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Communication Policy

Successful working conditions and public relationships depend upon successful communication.  PNWSC Board Members and employees are expected to follow the communication policy in their day to day efforts and interactions.
Written and Verbal Communications:

Do not make any statement that would be unlawful, in bad taste or embarrassing to another employee or to the organization if made public. 

Check and correct spelling, accuracy and address details before sending communication.

Do not use or deal with illegal, offensive or defamatory material, including creating, downloading, transmitting, copying or saving illegal, offensive or defamatory material.


Do not use any language that is obscene, defamatory, derogatory or racially, sexually or otherwise offensive or illegal. 

Do not copy, download or distribute software, images, video, sound or text from the internet unless authorized by a license (if any) attached to that material.
Communications related to Board of Directors decisions or information pertinent to the Board should be sent to all Board members.  If only certain members need to reply or confirm, those members should be in the “To” line, which all others are cc’d to make it clear who is expected to respond.

Corporate Communications:
PNWSC should prepare and make available annually to the public information about the organization's mission, service activities, and basic financial data. The report also should identify the names of the organization's board of directors and management staff.

Donors, funders, clients, volunteers, and the general public should have access to appropriate financial records and records of organizational activity and effectiveness measures in fulfillment of the public trust.

Personal information on individual clients, employees, and others is confidential unless permission to release information has been obtained.
Confidential documents may be posted on the organization website in a secure folder for review by Directors and staff.  The user id and password for this folder may not be shared, nor any of the materials in the secure folder. 

Electronic Mail:

Email is for business use.  Email is not private or confidential, all email sent from PNWSC should be written with the understanding that it may be made public.  Comments should be appropriate to a business setting.  Do not include comments or jokes that would be inconsistent with a business setting, or that could in any way be seen as discriminatory or harassment.  All email messages are PNWSC’s records and are the property of PNWSC.
Communications Committee:

The Board may appoint a communications committee to handle specific tasks related to external communications and public relations.  This committee may be responsible for gathering information, recommending strategies and specific key points to the Board for approval, and for arranging and making presentations to community groups.  Any communication directed to the public, such as press releases or news stories, must be approved by the Managing Director or the President prior to release.  The members of the communications committee are Fred Barrett, Chair, Randy Neatherlin, Don Atkinson, Al Adams, Tori Dulemba, Neil Werner.
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