
TISBURY PARISH CCOUNCIL
USE OF INFORMATION & COMMUNICATIONS TECHNOLOGY
1. Tisbury Parish Council ( ‘the/this Council’ ) acknowledges that not all members have access to a computer or an internet facility and no member will be disadvantaged by the use of email for distribution of agendas, minutes, meeting papers etc. as hard copies will be available on request.
2. The Council will work towards providing all meeting documents, agendas etc., on an appropriate website by December 2009, and further information as detailed in the Model Publication Scheme (adopted December 2008) by December 2010.
3. All members and employees using email as a means of communication for this Council’s business should take reasonable precautions to ensure that the communication is virus free and ensure confidentiality where appropriate.
4. Members’ email addresses should only be disclosed if the recipients have a genuine interest in having them.
5. Specific E-Mail Guidelines for Parish Councillors:
(a) E-mails enable clear communication, especially for dispersed members and employees using flexible working arrangements.
(b)
E-mails should not be used as a deliberate means of avoiding personal contact where one face to face discussion can avoid an exchange of numerous e-mails.
(c)
Limit the number of copies to those that are necessary.  

(d)
Do not unnecessarily broadcast information widely.  Constant bombardment of individuals by irrelevant or unsolicited e-mail is time wasting.

(e)
E-mails should be checked regularly or where this is not possible arrangements should be made for them to be appropriately redirected or an ‘out of office’ notice sent out in response to incoming mail.
(f)
Reply promptly to all e-mail messages requiring a reply.  Where a prompt, detailed, response is not possible, send a short e-mail acknowledging receipt and giving an estimate of when you will provide a detailed response.

(g)
Do not unnecessarily print out and store hard copies of e-mails.

(h)
Do not either write in capitals as this can be perceived as shouting, or adopt a more aggressive tone in e-mails than you would in a face to face discussion.   

(i)
Do not attach long files or include graphics and logos if this is not necessary.
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