WhatsApp Usage Protocol

This protocol ensures WhatsApp remains a tool for logistics only while protecting legal
transparency and staff wellbeing.

1. Use - WhatsApp should be used for urgent logistics only (e.g. meeting apologies, meeting
reminders or reporting immediate hazards). It must not be used for debating policy, discussing
planning, or making council decisions.

2. Legal Rules & FOI Risk

Freedom of Information (FOI): Members must be aware that messages regarding
Council business are subject to FOI requests, even on personal phones. To protect your
privacy, avoid discussing "business" on this platform.

Transparency: "Disappearing messages" must be turned off to comply with record-
keeping requirements.

Privacy (GDPR): Do not post residents' names, addresses, or private details.

Archiving: If a conversation becomes important (e.g. a quote or formal advice), the
details must be sent to the clerk@ or assistant@ email(s) within 48 hours to ensure it is
filed correctly in the Council’s official records.

3. Staff Wellbeing

Office Hours: Staff are only expected to monitor or respond to messages during office
hours (10:00-14:00).

Non-Urgent Posts: Members should avoid tagging staff or expecting replies during
evenings or weekends.

4. Working Groups with Non-Councillors Where a group includes members of the public:

Consent: Non-councillors must provide written consent to be added, acknowledging
their phone number will be visible to the group.

Remit: Usage is strictly for project coordination. Itis not a channel for formal complaints
or bypassing Council procedures.

5. Administration and Conduct

Administrators: The Clerk, Assistant Clerk, and the Lead Councillor for the group shall
act as administrators.

Moderation: Administrators may remove unprofessional content or messages that
breach this protocol.

Code of Conduct: The Member Code of Conduct applies at all times. Joining the group
signifies agreement to these rules.



