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XVI. INFORMATION AND COMMUNICATIONS IN THE WORK PLACE  

      E Mail etiquette 
434. E Mails using GL - provided E Mail addresses shall carry a short specific header 

regarding the content of the E Mail: EG Invitation to launch of study on gender and local 
government 22 March @18.00. 

435. GL lists should only be used as per level of authority. No staff member is allowed to send 
any form of communication to any list they are not authorized unless with written consent 
from the ED. See Annex B for lists type, description and staff member allowed to use. (See 
CH3:E-mail Etiquette Checklist) for email sending procedures. 

436. If a staff member finds that an email has been misdelivered, send an apology to the person 
or group as soon as possible. Staff members are encouraged to apply good judgment and 
discretion when copying and sending emails to addresses. 

437. GL staff shall address persons by their full titles, names and surnames in formal 
communication, that must at all times be courteous and respectful. 

438. All E Mails shall carry the name, designation, organisation name, address, phone and fax 
number, GL website and logo, face book, twitter and skype addresses of the staff member 
as demonstrated in the template below. 

Janet Moyo Finance 
Officer Gender Links 
9 Derrick Avenue Cyrildene, 
Johannesburg South Africa 2198 
Phone: 27 11 029 0006/ 27 11 028 2410 
www.genderlinks.org.za 
Facebook www.facebook.com/GenderLinks Twitter: 
@Genderlinks 

 

               

439. All E Mails shall be brief, polite, and to the point. 

440. Staff shall acknowledge all E Mails from a supervisor or ED especially when these concern 
action to be taken and indicate what action has been taken or is planned. 

441. All E Mails shall be responded to within 24 hours. If the 24 hour deadline has  not been met, 
staff shall update their supervisors as to when the deadline shall be met. 
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442. In copying E Mails to multiple recipients staff shall be mindful of striking a balance between 
keeping all relevant parties informed and avoiding information overload, especially for senior 
staff within and outside the organisation. 

443. Staff shall endeavour to take action on E Mail of a general nature before forwarding this to 
more senior staff, especially with respect to E Mails addressed to the ED. 

444. Staff shall be especially mindful of information overload when those to whom E Mails are 
being sent are travelling. For example rather than sending or forwarding several E Mails one 
E mail could be sent at the end of each day with a summary of key queries/information. 

445. Managers are required to state what action they have taken or value added to a process, 
including making recommendations where appropriate, before forwarding E Mails to senior 
managers. 

446. The size of attachments shall be kept to a minimum through compacting and downsizing 
techniques and shall generally be less 4 MB. 

447. Individual E Mail shall be regularly cleared of old files, especially those that have a large 
volume. 

448. All staff shall acquaint themselves with procedures for and be able to work offsite, using the 
cheapest possible connection (3G etc). 

449. All staff on assignment shall obtain E Mail access and be accessible by E Mail while away 
from the office. They shall make very reasonable effort to respond to urgent matters while 
they are at work but away from their duty station. 

450. All staff working from home shall be accessible on email. 

451. Staff shall have an easily accessible E Mail filing system, and acquaint themselves with 
techniques to improve information management (including searching files) to enhance 
efficient and effective communication. 

452. All staff shall regularly evaluate their email etiquette against the email etiquette checklist. 

Cyber harassment 

453. All users have the right to freedom from harassment and undesired information by computer 
or network usage by others. 

454. No user may use GL facilities to harass any other person. The following shall constitute 
computer harassment: 

 Intentionally using the computer to annoy, harass, terrify, intimidate, threaten, offend, or 
bother another person by conveying obscene language, pictures, or other materials or 

 family; 
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Intentionally using the computer to contact another person repeatedly with the intent to 
annoy, harass, or bother, whether or not any actual message is communicated, and/or 
where no purpose of legitimate communication exists, and where the recipient has 
expressed a desire for the communication to cease; 

 Intentionally using the computer to contact another person repeatedly regarding a matter 
for which one does not have a legal right to communicate; 

 Intentionally using the computer to disrupt or damage the academic, research, 
administrative, institutional or related pursuits of another; 

 Intentionally using the computer to invade the privacy, academic or otherwise, of another 
or the threatened invasion of the privacy of another. 

Privacy and confidentiality of records and communications 

455. GL shall take all reasonable precautions to protect the privacy and confidentiality of 
organisational matters and communications. The organisation will not seek access to user 
documents or messages except where necessary to: 

 Meet the requirements of GL Policies and Regulations. 
 Protect the integrity of the organisation's information technology resources, and the rights 

and other property of the organization; 
 Allow system administrators to perform routine maintenance and operations, and to 

respond to emergency situations; or, 
 Protect the rights of individuals working in collaborative situations where Information and 

files are shared. 


