
FROM PAPER TO DIGITAL 

Rosemary Naish 
Chair – Clutton Parish Council 



Where is Clutton? 

Parish council consists of 
13 elected councillors,  
Precept this year £28687 

Part of Bath &North East 
Somerset Authority 



• Population of 1602 
• Living in 637 

dwelling houses 
• Stable population, 

more than 50% have 
lived in the village 
for over 20 years 

Aged 0-9 
11% 

Aged 10-15 
8% 

Aged 16-24 
9% 

Aged 24-65 
54% 

Aged 65& over 
18% 

Facts & figures from 2011 census 



Why go digital 

To be  
 Work more effectively 
 To be more transparent 
 To increase public engagement with the  

parish council 
 To save costs 



Our starting point 

In Jan 2013 the official business of Parish Council 
was completed paper based. 
Agendas and minutes were printed by the clerk and 
delivered to councillors with a single copy placed on 
the single village notice board 
All accounts and finance documents were on paper. 
Any supplementary documents would be 
distributed at the start of the meeting to councillors 
Website –frequently unavailable as it was often 
hacked, so usually out of date, very little visited ( 
apart from the hackers) 



Phase 1 

• A 
 Paperless for councillors – using emails & Dropbox 

( shared file storage) , from April 2014 

 
 



Dropbox 
Dropbox is a file hosting service – in the “cloud”. 
Cost to us – free 
Benefits all the invitees can see all documents, and 
depending on the permissions can add, or change 
documents 
Councillors mailboxes don’t get clogged up with 
massive attachments 
Security – the “owner” of the folder can control 
access levels. There is revision history, so if anything 
is deleted it can be retrieved. All changes are 
notified to users. 
 
 



Phase 1 

• A 
 Paperless for councillors – using emails & Dropbox 

( shared file storage) , from April 2014 

• B 
 New website – went live in May 2014 
 E-newsletter, sent twice monthly to all subscribers 

from May 2014 

 
 



Website 
• Previous website built using WordPress - open source, 

very user friendly, probably the most used website 
management content system in existence.  

• For: we could update it ourselves, open source so it 
was free 

• Against: constantly hacked 
• New website – built by a local IT company, hard coded 
• For: hasn’t been hacked, better designed, have been 

able to put more content on 
• Against: monthly cost (very low) ,updates have to be 

done by the company. 
 



Phase 1 

• A 
 Paperless for councillors – using emails & Dropbox 

( shared file storage) , from April 2014 
• B 
 New website – went live in May 2014 
 E-newsletter, sent twice monthly to all subscribers 

from May 2014 
 C  
 Facebook – went live Dec 2014 

 
 



Phase 1 Problems encountered 

• Technical –none 
 Back up regularly 

• People – 
 End users problems – suspicious of signing up to 

cloud computing,  
 Not able to master login to dropbox 
 Not having up to date software 



Phase 2 

• Paperless council meetings 
– Started in March 2015 
– Cost - £450 –projector, screen, digital pointer, 

extension lead 
– Received a grant from The Big Lottery Fund 

 
 



Pre paperless council meetings 

• Agendas – paper copies were available for the 
public 

• Planning applications – placed on a table 
behind the councillors  

• Council tables arranged as U shape, so 
dialogue was across the table or towards the 
chair 

 





Pre paperless council meetings from 
the public point of view 

• Because of the seating arrangement the public 
couldn’t hear a lot of the dialogue 

• The public couldn’t see what was being 
referred to 

• Public engagement was very low – the average 
attendance was 2 members of the public 



What do the public now see ? 

• Planning applications 
• Finance 

– Bank reconciliation  
– List of receipts & cheques for the month 
– Cashflow, actual & forecast 
– Tenders & quotes 

• Correspondence 
• Any other reports and supporting documents 

















Correspondence 



Confidential information 
• Correspondence – names & addresses  not shown without 

permission 
• Complaints – we will follow the best practice as 

recommended by NALC 

 



Confidential information  -Financial 
• Salaries:  “Salary cheques   £1186.16” 
• Tenders and quotes: 
• Description of work 

– Leaking Cold Main 
– Dig out surrounding area, expose leak, repair & test, refill hole dug 

  

 
 

Tender A Tender B Tender C 

Labour & 
Materials 

250.00 200.00 350.00 

VAT 50.00 40.00 70.00 

Total 300.00 240.00 420.00 



Problems encountered 

• Technical – IT wise none 
• People – 
 Councillors have to submit supporting papers in 

advance 

 Facilities 
 Parish Hall doesn’t have WIFI 
 Sockets in the wrong places 



Are we completely paperless? 

• No 
• A paper set of the minutes is produced every 

month for signature at the meeting 
• We made a promise that going “paperless” 

would not exclude anyone  
• We don’t use on-line banking 



What else do we do 

• Because the new website has more content 
and we made a promise that no-one would be 
dis-enfranchised if they didn’t have internet 
access, we have put up two additional & larger 
noticeboards in different locations in the 
village. 

• Publish minutes and notices of interest in the 
parochial monthly newsletter. 



Have we achieved our objectives? 

• Work more effectively – yes 



• Councillors get more information before the 
meeting, debate is better informed 

• Internal auditor loves it – the audit was 
quicker and easier 

• The clerk reports that between issuing the 
agenda and the briefing pack and the meeting 
she has more time to spare 
 



Have we achieved our objectives? 

• Work more effectively – yes 
• More transparent -  yes 



• All meeting documents can be seen by 
everyone in the room 



Have we achieved our objectives? 

• Work more effectively – yes 
• More transparent -  yes 
• Increased public engagement – yes 



The statistics 

• Website – last month had 547 users, 679 
sessions, 1375 pages viewed 

• E-newsletter - 106 subscribers 
• Face book – 77 likes 
• Members of the public attending the May 

meeting – 21 
• 76.8% of eligible voters voted in the parish 

council election – only 1 spoilt ballot paper. 
• Separate Neighbourhood plan website – users 

195 users, 369 sessions, 2139 pages viewed 



Have we achieved our objectives? 

• Work more effectively – yes 
• More transparent -  yes 
• Increased public engagement – yes 
• Save costs – not yet 



• In the long term we expect to save on paper 
and toner 

• In the short term we have purchased two new 
notice boards  

• Possible installation of WIFI in the village hall 



What would we do differently if we did it again? 
• Explain the “jargon” better 
• Try to give better end user support 
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