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INTERNAL E-CORRESPONDENCE  

- CODE OF PRACTICE  

The value of email to Council’s internal communications is 

obvious. It is a very effective and efficient means of 

disseminating information, contacting councillors and reporting matters to, and raising issues 

with, the clerk. But like the internet as a whole, if not used thoughtfully and considerately, it 

can also be an irritant, a soapbox, a catalyst for creating offence and misunderstandings, 

and an unwelcome additional administrative burden.   

A simple code of practice for the use of internal email by the Council follows: 

1. Individual email addresses for councillors, staff and committees in the general forms 

cllr.joebloggs@quorndon.com, parishclerk@quorndon.com and 

adminassistant@quorndon.com etc will continue to be provided and maintained by 

Council, free of charge.  If councillors or non-councillors elect not to comply with the 

Council’s policy and use a personal email user address, then they are not afforded 

the collective protections of the council’s Data Protection Policy.  As individual data 

controllers they remain subject to United Kingdom Data Protection Legislation 

including the General Data Protection Regulation (the “GDPR”) and other local 

legislation relating to personal data and rights such as the Human Rights Act.   

 

Note! The Parish Clerk as the Council’s Data Controller has an obligation to ensure 

that the council’s General Privacy Notice and Data Protection Policy will be complied 

with when passing data to a personal email user address. 

 

2. Only the parish office will use a group email address to distribute material to all 

councillors - the clerk will therefore use judgement about which members of council 

need to see email. This will be obvious for agendas, minutes, notification of meetings 

and forwarding general information to councillors, but it also provides a filter for email 

sent to the office by councillors before it is widely distributed.  Where possible group 

distributions will be via ‘bcc’. 

 

Councillors should not circumvent these arrangements by setting up an all councillor 

email group in their personal Address Books.  

 

3. Consider carefully the target audience for emails, only copying to others if essential. 

If this includes all members of council, the email should be sent to the parish office 

with a request for wider distribution. [This is analogous with the way communications 

operated before email – no councillor would have written to the office or another 

councillor and automatically posted copies to everyone else – that would have been 

left to the discretion of the clerk. The fact that it is so simple to do this electronically 

does not justify overburdening councillors with unnecessary email or the annoyance 

and aggravation it can cause]   

REMEMBER: Before you hit the SEND button, please revisit ‘To’ and ‘cc’ and ‘bcc’ 

mailto:joebloggs@quorndon.com

