
Members Guidance:  

the use of Council name and branding  

and the giving of references and personal advocacy 

1. Introduction 

1.1 Set out below is guidance on the circumstances when it would be 

appropriate for councillors to represent themselves using the Council’s 

name and branding and when it would not be appropriate to do so. The 

guidance considers the circumstances when a reasonable member of the 

public would perceive that a councillor, through their communications, is 

acting in their official capacity, or on behalf of the Council, and whether 

this may or may not be appropriate.  

1.2 The Members Code of Conduct requires that all councillors uphold the ten 

principles of public life. These are all important but in the context of using 

the Council’s name and branding, councillors should, in particular, 

consider the first three principles: 

 SELFLESSNESS- Members and other Holders of Public Office should 

serve only the public interest and should never improperly confer 

an advantage or disadvantage on any person.  

 HONESTY AND INTEGRITY- Members and other Holders of Public 

Office should not place themselves in situations where their honesty 

and integrity may be questioned, should not behave improperly, 

and should on all occasions avoid the appearance of such 

behaviour.  

 OBJECTIVITY- Members and other Holders of Public Office should 

make decisions on merit, including when making appointments, 

awarding contracts, or recommending individuals for rewards or 

benefits. 

1.3 The guidance applies to the following uses of the Council name and 

Council branding: 

 Council stationery- meaning letterhead, postcards, printed media 

 Email footers and email addresses- meaning titled “councillor” and/or 

signing off in the capacity as a councillor 

 The giving of references and personal advocacy 

1.4 Each individual circumstance must be judged on its own merit and 

councillors must take advice from the Monitoring Officer if they are 

unsure.  



2. Council stationery and Council email  

2.1 The use of Council stationery and Council email in the following 

circumstances will be acceptable: 

 To communicate with local residents in respect of local ward issues; 

 To correspond with officers of the Council or officers of Worcestershire 

County Council on Council matters; 

 To correspond with third parties on Council matters when the councillor 

has a legitimate basis to be representing the Council (for example, as a 

member of a Committee on a matter relating to that Committee’s remit); 

 To provide general procedural information to local residents. For example, 

Council committee procedures or the right to speak at Council meetings. 

2.2 Council stationery and Council email should not be used in the following 

circumstances (this list is not exhaustive): 

 In any way which could confer a personal advantage on the councillor or a 

personal advantage or disadvantage on any other person; 

 To give personal references (see section 3 below); 

 To advocate personal views or make representations in such a way that a 

reasonable member of the public could mistakenly perceive this to be the 

Council’s official view or the councillor acting on behalf of the Council; 

 For political purposes. For example, electioneering or canvassing (either 

directly or indirectly) for a political party or a political candidate; 

 Where the communication creates binding obligations or gives instructions 

on behalf of the Council. 

3. References and personal advocacy 

3.1 Councillors are on occasion asked to provide character or other references 

on behalf of a ward resident or acquaintance. They may also be asked to 
act as a person’s advocate and make representations on their behalf. In 
certain circumstances it may be appropriate for a reference to be supplied 

as a community service but it is important that procedures are in place to 
protect the interests of both the councillor and the Council, particularly in 

relation to the Code of Conduct. Councillors are not obliged to supply a 
reference or act as an advocate, which can be provided only at their 
discretion and for someone who is known to them. 

 
3.2 It will not usually be appropriate to give a reference or act as advocate on 

any matters where the Council is involved. This could be situations where 
the Council is a party or has some involvement in relation to its functions, 
duties, powers and responsibilities. For example, matters relating public 



protection, licensing and environmental matters. In such matters, 
councillors should not provide references (or make any representations) 

on behalf of ward residents, family members or acquaintances as this 
could be regarded as a conflict of interest in view of their position as 

councillors, and could potentially breach the Code of Conduct. The 
Monitoring Officer may give advice, if requested, on specific circumstances 
where this would be reasonable, provided sufficient safeguards are in 

place. 
 

3.3 It may be acceptable to give a personal character references or act as 
advocate where there is no Council involvement provided it is absolutely 
clear that the councillor is not acting on behalf of the Council. This can 

include providing personal character references for a ward resident or 
acquaintance in court matters (civil and criminal), or employment matters. 

Councillors are under no obligation to provide personal character 
references or act as advocates for others. However, councillors are 
regarded as persons of good standing and they are sometimes approached 

by ward residents or acquaintance to provide this support. If councillors 
choose to provide a personal character reference or act as advocate for a 

ward resident or an acquaintance, they must adhere to the following 
safeguards which clarifies the status of their involvement, and protects the 

interests of both councillors and the Council itself: 
 

 Personal character references should only be provided for someone who is 

known to the councillor; 
 

 Councillors should use their own note paper or email, and not Council 
letterhead or email; 

 

 All personal character references may be signed by councillors using the 
title “Councillor” but if so, must include a statement in the main body of 

the reference equivalent to: “This is a personal reference reflecting my 
views, knowledge and belief. It is not a reference of (or on behalf of) 
Worcester City Council; 

 
 The use of the title “councillor” is more generic and suitable to the 

reference request than use of the title “Member of/Chair of X Committee” 
as the latter form of words mistakenly suggests a link with the remit of a 
particular Council committee; 

 
 Councillors should carefully consider each request and address reference 

letters to a specific addressee, and avoid addressing the reference “To 
whom it may concern”; 

 

 Councillors should ensure that references are factually accurate and 
honest; 

 
 Any responsibility, liability or any other consequence arising from 

providing a personal reference or advocacy would rest entirely with the 

councillor concerned, and not with the Council. 
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