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This policy is based on the Society of Local Council Clerks (SLCC) model Social Media and Electronic Communication Policy and has been adapted for Wheldrake Parish Council, with regard to NALC Civility and Respect guidance and Local Government Association guidance on councillor conduct and social media.
1. Purpose and scope
The Council recognises that digital and social media and electronic communication can improve communication between the Council and the community it serves. This policy applies to the Council’s website, official social media accounts, email, text messaging, WhatsApp or similar messaging services, video conferencing and any other electronic communication used for Council business.
It applies to councillors, the Clerk/Proper Officer and any other person authorised to communicate or publish material on behalf of Wheldrake Parish Council.
This policy should be read alongside the Council’s Code of Conduct, Standing Orders, Financial Regulations, complaints arrangements, data protection and information security requirements, and any relevant councillor-officer protocol.
2. Core governance principle: who speaks for the Council
Wheldrake Parish Council is a corporate body. Its corporate position is determined through its lawful decision-making processes. An individual councillor, including the Chair or Vice-Chair, does not have authority simply by virtue of office to make decisions, determine policy or issue statements on behalf of the Council.
The Clerk, as Proper Officer, is the normal authorised channel for official Council communications and is responsible for managing and issuing routine communications in accordance with Council decisions, this policy and any authority lawfully delegated to the Clerk.
Where a communication would establish or express a new Council position, opinion, response, commitment or policy, that position must first have been lawfully determined by the Council, unless the matter falls within an existing lawful delegation to the Clerk or other authorised officer.
No individual councillor, and no informal group of councillors, may publish, post, comment, respond or otherwise communicate in a way that purports to be an official communication of Wheldrake Parish Council unless specifically authorised to do so. 
The Council may, by resolution, authorise a councillor to undertake a specific communication or representational task. Such authority is limited to the subject, wording or parameters approved by the Council. It does not confer a general authority to determine, alter or communicate the Council’s position independently.
A resolution may therefore authorise a councillor to deliver an agreed statement, represent the Council at a particular event, or undertake another defined communications task. Editorial control of the Council’s routine official channels remains with the Proper Officer unless the Council has expressly resolved otherwise for a defined purpose.
3. Official Council accounts and website
The Council’s website and official social media accounts are corporate Council resources. They are not individual councillor platforms.
The Clerk/Proper Officer will normally administer and publish material on the Council’s official accounts. Any additional person given technical administrator access does so only for operational resilience and does not thereby acquire authority to decide what the Council publishes.
Passwords and administrator access must be controlled securely. Access should be limited to those who require it and withdrawn promptly when no longer required.
Official communications should, so far as applicable:
be civil, respectful, accurate, relevant and proportionate;
distinguish clearly between fact, Council decision and external information;
not contain knowingly unlawful, defamatory, abusive, threatening, obscene, discriminatory or harassing material;
respect copyright and intellectual property rights;
protect personal and confidential information;
comply with data protection requirements and the Council’s duties concerning records and information;
comply with the statutory Code of Recommended Practice on Local Authority Publicity and restrictions applying during pre-election periods; and
not be used for party-political publicity or to promote an individual councillor.
Routine factual material may include meeting dates, agendas and minutes, statutory and financial information, policies, councillor contact information, consultations, community information, notices, events, links to public bodies and factual updates on Council work.
4. Councillors’ own social media and electronic communications
Councillors are entitled to use social media and to express personal views. Nothing in this policy is intended to prevent legitimate political or community discussion or a councillor carrying out their representative role.
However, a councillor must distinguish between a personal view and the corporate position of Wheldrake Parish Council. A disclaimer such as “views are my own” may help provide context but does not override the Code of Conduct or determine, by itself, the capacity in which a councillor is acting.
A councillor must not:
state or imply that a personal opinion is the agreed position of Wheldrake Parish Council;
announce a Council decision before it has lawfully been made;
commit the Council to a course of action, expenditure or response;
issue a statement in the Council’s name without authority;
use the Council’s logo, branding, official account or other corporate resource in a way that suggests unauthorised Council endorsement;
publish confidential, exempt or personal information obtained through Council office;
instruct or purport to instruct the Clerk or another officer through social media; or
present an informal discussion between councillors as a decision of the Council.
