
 

Document:        Social Media Policy 
Date approved: 10.11.2025 
Date for review: November 2026 (annually) 
Page number:   1 of 2 

 

WINGHAM PARISH COUNCIL 
SOCIAL MEDIA POLICY 

 
1. INTRODUCTION  This policy outlines the standards and expectations for the use of social media, 
email, and digital communication by Wingham Parish Council. It complements existing policies 
including the Code of Conduct, Data Protection Policy, and IT Policy.  It aims to: 
• Promote responsible and effective communication 
• Protect the Council’s reputation 
• Ensure compliance with legal obligations including GDPR, FOI, Councillors’ Code of Conduct 

 

2. SCOPE  This policy applies to: 
• All Parish Councillors 
• The Parish Clerk 
• Council staff and contractors 
• Any third parties communicating with or on behalf of the Council 

 

3. DEFINITIONS 
• Social Media: Includes platforms such as Facebook, Twitter/X, Instagram, WhatsApp, YouTube, 

blogs, and forums. 
• Council Communication Channels: Includes the Council website, official email addresses, and 

any Council-managed social media accounts. 
 

4. SOCIAL MEDIA USE 
 
4.1 Purpose  Social media is used to: 
• Share Council news, meeting dates, agendas, and minutes 
• Promote local events and initiatives 
• Disseminate public service information 
• Engage with residents 
• Share updates from community groups and partners 

 
4.2 Management  

• The Council will appoint a Social Media Moderator (The Clerk) responsible for posting, 
monitoring, and managing content. 

• A Webmaster (The Clerk) will maintain the Council website. 
• All posts must comply with this policy and may be removed if deemed defamatory, offensive, or 

misleading. 
 

4.3 Guidelines for Posting When posting on behalf of the Council: 
• Be respectful, accurate, and transparent 
• Clearly identify yourself and your role 
• Do not present personal views as those of the Council 
• Avoid inflammatory, discriminatory, or offensive language 
• Do not disclose confidential or personal information 
• Seek permission before posting photos or videos of individuals 
• Refrain from engaging in online disputes or hostile exchanges 

 
4.4 Personal Use 
• Councillors and staff must not use personal social media accounts to represent the Council 

unless explicitly authorised. 
• Personal opinions must be clearly distinguished from Council views. 
• Avoid posting anything that could bring the Council into disrepute. 
 

5. WHATSAPP AND INFORMAL MESSAGING 
 
5.1 Use 
• WhatsApp or texts may be used for internal communication between Councillors, Clerk, and 

contractors. 
• Formal decisions must be confirmed at Council meetings. 
• WhatsApp groups must comply with GDPR and be used respectfully. 
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5.2 Etiquette 
• Use proper spelling, grammar, and punctuation 
• Avoid writing in all capitals 
• Be polite and respectful 
• Do not ‘bully’ or ‘harass’ 
• Avoid discussing confidential or sensitive matters 
 

6. EMAIL AND IT USE 
 
6.1 Email Conduct 
• Use Council email addresses for Council business 
• Do not forward confidential information 
• Avoid offensive or abusive language 
• Do not enter contractual commitments without authority 
• All emails may be subject to FOI or GDPR requests 

 
6.2 Good Practice 
• Reply only to relevant recipients 
• Keep Council communications in a separate, secure folder 
• Use password protection if sharing devices 
  

7. PRESS AND MEDIA RELATIONS 
 
7.1 Handling Requests 
• Only the Clerk or Chair (or Vice-Chair if Chairman not available) may issue official statements 
• Councillors may provide personal quotes if clearly attributed 
• Media enquiries should be referred to the Clerk 

 
7.2 Confidentiality 
• Do not disclose confidential matters to the press 
• Responses must reflect the Council’s collective view 
• The Council may choose to make ‘no comment’ 
 

8. LEGAL COMPLIANCE 
 
8.1 Data Protection 
• Do not publish personal data without written consent 
• Respect privacy and confidentiality 

 
8.2 Copyright 
• Do not publish copyrighted material without permission 

 
8.3 Libel and Defamation 
• Avoid publishing untrue or damaging statements 
• Remove any defamatory content promptly 

 
8.4 Monitoring 
• The Council reserves the right to monitor use of Council-owned devices and accounts 
 

9. MODERATION AND ENFORCEMENT 
• Negative or inappropriate posts may be removed without notice 
• Concerns should be reported to the Clerk 
• Breaches may result in disciplinary action under the Code of Conduct 
 

10. REVIEW  This policy will be reviewed annually or sooner if required due to changes in 
legislation or Council operations. 
 


