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Minutes of a MEETING of the PUBLICITY & COMMUNICATIONS COMMITTEE held on  
13th March at 6:00 pm 
 
This meeting was held remotely due to lift installation in accordance with the Local 
Government and Elections (Wales) Act 2021 
 
These minutes are subject to confirmation at the meeting to be held on 10 April 2025 
 
Any recommendations below will be submitted to the Council on 26 March 2025 
 
Present: Councillors , Allan Cook, Julia Charles, Adam Woodall, Iona Shariff, Vina Patel 
(remotely), also Senior Clerk Julie Thomas 
 
No public participation session took place at the meeting. 
 

Agenda Item 
 

Discussion points Action Person/ 
dates 

PUB24/73 
Apologies for Absence 

Councillor Silver (Chair)   

PUB24/74 
Declarations 
of Interest 

Members were asked to declare any 
personal and/or prejudicial interest they 
had and give details of their interest. 

None received  

PUB24/75 
Method of Voting 

 

To confirm that the manner of any voting 
at this meeting and any subsequent 
meetings will be by show of hands and 
calling each name alphabetically with a 
response of “for” or “against” or “abstain.” 

  

PUB24/76 
Members of the public 
invited to speak 

The meeting was held remotely, no 
members of the public requested to join 
remotely. 

  

PUB24/77 
Minutes of the previous 

meeting 9th January 

2025 

 

The Minutes of the meeting held on 9 

January 2025, were confirmed as a true 

record. The minutes were signed by the 

chair and had been approved at the Full 

Council on 16 January 2025. 

 
 

 
 
 
 

PUB24/78 
NALC retention of 

documents timescales 

 

Minute PUB24/68 - To review and 
approve the NALC report and send for 
approval at Full Council on 20 March 
2025  

 

Members had reviewed the 
recommended standard timescales on 
the table. 
 
Dates to be added to the table showing 
when the next archive should be 
conducted. 
 

 
Place expiry 
archive dates into 
the documents 
table. 
 
Archive e mails 
into annual 
folders 
 
 
Submit for Full 
Council approval 
 

 
Clerks 
(Apr) 
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 It was recommended to adopt these for 
approval at Full Council meeting on 26th 
March 2025 

PUB24/79 

Policies for review 
and approval at the 
Full Council 17th 
April 2025 
 

• Information & 
Data 
Protection 
Policy (7) 
 

• Privacy Notice 
(8) 

 
 

• E Mail Policy 
(23) 

 
 

• Retention Policy 
(27) 

To review the following policies for re-
adoption at the AGM on 1st May 2025 

 A review of the E mail policy confirmed 
no discussions should take place outside 
of the Council, also it suggests too many 
e mails are used and lost in process. 

All members should be able to express 
views at a meeting and the clerks to be 
included in all correspondence. 

FOI can request for all Council e mails on 
a subject, so the move to RMCC e mails 
will be beneficial. 

A recommendation to include process 
maps at the start for each policy was 
discussed to give a flowchart of function. 
Look to adopt in the future. 

The four policies to be updated if 
necessary and sent to Full Council 
meeting for re-adoption at AGM. 

 

Cllr Silver to send 
some updates of 
these policies, all 
members to 
check and advise 
of any changes 
and let Clerk 
know. 

Chair and Clerks 
to be copied into 
all e mails to do 
with community 
council work. 

Add a clause to E 
Mail Policy – all e 
mails used on 
RMCC to do with 
council business 
clerks must be 
copied in. 

 

All 

(Apr) 

 

 

 

 

 

 WORK PROGRAMME   

PUB24/80 

Website & Social 
Media Updates – 
Facebook Group 
review and Actions 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Discussions on the new Facebook 
account were discussed 

• A Facebook Page does not give 
the interaction that a Group 
offers. 

• A Group is difficult to maintain 
and very administrative. 

•  A page is useful for headline 
information only, as is our RMCC 
Website. 

• Admin Settings on Posts have 
been updated so comments need 
approval. 

• Admin rules need to be agreed by 
new members. 

 
It was agreed that we need 
improvements on our PR and to take 
recommendations to the Full Council for 
review. 
Members discussed the opportunity to 
get members, generate funds and get the 
community involved in taking video 
footage and photos at events, drafting 
articles and generating content for 
publicising.  
 
Grant applications to require a photo and 
commentary to explain how the event 
went and how the money was spent. 

 
Standard adverts 
to be publicised 
like Festival and 
Christmas events 
 
LDP meeting on 
10th March - 
article to follow 
for publicising 
 
A bio on all the 
members of what 
we do for the 
community to be 
written and  
publicised 
The Civic 
Reception - the 
outgoing chair to 
welcome the 
incoming chair 
and Publicise on 
our platforms. 
 
