
Sandford Parish Council 

WhatsApp Use Policy approved September 2025, review September 2026 

1. Purpose 

This policy sets out how Sandford Parish Council will use WhatsApp as a tool to support 

internal communication between councillors and staff. 

2. Scope 

- Applies to all councillors and staff who are members of a council WhatsApp group. 

- Covers both individual and group messaging related to council business. 

3. Principles of Use 

- WhatsApp is for informal communication only (e.g. reminders, updates, urgent notices). 

- Decisions must not be made via WhatsApp – all decisions must be taken at duly convened 

meetings. 

- WhatsApp is not a substitute for the Clerk’s formal communications, agendas or papers. 

4. Administration 

- The Clerk (or nominated officer) will be the group administrator. 

- Membership is limited to councillors and staff. 

- Members may leave the group at any time. 

5. Conduct 

- Posts must be respectful, relevant, and concise. 

- No gossip, campaigning, or party-political material. 

- Confidential or sensitive information must not be shared. 

- Posting late at night or excessively is discouraged. 

6. Record Keeping & Transparency 

- WhatsApp messages are not part of the official record of council business. 

- If a message is required for record-keeping (e.g. complaint, decision-related matter, FOI 

request), it must be forwarded to the Clerk. 

7. Data Protection & Security 

- Members must use password-protected devices. 

- WhatsApp is a third-party platform; sensitive personal data must not be shared. 



8. Breach of Policy 

- Misuse may result in removal from the group. 

- Serious breaches may be investigated under the Code of Conduct. 

9. Review 

This policy will be reviewed annually, or sooner if required. 

  



Quick-Reference Guide: Using WhatsApp (Councillors’ Version) 

DO ✅ 

• Use WhatsApp for quick updates, reminders, and urgent messages. 

• Keep messages short, respectful, and relevant. 

• Forward anything important to the Clerk for the record. 

• Keep your phone secure and password protected. 

DON’T ❌ 

• Make council decisions in WhatsApp – only at meetings. 

• Share confidential or personal information. 

• Post gossip, political content, or personal opinions. 

• Use WhatsApp instead of official agendas/emails from the Clerk. 

     Remember: WhatsApp is for informal chat only. The Clerk’s communications are always 

the official record. 


