OACDL LISTSERV GUIDELINES, JULY 2008

Members have recognized the OACDL listserv as an invaluable resource for exchanging ideas and strategies, obtaining assistance in legal research, locating experts and investigators, and keeping members informed of the latest developments on issues.  In order to more efficiently provide these benefits, the Board has adopted guidelines for operation of the listserv.

The Association is committed to free speech and the free exchange of ideas. The guidelines are not intended in any way to chill the free exercise of these rights. They are intended to encourage the exchange of ideas while exercising common sense and courteous restraint.

The following guidelines have been developed in accordance with the OACDL mission, suggestions of our members, and NACDL listserv guidelines.  Members are urged to observe these guidelines when using the listserv.

A.  CONTENT


1.  Keep posts criminal law-related.  Very rarely or never send an item concerning general legal matters.  Designate any such item as off-topic at the front of the subject line.

2.  Do not post chain letters, joke lists, petitions, virus warnings, political commentary, commercial offerings, or self-promotional items.

3.  Before posting a question, take the time to do some research whenever possible.

4.  Before replying to a query, consider whether you will be adding anything of substance or whether you are merely agreeing with a previous post.

5.  Respond to queries with specific information rather than speculation about what you think the law might be.  Cite to case law or statutes and attach briefs or research.

6.  Be polite and supportive.  Be constructive if you must disagree with someone.  Do not send heated messages with antagonistic criticism.  At least be courteous and civil if you cannot quite manage friendly and fun.

B.  DISCRETION

1.  Keep sensitive subjects “within the family” and accord confidentiality among members.  But posters take a chance that such a bond may be broken.  Critical comments about judges, prosecutors, or defense attorneys can more safely be directed to individuals than to the listserv.

2.  Use information from the listserv for all legitimate purposes.  But do not unwisely share this exclusive OACDL member benefit with non-members, especially prosecutors and judges.

3.  Exercise discretion because digital files may live forever.

C.  ON- VS. OFF-LIST

1.  Be careful when addressing email.  Click on the reply button to reply to the author only.  To reply to the entire listserv, click on the reply-to-all button or affirmatively edit your addressee box to include oacdl@yahoogroups.com.
2.  Respond directly to the sender, not the listserv, when your reply is not of general interest.  Examples: “I’ll take that referral,” “Me, too,” or “Thanks.”  Whenever a discussion is—or has become—primarily among a few individuals and is not relevant to others, take it off-list.

3.  Questioners who obtain useful replies off-list should collect, edit, and post them to the list.

D.  EMAIL EFFICIENCIES AND ETIQUETTE 

1.  Use simple formatting without complicated office headings or signatures.  With rare exceptions, use black fonts.
2.  Use descriptive subject lines. 

3.  Continue threads unless the topic has migrated.  Instead of starting a new message, use the reply function in your email application, which will keep the original subject line.

4.  To provide context, do quote from messages you are replying to, but edit out whatever is not directly applicable.  Take the time to delete long header text and footer ads.  Delete your own useless disclaimer footers.

5.  Insert your signature.  Set up your “signature” to automatically appear at the bottom of outgoing email.  It should include at least your name, email address, and phone and fax numbers.

6.  Describe in the body of your post any attachments, so others can decide whether to open them. Attachments should be Word, WordPerfect, or .pdf files.

7.  Leave space between paragraphs to break information into understandable chunks.  Place a web or email address on its own line, without punctuation right before or after it.
8.  Do not let your email client send automatic responses indicating that you are out of the office.

E.  GOOD WRITING

1.  Be clear and concise.  Keep paragraphs and messages short.  While rapid communication is key, good spelling, grammar, punctuation, and style always contribute.

2.  Use emphasis sparingly.  Capitalizing whole words that are not titles is sometimes termed SHOUTING and should be avoided.

ENFORCEMENT OF LISTSERV GUIDELINES

A) The Executive Committee shall have the authority to moderate the listserv to enforce the OACDL Listserv Rules. In the event the Executive Committee decides that a post or member is violating the listserv guidelines, the Committee may take any of the following action:

1. Informal Warning – Announcement to the Listserv to discontinue a specific thread or topic because it violates the rules.  

2. Formal Warning – a direct email warning to any member who continues or persists in commenting in violation of the listserv rules. 

3. Lock the thread – prohibit any further responses on the offending post

4. 48 Hour Ban – suspension from the listserv for a 48 hour period. 

Any decision by the Executive Committee under this division is final. 

B) In the event that any member continues to violate listserv guidelines after being formally warned and given a 48 hour suspension, the Committee may, in its discretion, propose a formal suspension or permanent expulsion from the listserv. In the event the Executive Committee proposes such a sanction, the member will be notified of the violations and given an opportunity to respond prior to any sanction being imposed. In the event the Committee imposes a formal sanction under this division, the Member has the right to appeal the finding of a rules violation and the nature of the suspension to the Board of Directors. The Board may, by majority vote, reduce or overturn the suspension or expulsion. The decision of the Board is final. 

C) For purposes of division (A)(1) through (3), the actions authorized to be taken by the “Executive Committee” may be carried out by the President or his/her designee as authorized. 
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