 

properly informed of all relevant facts using other channels of communication if necessary. 

 

3. THE LEGAL FRAMEWORK 

 

3.1 The law governing communications in local authorities can be found in the Local Government 

Acts 1986 & 1988.  The Council must also have regard to the government’s Code of 

Recommended Practice on Local Authority Publicity.  Some aspects of the Code are relevant to 

this policy: 

 ‘Any publicity describing the Council’s policies and aims (and the provision of services) 

should be as objective as possible, concentrating on facts or explanation or both.’ 

 ‘Publicity touching on issues that are controversial, or on which there are arguments for 

and against the views or policies of the Council …should be handled with particular care.  

Issues must be presented clearly, fairly and as simply as possible, although councils 

should not oversimplify facts, issues or arguments.’ 

 ‘Publicity should not attack, nor appear to undermine, generally accepted moral 

standards.’ 

 ‘Local authorities should not use public funds to mount publicity campaigns whose 

primary purpose is to persuade the public to hold a particular view on a question of 

policy.’ 
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3.2 In particular, Officers and Members should always have due regard for the long-term reputation 

 of the Council in all their dealings with the media. 

 

3.3 Confidential documents, exempt Minutes, reports, papers and private correspondence should 

 not be disclosed to the media.  If such disclosures do occur, an investigation will take place to 

establish who was responsible and appropriate action taken. 

 

3.4 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 the Council’s solicitor before any response is made. 

 

3.5 Officers and Members must not disclose any personal or confidential information about other 

 Officers or Members.  This includes the release of personal information, such as home address 

and telephone number, disciplinary procedures and long-term sickness absences that are 

affecting service provision.  Members’ details are available in the public domain and through 

their Members’ Interest declaration. 

 

3.6 The Parish Clerk is responsible for issuing formal press releases on behalf of the Parish 

Council. 

 

4.   CONTACT WITH THE MEDIA 

 

4.1 Statements made by the Chairman, or in the absence of the Chairman, the Parish Clerk, should 

reflect the Council’s opinion. 

 

4.2 Other Councillors can talk to the media but must ensure that it is clear that the opinions given  

       were their own and not necessarily those of the Council. 

 

4.3 Caution should be exercised when submitting letters to the editor for publication in newspapers.  

 Letters representing the views of the Council should only be submitted by the Chairman or the 

Clerk.  If other Members choose to use the letters column to express their own opinions on 

Council policies, they must make it clear that the views expressed are their own and do not 

necessarily reflect the views of the Council or any of its Members. 

 

4.4 At all times consideration should be given as to how the correspondence may affect the 

 reputation of the Council. 

 

5. ATTENDANCE OF MEDIA AT COUNCIL MEETINGS 

 

5.1 The Local Government Act 1972 requires that agendas, reports and minutes are sent to the 

 media on request, five working days prior to the meeting. 

 

5.2 The media are encouraged to attend Council meetings and seating and workspace will be made 

 available. 

 

5.3 Any filming or taping of Council proceedings, by the media, must be with prior notice to the Clerk  

and Chairman of the meeting. 
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6. ELECTIONS 

 

6.1 The Code of Recommended Practice on Local Authority Publicity contains guidance for  

providing publicity for Members and for publicity around elections.  The code makes it clear that 

Council resources should not be used on publicising individual Members unless it is relevant to 

the particular position they hold in the Council.  These extracts from the Code illustrate the main 

points: 

 ‘Publicity about individual councillors may include the contact details, the positions they 

hold in the council (for example, Chairman or Chairman of a committee), and their 

responsibilities.  Publicity may also include information about individual councillor’s 

proposals, decisions and recommendations only where this is relevant to their position 

and responsibilities within the Council.  All such publicity should be objective and 

explanatory, and … personalisation of issues or personal images making should be 

avoided.’ 

 ‘Publicity should not be, or liable to misrepresentation as being, party political.  Whilst it 

may be appropriate to describe policies put forward by an individual councillor which are 

relevant to their position and responsibilities within the council, and to put forward their 

justification in defence of them, this should not be done in party political terms, using 

political slogans, expressly advocating policies of those of a particular party or directly 

attacking policies and opinions of other parties, groups or individuals.’ 

 The period between the notice of an election and the election itself should preclude 

proactive publicity in all its forms of candidates and other politicians involved directly in 

the election.’ 

 

6.2 In line with practice elsewhere in the country, the Council will not quote any Councillor in a news 

 release or involve them in proactive publicity events during the election period, regardless of 

whether or not they are standing for election.  The only exception to this (as laid down by 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.  PRESS RELEASES 

 

7.1 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 Council’s position on a particular issue.  It is the 

responsibility of all Officers and Members to look for opportunities where the issuing of a press 

release may be beneficial. 

