
Local Member Protocol 
 
Informing elected members – Think Local Councillor 
 
Councillors (“Members”) are elected representatives of their communities. They 
need to be kept informed of developments in their division, and in relation to their 
specific areas of interest or responsibility, at the earliest possible stage and 
throughout the process. Officers have a responsibility to tell Councillors what the 
Council is doing or plans to do in their area. Councillors also have detailed 
knowledge of their electoral division and are in a good position to assess the 
effectiveness and quality of service delivery at the local level and this can help 
officers do their jobs better. 
 
Keeping Councillors informed is vital for good communications, effective 
decision-making and service delivery. 
 
Councillors must be informed at the earliest stage about all significant 
Council events and issues affecting their electoral division and their 
constituents. As a ‘rule of thumb’, a significant development is anything that 
may cause a constituent, a local organisation, or the press to contact the 
Councillor. So, inform Members early but in a way which is appropriate to the 
circumstances. By phone? By email? Is a briefing or consultation meeting 
necessary?  
 
The Council and Officer Scheme of Delegation requires local Councillors to be 
consulted before formal decisions are taken which affect localities and also to be 
informed of the decision taken. 
 
Circumstances when it is essential for Officers to inform Members about local 
impacts include:  
 

• Changes to Council services 
• Buildings and Property 
• Council decisions (before and after the decision is taken) 
• Controversial issues (local campaigns / planning applications etc) 
• Council Consultations including, but not exclusively, service 

reconfigurations, highways issues and planning matters 
• Events such as opening or closing of premises. 

 
Key rules: 
 

• Think about informing local Councillors at the earliest possible stage in 
the development of a proposal or as soon as an issue becomes 
apparent.  

• If the public are being informed, tell the Councillor too – ideally before. 
• Individual service areas are responsible for keeping Councillors 

informed. Communications and Democratic Services teams cannot do 
it for you. 

• Newly elected Councillors may not be aware of the history of local 
issues and may need additional briefings from the outset. 



• If in doubt consult with senior managers – but assume that it’s better to 
tell the Councillor than not. Democratic Services Managers can also 
advise.  

 
Most local Councillor notifications relate to site or area/locality specific proposals 
and usually only affect a single electoral division. However, some proposals have 
a wider impact and Officers will need to judge whether to inform other local 
Councillors. Specific consideration to this should be given when proposals are 
close to adjoining / adjacent wards. Examples of matters involving a wider area 
could be the closure of a secondary school, road closures and changes to library 
services. In the case of Exeter, you need to alert all Exeter Members. 
 
Please note that although general information is made available to Councillors in 
a variety to ways including electronically through the Council website and the 
fortnightly Members’ Bulletin, this does not guarantee that a Councillor will pick 
up information relating to their local area and is not a substitute for direct contact. 
 
Councillor roles  
 
Councillors have an important role to play in policy and decision-making and it is 
important that their views and the views of their local communities are heard and 
taken into account by decision-makers - whether that is Full Council, the Cabinet, 
Cabinet Members, Committees or Officers. 
 
Members are encouraged to inform relevant Officers of significant local issues 
which they become aware of and may have an impact on the Council and its 
services and to give feedback from their communities. 
 
Councillors have a responsibility to ensure that they are able to receive 
communications from officers by DCC email and by phone. 
 
Councillors are required by the Members’ Code of Conduct not to breach 
confidentiality. Therefore, an issue being confidential does not in itself prevent 
the sharing of it with the local Councillor, but the Councillor must be made aware 
that it is confidential. 
 
Councillors must ensure that when asked questions by the media requiring them 
to release information that they know to be or suspect may be confidential, they 
should have regard to the requirements of the Members’ Code of Conduct, make 
no comment and refer the reporter to an officer in the Communications team.  


