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CIA - Internal communication policy
With this document the FAI Ballooning Commission is aiming to facilitate excellent internal communications among all members, including bureau, delegates, working group members and any interested NAC member, so as to maintain a good and effective collaborative environment, and to generate better understanding and transparency of the Ballooning Commission’s work.

General

The Ballooning Commission encourages openness in internal communication and the sharing of information.

The Ballooning Commission is committed to consultation with all members of the ballooning community, in a way that is consistent with effective internal collaboration work.

All internal communications should be expressed in clear English.

As far as possible delegates, subcommittee and working group members are directly informed of important Ballooning Commission issues.

The Ballooning Commission recognises the importance of face-to-face communication, and that it can frequently be more effective than written communication.

Recognising its importance, the Ballooning Commission encourages communications between subcommittees and working groups.
Principles of communication

As a general principle, documents should be distributed electronically, using the web and/or email, rather than on paper. The exceptions are:

· Where paper is needed for a good working procedure, as for example with rule books, copies of handwritten documents;

· Where papers are confidential, and it would be difficult to provide confidential access electronically;

· Selectively, where members do not have ready access to electronic media;
· For final compilation and documentation of official documents.

Chairs and secretaries should individually decide whether and when papers need to be distributed in hard copy.

In some cases bulky papers might be put on the web, with hard copies available on request. 

The web and a link send by email should normally be used for substantial papers when there are more than a few recipients.

Forms for registrations and other submissions should be web based where possible, but do need to be properly designed.

Electronic communication

Email and the web are the primary mode of written communication for all delegates, subcommittees, working groups and other members.

Where possible, guidance is given on the use of electronic media.
All websites created and maintained by subcommittees and working group are to be run under the FAI website, with all possible delegation of their administration.

The websites are the primary source of information about the regulation and work in the subcommittees and working groups inside the Ballooning Commission. They should also provide the information needed to make effective internal communications possible.
Internal discussions shall be centralized on the web for all subcommittee and working groups. The use of state-of-the-art and interactive tools is promoted.
Best practice in the production of web pages, notably with regard to clarity of structure and currency of information is promoted and to be followed.
Event organisers are to apply these same policies when communicating with competitors and Ballooning Commission in the preparation and run of sanctioned competitions and events.
Personal and confidential information

Personal data and the privacy of personal communications are protected in accordance with the FAI regulations.

Some categories and items of information need to be kept confidential. All related members are bound to take care with the handling and transmission of confidential information, with regard to how and to whom the information is transmitted.
Examples

· Reference documents and handbooks should normally go on the web.

· Committee minutes and papers (as for Plenary) will commonly be distributed on paper.

· Consultation and discussion documents should be put on the web.

· Short notes and information to a few recipients should be sent by email.
· Event registration forms and related communication should be web-based.
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