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St Matthew’s seeks to be a community which is shaped by the gospel and in which we respond to one another and the world in love.  As Christian brothers and sisters we want effective and appropriate communication to be a priority, including our email communications. Email is quick, informal and convenient but in a very diverse community it easily causes misunderstanding and upset, if it is not used with care. 
These guidelines are intended to help us use email so that it builds us up in our common life together:

· Be gentle. Don’t forget the value of face-to-face and telephone communication.  If you have a problem, speak to the relevant person directly.  Email isn’t appropriate for sending confusing or emotional messages.
· Be kind.  Remember that your tone of voice can’t be heard in an email.  Avoid harsh and abrupt words or phrases.  Before you send it ask: ‘How would I feel if I received this?’
· Be faithful with personal information.  Remember that email isn’t private. Don’t put anything in an email which you wouldn’t put on a postcard or have read out at the front of church!  Email can be easily forwarded so remember that unintended audiences may read what you have written.  Be trustworthy with personal data. Consider whether recipients of an email should be copied in as ‘bcc’ (blind copy) rather than giving away email addresses to other people.
· Be patient.  If you receive a puzzling or annoying email take time to find out what’s behind it.  Phone or speak to the person concerned rather than reply with an angry or confused email response.  Don’t let misunderstandings multiply.
· Be self-controlled in your use of email.  Don’t use it as a way to let off steam.  Take some time away from a draft email which you might have written in anger or frustration.  Go back to it later and then decide whether to press the ‘send’ button.  
· Be peace-full.  Consider very carefully whether you should ‘reply all’ or to how many people you should send a particular email.
· Be joy-full.  Use email to send quick messages of congratulations, thanks or encouragement. 

If you are upset or disturbed by an email, please contact a member of the clergy team.
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