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Google Group Guidelines Template
 
Some NSG communities use Google Groups as a way to keep all of the Project Leaders, Partner Organization staff and Neighbourhood Granting Committee Staff connected with one another throughout the year. Google Groups, which can be found at https://groups.google.com/, create an email address where you can send a message that will then go out to everyone in the group. If you do decide to create a Google Group, here is a template that you can adapt to send to Project Leaders about how to use the Google Group. 

 
Welcome to the Google Group! 
 
A Google Group is an email listserv where we can all communicate with one another! Here are the basics:
· Any member can send an email to the group. To do so, just email [insert google group email].
· Your email will go to all of the people on this list, including all of the other Project Leaders in our area and their co-applicants, staff of [insert partner organization(s)], and program volunteers.
· In particular we ask that you post about when your project is happening. Please let us know if your event is open to people from the neighbourhood and if so, please post at least a week in advance to give people notice so that they can come! Please also be clear about where and when the event is. 

You can also post:
· a  question if you are needing support or information - please do your own research first and only reach out here if you really feel stuck
· a community resource that you think would be useful to other Project Leaders
· that your event or project has been cancelled or rescheduled
· to ask people if they have a tool or resource you are needing or let people know you have a tool or resource to offer/lend to others
· that you are looking for volunteers for your event

If you want to remove yourself from the group, instructions are at the bottom of each email and you can unsubscribe easily. Please Note: If you leave the group, you will then need to find another way to invite us to your project, such as emailing the Coordinator directly at [insert email address]. Again, please give at least a week's notice as we may have staff or volunteers who wish to attend your project.

Many of us get overwhelmed with the amount of email we get so please post with care. Here are some guidelines:
· Please DO NOT post regularly - there are over [insert number of projects] projects represented here, so we ask that each one only post a few times at most.
· Please DO NOT hit reply all unless the whole group needs to see. If you would like to respond to a specific person, please reply only to that person so that the whole group does not get that email.
· Please DO include a clear subject line to give others a heads up about what the email is about.
· When appropriate, please include your name and the name of your project. If you would like people to be able to contact you, please provide your contact information as well. 
· Please DO give clear instructions on how to sign up or register for an event. If you're not able to handle any extra participants, you can still share your event with us, but just state that in the email.
· Most importantly, please DO keep on topic and only send information that is relevant to the group.
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