Councillors may share or link to material already published through the Council’s official channels. When adding their own commentary, they should make clear where that commentary represents a personal view rather than an additional Council statement.
Councillors should remember that online conduct may fall within the Code of Conduct where they are acting in their capacity as a councillor, including where their actions would give a reasonable member of the public the impression that they are acting as a councillor. The application of the Code depends on the circumstances of the individual communication.
5. Code of Conduct, civility and respect
Councillors must comply with the Council’s adopted Code of Conduct when it applies. The same standards of behaviour apply to electronic and social media communication as to other forms of councillor activity.
Councillors are personally responsible for content they create, publish, share or endorse. Publication online may give rise to personal legal liability as well as Code of Conduct issues.
When using social media in connection with Council business, councillors should:
be respectful towards residents, fellow councillors, officers and others;
avoid personal attacks, bullying, harassment, intimidation and unlawful discrimination;
avoid placing improper pressure on the Clerk or other officers;
check accuracy before sharing information and correct significant errors where appropriate;
avoid prolonged or inflammatory online exchanges and recognise when no response is required; and
seek advice from the Clerk where uncertain about authority, confidentiality, conduct or the status of information.
Concerns about a potential breach of the Code of Conduct should be dealt with through the applicable standards arrangements. For Wheldrake Parish Council, the principal authority is City of York Council and the relevant Monitoring Officer/standards process applies.
6. Moderation of official social media
The Council welcomes constructive engagement but its official social media channels are not required to host all material submitted by third parties.
The Clerk/Proper Officer may hide, remove, restrict or report material, and where appropriate block an account, where content includes:
obscene, racist, discriminatory, abusive or threatening material;
personal attacks, harassment or intimidation;
potentially defamatory or unlawful statements;
personal or private information published without an appropriate lawful basis;
copyright-infringing or plagiarised material;
spam, repetitive disruption or unrelated commercial promotion;
material wholly unrelated to the subject under discussion; or
material that otherwise breaches the platform’s rules or applicable law.
Moderation decisions should be proportionate. Where appropriate, the Council may state that material has been removed for breaching its Social Media and Electronic Communications Policy.
Allegations of misconduct, illegality or formal complaints should normally be directed to the appropriate formal procedure rather than investigated through social media exchanges.
7. Contacting the Council through social media
The Council’s social media accounts are not monitored continuously. A social media message or comment should not be relied upon as the formal method of contacting the Council.
Residents should be directed to the Clerk’s published Council email address or other official contact details for formal correspondence, complaints, Freedom of Information requests or matters requiring a Council response.
The Clerk may bring relevant themes, suggestions or information received through social media to the attention of the Council or appropriate body.
8. Council email
The Clerk is responsible for managing official correspondence received by the Council and for circulating relevant correspondence to councillors or external bodies as appropriate.
Official corporate communications will normally be issued by the Clerk. Where a councillor has been authorised to communicate on a specific matter, the Clerk should be copied into the correspondence so that an appropriate Council record is maintained.
Councillors may correspond with residents in their representative capacity using their Council email addresses, but must not present their individual views as Council decisions or commitments.
Council-related emails and other electronic communications may constitute Council records and may be subject to disclosure requirements, including under the Freedom of Information Act 2000 and data protection legislation, subject to applicable exemptions and legal requirements.
Personal information must not be forwarded outside the Council unless there is an appropriate lawful basis to do so.
9. WhatsApp, text messaging and informal electronic groups
WhatsApp, SMS and similar messaging services may be useful for limited practical communication but must not become an alternative decision-making forum.
They may be used for practical reminders and urgent factual information, for example changes affecting meeting arrangements or information during an emerging local incident.
They must not be used to:
make or purport to make Council decisions;
conduct a vote or substitute for a properly convened meeting or lawful delegated decision;
agree Council expenditure, commitments or a specific corporate course of action;
create a consensus and then present it as Council authority;
conduct substantive debate intended to predetermine a matter due to come before the Council;
give collective instructions to the Clerk outside proper governance arrangements; or
share confidential or personal information where the platform, participants or circumstances are inappropriate.
Any matter requiring a Council decision should be referred to the Clerk for inclusion on an appropriate agenda, subject to the Council’s Standing Orders and statutory requirements.
