Leadership Santa Cruz County

Email Distribution List & Membership Information

Policies and Procedures

OBJECTIVE: 

To provide communication and outreach information to current class members, Alumni Association members, graduates, and the board of directors of Leadership Santa Cruz County (LSCC).
PURPOSE

The electronic mail distribution list provides communication directly to LSCC current class members, Alumni Association members, graduates, and the board of directors on issues that relate to LSCC or are sponsored by LSCC. 
MAINTENANCE AND USE OF DISTRIBUTION LIST 

Only the director of LSCC or his/her designee will be responsible for and have access to current class members’, Alumni Association members’ and graduates’ contact and email information. The director or designee will: 

· Always send all email as a “Blind Copy” to all recipient’s 
· Maintain information in a master log in an excel (or compatible) format
· Monitor and update changes as needed (or advised)
USE OF ELECTRONIC MAIL LIST
The electronic distribution list will only be used for information related to LSCC or events and programs sponsored by LSCC. Communications distributed relating to programs and events will be directly associated with LSCC, promote leadership in the community, and reflect LSCC Mission Statement objectives.

The electronic distribution list should not be used for any of the examples included and are not limited to the following:
· Emails and/or addresses should not be forwarded to outside agencies
· Compromise the integrity of LSCC and its program in any way
· Advertise personal business
· Send message or images containing offensive, abusive, threatening, or language inappropriate for LSCC
· Send copies of documents and/or images in violation of copyright laws
· Send chain letters
· Conduct illegal activities or make slanderous or defamatory remarks
· Promote religious or political endorsements
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