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GUIDELINES FOR COMMUNICATING EFFECTIVELY

· THINK before you communicate
- what message are you trying to convey?

- what outcome do you want?

- which method is appropriate?

· When writing a letter or email only write what you would say face to face.
· Be respectful at all times.
· Do not discuss individual issues
· When replying to an email check who is on the “cc” list and what has gone before.

· When using emails avoid acronyms; text speak; underlined text and capitals.

· Do not engage in gossip, rumours or scare-mongering – stick to the facts

· Calm down before writing – do not reply in anger.

· Keep correspondence short; be concise.

· Read all correspondence before you send it - for spelling/grammatical errors and the tone of the letter/email.  If possible, get someone else to check it for you.
· When using email organize distribution lists and think about how messages will be filed/deleted.
· Members of the Parent Council/PTA should be made aware of confidentiality and the protocol of using email and social networking.  It may be a good idea to have your own guidelines/policy to which all members agree and sign off.
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