Councillors should be aware that Council business does not cease to be Council information simply because it is discussed using a personal device, personal email account, WhatsApp, SMS, Messenger or another private messaging service. Where information relates to Council business , it may fall within the scope of a request made under Freedom of Information Act 2000 and Councillors may be required to search for, preserve and provide relevant information held on personal accounts or devices. Deleting a message or using an informal or private communication channel does not necessarily remove the Council’s legal obligations in relation to that information. 
10. Confidentiality, data protection and records
Councillors and staff must protect confidential, exempt and personal information obtained through their Council roles. Information must not be published or forwarded merely because electronic communication makes it easy to do so.
Before publishing or sharing information, consideration should be given to confidentiality, data protection, copyright, accuracy, safeguarding, legal proceedings and whether the information has been authorised for public release.
Electronic communications concerning Council business may form part of the Council’s official records. Relevant communications must therefore be retained or provided to the Clerk where necessary in accordance with the Council’s records management arrangements.
11. Planning and other regulatory matters
Councillors should take particular care when posting about planning applications or other matters where the Council will later be asked to form or submit a formal view. A councillor may express a preliminary view, but should not purport to announce the Council’s position before the Council has considered the matter.
Where a councillor is required to approach a decision with an open mind, social media activity should not give the impression that the councillor has improperly predetermined the matter.
12. Elections, political publicity and use of Council resources
Council resources, including the website, social media accounts, mailing lists, equipment, officer time and branding, must not be used for party-political purposes or to promote an individual’s election campaign.
The Council and councillors must have regard to the statutory rules governing local authority publicity, including the additional care required during pre-election periods.
13. Video conferencing and recordings
This policy applies to electronic communications made through video-conferencing platforms. In England, formal parish council meetings must be conducted in accordance with the legislation in force at the time and the Council’s Standing Orders.
Any recording or broadcasting of meetings will be dealt with under the Council’s applicable meeting, recording and public participation arrangements.
14. Breaches and concerns
A potential breach of this policy by a councillor may also engage the Council’s Code of Conduct, depending on the circumstances. Code of Conduct matters are dealt with through the statutory standards arrangements rather than determined by the Clerk.
Unauthorised use of a Council account, disclosure of confidential information, misuse of personal data or other legal concerns may require separate action under the Council’s policies or applicable law.
Where a councillor is uncertain whether a proposed communication is authorised, the expected approach is to stop and seek advice from the Clerk before publishing.
15. Legal and guidance framework
This policy has been prepared with regard to the legal and good-practice framework relevant to parish council communications, including:
Local Government Act 1972;
Local Government Act 1986 and the Code of Recommended Practice on Local Authority Publicity;
Localism Act 2011, including the standards framework for members;
Freedom of Information Act 2000;
Data Protection Act 2018 and UK GDPR;
the Council’s adopted Code of Conduct;
SLCC Model Social Media and Electronic Communication Policy (2025);
NALC Civility and Respect resources, including social media guidance; and
Local Government Association Model Councillor Code of Conduct and supporting social media guidance.
This policy does not attempt to reproduce every legal duty applying to a particular publication or communication. Where necessary, the Clerk will seek appropriate professional advice.
16. Review and adoption
This policy was adopted by Wheldrake Parish Council at its meeting held on the 30th September 2026, minute reference 26/129C. It will normally be reviewed within two years, or sooner where changes in legislation, guidance, technology or Council arrangements make this necessary.
Appendix 1 - Quick guide for councillors
	You may
	You must not

	Express your own views, making clear they are personal where necessary.
	Claim your personal view is the view of Wheldrake Parish Council.

	Share official Council posts and published decisions.
	Announce or alter a Council position before or beyond what the Council has agreed.

	Communicate with residents as an elected representative.
	Issue an official Council statement unless specifically authorised.

	Report residents’ concerns to the Clerk and raise matters through proper Council procedures.
	Commit the Council to action, expenditure or a response.

	Use Council email for legitimate councillor business.
	Use WhatsApp, email or social media to make Council decisions outside lawful procedures.

	Ask the Clerk before posting if you are unsure.
	Publish confidential, exempt or personal information obtained through your role.



Practical rule: if you are about to write “Wheldrake Parish Council says/has decided/will do…”, make sure that statement is supported by a Council resolution, an existing lawful delegation, or an official communication already issued by the Proper Officer.
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