Communication Working Group 

Minutes of May 14, 2007 Meeting

President’s Conference Room

Present: President Spensin James, IRPO Jimmy Hicks, LRC Sue Caldwell, VPA Charles Musana, IT Gordon Segal, IRPO Dayle Dannis, and FMI Mathias Ewarmai
The Communication Working Group met in the President’s Conference Room on May, 14 2007 from 2:00 am to 3:30 PM.   The agreed upon action items to be discussed were the following:
· Review of the revised email rules and etiquette 

· Review of the college web 
· Reporting
The group updated the FMI participant on the mechanisms that were undertaken by the working group that resulted in the revised email rules and etiquette. The issue of the purpose of group emails was discussed and it was indicated the initial development of group emails was to facilitate information dissemination top down.  

Part of the discussion also addressed that the email rules and etiquette by itself will not change the way email is used at the college. Superficially mentioned was what happens when requests for information are sent out, but do not receive a response. The group agreed that training will be needed on the rules and etiquettes during the implementation process.  Additionally, the email rules and etiquette are supported by the new forum section of the college web site. 
The group looked at the forum on the COM-FSM College website. The group discussed the purpose of the forum and what type of discussions would be conducted and how can the forums but a useful part of the college information dissemination and exchange.  Concerns were raised on the potential misuse of the forums and that the forums are for internal college use.  The group was tasked to do research on forum rules similar to the research that was done on the adopted email rules and etiquette and bring that to the next scheduled meeting.      
It was determined that we need to have a definitions document to clarify the purpose of different communications systems at the college. The definitions document (attached) was started with definitions (purpose) for group email and forums.  The email rules and etiquette was agreed to as a working document (attached).  

A discussion was started on the reporting system for the college. The basic question was “how to make reporting more effective and reduce the burden on reporting”. 

The group will need to set up a process on the reporting to make it consistent and decisions on what information should be reported by whom and to whom.  The group agreed that we will bring the reporting issues to the state campus directors’ meeting and seeks their recommendations.  The group will then discuss their recommendations in our next meeting.  

The group also briefly looked at the recommendations that were in the draft COM-FSM Organization Chart/Structure Evaluation that relate to communications.   
Next meeting is scheduled for May 28, 2007 at 2:00 to 3:30 pm in the President’s Conference Room.  The agenda will be established after the campus directors meeting, but will include a discussion on how implementation will occur.  Will the complete plan need to be developed before implementation, or can sections of the plan be implemented as they are developed.  
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Email Rules and Etiquette
1) Consider the Alternatives:  Rather than using e-mail as the default means of communication, consider whether a telephone call or even a brief, personal visit might be more efficient and effective.  The college has also established a forum section on its web page that may be the appropriate site for extended discussions and developing different discussion threads.  

2) Avoid Unintended Reactions:  Construct your e-mail messages with careful consideration of who will be reading them and how the readers are likely to respond to the messages’ content and tone —indeed, keep in mind that messages can be forwarded and/or photocopied, and shared with others than the intended audience.  Don’t put something in an email you would not say if face to face.  

3) Group email:  Consider carefully what group emails you use.  For example: do all national faculty or all Pohnpei faculty and staff need access to the email.  Consideration may also be given to using a stepped approach to email.  For example, information is transmitted to Office Heads who are responsible for disseminating the information to their staff.  It may be desired that meetings and discussions take place on the contents of the email at different levels in the organization.  Be certain you have correctly identified the members of the group name you are using.   

4) Be Thorough Yet Concise:  Include sufficient information, but not more than necessary, to allow the readers to use the information you are providing or to respond to your questions.  Many readers lose patience with and interest in long messages; so, when possible, limit them to only a few paragraphs, or open with a summary paragraph that communicates the essential information — i.e., assume all of the readers will not get to the end of any long messages.

5) Limit the Audience:  It is almost always better to send e-mails posing questions to one person at a time; otherwise, each of the multiple recipients opens the message, considers the question, perhaps even researches the answer, and then responds (or even e-mails others to determine the answer) — even after the question has been answered by another recipient(s).  If the desire is to generate discussion, the forum section on the college web site may be appropriate.

6) Reply to sender – Think twice before using the reply to all function.  It may be more efficient to reply only to the sender who may compile votes of committees, comments to a proposal, etc. into a single message for transmission back to a larger group.      

7) Limit Creativity:  Strictly limit the use of color, unusual typeface (including oversized font), and other devices to spice-up your messages; your readers receive many messages each day and expect (and want) to have the information delivered succinctly, simply, and without distraction.  Colors, backgrounds may look nice, but given the bandwidth issues faced by the college they may make it difficult to open emails at different campuses.  

8) Limit attachments:  We still face the problem of bandwidth limitations. If many attachments or large attachments are used, state campuses in particular may have problems with opening the messages.  

9) Include the Original Message:  When replying to a message, click the “include message received from sender” box when appropriate, so that the recipient of your message can understand your reply.   After the passage of time, a reply without the original message can be quite cryptic, requiring the recipient of the reply message to find the original message and consider both messages together. 

10) General formatting and etiquette:
a. Check and respond to email in a timely fashion – Set up a schedule to check email (perhaps twice a day).  If a response is needed, but will be delayed, email a date when the response can be expected.  

b. Indicate when a reply is needed – Avoid making “urgent” requests.  

c. Double-Space between Paragraphs:  Some “white space” between paragraphs makes it easier for your readers to identify and remember your points of information.

d. Run Spellchecker:  Eliminate misspelled words and other distractions that interfere with the communication of your information.

e. Read the email before sending – Does the email convey what you want it to convey.  

f. Add a signature appropriate to the email – you can set up different long and short email signatures depending on the message and recipient.  

g. Don’t use all caps – Using all caps is the same as shouting.  

h. Answer all the questions in the email – Not answering all the questions may generate additional emails.  

i. Do not forward chain letters
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Communications Plan

Definitions:

	Group email
	Group email addresses set up for official internal information dissemination in the college.

	Forums
	Sites set up on the COM-FSM web page for discussions by members of the college community.  


