Over Haddon Parish Council - Email and



Communications Policy

Purpose
This policy sets out how Over Haddon Parish Council manages email and electronic communications.
Official Communications

The Clerk will normally issue official communications on behalf of the
council
Councillors should copy the Clerk into significant council
correspondence.
The council email account should be used for official council business where possible
Use of Personal Email
Councillors may occasionally receive council information on personal email
accounts
Councillors should take care to keep council information secure and not share it unnecessarily.
Confidential information must not be forwarded outside council business
Transparency
Emails relating to council business may form part of the council's official records. Some communications
may be subject to public access under information legislation
Standards of Communication
Councillors and the Clerk should communicate respectfully and
professionally.
Emails should not be used to conduct formal council decisions outside properly convened meetings.



