SILKSTONE PARISH COUNCIL

TERMS OF REFERENCE FOR MEDIA WORKING PARTY

This Working Party of Silkstone Parish Council is to be known as the Media Working Party (Media

WP)

The Working Party will include the chairman of the Parish Council and one other councillor as well
as the editor of the newsletter, the person who formats the newsletter and the Parish Clerk.

Currently (February 45 19) the members of the Media Working Party are :

ClIir R Leech (Vice Chairman Silkstone PC)—Chairman-of Media-Weorking Party-
Clir Mrs M Liddell (Chair Silkstone PC & Newsletter editor) — Chair of working party

Ms Linda Marsh ( Newsletter formatting)

Mrecoren-ConadineCladcdie Sillentons DO
Mr Richard Bell (Clerk to Silkstone PC

Purpose and Obijectives of the Working Party :

e To produce a quarterly newsletter to include company adverts, editorial, contact details of
local groups and Parish Council information.

e To ensure the Silkstone Parish Council website is up to date and to discuss improvements to
the site.

Powers of the Working Party
Newsletter

o The working party will work together to produce a quarterly newsletter. Ideally it will be
distributed in the last week of March, June and September and the first week of December.
Any variation from this should only be a result of holidays planned by editor, formatter or
deliverer. The deadline for articles will be the 15t of the month in March, June, September
and November.

¢ All articles/editorial shall be approved for inclusion by the editor of the newsletter.
e The Parish Clerk will be responsible for appointing a newsletter deliverer.

¢ No national charities/organisations may advertise in the newsletter unless there is a specific
local interest. Adverts from businesses outside the Parish will only be permitted if they offer
a benefit to residents in the Parish.

e Adverts shall all be a maximum of a quarter page with a maximum of 16 adverts per issue.
Adverts charged at £20-27.50per issue.

¢ No correspondence shall be entered into by any member of the working party with a
contributor or resident.

¢ Any correspondence received by members of the media committee shall be forwarded to the
Parish Clerk for information and any response agreed with the Parish Clerk and/or Chairman
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of the Media Group as necessary. The member of the media committee will acknowledge
receipt of the correspondence and let the correspondent know it has been forwarded to the
Parish Clerk.

¢ The draft of each completed newsletter shall be e-mailed to all members of the Media Group
prior to printing to enable any amendments to spellings etc to be made before going to print.

e The Parish Clerk will issue invoices and process payments for the advertisers.

e Any advertisers who are more than 2 issues behind with their payment shall have their
advert removed from the newsletter.

e The Parish Clerk will organise the postal distribution of the newsletter and the Newsletter
deliverer/s shall deliver a copy of the newsletter to every home in Silkstone and Silkstone
Common.

e The working party will annually review and recommend -the cost of adverts in the newsletter
to the Parish Council for approval.

o The Parish Clerk will carry out a review of the printing costs of the newsletter once every 2
years.

Website

¢ The working party will make recommendations to Parish Council for improvements to the
website and will seek approval from the Parish Council before any changes to current
practice are made.

o The Parish Clerk will review the website supplier every 2 years.

Notice boards

¢ The Silkstone Common notice board is locked with keys available at the Station Inn. The
Silkstone notice board is not locked. The notice boards are for village notices, advertising
local groups and Parish Council meeting notices and information.

e The Parish Clerk and Chairman of Silkstone Parish Council will decide whether a notice is
suitable for the notice board. The notice boards are for advertising local groups and are not
for national charities, national issues or business adverts.

Press Releases

e The Parish Clerk will write press releases. These will be distributed to the Media Working
Party and Chairman of Silkstone Parish Council for approval before issue.

e The voice of Silkstone Parish Council will be nominated by the Parish Council as the need
arises._This will usually be either the Chair or Vice Chair

e Should any issues in the newsletter give rise to press interest, only the nominated Councillor
of Silkstone Parish Council may speak to the press. The Media Working Party are not able to
comment to the press and should refer all press matters to the Clerk.

5. Meetings of the Working Party

o The working party will meet to discuss Media issues at least twice per year and a meeting
may be called by any member of the group.
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e Meetings are informal and notes will be taken by the Clerk if necessary.
e The quorum shall be a minimum of any three members of the committee.

e Voting shall be by a show of hands and a majority shall prevail. The presiding Chairman
shall have a casting vote in addition to his/her ordinary vote if necessary.

o The working party may co-opt additional members at the Working Party’s discretion.

¢ Notes will be issued within one week of the meeting and will be included with the Silkstone
PC agenda for comment/note.

their meeting on 4 9 February 195 and communicated to members of the media committee.

‘ This Terms of Reference Document was approved by the Peolicy CommitteeParish Council -at

Chairman of Silkstone Parish Council
and the Media Committee e

Clerk to Silkstone Parish CouncCil e
‘ MrsKaren-CanadineMr Richard Bell
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