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Communications Working Group  
Terms of Reference and Way of Working  

Adopted at Full Council meeting on 26th September 2022 (Minute 122/22/23) 

Terms of Reference  
 
1. As a Working Group of the Community Engagement and Wellbeing Committee, the Communications 

Working Group will oversee the delivery of the Parish Council’s communications and community 
engagement, as defined by its Communications Strategy. 

2. Exceptionally, because it is important that Communications Working Group can give up to date advice 
that reflects immediate circumstances, it will report direct to monthly meetings of Full Council, rather 
than to 4-monthly meetings of its parent committee. 

3. Specifically, it will: 
a. make recommendations regarding any changes or updates to the Communications Strategy 
b. ensure that there is a co-ordinated approach to communications and community engagement 

throughout Council’s operations, that is based on a unified house style 
c. improve the efficiency of strategy delivery, e.g. through effective database management 
d. seek best practice and professional skills as required to achieve the best user experience e.g. CK 

Health Connect Directory    
e. actively consider innovative approaches to engagement, adopting those which enable the Council 

to realise the benefits of its investment in its projects and addresses the diverse needs of the 
community it serves   

f. for all projects and issues requiring effective external communications, define methods,  time-
scales, and necessary actions by members of the Communications Working Group or others 

g. consider how the ‘infrastructure’ for communications might be improved, e.g. noticeboards, 
website, newsletters, social media, etc and make appropriate recommendations  

h. review Council’s communications and community engagement on an ongoing basis, to identify 
areas of success or weakness which might inform future activities 

i. have the authority to make decisions regarding communications and community engagement 
that do not have budget implications. The cost of communications and community engagement 
will be budgeted for as an integral element of individual projects. 

Way of working 
 
1. The Communications Working Group will initially consist of Cllrs Parnham (Chair), Evans, Honeywill, 

Johnson, Palmer, the Clerk and the Community Development Officer.  

2. The Communications Working Group will generally meet monthly, but otherwise as agreed by its 
members.  Meetings will be scheduled near the middle of each month so that any recommendations or 
outputs that require Full Council approval can be included on the agenda for the next Full Council 
meeting. 

3. All councillors must attend Communications Working Group meetings if they require comms support for 
their project. This will enable them to discuss their communications needs and ensure that the necessary 
support is available. If they are unable to attend they are invited to submit their project form or have a discussion 
with the Chair of the Communications Working Group in the first instance. 
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