
Evidence of a customer service in how the council handles correspondence with the public  

 
Parish Council Meeting Agenda – This contains a section to discuss correspondence received from the public since 

the last meeting which needs a Parish Council decision (see example below from the January 2023 Agenda)  
 

 

 

 
 

The Clerks Report – An agenda item at all Parish Council meetings which amongst other things gives an 

overview of correspondence with the public for the month (see example below from the clerks report takn to 

the January meeeting.)  The clerk’s report is always an appendix of the minutes of the meeting so kept in the 

public domain.  

 



Example of correspondence sent by post.   

 

Example of correspondence on social media.   

 

 

Auto-reply 



Example of Email Correspondence 

From: Bilbrook Parish Council Clerk <clerk@bilbrookparishcouncil.gov.uk> 
Sent: 13 December 2022 17:21 
To: REDACTED 
Subject: Re: Road safety 

  

Dear REDACTED, 

Thank you for your email.  Roads and pavements are the responsibility of Staffordshire County Council.  They 

have a webpage for reporting issues.  I have done this for you on this occasion. The reference is 4302571.  
It may however be worth you raising the issue and adding pictures to help make the 

case.  https://apps2.staffordshire.gov.uk/web/reportfault/#divSelectionHeader 

 

Kind Regards, 
Karen Daker, Parish Clerk 
Bilbrook Parish Council 
Bilbrook Village Hall 
Joeys Lane, Bilbrook 
South Staffs, WV8 1JL 
Tel:  01902 840007 
Email: clerk@bilbrookparishcouncil.gov.uk 
Website: www.bilbrookparishcouncil.gov.uk 
Follow us on Facebook 
Office Open: Monday, Tuesday, Wednesday, Friday 10:00 am-12:00 noon 
Closed: Thursday, Weekends & Bank Holidays. 

 
Disclaimer - This e-mail is only for the person or organisation it is addressed to. If you are not the 
intended recipient you must let me know immediately and then delete this e-mail. If you use this e-
mail without permission, or if you allow anyone else to see, copy or distribute the e-mail, or if you do, 
or don't do something because you have read this e-mail, you may be breaking the law.  Liability 
cannot be accepted for any loss or damage arising from this e-mail or from incompatible scripts or any 
virus transmitted 

 
From: REDACTED 
Sent: Tuesday, December 13, 2022 3:24:06 PM 
To: Bilbrook Parish Council Clerk <clerk@bilbrookparishcouncil.gov.uk> 
Subject: Road safety 

  

I am emailing the Bilbrook council to make you aware of the terrible road conditions of the Wesley Road/ 

Wesley Avenue and Oakfield Road estates. It is currently covered in a thick ice which is causing cars to slide 

around on the roads. It has numerous bends on the roads following each other and needs gritting 

immediately. It is in the best interests of Road safety and safety of the older residents in the area.   The 

postcode is WV8. I live on Oakfield Road which is WV8 1LA and the neighbouring roads are affected.  

 

If this is not the right contact please put in touch with the correct contacts. 

 

Thank you, 

REDACTED 

Outcome – Staffordshire County Council Highways response “The road you have reported is not on the 

primary or extended treatment network. It may be actioned, subject to the availability of resources 

once the treated network has been cleared.”   

I raised the issue with the County Councillor who suggested the Parish Council buy grit bins. This is 

being taken to the January Parish Council meeting for a decision. 
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