NCRA Mailing List Guidelines
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We strive to: provide a system that allows members and NCRA Staff/Board of Directors
to communicate with ease, professionalism and efficiency. The goals of the Mailing List
is to create dialogue specifically related to NCRA membership, opportunities or strategic
areas around station needs.
180 Metcalfe St, Suite 608
Ottawa, Ontario K2P 1P5
(613) 321-1440

www.ncra.ca

Overview:
Membership - Only those who are staff, board or volunteers of a member in good
standing may participate in the discussion mailing lists. You may be contacted by staff if
your station is not in good standing.
Lists - There is a link to all of the lists that are made available to members here. Please
feel free to join and leave lists as you feel fit. You must be a member of the list to post
to that list. We ask that you make sure you post questions to the appropriate list. For
example, tech questions go to the technical list, not the general mailing list. There is
some 600 people on the main list, and questions that are posted to that list are viewed
by many people. If you are posting comments or questions that do not suit the needs of
that list, you may be banned from posting. If in doubt, ask the Staff and they will get
back to you very quickly.
------------*Be friendly and patient*
1. We have a number of mailing lists based on various topics, if someone posts a
question or comment to the wrong list, please politely direct them to the correct list,
they may not be aware of it.
2. Avoid aggressive or vague responses.
*Be civil and considerate*
1. Disagreement is no excuse for poor conduct or personal attacks. A community where
people feel uncomfortable is not a productive one.
2. If you would not feel comfortable saying something to a co-worker or acquaintance, it
is probably not appropriate on a mailing list either. Conversely, if someone said it to
you, how would it make you feel?
3. Please do not publish post, distribute or disseminate defamatory, abusive, profane,
obscene, threatening or other unlawful materials or information. Our Equity policies and
anti-harassment policies also apply to our mailing lists. Please see for further detail.
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4. Also please do not post commercial messages, engage in persistent off-topic comments, postings or
statements, send “Spam” (unsolicited or junk email), or quote personal emails without permission. If in doubt,
ask NCRA Staff. If you have received spam or unsolicited email from any of our emails, please notify the staff at
the NCRA to rectify.

*Assume good faith*
1. Remember that licensing or regulatory questions are often very complex and difficult to assess. If you
disagree, please do so politely, by disputing logical errors and factual premises rather than by attacking
individuals.
2. If something seems outrageous, check that you did not misinterpret it. Ask for clarification, rather than
assuming the worst.
*Respect time and attention*
1. List members are often busy people. As a result, we value concision and clarity. Emails that are brief and to
the point take more time to write, but are repaid many times over when other members of the list make the
same effort.
2. Conversations should remain focused and on-topic. If you must change the topic, start a new thread by
changing the topic line of your emails. Also, avoid flooding the list with long threads by reading the entire
thread first, instead of responding quickly to many emails in a short period of time.
3. New members are welcome, but should be careful to respect the time and energy of long-time list members
by doing research in FAQs and with search engines before asking questions, or by contacting the NCRA staff
who are more than able to provide assistance.
*Information from the NCRA Office or Board of Directors*
1. We ask that each member has at least one individual who monitors the main mailing list. There is often
information posted to that list from NCRA ED, Staff or Board Members that is critical to each station. The Office
here maintains its own, independent direct mailing list to its "Head of stations", but tries to minimize that
mailing list. As are result, we encourage every station to keep an eye on the main [ncramembers] list,
especially posts from the staff and board as to not miss important information or opportunities. When an email
is sent to the mailing list from the staff soliciting feedback, support or examples, we encouraged people to avoid
the ‘Reply All’. This minimizes the amount of extra traffic. Of course, we still encourage people to post for a
lively debate.
2. NCRA Staff also run specified lists. For example, those interested in the National Advertising system must be
on sales@ncra.ca in order to get that information. Fundraising@ncra.ca is also another list specifically for idea
generation and grant deadlines. Contact the staff to be put on those lists.
3. There are a few "Hidden" lists that are specific to committee's, which are not listed in the members list.
These are only for those individuals who are actively on the committee. You cannot send a message to those
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committee e-mail lists and expect it to be read. You need to contact the chair directly if you wish to send
information. This can be done by emailing the NCRA Staff.

Interpretation
-------------This code is not exhaustive or complete. It is not a rulebook; it serves to distill our common understanding of a
collaborative, shared environment and goals. We expect it to be followed in spirit as much as in the letter. For
any clarification on any of the above guidelines please contact the staff.
Enforcement
----------Failure to observe the code may be grounds for reprimand, probation, or removal from the lists.
If you have concerns about someone’s conduct: You can discuss concerns you have with either the NCRA staff,
through the Board Equity Officers or through the NCRA Complaint System.
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