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1. Introduction 
This document describes the policy and procedures in connection with the use of 
emails by: 

 The Parish Clerk 

 Parish Councillors (using .gov.uk) 

 Council employees 
 

2. General 
All email communication between councillors, clerk and staff will be sent to and from 
the Covingham.gov.uk email address. Copies of these emails may be stored on the 
recipient's personal computer in a secure manner (see below). These emails may 
not be forwarded, or copied, to any other email address unless it is an authorised 
address used in connection with council business. 
 

3. The Parish Clerk 
The parish clerk is the contact for the council. Any email that is to be sent to the 
Parish Council will be addressed to Covingham.gov.uk. It is the Parish Clerks 
responsibility to receive all emails and to decide how they will be progressed and 
answered. If the clerk is unavailable emails will be processed by the Chair. 
 
 

4. Councillors 
Councillors will be provided with an email address of the form 

forename.surname@covingham.gov.uk. Forename may be the short version of the 
councillors' name, or an alternative name if that is the name by which the councillor 
is generally known. Councillors may access their emails by one of the following 
mechanisms: 

 Logging into their parish account to read and compose emails 

 Using a local email client to access their parish account to read and compose 
emails. 

Emails sent to a councillor will not be forwarded to an alternative email address. 
 

5. Council employees 
Council employees will be provided with an email address of the form 
forename.surname@covingham.gov.uk. Forename may be the short version of the 
staff members' name, or an alternative name if that is the name by which the 
councillor is generally known. Staff may access their emails by one of the following 
mechanisms: 

 Logging into their parish account to read and compose emails 

 Using a local email client to access their parish account to read and compose 
emails. 

Emails sent to staff will not be forwarded to an alternative email address. 
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6. Email Archive 

Parish emails 
The clerk (or person acting on the clerk's behalf) will copy emails from the Council 
Email Account to an archive folder on the parish personal computer. The archive 
folder will be identified by year and may be subset to make the location of archived 
emails easier. This archive folder will be placed in the 'Private' section of an 
encrypted folder. The archive folder will be backed up with the other council data and 
stored in a secure remote location. 

Councillor, Staff and Clerk emails 
Emails between councillors, staff and clerk may be deleted when they have no 
further relevance provided 

 They are not direct communication with Council Suppliers. 

 They are not directly connected with Council business. 
The following is a list of examples of emails which have no further relevance to 
councillors 

 Emails arranging meetings 

 Emails communicating draft versions of formal documents 

 Emails containing information for parish council meetings 
 
Emails may be forwarded to the Clerk if they contain information to be permanently 
archived, or contain personal data about any third party, which the councillor or staff 
member obtain in the course of their work.  
The following is a list of emails that should be forwarded to the Clerk for central 
archive 

 Emails received from members of the public that were sent to a councillor, 
rather than sent to the Clerk on council business 

 
 


