

Wittersham Parish Council

Social Media - Best Practice Guide



Introduction
The aim of this Guide is to set out a Code of Best Practice to provide guidance to Wittersham Parish Councillors and Council staff in the use of online communications, collectively referred to as social media. It is also intended for guidance for others communicating with the Parish Council.
The use of social media does not replace existing forms of communication. The Council website and other forms of social media will be used to enhance communication.
This Guide sits alongside relevant existing guides and polices which need to be taken into consideration.

The Guide
1. Social media is a collective term used to describe methods of publishing on the internet. The Guide covers all forms of social media and social networking sites that include (but are not limited to):
· Parish Council website
· Facebook, NextDoor and other social networking sites
· X (formerly known as Twitter) and other micro blogging sites
· YouTube and other video clips and podcast sites
· LinkedIn
· Blogs and discussion forums
· Parish Council Emails

2. The Guide has been designed to ensure that Councillors and the Clerk are aware of the standards and processes that are in place and are using the most appropriate channels. It is also to protect the Parish Council’s reputation from inappropriate use of social media. In the main, Councillors and the Parish Clerk have the same legal duties online as anyone else, but failure to comply with the law may have more serious consequences.

3. The Council shall appoint the Clerk as ‘Webmaster’ to maintain and update the Parish Council website.
4. Social media may be used to:
(a) Distribute agendas, post minutes and dates of meetings
(b) Advertise events and activities
(c) Distribute good news stories, linked websites or press pages
(d) Advertise vacancies
(e) Re-tweet or share information from partners e.g. the Police, Ashford Borough Council, KALC and Health Service etc.
(f) Announce new information including emergency information
(g) Post or share information from other Parish-related community groups/clubs/associations/bodies e.g. schools, sports clubs and community groups
(h) Refer residents’ queries to the Clerk and all other Councillors

5. NextDoor or Facebook can be used to support the website information described in para. 4. Emails will be used to distribute information in respect of Council business.
6. Individual Parish Councillors are responsible for what they post. Councillors are personally responsible for any online activity conducted via their published e-mail address that is used for Council business. Councillors are strongly advised to have separate council and personal email addresses.
7. Online content should be accurate, objective, balanced and informative. Councillors and Council staff should not:
(a) Hide their identity using false names or pseudonyms
(b) Present personal opinions as that of the Council
(c) Present themselves in a way that might cause embarrassment to the Council or bring it into disrepute, including through content posted in a personal capacity
(d) Post content that is contrary to the democratic decisions of the Council
(e) Post potentially inflammatory remarks
(f) Engage in personal attacks, online fights and hostile communications
(g) Publish photographs or videos of minors without parental permission
(h) Post any information that knowingly infringes the copyright of others
(i) Post any information that may knowingly be deemed libel
(j) Post online activity that constitutes bullying or harassment
(k) Post offensive language relating to race, sexuality, disability, gender, age, religion or belief
(n)	Conduct any online activity that violates laws, regulations or that constitutes a criminal offence
8. When participating in any online communication, Councillors and staff will:
(a) Be responsible and respectful; be direct, informative, brief and transparent
(b) Always disclose their identity and affiliation to the Parish Council
(c) Never intentionally make false or misleading statements.
(d) Not present themselves in a way that might cause embarrassment. Councillors need to be mindful of the information they post on sites and make sure personal opinions are not published as being that of the Council.
(e) Respect the privacy of other Councillors and residents.
(f) Not intentionally post any information or conduct any online activity that may violate laws or regulations.
9. Publishing personal data of individuals without permission is a breach of Data Protection legislation and is an offence.
10. Councillors’ views posted in any capacity in advance of matters to be debated by the Council at a council or committee meeting may constitute Pre-disposition, Pre- determination or Bias and may require the individual to declare an interest at Council meetings
11. Anyone with concerns regarding content placed on social media sites that denigrate Parish Councillors, council staff or residents should report them immediately to the Clerk.
12. Misuse of social media content that is contrary to this Guide and other policies could potentially result in disciplinary action being taken.

13. Not all communication requires a response. Some communication from residents and other third parties may be required to be discussed at a Parish Council meeting. When this is necessary the item will be placed on the next available agenda. Any response will then be included in the minutes of the meeting. The poster shall be informed via the page or direct message that this is the case.
14. Councillors or parishioners who have any concerns regarding content placed on social media sites should report them to the Clerk. Misuse of such sites in a manner that is contrary to this and other policies could result in disciplinary action being taken.
15. This Guide will be reviewed annually..
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