DISTRIBUTION LIST POLICY & PROCEDURE

Background

The purpose of this policy is to establish rules for the appropriate use of the ORGANIZATION’S NAME Distribution list, as well as, regulations and format for sending information via email to the distribution list from the email account.  ORGANIZATION’S NAME will distribute a monthly email with a link to an Electronic document on our website.  To document will be in PDF format with links that refer back to the website for more information.

Definitions

N/A

References

N/A

Policy 


1. Primary Criteria

Primary Criteria for our electronic monthly distribution is to inform ORGANIZATION’S NAME members about current activities within the organization.  Our primary goal for distributing the information in one email per month is to:

· Provide our members with the option to receive (download) the information we feel as an organization may be of interest to them.  (We will respect the rights of any member that wishes to be removed from the distribution list any anytime.)

· Be sensitive to connectivity issues that are present in our demographic.


2. General Use Rules

An email will be sent on the 15th of every month containing information that ORGANIZATION’S NAME has received and feels is appropriate for distribution its members.  If the 15th falls on a weekend or holiday, the e-mail will be delivered on the following working day.  If ORGANIZATION’S NAME is preoccupied with demanding deliverables or events we reserve the right to not send out any distribution for no longer than one month.

The email will be distributed to all members while maintaining email confidentiality by not having the email addresses displayed on the address line (therefore all members will be added to the Bcc line of the email).

3. Information Included in the distribution

ORGANIZATION’S NAME will review and include information that ORGANIZATION’S NAME (as an organization) feels would be an asset to our members.  We will reference directly to our website for more information when necessary with a click-able Internet link.

The following is a list of the type of information that has been approved for distribution in the past and will continue to be approved for distribution in the future.
(a) Education and Training updates from ORGANIZATION’S NAME.

(b) Education and Training outside of ORGANIZATION’S NAME that is relevant to members.

(c) Upcoming events within the Community

(d) ORGANIZATION’S NAME Conference promotions

(e) ORGANIZATION’S NAME Employment Opportunities

(f) Updates about current research & policy developments.  As well as, funding resources.

(g) Announcements from sister National or Regional organizations.

(h) Announcements from federal or provincial government departments.

(i) Employment Opportunities

ORGANIZATION’S NAME will accept advertisements as a service to its community.  When ORGANIZATION’S NAME solicits editorial materials (such as a photograph, book or website) ORGANIZATION’S NAME staff will exercise every reasonable effort to protect and recognize the rights of the source.
ORGANIZATION’S NAME’s IT Team is responsible for the material and distribution.

4. Inclusion Dates

To provide recent and up to date information, ORGANIZATION’S NAME will only include information and promotions that have been approved by the INSERT POSITION OF PERSON IN CHARGE, or any ORGANIZATION’S NAME employee at the Coordinator level or above, within the previous month.  Therefore, the deadline for inclusion is the 13th of the previous month to the 13th of the Current month, to leave some allotted time to prepare letter composition.

ORGANIZATION’S NAME reserves the right to distribute all of the aforementioned information listed in section 3 of this document.  

We also reserve the right to distribute special ORGANIZATION’S NAME announcements and updates to the distribution list at anytime subsequent to Coordinator level approval.

The internal deadline for the distribution is 3:30pm on the 15th of every month.  If the 15th falls on a weekend or holiday, the deadline is extended to the following working day.

Employee Rights & Responsibilities

Executive Director, Manager & Supervisor Responsibilities

Complaint Process

Resolution Process
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