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	The Hartlebury Community Calendar is intended to provide a single, trusted source of information about events, activities and community initiatives taking place within the parish. Hosted on the Parish Council website, it would support communication, encourage participation in community life, assist local organisations in promoting activities, and help reduce clashes between events.
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	In considering the introduction of a Hartlebury Community Calendar, the Parish Council should take account of the practical, administrative and reputational implications of establishing and maintaining the service. The calendar should be straightforward for local organisations to use, while remaining reliable, accurate and appropriately managed.
Key considerations include:
· Administration and moderation: Clear responsibility will need to be assigned for reviewing submissions, publishing entries, removing outdated content and ensuring that information remains accurate and suitable for a public-facing Parish Council platform.
· Eligibility and scope: The Council may wish to define what types of events can be included, whether only parish-based events will be listed, and whether political, commercial or private events will be excluded.
· Website capability and accessibility: The chosen calendar solution should integrate effectively with the Parish Council website, be easy to navigate on desktop and mobile devices, and be accessible to residents with differing needs.
· Workload and sustainability: Although the proposal is low risk, the Council should consider the ongoing time commitment involved in administration, promotion and periodic review to ensure the calendar remains current and useful.
As use of the community calendar grows, a dedicated resource may be required to manage the calendar and associated social media activity, either on a voluntary or paid basis.
· Data protection and safeguarding: If submissions include names, contact details or information relating to children and vulnerable groups, appropriate care will be needed to ensure compliance with data protection expectations and safeguarding good practice.
· Community take-up: The success of the calendar will depend on active use by local organisations and residents, so early engagement and ongoing promotion will be important in establishing it as a trusted and regularly used community resource.
· Review arrangements: The Council may wish to review the calendar after an initial trial period to assess usage, effectiveness, administrative burden and any improvements required.
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	It is proposed that the Hartlebury Community Calendar be hosted on the Parish Council website and supported by a clear operating framework to govern submission, moderation, publication and review, thereby addressing the considerations set out above.
Implementation of the Hartlebury Community Calendar will follow a three-phase approach, with the aim of going live by 1st September 2026, or sooner if practicable.

No additional costs are expected at this stage, as the existing website already includes events functionality.

Phase 1: Establishment
· Select and configure the calendar platform — July 2026
· Approve and publish the operating framework and terms of use, with draft documents supplied separately — July 2026
· Define key performance indicators and success factors – July 2026
· Approve administrator and delegate authority — July 2026

Phase 2: Community Engagement
· Invite local organisations to participate through email and direct engagement with community groups — July/August 2026
· Promote the calendar through parish communications; Parish Council website, Parish Council Facebook page, Hartlebury Matters Facebook page and the parish magazine — August 2026
· Encourage the submission of both one-off and recurring events — August 2026.
· Community Calendar go-live — September 2026 (or sooner)

Phase 3: Ongoing Operation
· Maintain regular moderation and updating of calendar entries – September onwards
· Continue promotion of the service through parish communications and regular engagement with local orgainsations and community groups  - September onwards
· Review the calendar after 30, 60 and 90 days, followed by an annual review thereafter, with findings and progress reported through the Strategy Advisory Group (STAG).
· Implement online submission form (subject to costs and approval) — By the end of 2026
Key Performance Indicators and Success Factors
Key Performance Indicators will include.
· Number and range of events listed.
· Number of local organisations contributing.
· Website usage.
· Evidence of reduced event clashes.
· Feedback from residents and organisations.
· Manageability of administrative workload.
Success will depend on clear ownership, simple submission arrangements, regular promotion, active engagement by local groups, and a review process at 30, 60 and 90 days, followed by annual review.
Recommendation
It is recommended that the Parish Council:
· Approve the establishment of the Hartlebury Community Calendar on the Parish Council website.
· Adopt the implementation plan, operating framework and terms of use.
· Delegate authority to Councillor Jonathan Griffiths to oversee implementation and administration, including appropriate access and user training.

	Risk
	Low
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