 

7.2 Any Officer or Member may draft a press release, however they must all be issued by the Clerk  

in order to ensure that the principles outlined in section 3 (Legal Framework) are adhered to, 

that there is consistency of style across the Council and that the use of the press release can be 

monitored. 
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West Horndon Parish Council: Social Media Usage Guidelines 
 
Latest Update: 02/04/14 
 
Virtual Presence 
 
WHPC is active online through the following websites: 

 Official WHPC Facebook page 

 West Horndon Parish website 
 
This document covers interaction with the public through the Council’s virtual presence online. 
 
WHPC Facebook Page 
 
Method of interaction: 

 Only WHPC are able to post updates on this page. 

 Members of the public may comment on these posts (whilst this was previously banned, Facebook 
updated its privacy rules amending this). 

 Members of the public may message WHPC directly, in private, through the Facebook page. 
 
Form of WHPC Facebook updates: 

 These should be factual in nature, with opinion limited to a minimum. 

 At the end of each post, the posting councillor should state their name so it is clear to the public who 
has posted what. 

 Posts should be spell checked and reviewed for grammar before posting. 
 
Dealing with replies from the public: 

 General stance: Open, honest, factual, accurate. 

 Further background information may be provided if appropriate, given this is the Council’s own page.  
Note however that the Facebook page can be deemed the public domain so use your discretion around 
providing further information. 

 Any further information should be fully researched and reliable however, and reasonably expected to be 
factually correct. 

 Any questions that cannot be answered with information held, or where it may be inappropriate to use 
Facebook as a forum for dissemination, should be directed to the Clerk and Chair via email.  It is not 
WHPC’s responsibility to email the Clerk and Chair, use your discretion.  You may wish to simply 
provide the individual with the relevant email addresses. 

 
Responding to direct messages from the public: 

 Firstly consider whether the enquiry is best dealt with by WHPC, or whether another body may be more 
appropriate.  

 If relevant to WHPC, consider whether the enquiry can be dealt with immediately with information held.  

 Although messages are private/direct in nature, you are still disseminating information to members of 
the public so use your discretion regarding appropriateness of this. 

 Provide clear guidance via message reply as to how the enquiry is being managed if not responded to 
directly.  Consider referring the query to the appropriate council group, or ward member. 

 Provide updates to the individual so it is clear that action is being taken. 
 
Councillor Access: 

 Page was set up by Cllr Turner, however a number of councillors have been granted owner level 
access to the page. 

 In the event that a councillor leaves the Council, their access must be immediately revoked.   

 New councillor access should be set up as soon as practicable.  Responsibility: Cllrs Crowely and 
Turner, supported by other Cllrs with access to the page. 
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Facebook Community Pages 
 
There are 3 primary community pages covering West Horndon, namely the Community Group, 
Development Group, and Selling Group.   
 
These groups are run by the community and are not official pages for WHPC.  There may be instances 
however when enquiries on these pages overlap between the community and the domain of WHPC. 
 
Guidelines for interaction on the community pages: 

 Never post comments logged in as WHPC.  Comments should be posted by individual councillors only. 

 Recognise that users may look to your interaction as official comment from WHPC, even if you are 
interacting purely in a social context.  If you are commenting from a personal perspective, make that 
clear. 

 When commenting on individual posts, where possible limit the dissemination of council based 
information on these pages.  Refer individuals back to the Clerk/Chair, or specific group leaders if 
appropriate. 

 Relevant information relating to council matters may be posted directly – for example, an update on the 
LDP/NP, community events run by WHPC (cycling/film nights etc.), upcoming council meetings in 
particular with guest speakers etc.  Again this should be factual, accurate, and relevant. 

 Where information is posted to the community boards, do ensure you also post to the WHPC Facebook 
page as this should be our primary means of communication on Facebook. 

 
West Horndon Parish Website 
 
Guidelines for information placed on website: 

 All information must be factually correct and up to date.  No opinion should be posted. 

 Pages should be reviewed regularly (no less than once a month) for out-dated information and broken 
links.  Responsibility: Cllrs Hammond and Turner. 

 Agendas and minutes should be uploaded and linked by the Clerk at a reasonable time period following 
release to the public.  Ideally there should be no longer than a week between the information being 
made public, and it being uploaded and linked to the website.  Responsibility: Clerk, with oversight of 
Cllrs Crowley, Hammond and Turner. 

 All web pages should have a uniform look and feel.  Review all pages for format, spelling and grammar 
before saving.  Cllrs Hammond and Turner will review the website for uniformity and amend where 
appropriate, no less than once a month. 

 
Councillor Access: 

 Each councillor must have access to all pages they will need to edit.  With the website split in to micro 
sites, if further page/micro site access is required, Cllr Hammond will need to grant this access as soon 
as practicable. 

 User profiles for departing councillors must be revoked as soon as they leave the council.  Username 
and password to be closed by Cllr Hammond. 

 New councillors must be granted basic access (councillors micro site) as soon as practicable after 
joining the council.  Access to be assessed once formal roles are granted.  Responsibility:  Cllrs 
Hammond and Turner. 

 

 

 

 

This policy was adopted by full council at the meeting held on 28th March 2013 and amended on 

29th May 2014.  

 

20th March 2013 
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