 
 
 
Update Grant 
Application form 

 
Cllr Shariff 
& Silver/ 
Clerks 

(ongoing) 
 
 
 

Cllr Cook 
(Mar) 

 
 

All 
(ongoing) 

 
 
 
 

Chair 
(May) 

 
 
 
 
 
 
 
 
 

Clerk 
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(i) Journalist 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(ii) Precept 
Increase 

 

 
 
 
Cllr Shariff said she was contacted by the 
trainee Journalist in respect to Windsor 
gardens.  As this was only a concept 
then, we asked for this not to be 
published.  Words had been used out of 
context and a local article published.  Cllr 
Cook wrote a piece in the Radyr Chain 
which will be published in April. 
 
 To review the importance of consultation 
for future projects, looking to help our 
shop keepers.  
 
Cllr Charles left the meeting 18.53pm 
 
Cllr Shariff and the Clerk had drafted an 

article on the necessary rise to our 

Precept for the coming year. 

 

to accommodate 
these actions. 
 
 
 
Future publicity 
agenda item to 
discuss this 
further. 
 
Consultation for 
future projects to 
be written to help 
with our local 
shop keepers in 
our community. 
 
 
 
 
To review and 
upload onto 
website/social 
media platforms. 

(Mar) 
 
 
 
 
 

Clerk 
(Apr) 

 
 
 

Cllr Shariff 
(ongoing) 

 
 
 
 
 
 
 

Cllr Shariff 
& Clerk 
(Apr) 

PUB24/81 

               IT Equipment Wiring 
and installation. 
Update on Castle 
Room         

Cllr Woodall gave an update that 
Jellyfish had now completed the 
installation.  The installation for our 
meetings to be set up when OCR is open 
following lift installation. 

 
Meetings - set up 
installation of 
equipment  

 
Cllr 

Woodall 
(May) 

PUB24/82 

E Mail addresses for 
member’s update 
 

The Clerk advised most had now set up 
the @radyr e mail addresses.   
An E Mail had been sent to those that 
need to move to the new RMCC e mails 
by 31.03.25 deadline. 
 
Jellyfish have been advised to delete the 
personal e mail addresses from our 
members lists at this date. 

Members to 
contact Jellyfish 
to get set up help 
before 31.03.25 

 

Clerk to update 
Members Details 
on website 

Cllrs Patel, 
Williams, 
Holms & 
Cook 

(Mar) 

Clerk 

(Apr) 

PUB24/83 

Software Teams & 
Co-pilot for minute 
taking and action 
writing 
 

 
 

Cllr Woodall discussed how this would 
facilitate working smarter.  

• moving meetings to teams and 

paying for Co-pilot subscription 

giving AI for accurate minutes 

both in English and Welsh 

• Clerks would spend less time on 

manual minute writing, allowing 

them to be fully engaged at the 

meetings to give advice 

Cllr Woodall to 
send further 
information and 
examples. 
 
To review in April 
meetings 
Publicity and 
Finance 
committees 
before approval 

  Cllr 
Woodall 
(Mar) 
 
 
Clerk 
(Apr) 
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• Reduced costs moving from our 

Zoom Subscription would 

facilitate the Co-pilot subscription 

costs 

at The Full 
Council 

PUB24/84 
Future Publicity 
Arrangements/Events 
RMA festival 3rd May 
2025 

Members were asked to determine 
whether or not to participate in the event 
and indicate if staff, table, and gazebo 
are needed for the event. 

• Members agreed to take part in 
the event, Cllr Cook agreed to set 
up and dismantle the stall, the 
event is 11am –3pm 

• Split shifts from Councillors  
11am to 1pm and 1pm to 3pm 
were recommended 

• Cllr Cook had bought VE Day 
flags, and the Scouts would be 
engaged.  The Flags would fly 
throughout the festival. 

All agreed with the event proposals and 
recommendation to take to the next Full 
Council meeting. 

 

 

 

Event to be 
discussed at Full 
Council meeting 
26th March and 
arrangements 
secured. 

RMA to be 
advised on our 
participation and 
request for table 
and gazebo. 

 

 

 

Clerk 

(Mar) 

PUB24/85 
 Dates of future 
 Meetings 

New proposed timetable 2024/25 
6:00 – 7:00pm 
  10th April 2025 
  12th June 2025 

  

 
 

 
 

The meeting closed at 19.01 pm. 
 
 
 

SIGNED  
 
CHAIR PUBLICITY AND COMMUNICATIONS COMMITTEE  


