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The exchange of Meaning

Communication is the effective exchange of meaning or understanding in formal and informal communication.  It applies to communication up, down and across the organisation.

Everyone on the committee is accountable for the effectiveness of his or her own communication.  This especially applies to those who manage others.

Open communication

One of our key values is open communication.  We are committed to this goal.  Unless something is commercially confidential, it can be communicated in a complete, unambiguous and timely manner.

Credibility and trust of committee members will only come with consistently truthful and open communication.

Communication about significant happenings needs to be thoroughly planned.

Care should be taken to decide what requires formal communication and by whom, and what can be communicated informally.

Significant information should show who has authorized its release and be released in all locations at the same time.
Face to face communication 
There is unlikely to be an effective exchange of meaning or understanding unless there is discussion and the opportunity for questions to be asked and answers received.  This is best conveyed in face to face communication.

The needs of various internal audiences should be taken into account when planning communication.  Some audiences will be satisfied with simple verbal presentations while others will require documentation of significant information.
Feedback is encouraged

Obtaining feedback and listening effectively are critically important for good communication.

Effective communication will only come if communicators at all levels seek out feedback and take appropriate action to ensure the intended meaning is passed on to the relevant audience.

We are always committed to acting on feedback, either with clarifying communication or relevant action.

Information is not communication.

Written or electronic messages should be supplemented by face to face communication where feasible

	Type of Communication
	Who is responsible and where?

	Liaison with Centre Owner/Operators or Managers
	NTTBA President or nominated Vice President in the absence of the President

	Executive Business
	Administrator to President and Executive Committee

	Board Business
	Administrator to Board usually face to face or via email

	Board to Stakeholders
	Via membership email, website, notice boards in bowling centres and flyers

	Administrator to Regional Stakeholders
	Administrator to Alice Springs Vice President

	Regional Stakeholders to Board
	Stakeholders to Alice Springs Vice President to Administrator


Any correspondence either by letter or email, received in the office is to be addressed as follows:

1) If the item of correspondence is covered by an existing policy a response is to be written within five (5) working days for signature, or authorization, in the case of emails by the Administrator.

2) If the item or correspondence contains a matter, which requires a decision by the Board or one of its committees, the recipient will advise the sender within (5) working days that the matter has been referred to the Board or relevant committee.

3) The correspondence will then be forwarded to the Board or Sub Committee for action at a special meeting or the next scheduled meeting.  When the matter has been considered the reply will be written and signed or sent via email by the Chairperson.

4) Should the administrator be absent for any length of time with no access to emails, notification to stakeholders will refer all queries to a nominated member of the NT Tenpin Bowling Association.

Website

1) Approval for information to be put on the website by the Webmaster will be from the Administrator.  All Sub Committee information will be forwarded to the Administrator who will then pass on the correct information to the Webmaster.
2) Information will be passed to the Webmaster on a weekly basis.

Telephone

1) All inward phone calls must be answered quickly and efficiently with politeness and a minimum of fuss.  If a call is transferred to message bank, the message must be answered within 24 hours.

2) If the Administrator is going to be absent then notification to the Board will be sent and another Board member nominated to handle enquires in the short term.
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