Enclosure 5


KIRTON IN LINDSEY TOWN COUNCIL

ELECTRONIC COMMUNICATIONS POLICY

The Council provides telephones, email and internet access solely for the purposes required for the performance and fulfilment of job responsibilities. Reasonable personal use of the Council’s telephone, internet and email service is permitted, provided that this does not interfere with work performance or security. 

Email etiquette 
All employees must follow the procedure outlined below when sending and receiving emails on behalf of the Town Council. When sending electronic communication as a Councillor, councillors are also expected to abide by the procedure:

· only agreed email signatures may be used 

· all messages must use appropriate business language 

· a waiver clause will be included at the end of each email message (see below)
· the circulating of offensive, indecent or obscene material or anything which breaches the Equal Opportunities Policy is strictly prohibited 

· confidential material should not be disclosed 

· only attachments from a trusted source may be downloaded 

· ensure that the address of the recipient is correct before sending emails 

· ensure that a ‘reply to all’ is appropriate 

· ensure that essential files are saved before deleting the message in which they were received 

Telephone etiquette 
All employees must follow the procedure outlined below when using the Council’s telephone. When answering telephone calls as a Councillor, councillors are also expected to abide by the procedure:
· be polite at all times 
· do not be rude or abrupt to callers 
· do not use offensive language 
· do not swear 
· check the telephone frequently for messages from callers and respond in a timely manner 

Employees and Councillors may make and receive personal calls in the Town Hall Office as long as they are brief and infrequent.  

Social Media 
Employees and Councillors should not use any electronic and/or social media to make entries that may have a detrimental impact on the Council or colleagues. 

Failure to comply may lead to formal disciplinary action.
Waiver Clause
All emails transmitted by employees and by Councillors on matters relating to the council should include the following waiver clause:


‘This e-mail expresses the opinion of the author and is not necessarily the view of the Council. Please be aware that anything included in an e-mail may have to be disclosed under the Freedom of Information Act and cannot be regarded as confidential. This communication is intended for the addressee(s) only. Please notify the sender if received in error.’
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