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[bookmark: _Toc176852868]CORRESPONDENCE[bookmark: _Toc176852869]Introduction
This document sets out the arrangements for handling correspondence between East Dunbartonshire Council (“the Council”) and MPs and MSPs for the area.  This is in recognition that all parties have a legitimate role in seeking to meet constituents’ needs, and a desire to work together in this regard. 
It is recognised that many constituents will not differentiate between the respective responsibilities of East Dunbartonshire Councillors, Westminster MPs, Constituency Members of the Scottish Parliament and List Members of the Scottish Parliament.  The overriding principle which will apply to dealing with constituents’ queries/letters will be that all parties will aim to secure as a quick and thorough response as possible, regardless of who the constituent initially approached.  
[bookmark: _Toc176852870]Correspondence with MPs and MSPs 
[bookmark: _Hlk181346174]MPs and MSPs (whether constituency based or list) should write to the Chief Executive of the Council regarding an issue raised by one of their constituents.  All enquiries should be addressed to the following email address: MPMSPEnquiries@eastdunbarton.gov.uk.  Correspondence sent directly to other email addresses may not be logged and may result in a delayed response.
Following receipt, and as delegated by the Chief Executive, the Executive Officer or Head of Service will reply directly to the MP/ MSP.  All correspondence will be sent via e-mail to reduce administration and costs. 
[bookmark: _Toc176852872]Correspondence with MPs/MSPs outwith the area of the authority 
There may be cases where the Council is approached by MPs/MSPs raising queries about matters even though they are representatives outwith the Council area.  This may be where the MP/MSP is a spokesperson for a political party.  These queries should be made to the Chief Executive in the first instance.  Thereafter, and as delegated by the Chief Executive, the relevant Executive Officer or Head of Service will reply directly to the MP/ MSP.  All correspondence will be sent via e-mail to reduce administration and costs.
[bookmark: _Toc176852873]Requests for Research Information 
All requests for information which is publicly available should be directed to the Parliamentary Research Centre. 
[bookmark: _Toc176852874][bookmark: _Hlk181342900][bookmark: _Hlk181343068]Correspondence between East Dunbartonshire Councillors and/or Council Services and Constituents 
Copies of any correspondence between Councillors and/or Council Services and constituents will not be copied, as a matter of routine to MPs/MSPs in circumstances where they have not initiated the query.  The general principle will apply that MPs/MSPs will only be brought into the exchange of correspondence if a constituent chooses to approach an MP/MSP. 
As a matter of course all correspondence will be replied to within 20 working days from receipt.  In many cases, a response will be issued sooner, however there may be instances where the nature of the query or operational demands are such that the full 20-day response period will be required.  Where this is not possible, the relevant Executive Officer or Head of Service will contact the MP or MSP in question and provide details of the likely response date, and the query will be progressed as quickly as possible. 
[bookmark: _Toc176852875]Data Protection 
Where an enquiry from an MP or MSP is seeking personal information about a constituent or may require the Council to disclose or confirm personal information as part of a full response, the MP or MSP in question must include evidence of the consent of the person whose data is being requested.  In some instances, this will be the constituent raising the query, however it may be another person e.g. the constituent’s child or parent (“the data subject”).  Sometimes, an enquiry may cover the data of more than one person.  The Council will require evidence of the consent of the data subject(s)  
The Council’s preference for evidencing consent is for a signed mandate from the data subject(s), however may in some circumstances accept an email which is clearly from the data subject.  Where the data subject is of an age that they might reasonably be expected to consent in their own right, then the Council will not accept a mandate or permission signed by a parent.  Where a constituent is exercising legal rights on behalf of another person e.g. under a power of attorney, then the Council will require evidence of this along with the mandate.  
If a signed mandate or evidence of consent is not included, then it will be requested by the Council.  Where a mandate or evidence of consent is not provided, the Council’s response will be modified so as not to include any personal data.  
A copy of the Council’s mandate is attached. 
Conclusion 
It is recognised by all parties that it is difficult to be hard and fast about matters and the application of this protocol will be kept under review. 
A copy of this protocol will be sent by the Chief Executive of the Council to the Constituency MSPs, List MSPs, MPs and to Councillors.  The Chief Executive will also be responsible for advising all Council employees of the protocol and reviewing its operation.
It is expected that all MPs and MSPs covered by this protocol will ensure that their staff are aware of it and are familiar with its terms.


