Hurst Life Protocol

The Assistant Clerk will email on around the 25™ of each month to notify the article writer
that it is their turn and suggest content. The email will include deadline dates for the office
to receive the first draft and for it to be submitted to Hurst Life. The Clerk, Chairman, Vice
Chairman and Chair of Community Engagement can also input any content that they feel
should be incorporated in this article.

If the Councillor who is responsible for writing the article is unable do it, then the
Assistant Clerk must be informed straight away so a replacement author can be found.

The first draft article is sent to the Assistant Clerk with a list of any images that are needed
to be added. The Assistant Clerk will also add the meetings calendar to the end of the draft
article.

The draft article will then be sent to the Clerk, Chairman, Vice Chairman and Chair of
Community Engagement as well as the author for proof-reading and fact-checking. A
deadline date for edits/comments will be included in the email.

If someone feels that the article content isn’t correct or needs substantial re-writing, then
a discussion should take place with the author to discuss how it can be edited/re-written.

A final draft will be circulated by the Assistant Clerk and once approval has been received,
she will send the text and images across to the editor of Hurst Life, all councillors and office
staff.

The editor will send a pdf proof to the Assistant Clerk on the second to last Friday of the
month. This pdf will be sent to the Clerk, Chairman, Vice Chairman, Chair of Community
Engagement, and the Author of the article for comment. The Assistant Clerk will set a
deadline for any comments to be received for changes on the layout.

The Assistant Clerk will send any comments/changes to the editor of Hurst Life.

The Assistant Clerk will update the front cover images on the link from our website to Hurst
Life Magazine.
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Example layout of a Hurst Life Article:

Max Words: 1,000
Max Images: 6

April 2024 | Parish Council News
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Skylark photo courtesy of Paut Evans.

The Hurst Meadows butterfly survey season starts
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DRAFT Hurst Life 12 Month Plan 2024/2025

Article Committee/Advisory Name of Chair Article needs to contain Deadline Hurst Life deadline
Month Group who is
responsible
April 24 Community Chair of CE Save the date APM, environmental section, spring in the 8th March 12t March
Engagement meadows & Millennium Garden.
May 24 Hurst Meadows Chair of CE No Mow May, Hurst Meadows news, volunteers APM poster 12th April 16t April
Working Group (extra page).
June 24 Estate & Facilities Chair of Governance, Village Centre promotion, facilities, groups, rates for 10t May 14th May
Finance & Estates bookings etc
July 24 Full Council Chairman of Council Feedback from the APM, Annual Council Meeting and 7thJune 11t June
programme for the current council year.
August 24 Community Chair of CE Small Grants, Health & Wellbeing grants, Food Bank update 12t July 16t July
Engagement and general information.
September Highway & Cycleways Chair of Highway & Update on Community Highway Scheme, parking, cycle 9th August 13th August
24 Working Group Cycleways paths, SID and St Law Fair feedback
October 24 Hurst Meadows Chair of CE Hurst Meadows update including the Apple Orchard, 13th 17th September
Working Group volunteering, and upcoming events. September
November 24 Estates & Facilities Chair of Finance, Court Bushes Community Hub promotion, facilities, groups, 11th 15th October
Governance, & Estates rates for bookings etc. October
December 24 Full Council Chairman of Council Remembrance Sunday photos, Christmas lights, opening 8th 12th November
hours, winter plan and HM New Year Day walk. November
January 25 Community Chair of CE Wellbeing themed article including information about health 1st 6th December
Engagement & wellbeing grants from the PC. Wassail December
February 25 Community Chair of CE General update including any information from traders and 10th January 14t January
Engagement the High Street. Grants and Health & Wellbeing Projects.
March 25 Full Council Chairman of Council Finances, expenditure budget 24/25 and council tax. 7t February 11t February

Advertise the APM.

V1: Feb 2024



DRAFT Hurst Life 12 Month Plan 2024/2025

Notes:

Each article should contain the meetings calendar.
Exact deadline dates for each article will be sent by the Assistant Clerk prior to the article being written.

V1: Feb 2024



