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1. PURPOSE OF COMMUNICATION GUIDELINES
SEA-ORCHID is a collaborative project, and effective open communication which enables active participation and trust within the project team is a critical element of the project’s success.  
These guidelines outline the active efforts made within the project to promote positive communication within the team (and with the broader network of project partners), and provide some ideas to meet the challenges of long distance team communication.  International teamwork is key to promoting the principles of the Cochrane Collaboration.
The guidelines are designed to be informative, not prescriptive, and team members should ultimately rely on their own communication expertise, and deal with situations as they deem appropriate for each specific situation.  External communication is not covered within this document.

2. GENERAL COMMUNICATION PRINCIPLES (extracted from “working in cross cultural teams”, Cochrane internal document)

· When building new relationships, take time to understand preferred working styles, including preferred modes of communication, preferred titles etc

· Share information about yourself and your culture, to allow others to understand you a little better

· Avoid making assumptions

· If unsure about an issue, ask the person

· Treat everyone as individuals

· Don’t worry if you make a mistake, apologise and learn from it

· Build on people’s strengths and value diversity

· Avoid making judgements

3. MODES OF COMMUNICATION

3.1 
Email communication
Email and internet technology provides the most efficient and cost effective means of everyday communication.  Interviews with project investigators identified email as the preferred mode of first line communication on specific matters.  
Email lists have been established by the project administrator, for convenience.  These include:

	All
	all@seaorchid.org

	Investigators
	Investigators@seaorchid.org

	Aus team
	aus@seaorchid.org

	SEA educators
	seaeducators@seaorchid.org

	Aus educators
	auseducators@seaorchid.org

	Fieldworkers
	fieldworkers@seaorchid.org


Interviews with project team members have identified that there is a general consensus for people to receive copies of any documents or emails which are related to their role in the project.  

Email tips (please feel free to add to!):

· Send more rather than less email information

· Remember basic courtesies in opening and closing emails 

· Use clear simple English wherever possible

· Avoid jargon and colloquialisms as these can be misinterpreted and misunderstood
· Try to send one issue per email, with the issue clearly identified in the subject heading

· If you require a response, specify exactly what you want, and by when.  Consider specifying that a response/action is required in the subject heading.
· Do not assume that email has been received.  If you do not receive a response, followup with email asking if previous has been received.

· Never write and send an email if you’re feeling upset or angry.  You may regret it and it cannot be retracted.  Poorly chosen emotive words, can cause irreparable damage to yourself and others.  Email communication is not suitable for sensitive or difficult messages.
· Be sensitive to who is copied into emails

3.2  Telephone communication and SKYPE
Telephone communication is not as convenient for day to day feedback on documents etc, which can be sent and retrieved at both parties convenience.

However, phone communication is a more personal form of communication and useful when you really want to be able to discuss an issue in depth.  
Telephone tips:

· Prior to the telephone call, you may need to email to organize a mutually convenient time and number on which to make the call by email.  

· Remember time differences, and try to respect each other’s personal time.

· Clarify the purpose and topic of phone conversation beforehand if possible

· There are competitive phone cards to make the process cheaper (approx 5c per minute Aust to SEA)

SKYPE technology enables international calls to be made for free, following the purchase of basic headphone or microphone equipment.  For further information and download, see http://www.skype.com/helloagain.html.

3.3  Teleconferences 

Teleconferences will be organized at regular intervals (approximately every 2 months,) to provide a basic update of project issues.  

If only 3 persons need to communicate, a cheaper alternative is “3-way chat” (within Australia).
Tips:

· Set a mutually convenient time well in advance

· Send out a clear agenda, and try not to overload it

· Try to keep the meeting less than one hour, as it is very difficult to concentrate for any longer, particularly in a second language. The benefits of the collaborative effort erode if people feel they are unable to actively participate.
· Each person contributing should take responsibility to ensure their views are clear and succinct
3.4  Face to face meetings

There is no better method of communication for sharing ideas, generating shared understandings and team building face to face communication.  As we all know, a large proportion of actual communication is non-verbal.  Unfortunately, the opportunities for face to face team meetings within SEA ORCHID will be limited.  

Therefore we hope to make the most of the rare opportunities we do gather.  
Meeting tips:

· select face to face meeting agenda items carefully, prioritising issues in which face to face communication is most beneficial (eg gaining consensus and input of shared goals/aims/activities etc), and leaving the finer detail for other less expensive modes of communication.

· consider adoption of specific interactive techniques during these sessions, (ie method of delivery as well as content of the meetings) to maximize the cost benefits of these occasions.

· These occasions are essential to healthy positive team building and social cohesion within the team, so attention to social activities which promote our connectedness may also be useful (though no cliff climbing/other dangerous adventure exercises please!).

3.5  SEA ORCHID Website 

SEA ORCHID has a dedicated website, onto which project documents and relevant information can be maintained and made accessible to all users.  There are several protected areas for use by project team groups (eg fieldworks, educators).  The website is still in development, with new capabilities such as an articles database and contacts register being included.
This is a convenient location to store any information/documents which you feel would be useful for the whole team to have access to, and you can maintain the most up to date version.

Newsletter
There is a newsletter module on the website, where team members can submit articles, introductions to new staff, country updates (with some fun/sharing of experiences), stats, data summaries, “letter from the manager” etc.  This should be functional in early 2006.
Cross cultural communication

For a more detailed communication document, please see “Cross cultural team working within the Cochrane Collaboration” 2004. Deeks M
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