
                                    QUICK INFO SHEET: GROUP PROFILE 

Creating a page: 

• How do I create a page? 

Please follow the instructions laid out at Village Groups > How to create a group profile   

• Is there a cost for creating a page? 

There is no cost for you to create a page. We do however require you to follow our conditions 

as detailed at Village Groups > Group Profile Conditions in order to create a page. 

• What sort of information should we publish on our page? 

Please follow the template in providing the necessary information about your group. The aim 

is to give an informative picture to those who may not be familiar with the activities of your 

group and for them to understand how they may get involved.  

Amending a page: 

• Can I amend information included at a later stage? 

Yes, you can and in fact you should do this to keep information up-to-date as per our 

conditions. Please submit a new copy of the template to CroftonPCwebcreation@gmail.com. 

You only need to fill in the sections you are amending. As well as including the new 

information you want to include, please indicate any outdated information you would like to 

be removed at the same time.  

• Are there any restrictions on how I can amend the information on my page? 

Yes, there are. Please consult our conditions as to the restrictions we place on the information 

you can include on your page. 

Please also note that you must operate within the set template. This is to maintain uniformity 

in line with the main aim of informing residents of services and not being an advertising stall. 

As a condition of using this site you cannot deviate from this template. 

• Who from my group can request an amendment? 

Only the ‘Group Admin contact’ listed in your initial forms can submit this request. Please 

include your unique group reference number in all such correspondence.  

• Can I amend/edit my page myself? 

• How can I edit my page? 

Whilst how you edit the information on your page is up to you (providing it is in line with the 

policies you agreed to) the council retains administrative access and therefore is the only one 

who can actually edit the page. Therefore, each time you want to adjust the information on 

your page, please submit a new copy of the template to CroftonPCwebcreation@gmail.com. 

You only need to fill in the sections you are amending. As well as including the new 
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information you want to include, please indicate any outdated information you would like to 

be removed at the same time.  

You will note the bottom section of the template will be completed at the time of each update, 

to indicate the last update.  

• Can I include links to my social media pages/a website? 

Yes, absolutely. We have created space in the template for you to do this.  

Please note that where links are provided you must ensure the safety for website users 

navigating away from our site.  

Deleting a page: 

• Who from my group can delete a page? 

Only the ‘Group Admin contact’ listed in your initial forms can submit this request.  Please 

include your unique group reference number in all such correspondence. 

• How do I delete a page? 

When your page is created you will be provided with a ‘deletion code’. 

In order to delete your page please email CroftonPCwebcreation@gmail.com confirming 

your request to delete the page and providing your deletion code. The page will then be 

deleted by the council.  

• If I delete a page, can I resurrect it later? 

Once your page is deleted this will be permanent. If you change your mind or circumstances 

change and you would like to have a page again, please follow the process for setting up a 

new profile.  

Group admin: 

• Can I change my group admin? 

Yes; we understand that over time persons may leave the group or responsibilities can 

change. We would ask you to ensure continuity wherever possible but if there is a change of 

roles please complete the ‘Group Admin change of details’ form and submit to 

CroftonPCwebcreation@gmail.com.  

Providing suggestions: 

• ‘’I think the following could be done better’’ 

If you have any suggestions, we would love to have them, but please note we cannot 

guarantee they will be acted upon as we must consider the interests of both the council and 

other users of the site. Please let us know at Contact us > Suggestions 
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