
SWAFFHAM BULBECK PARISH COUNCIL 
COMMUNICATION PROCEDURES 

 
 

1. Purpose 
The purpose is to review current practice and to set out a strategy to ensure that communication 
systems and procedures are understood and that information is shared consistently and efficiently 
between all stakeholders. The strategy also seeks to consider further potential opportunities to 
develop communication systems in the future.  
 

2. Approach 
For the purpose of this review, communication systems are divided into three broad sections: 

 Communications between the Parish Council and village residents 

 Communications between councillors, and between councillors and the clerk 

 Communications with the wider community 

 
2.1 Communications between the Parish Council and village residents 
Village residents should be kept well informed of the work of the Parish Council and be well prepared 
for forthcoming events and projects. Established and known methods for communicating with 
residents include: notice boards; website; Bulbeck Beacon; and meetings. Occasionally other 
methods are used to reinforce publicity and act as reminders, including leafleting and posters. 
 
Notice boards 
There are currently three notice boards which are adjacent to the school, at Pound Way and at 
Commercial End.  Notice boards will display monthly minutes, agendas, and other occasional Parish 
Council notices. 
The clerk will post notices and the vice chair will act as back up when required. 
 
Parish Council website http://swaffhambulbeckpc.org.uk/ 
The Parish Council website primarily communicates Parish Council information to the public. It also 
provides other relevant community information, some of which may have been provided, or 
requested, by members of the public.  
 
The website manager is the clerk to the council who determines the appropriateness of items 
requested to be included by members of the public. On occasions, where items to be included may be 
deemed sensitive or controversial, the decision to display the item will be made by the Parish Council. 
All information to be uploaded to the website should be done as soon as it becomes available. 
 
The clerk to the council is responsible for uploading agendas (3 clear days before a meeting), minutes 
(within 24 hours of being approved by the Parish Council) and making sure the links to current planning 
applications are available. 
 
Two other councillors will be available to upload items to the website in instances where the clerk to 
the council is unavailable to carry out this job.  
 
Those responsible for uploading items to the website will endeavour to ensure that the website is kept 
up-to-date and two Parish Councillors will monitor this. 
 

http://swaffhambulbeckpc.org.uk/
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The Swaffham Bulbeck Parish Council Social Media Policy (Appendix 1) was updated on April 25th 2019 
and provides guidance on the management of social media. 
 
Bulbeck Beacon 
Each month a report, drafted by the clerk, from the most recent Parish Council meeting will include 
the key points and decisions from the current month’s draft minutes.  
 
Other occasional Parish Council reports, notification of forthcoming events and progress of on-going 
projects will be published by the Parish Council. Such articles may have been drafted by an individual 
councillor but should be shared with all councillors before being published and signed off under the 
title ‘Parish Council’. These items will also be uploaded onto the website. 
 
Meetings 
Village residents are welcome to attend all meetings of the Parish Council and are informed of times, 
dates and location on notice boards, the website and in the Bulbeck Beacon. 
 

2.2 Communications between councillors, and between councillors and the clerk 
As the Parish Council is a corporate body, its decisions are the responsibility of the whole council and 
therefore all councillors have a responsibility to be well informed. Key systems to ensure that this 
happens: 
 Email communication should be used as the most efficient means of communicating between 

councillors, and between councillors and the clerk. Parish Councillors have been issued with SBPC 
email addresses in order to comply with the new General Data Protection Regulations due to come 
into force on May 25th 2018. 

 The clerk will forward to all councillor’s emails of a routine nature, for example emails from ECDC, 
with those of key importance flagged.  

 Emails between councillors, and between the clerk and councillors should indicate whether the 
email is for information only (FYI) or whether it requires a response. Where a response is required, 
it should be made to Reply All. 

 The Parish Council has a number of Working Groups, for example Finance, and Pavilion. Notes and 
dates of meetings should be circulated to all parish councillors and the clerk. 

 Three days before a meeting, the clerk provides councillors with paper and digital copies of: an 
agenda and its supporting documentation; and draft minutes of the previous meeting. Any 
councillor who requires digital copies of paperwork only must give written authorisation to the 
clerk and photocopying paper will be supplied if requested. 

 An induction procedure is provided for new councillors consisting:  a copy of The Good Councillor’s 
Guide; signposting to the council’s website for policies and other documentation; an expectation 
and encouragement to attend the first available induction course; and allocation of a named 
Parish Council buddy (to contact on an individual basis if required). 

 On occasions when the Parish Council has no clerk, the following procedure is recommended:  
1. Seek CAPALC advice for a locum clerk 
2. Contact LGS Services for a locum clerk. 
3. In the longer term all hardware and associated software to be handed to a locum, or new, 

clerk. 

 
 
2.3 Communications with the wider community 
The Parish Council should be proactive in developing further opportunities to communicate with the 
local and wider community through a wide range of means. Examples could include: 
 A strategy will be developed which aims to reach younger community members via digital means 

such as Facebook, blogs and twitter.  
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 A map of the local area, replacement information board for the moated site and fingerpost signage 
on the Denny placed close to the main car park. 

 Physical indicators, such as false gates, installed at key gateways to the village which communicate 
to motorists that they are entering the village and should reduce speed. 

 
2.4 Response to anonymous communications 

a) The Parish Council’s default position is that it will not respond to an anonymous communication. 

Should it deliberate whether to modify that position, the parish council will consider 

 the credibility of the issue raised; 

 the seriousness of the issue and its effect (if any) upon the community; 

 any criminal or legal implications raised; 

 any allegations of fraud or other irregularities; 

 any health and safety issues raised; and 

 whether sufficient information is provided to corroborate any allegation(s) and to 

enable a meaningful investigation to be carried out. 

b) The Parish Council will continue to take no action UNLESS the anonymous communication alleges 

a criminal offence, fraud or other irregularities, or significant health & safety issues, AND there exists 

supporting information that suggests that the allegation can be substantiated. 

c) Anonymous communications considered vexatious or malicious will be forwarded to the 

appropriate authority. The Parish Council will provide support to that authority to carry out any 

related investigations. 
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