



Hartlebury Parish Community Calendar Operating Framework
Purpose
This document sets out the operating framework for the Hartlebury Parish Community Calendar. Its purpose is to provide clear guidance on how events are submitted, reviewed, approved and published, ensuring the community calendar is managed with consistency, transparency and in the interests of the local community.
1. Governance
· Ownership: The Community Calendar shall be owned by Hartlebury Parish Council and hosted on the Parish Council website.
· Administration: Designated Parish Council members or authorised volunteer administrator shall manage the day-to-day operation of the community calendar.
· Oversight: Overall responsibility shall rest with the delegated advisory group (Strategy Advisory Group), which will review the effectiveness of the community calendar on an annual basis.

2. Submission Process
Event submissions may be made by the following
· Community groups or associations.
· Registered charities.
· Educational establishments.
· Faith organisations.
· Sports, health and wellbeing clubs or associations.
· Local businesses with community-focused events.
· Local authorities and public bodies.
· Parish Council representatives.
Events should be submitted by email to Administration and include the following information:
· Event title.
· Date and time.
· Venue/location.
· Organising organisation.
· Event description.
· Contact details.
· Website or booking link (where applicable).
· Accessibility information (where available).
· Images or photographs to help make the post engaging (where available).
· Completed terms of use declaration.
Submission Timescale
Organisers should submit events at least seven days before publication wherever possible.
The Parish Council cannot guarantee publication of late submissions.
3. Moderation Policy
All submissions will be reviewed against the eligibility criteria, moderation principles and publication standards before publication. The administration may,
· Request clarification or amendments.
· Reject submissions that do not meet eligibility criteria.
Eligibility Criteria
The following events will be included:
· Parish Council meetings and events.
· Community group activities.
· Charity fundraising events.
· School and educational events open to the public.
· Church and faith community events open to the public.
· Sports club fixtures and activities.
· Village hall events and activities.
· Local festivals, celebrations and commemorations.
· Public consultations and civic engagement opportunities.
· Volunteer recruitment and community initiatives.
· Appropriate business-led events that demonstrate a clear community benefit.
Excluded Events
The following events will be excluded:
· Private events.
· Purely commercial advertising with no community relevance.
· Political campaigning activities.
· Events that promote discrimination, hate or unlawful activity.
· Events that conflict with Parish Council policies or legal obligations.
Moderation Principles
Moderation will be:
· Consistent.
· Transparent.
· Politically neutral.
· Non-discriminatory.
· Proportionate.
The Parish Council reserves the right to edit submissions for clarity, formatting, grammar and length.
Publication Standards
Published entries should contain sufficient information to allow residents and visitors to understand:
· What the event is.
· When it takes place.
· Where it takes place.
· Who is organising it.
· How to obtain further information.
Event organisers remain responsible for ensuring that information submitted is accurate and up to date.
Service Standards
The Parish Council will aim to:
· Acknowledge event submissions within three working days.
· Publish approved events within five working days.
· Update cancellations or amendments within two working days of notification.
· Review the effectiveness of the calendar annually.
4. Data Protection
The Community Calendar will operate in accordance with UK GDPR and applicable data protection legislation.
Personal information will be collected only where necessary, used solely for administration of calendar entries and retained only for as long as required.
5. Accessibility
The community calendar should:
· Meet recognised website accessibility standards.
· Be accessible on mobile devices.
· Support screen-reader compatibility.
· Use clear and accessible language.
· Ensure information is not conveyed solely through images.
6. Liability and Disclaimer
The Community Calendar is provided as a community information service.
Publication of an event does not imply endorsement, sponsorship or recommendation by Hartlebury Parish Council.
The Parish Council accepts no responsibility for cancellations, changes to event details or any loss, damage or inconvenience arising from attendance at listed events.
7. Review and Evaluation
The community calendar should be reviewed annually against:
· Number of events submitted.
· Number of participating organisations.
· Website visits and engagement.
· Feedback from event organisers and residents.
· Evidence of collaboration between organisations.
· Reduction in reported scheduling conflicts.
· Manageability of administrative workload.
Recommendations for improvement should be presented to the Parish Council as part of its annual review.
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