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PROTOCOL ON MEMBERS’ USE OF COUNCIL RESOURCES AND FACILITIES
Introduction 
The purpose of the Protocol is to clarify the requirement within the Members’ Code of Conduct and to provide guidance in the use of services and equipment provided by the Council during their term of office.  The Protocol applies to all Members and Co-opted Members. 
The Council may provide facilities and resources to assist Members in carrying out their duties as Town Councillors. When they are not undertaking those duties, Members must not use council resources unless with written agreement from the Town Clerk or if unavailable, the Deputy Town Clerk.
The Council is prohibited from publishing any material of a political nature and Members should ensure that when using or authorising the use by others of the Council’s facilities and resources, that such facilities and resources are not used for political purposes.
The Members’ Code of Conduct states ‘You must, when using or authorising the use by others of the resources of your authority, ensure that such resources are not used improperly for political purposes (including party political purposes) and you must have regard to any applicable Local Authority Code of Publicity made under the Local Government Act 1986’.
This Protocol should be read in conjunction with the Members’ Code of Conduct.
Use of Facilities and Resources
Allowed:-
· Holding Ward surgeries; 
· Dealing with correspondence from constituents; 
· Communicating group activities; 
· Meetings between group members.
 Not allowed:-
· Designing, printing and/or distributing political material in support of any political party
· Designing, printing and/or distributing political material for elections and campaigning purposes 

2.3	Non-compliance is likely to be breach the Members’ Code of 	Conduct.
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Publicity Code
The Code of Recommended Practice on Local Authority Publicity provides guidance on a number of aspects of local authority publicity, covering the content, distribution, advertising, cost, timing etc. of publicity. The Council is required by legislation to consider the Publicity Code in coming to any decision on publicity, which is defined as any communication, in whatever form, addressed to the public or a section of the public. This is of particular relevance in the lead up to any election.
Election Publicity
Strict rules apply to communications and publicity during
      the election period (from notice of election to close of polls):
· Any Council publicity on controversial issues will not be published and any views or proposals will not be reported in such a way as to identify them with any individual Members or groups of Members; 
· Publicity relating to individuals involved directly in the election will not be published, unless expressly authorised by or under statute. 
Council decision-making will continue as usual and decisions will be publicised.
Information regarding election publicity is published before any major set of elections.
Support for the Mayor of the Council
The Mayor has the use of the Mayor’s Parlour within the Town Hall and will receive support from the Civic Secretary, who is employed on a part-time basis.

7	Social Media
7.1		The use of social media tools by councillors represents an 	opportunity to engage with people who may not traditionally 	contact their local councillor. Councillors wishing to use social 	media should ensure they are familiar with the social media sites 	they wish to use.  Members may seek external training if they 	identify this as a training need. The same principles for the use of 	council resources, such as computers and letterheads, also apply 	when using social media. Council resources should not be used to 	publish material that encourages or appears to encourage support 	for a particular political point of view.
7.2		 It is important to recognise that all content published on social media is publicly available. Councillors are advised not to publish anything on social media that they would be unwilling to say face to face or to have published in the local newspaper.  In particular councillors need to ensure that their use of social media as a councillor complies with the requirements of the Member’s code of conduct. 
8	Printing and Photocopiers
8.1	Printing facilities are available to Members in their capacity as 	Ward Councillors so they can provide information to constituents in 	their Wards about:
· The work of the Council, its Committees and Sub-Committees or any matter being or likely to be considered at any such meetings; 
· Services in the area provided by the Council or partner Authorities; 
· How to contact their local Councillors or MP and raise issues; and, 
· Meetings, consultation and local initiatives for the area organised by or on behalf of the Council. 
8.2	Printing facilities are not available for the production of material which, in whole or in part, appears to be designed to affect public support for, or to promote: 
· A political party or individual; 
· A candidate or group of candidates in an election; or 
· An electoral or party political campaign. 
8.3	Under no circumstances can the name of a political party appear on the printed material. Slogans, titles or phrases which are 	associated with a political party 	cannot be part of the text.  
8.4	In general, if a Member is uncertain regarding the significance of 	the information 	they are producing they should check with the 	Town Clerk or the Monitoring Officer at the District Council before 	production.
8.5	Consideration should be given to whether printing is really necessary.
8.6	In general, if a document is available electronically it
shouldn’t be 	necessary to 	print it e.g. an e-mail sent to you.
9 Stationery
9.1	Only he Mayor has personalised stationery.
9.2	The Town Council badge must not appear on notepaper
                    which includes the logo of a political party or group. This
                    could be interpreted that the group or party stance is that of
                    the Council. 
[bookmark: _GoBack]9.3	 Members are entitled to paper and printer ink cartridges 
                 which should only be 	used for Council business.

Adopted
Town Council 28.11.17
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