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FOR GENERAL RELEASE  
 
1. PURPOSE OF REPORT AND POLICY CONTEXT 
 
1.1 This report seeks Member approval for the revised draft Guidance on 

Correspondence and the Use of Social Media for Members attached as Appendix 
1 in clean copy. 

 
2. RECOMMENDATIONS  
 
2.1 That the Committee review the Guidance attached as Appendix 1 and consider 

approving it formally as a means of assisting members in remaining with the Code 
of Conduct.  

 
3. CONTEXT 
  
3.1 In July 2019, this Committee received a Report which proposed amendments to 

the existing Social Media Protocol for Members. That Protocol had last been 
updated in July 2017 and it was felt that updating it - including by bringing the 
references in it to current technology up to date - would be helpful.  

 
3.2 Following the Committee’s decision to defer making a decision on that item, further 

work has been done to review how to best approach the task of ensuring that 
members have the benefit of clear and up to date guidance on this topic. This 
Report proposes a way forward.  

 
4. PROPOSAL FOR A REVISED GUIDANCE ON CORRESPONDENCE AND THE 

USE OF SOCIAL MEDIA  FOR MEMBERS 
 
4.1 It was noted that this Committee had in the past approved Guidance for Members 

on Correspondence – in addition to the Social Media Protocol referred to in para 
3.1 above - but that the former has not been updated in recent years. Given that 
many members now rely on email for ward correspondence, coupled with the fact 
that for many members, social media communications also form a key part of their 
conversation with constituents, it was thought that a single guidance document 
which clarifies expectations across all communications, including (but not only) via 
social media, would be the clearest approach.  
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4.2 It is proposed that consideration be given to approving the Guidance on 

Correspondence and the use of Social Media for Members, which is attached in 
clean copy as Appendix 1.  

 
4.3 Appendix 2 (attached) indicates as tracked changes the text imported in from 

current guidance on member correspondence (which is highlighted in grey) as well 
as proposed changes to the current Social Media Protocol which otherwise seek to 
update existing guidelines provided to members. Amongst other things, the 
revisions aim to reinforce the message that communications via any media are all 
subject to the same expectations. The proposed version seeks to delete those 
parts of the existing Social Media Protocol which are repetitive or self-evident, as 
well as the use of the second person (as in ‘you must not’). Those elements of the 
existing guidance on member correspondence which have been preserved include 
the expectation that members will normally answer queries directed to them on 
matters of relevance to their duties as a councillor promptly as a matter of 
courtesy. Where that isn’t possible due to other commitments, they will normally be 
expected to acknowledge receipt and to indicate when a more detailed response 
will be given. It will be noted that members are encouraged to use their ‘out of 
office’ function on emails when away for 3 days or more. These provisions are 
preceded by an acknowledgement that each member has responsibility for judging 
the particular circumstances of each case, and for determining how best to act in a 
way which is proportionate as well as respectful. 

 
4.4 It is emphasised that the Guidance does not seek to impose additional 

requirements on members. Instead, it aims to provide guidelines to assist 
members in navigating relatively new modes of communication in a way which 
assists them in remaining within the rules prescribed by the Code of Conduct for 
Members. There is an acknowledgement both that members may receive a very 
high volume of communications and that managing that can pose a significant 
challenge. The proposed Guidance is at pains both to contextualise the subject 
matter and to make specific reference to the likelihood that an occasional (as 
opposed to repeated) failures to respond to correspondence will not normally be 
considered to amount to a breach of the Code.  

 
4.5 Members are invited to review the draft document and to consider approving it with 

immediate effect. 
 
5. ANALYSIS & CONSIDERATION OF ANY ALTERNATIVE OPTIONS 
 
5.1 The Council is obliged under the Localism Act to make arrangements for 

maintaining high standards of conduct among members and to make 
arrangements for the investigation of complaints. The current arrangements and 
the proposals in this Report reflect this. No alternative proposals are suggested.  

 
6. COMMUNITY ENGAGEMENT & CONSULTATION 
 
6.1 No need to consult with the local community has been identified. 
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7. CONCLUSION  
 
7.1 Members are asked to review the appended Guidance and to consider formally 

approving it.  
 

8. FINANCIAL & OTHER IMPLICATIONS: 
 

Financial Implications: 
 

8.1 There are no additional financial implications arising from the recommendation in 
this Report. All activity referred to has been, or will be, met from existing budgets. 

 
Finance Officer Consulted: James Hengeveld                       Date: 26/06/20 

 
Legal Implications: 

 
8.2 These are covered in the body of the Report. 

   
 Lawyer Consulted: Victoria Simpson                                       Date: 26/06/20 
 

Equalities Implications: 
 

8.3 There are no equalities implications arising from this Report 
 

Sustainability Implications: 
 

8.4 There are no sustainability implications arising from this Report 
 

 Any Other Significant Implications: 
 

8.5 None 
 

 
SUPPORTING DOCUMENTATION 

 
Appendices:  
 
1. Guidance on Correspondence and the Use of Social Media for Members (clean 

version) 
2. Guidance on Correspondence and the Use of Social Media for Members (tracked 

changes version) 
 
Background Documents:  
None 
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