


Village Voice Policy
Editorial
1. Production and Content 
a. The following will be considered for inclusion in the Village Voice – this is not an exclusive list and other articles will be considered
i. Front Cover
ii. Editors Notes – Village Voice Contacts 
iii. Parish Council Contacts
iv. Parish Chairman Report and Council Policy (to be approved by the Parish Clerk for each edition)
v. Other Council Reports and Councillors Contact
vi. Quizzes
vii. Recipe/Household/Gardening Tips
viii. Children’s Page
ix. Little Irchester News
x. Organisations News, Views and Diaries
xi. Village Hall Diary/Parsons Hall Diary (i.e. parish council owned community buildings)
xii. Tributes (as an article) e.g. Obituary, Celebration, Commendation
xiii. Adverts  Prices and how this works and procedure 
xiv. Birth/Deaths/Marriages/Celebrations/Events
xv. Adverts and closing date for adverts and articles
b. The Parish Council does not endorse or accept responsibility for any non- Parish Council article or advert.
c. Copy of the magazine to be available electronically – further details regarding this to be discussed at a later date.
d. Village organisations to be encouraged only to submit articles twice a year unless they wish to highlight particular events or activities taking place that quarter. 

2. Layout Design
a. Articles will be a maximum of 500 words or 2 pages including up to 4 images unless agreed by the Editorial team for a special occasion.  Images are to be supplied in jpeg/tiff at 300 dpi.  Photos for the front cover must be portrait format
b. Article may be edited, reduced in size or content removed if deemed inappropriate e.g. racist, slanderous, sexist etc. This will not be decided by an individual but will be decided by the Editorial Team jointly.
c. Any concerns by any member of the Working party or Editorial Team regarding content will be sent to the Parish Clerk for guidance and if necessary a decision.
d. Copy Reading will be undertaken by an independent reader and two councillor proof readers who are part of the Editorial Team.  Dates for proof reading will be given in advance so that at least 2 of the 3 can undertake the process.  If 2 are not available then the parish council can appoint a reserve.
e. At least 2 meetings per year will take place with the editorial team and Village Voice Working party in order to discuss any issues or improvements that need to be bought back to full council.
3. Adverts
a. Prices will be reviewed annually by Parish Council (see Appendix A for current Prices) and decided at the Budget Meeting each year. Any new price increase will take effect from the 1st April following. 
b. Any increase in any prices will be included in the (March or June edition) of the Village Voice  
c. Individual payment for advents for quarterly editions need to be received by:
i. April 30th (June Edition), July 31st (September Edition), October 31st (December Edition) and January 31st (March Edition) 
d. Failure of payment by these dates may result in adverts not being included. 
e. Adverts and Articles need to be sent in a specific format in order to meet the required size ie A5 (full page), Half A5 (landscape), ¼ of A5 (portrait) and the layout must be A5.  PDF documents cannot be edited.

4. Contacts:
a.  ALL Adverts inclusion details should be sent to the Advert Co-ordinator contact details in the Village Voice. Suggested new email be used ie advertsvv@gmail.com
b. Article inclusion details should be to the Editor/Layout Designer contact details thevillagevoice@hotmail.co.uk
 




















Village Voice Policy
Village Voice Roles
1. Costs
a. The Parish Council will review, during the financial year, the production costs of the Village Voice and consider if appropriate to obtain new quotes as this is best practice. 
b. These new quotes should be considered at least every two years. 
2. Editorial Team 
a. The Editorial Team is made up of the following who collectively together will agree content for each Village Voice edition. 
i. The Editor
ii. Advert Co-ordinator
iii. An Independent Copy Reader – (not a parish councillor)
iv. Two Councillor Proof Readers – (access to be given for the Village Voice email address so that articles can be proof read on receipt in order not to delay its production and any queries raised at that time)
3. The Editor and Layout Designer
a. The Editor and Layout Designer may receive expenses per edition as agreed each year by the Parish Council within their Annual Budget. Receipts or Invoices will need to be supplied to receive any payment for auditing purposes. 
b. Any costs for prizes for competitions in the Village Voice to be agreed within the Annual Budget each year by the Parish Council. The Annual Budget will determine how much the value of prizes for each Village Voice edition should be. Receipts or invoices for prizes will need to be submitted for auditing purposes.
4. Advert Co-ordinator Role
a. All adverts to be sent to the Advert Co-ordinator with payment.   These are to be received by the Co-ordinator in advance of publication in any edition then sent to the layout editor (who it is requested is not part of the editorial team)
i. Payment for adverts to be received by BACS or by Cheque
ii. No Cash will be accepted by the Co-ordinator
b. If payment is received by cheque the Co-ordinator will use a paying in book supplied to the  
them which should keep full details of cheques banked. Cheques are posted by Freepost. 
c. The Co-ordinator to send an invoice/receipt on request via email
d. Invoices produced for adverts are to have Clerk’s name and address. 
e. Invoices to be headed Irchester Parish Council on behalf of the Village Voice
f. The Co-ordinator is to keep a spreadsheet of income and adverts for audit which will be made available to the Council in March to cover (December and March editions) and September (June and September editions). 
g. Any expenses incurred by the Advert Co-ordinator e.g. telephone, postage, stationary for the Village Voice may be agreed in the Annual Budget each year by the Parish Council. Receipts or invoices will need to be submitted for auditing purposes.
5. Volunteers Distribution Roles
a. The Village Voice Main Distributor role is the person who receives and sorts the Village Voice for the Individual Distributors who deliver the Village Voice to villager’s doors. will have Any potential expenses incurred by the Village Voice Main Distributor role e .g. petrol, phonecalls will need to be agreed within the Annual Budget each year by the Parish Council. Receipts or invoices will need to be submitted for auditing purposes. 
b. The Parish Council welcome volunteers to help as Individual Distributors who deliver the Village Voice to villager’s doors. Expenses are not offered for this role.
6. Prices 
a. Appendix A lists the current prices for adverts (both Commercial, Charities and Village Organisations)
b. Prices will be reviewed annually by the Parish Council
c. Appropriate spreadsheets should record the advert and cost in order to produce an audit trail. Details should be presented in this manner to council on a 6 monthly basis (March and September)































Village Voice Policy
Appendix A – Village Voice Prices (2022)

1. Special Celebration/Events To be added on a separate page so as not to disrupt production. (this page may have empty spaces)
a. 50 Words - £5.00
b. 50 Words + Image (preferably in electronic format as jpg/pdf format)- £10.00
2. Commercial Advert Prices (adverts to be supplied in jpg/pdf format to Editor)
a. Whole Page A5 Colour - £105
b. Whole Page A5 Black and White - £85
c. Half Page A5 Colour - £65
d. Half Page A5 Black and White - £45
e. Quarter Page A5 Colour - £35
f. Quarter Page A5 Black and White - £25
g. Back Cover
i. £105 Black and White
ii. £135 Colour 
h. 1/8 page is currently discontinued (apart from current advertisers)- £10
3. Village Organisations and Village Charities Adverts
a. Will not pay for ½ or ¼ Page Advert (irrespective if Black & White or Colour)
b. Will pay half the current price for a Full Page Advert  (including back cover prices) if in Black & White or Colour
4. Non Village Organisations and National Charities Adverts
a. Will not pay for ½ or ¼ Page Advert (irrespective  of  Black  & White or Colour)
b. Will pay for a Full Page Advert  (irrespective  of  Black & White or Colour)
c. These will be limited per edition and per year cycle subject to space







Adopted September 2022.