[bookmark: _Toc176852876]ARRANGEMENTS FOR ACCESS   1. [bookmark: _Toc176852877]Introduction 
This document sets out arrangements to be followed when dealing with requests for visits to Council facilities or access to Council employees by MSPs/MPs for the area. 
1. [bookmark: _Toc176852878]	Requests for access by MSPs/MPs 
All requests should be addressed to the Chief Executive stating the name of the person they wish to visit and the reason for the visit and should be addressed to the following email address: MPMSPEnquiries@eastdunbarton.gov.uk.  Correspondence sent directly to other email addresses may not be logged and may result in a delayed response.  
Requests must be made at least 15 days in advance of the proposed visit.  The Chief Executive or Executive Officer/Head of Service, after consultation with Elected Members if relevant, will then either grant authorisation for the visit or otherwise make alternative arrangements.  A response to the request will normally be given within 10 working days, unless the request is of a complex nature e.g. requires the Council to engage with Service Users to obtain their consent or views.  All requests will be logged with a note of the outcome.  The Council’s Communications & Engagement Team will be notified in all cases in order that relevant briefings and publicity can be organised.   
Publicity, including media relations, is the responsibility of the Council, and the Council’s Communications & Engagement Team will lead on all publicity related to such visits to Council facilities, meetings with Council employees or visits to Council-led initiatives. 
There will be no difference in the procedures followed for MSPs and MP’s. 
Should requests for visits by MPs/MSPs be received through Councillors, these, then in all instances these should be directed to the Chief Executive’s office as above.  This will give consistency to the process and reduce the potential for confusion.
Where an external partner intimates they would like to invite visitors to a Council venue, the relevant Executive Officer will ascertain whether this includes MPs or MSPs or Councillors from outwith East Dunbartonshire.  If so, this protocol will be shared with them and the process outlined above must be followed.
1. [bookmark: _Toc176852879]Conclusion 
By following this protocol, the Council will ensure consistency of approach so that equal treatment is given to all.  Any deviation from this protocol to accommodate specific circumstances will be at the sole discretion of the Council’s Chief Executive and will be determined on a case by case basis.  
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ELECTED REPRESENTATIVE DATA PROTECTION CONSENT MANDATE

Elected Representative Consent Mandate for the sharing of personal information, including special category personal information.	

Details of the Elected Representative

Name of Elected Representative:								

Address of Elected Representative:	 						

Telephone Number: 									

Date: 					


Details of the Data Subject:
Name:			________________________
Address:		________________________
			________________________
			________________________
			________________________

Telephone:		________________________
Date of Birth:		________________________ 

I hereby confirm that the information provided above is my personal information and it is true and accurate. 

I hereby authorise my Elected Representative  _____________________________, to review and investigate my concern/enquiry on my behalf, and in doing I consent to my Elected Representative sharing my information with East Dunbartonshire Council (“the Council”).  I also consent to the Council sharing my personal information with my Elected Representative insofar as it is necessary to respond to correspondence from my Elected Representative.

I hereby give my permission to my Elected Representative to process, provide and receive any and all of my information, including my personal information and special category personal information, which may be relevant to my complaint.

Signed:	____________________________________

Date:		____________________________________
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Elected Representative Mandate	
(For use in PoA/Guardianship Circumstances)

Details of the Elected Representative

Name of Elected Representative:								

Address of Elected Representative:	 						

Telephone Number: 									

Date: 					


Data Subject’s Details
Name:		________________________ (“Data Subject”)
Address:	________________________
		________________________
		________________________
		________________________
Date of Birth:	________________________ 

Power of Attorney/Guardian Details
Name:		________________________
Address:	________________________
		________________________
		________________________
		________________________
Telephone:	________________________

I hereby confirm that I hold a valid Power of Attorney/Guardianship Order (delete as appropriate) in respect of the Data Subject detailed above, dated 			, a copy of which is attached.  I also confirm that the information provided above the Data Subject’s personal information, and it is true and accurate.

I hereby authorise my Elected Representative  _____________________________, to review and investigate my concern/enquiry which I am making in relation to the Data Subject.  In doing I consent to my Elected Representative sharing the Data Subject’s information with East Dunbartonshire Council (“the Council”).  I also consent to the Council sharing the Data Subject’s personal information with my Elected Representative insofar as it is necessary to respond to correspondence from my Elected Representative and is relevant to my complaint/enquiry.

I hereby give my permission to my Elected Representative to process, provide and receive any and all of the Data Subject’s information, including personal information and special category personal information, which may be relevant to my complaint/enquiry.

Signed:	____________________________________

Date:		____________________________________


Instructions for completion:
1. NB this form must be completed by the party in possession of the Power of Attorney or Guardianship Order.

2. A copy of the Power of Attorney or Guardianship Order must be attached to the completed form.
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