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Bovey Tracey Town Council
Social Media and Electronic Communication Protocol and Policy
To improve communications both internally and externally, the Council has a website, Facebook page and email.
The Council may add to these platforms and will update this Policy when change occurs.
1.0 Communications from the Council 
1.1	Communications from the Council will meet the following 	criteria: 
· Be relevant to Council business or civic wellbeing; 
· Not contain content that is knowingly party political, incorrect, discriminatory, unlawful, libellous, harassing, defamatory, abusive, threatening, harmful, obscene, profane, sexually oriented or offensive to any culture or gender; 
· Credit the source if copied from a third party and exclude  personal information not already shared publicly and with express consent.
· Official Council business will be moderated by the Mayor/ Deputy Mayor or Clerk to the Council; 



2.0	Communications with the Council, residents and others 
2.1	To ensure discussions on the Council’s webpage and social media platforms are consistent with the Council’s policies, aims and objectives: 
· Vulgarity, threats or abusive language will not be tolerated. 
· Share Council posts freely, be accurate and credit the source of third-party material. 
· The Council’s social media platforms and web pages must not be used by individuals for commercial purposes including advertising, marketing and selling. 
2.2	The site is not monitored 24/7 and we may not always reply to messages or comments. Emerging themes or helpful suggestions will be passed to the relevant people or authorities. 
2.3	Do not include personal/private information in your social media posts to us. 
2.4	Sending a message via social media will not be considered official contact. Instead, email or write to the Clerk and or Councillors. Telephone calls may be taken but could result in a request for a written follow-up.
2.5	We retain the right to remove comments or content and to block any group or individual that breaches this Policy.

2.6	If any post alleges a breach of Council policy, or the law, the post originator will either raise a formal complaint to the Council or report the matter to the Police.

3.0	Town Council Website

3.1	We may direct those contacting us for information to use our website.

3.2	We may forward questions to a Councillor for consideration and response. 

3.3	We may not respond to every comment.

3.4	The Council will consider requests from bone fide local groups to have a presence on its website.

3.5	Content must accord with Council policies, aims and objectives. 

3.6	We reserve the right to remove any externally created material. 
Externally created content must be clearly marked as such and the responsibility for its voracity will not lie with the Council.

4.0	Parish/Town Council email

4.1	Staff and Councillors have their own council email addresses, used only for Council business.   Staff email accounts are monitored mainly during regular office hours and we aim to reply to all questions in a timely manner. 

4.2	The Clerk is responsible for dealing with emails received and passing on relevant mail. All communications on behalf of the Council will usually come from the Clerk or their appointed deputy and/or otherwise will always be copied to the Clerk. Emails requiring data to be passed on will be processed in accordance with the General Data Protection Regulations.

4.3	Councillor emails sent from and received by their Council address are subject to the Freedom of Information Act.

4.4	Do not forward personal information beyond the Council without proof of permission.

5.0 	SMS (texting)

5.1	Members and the Clerk may use SMS for official communications only if in accord with all Council policies. 

6.0	Video Conferencing (e.g. Skype/Zoom)

6.1	All Council policies apply to the use of video conferencing and the recordings of meetings.

7.0	Encrypted Messaging

7.1	Encrypted messaging such as WhatsApp will not be used by Members or Staff for formal Council business. Breaches may result in disciplinary action.

8.0	Internal communication and access to Council information 

8.1	Councillors must abide by the Code of Conduct and the Data Protection legislation.

8.2	Councillors must maintain confidentiality of information that 	they access.  Breaches may be dealt through prescribed 	procedures and/or a criminal investigation.

8.3	Members should only Cc essential recipients on emails.

9.0	Communications Advisor

9.1	Where a Communications Advisor is retained, they will  	manages the Council’s social media presence, create content, 	monitor public comments and may respond on the Council’s 	behalf.

9.3	All actions must align with Council policies and support its aims 	and objectives.

9.4	Breaches may result in termination of contract and possible 	referral to Police or the Council’s legal advisors.

10.0 	Use of Photographic Images on BTTC Digital Platforms

10.1 	Copyright and Attribution: The Council must ensure it has a 	legal right to use any image on its website or digital platforms.

10.2	Only free‑to‑use, licensed or Council‑owned images may be 	used.

10.3	Proper attribution must be given where required, and copyright 	laws must be respected.

10.2 	GDPR and Consent: Identifiable photographs constitute 	personal data. Explicit (preferably written) consent must be 	obtained before publishing images of residents, staff or visitors 	on public platforms.

10.3	Consent must be stored securely and processed in accordance 	with GDPR.

10.4	Public Meetings: Attendees at public meetings must be 	informed that photographs or recordings may be taken and 	used in Council publicity, including press releases and digital 	content.

10.5	Anyone not wishing to be photographed or filmed must 	indicate this before business commences and must be 	accommodated, either through seating arrangements or later 	image editing (e.g., pixelation).

10.6	Minors and Vulnerable Groups: Children under 18 and 	individuals formally identified as 	vulnerable cannot provide 	their own consent.  Consent must be obtained from a parent, 	guardian or responsible carer.

10.7	Extra care must be taken to avoid unnecessary identification of 	minors in public communications.

10.8	Right to Withdraw: Individuals may withdraw consent at any 	time.

10.9	The Council will maintain a secure register of permissions and 	will typically delete stored photographs in accordance with its 	Data Retention Policy, unless continued consent is provided.
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