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IOSH Committee Mailer: Policy 
 

1. Overview  
1.1 By following the IOSH Terms of Use and Guidance Checklist below, committee members can be confident that 
messages will be sent to the intended recipients and that the sender will be protected under IOSH’s insurance 
regarding Data Protection. Additionally, the authority of the message will be enhanced with IOSH professional 
branding.  
 

2. Administration of Committee Mailer 
2.1 The default position is for all committee members of branches, districts and groups to be able to access the tool 
via a restricted link in MyIOSH on the IOSH website. 
 
2.3 Key IOSH employees will be able to access the tool and create messages as a proxy for any of the network 
committees.  
 
2.4 Access to Committee Mailer will be provided and controlled by the Web Team.  

 
3. IOSH Terms of Use  

3.1 All broadcasts will be fair, reasonable and will: 
a) be relevant to Health and Safety, be suitable for the recipients and reflect IOSH’s strategic aims.  
b) be sent by a committee member on behalf of the committee.  
c) be written professionally, in plain and concise language.  
d) be supportive of messaging, organisational objectives and decisions made by IOSH.  
e) be sent only when appropriate, such as before an event, so as not to be considered “spam”.  
f) not be used where a conflict of interest might occur, such as canvassing for personal votes for a particular 

person, or for promotion of a non-IOSH product or service.  
g) not contain or request personal information, such as contact, financial or any other type of information that 

enables a person to be identifiable.  
h) not include content that could be seen as defamatory, offensive or could lead to legal liability.  
i) not promote any services, websites, tools or communication channels that have not been agreed by IOSH 

head office.  
j) only use official IOSH approved email addresses (for example @iosh.com or @ioshnetworks.co.uk addresses) 

for return communications. 
k) be restricted to two messages per committee per calendar week. 
l) be checked to the satisfaction of the committee before being submitted for release.  

 

4. Service Level Agreement  
4.1 IOSH head office will: 

a) review and action each message within one working day of it being received (head office should be alerted if 
there is an urgent message, to allow review and release within the required timescale). 

b) check that the message meets the IOSH Terms of Use before broadcast.  
c) ensure that distribution lists, determining who will receive messages, are updated as required.  
d) send the message within the timescale requested. Messages sent to a large number of recipients may take 

some time to process by the system.  
e) let committees know quickly if we cannot send a message and why and propose a suitable alternative if 

applicable.  
 

5. Resourcing  
5.1 Committee Mailer will be administered by the Networks and International teams. 
The mailbox will be reviewed periodically through the day and messages will be dealt with in order of receipt (unless 
a call is received to review a message for urgent release). 
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5.2 Messages that do not comply with the Terms of Use or the Guidance Checklist will not be released. It is the 
responsibility of the committee member to check the status of the message within the mailer. If the status is ‘Not 
Sent’ the message has been rejected and there will be an explanation as to why the message is not compliant. 
 
5.3 Each committee is restricted to sending 2 messages per calendar week. This is to make sure the recipients do not 
feel ‘spammed’ and to maintain the impact of the messages being received. 
 
5.4 The IOSH Web Team will assist with technical queries under their existing SLAs. 
 

6. Guidance Checklist  
6.1 Each message that is drafted should be checked against the following statements before it is submitted. 
Assuming each of the statements is found to be true, the message can be sent.  
 
6.2 The final decision as to whether a message will be sent is the responsibility of IOSH staff. 

 
No Statements 

1 This message is timely and relevant to all/majority of the audience 

2 The number and frequency of messages from this committee is appropriate (no more than 2 per 
calendar week) 

3 The message is sent from a committee member or the committee (it is not a personal message 
outside of their role on the committee) 

4 The message is professionally worded (messages will not be rejected for poor spelling or grammatical 
error) 

5 The message is clear and concise using plain language 

6 The message is supportive of IOSH as a whole, IOSH messaging and strategic objectives 

7 There is no apparent conflict of interest 

8 The message does not promote a non-IOSH product or service 

9 The message does not contain or request personal, or financial information or information that could 
be used to identify a person 

10 The message does not contain anything that could be seen as defamatory, offensive, or that could 
lead to legal liability 

11 The message is compliant with IOSH operational processes 

12 The message does not promote an external or non-IOSH e-mail address 

13 The message does not contain or promote a system, website or tool that has not been agreed by IOSH 

 

7. Contacts 
7.1 For technical help with using Committee Mailer, please contact webhelp@iosh.com  
For advice on message content, please contact networks@iosh.com  
For urgent assistance, please call the Networks team on +44 (0)116 257 3100 
 
 

Version Date Author Comments 

0.1 19/10/14 Anna Cooper Initial draft complete 

0.2 20/10/14 Anna Cooper Ian Smarts comments incorporated 

1 04/11/14 Anna Cooper Additional feedback incorporated 

2 20/02/15 Matt Rockley Updated following pilot committee feedback 

3 27/07/15 Maria O’Malley Reviewed and updated 

4 25/08/16 Julie Farmer Reviewed and updated – in draft form until agreed 

5 22/12/16 Matt Rockley Reviewed suggested updates and incorporated them. 

6 29/08/17 Sarah Dorey Change networks email address and Officer title 

 
 

mailto:webhelp@iosh.com
mailto:networks@iosh.com

