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INTRODUCTION

Pecan Plantation Owner’s Association (PPOA) recognizes the need for policy and guideline statements in order to ensure its communications efforts are achieved in a manner consistent with the wishes of the majority of its members, and the business practices of its elected directors, and management.  The following material represents the policy and guideline statements that govern the various media communication efforts.  
ORGANIZATION

The responsibility for the communication effort within PPOA is part of the duties of its elected directors.  As appropriate, specific duties may be delegated to the general manager, assigned management and staff, and volunteers from the community to accomplish required tasks.  The General Manager is assisted by the Communications committee.  The committee chairperson is appointed by the PPOA Board of Directors.  All committee volunteers are approved by the PPOA Board of Directors.

POLICIES AND GUIDELINES

The Policies and Guidelines are a model against which all submitted news and the management, staff and volunteers can measure their performance.  They have been formulated in the belief that all communications and the people who produce them should adhere to the highest standards of ethical conduct.

The member's right to know about matters of importance is paramount.  The communications area of Pecan Plantation Owner’s Association (PPOA), its management, staff and volunteers have a responsibility to all association members to be vigilant in reporting issues and events of legitimate community interest. 

No policies or guideline statements can prescribe decisions governing every situation.  Common sense and good judgment are required in applying ethical principles to the realities of communicating.  As new technologies evolve, these Policies and Guidelines can help guide all who are directly involved to ensure the credibility of the news and information they provide. 

RESPONSIBILITY

PPOA’s communications strives to be fair, accurate, honest, responsible, independent and decent.  Truth is the guiding principle.  Practices that conflict with the ability to report and present news in a fair, accurate and unbiased manner are to be avoided.

ACCURACY

All PPOA communications should guard against inaccuracies, carelessness, bias or distortion through emphasis, omission or technological manipulation.  Any substantive errors should be corrected promptly and prominently.

INTEGRITY

PPOA communication should strive for impartial treatment of issues and dispassionate handling of controversial subjects. It should provide a discussion forum for the exchange of comment and criticism.  Editorials and expressions of personal opinion should be clearly labeled as such.  Concern for community, business or personal interests should not cause the PPOA communication to distort or misrepresent the facts.  

INDEPENDENCE

The management, staff and volunteers should avoid the appearance of obligation or conflict of interest.  Special favors and special treatment from members should be avoided.  Involvement in politics, demonstrations and social causes that would cause a conflict of interest, or the appearance of such conflict, should be avoided.

RESPONSIBILITIES AND DUTIES 

The Communications committee recognizes its delegated responsibilities and has established the following processes.  

    COMMUNICATION MEDIA

Review Process -- The Communication committee is responsible for the publication and dissemination of various materials via appropriate PPOA media types.  Each of the media types has an individual(s) assigned to review and edit all submitted material.  No material is to be published without such a review.

Editing - In order to ensure that submitted material is in keeping with the policies and guidelines as approved by the Board of Directors, assigned editors will review and approve or may make minor modification in order to have the material published and disseminated.  
Appeal Process - The individual or group submitting material for PPOA’s communication media may appeal the editing decision of an editor to the Communications committee for consideration.  Any additional appeal may be forwarded to the PPOA General Manager or his assigns for consideration and final disposition. 
    PPOA CLUBS

Recognizing PPOA Clubs – It is recognized that there are many clubs within Pecan Plantations Owner’s Association (PPOA).  Clubs are defined as an organization of PPOA members who maintain some common purpose or mutual interest, are jointly supported, meet periodically and desire to use PPOA facilities and resources.  All clubs that desire to utilize PPOA resources need to be recognized by and registered with PPOA.  
Registration -- It is the delegated duty of the Communications committee to register all participating PPOA Clubs.  Registration consists of submitting a written form to the Communications committee requesting recognized status as a PPOA club and providing the following:

· the primary name and phone number for a single point of contact, 

· a statement of purpose/mission for the club, and 
· a brief description of the club and its activities. 

Once the registration form is reviewed and approved by the PPOA Communications committee, the club is notified of its recognized status.  
Promoting PPOA Clubs – A recognized PPOA club may request and schedule the use of any appropriate PPOA resource.  Promoting the activities and events of any club through the PPOA media is encouraged except when the promotion material advertizes a non-PPOA organization or commercial enterprise.  Promoting a commercial enterprise is only allowed in the designated media, i.e. Columns classified or a Channel 28 commercial page, and is subject to an editorial review and space availability constraint.

Appeal Process – All appeals concerning the recognition of clubs are to be forwarded to the Communications committee for consideration.  Any additional appeal may be forwarded to the PPOA General Manager or his assigns for consideration and final disposition. 
INDIVIDUAL MEDIA  

    PRINT  --  All printed media used for the purpose of communicating with

      PPOA members and others as approved by the Board of Directors or assigns.
POLICIES -- Columns
THE COLUMNS welcomes letters and opinions (200 words or less) on topics of timely and general interest from PPOA members. Submissions must include writer's name and daytime telephone number for verification.  Opinions and letters will be published with author's name and telephone number. 

Submissions must address only one topic; the number will be limited to space available. The Editor-in-Chief reserves the right to edit for clarity, good taste, and accuracy and will take care to maintain writer's intent and tone.  If several submissions on a similar topic are received, the best representative letter or opinion paper will be selected for publication. 

Letters or opinion papers identifying problems must contain proposed solutions, and criticism must be constructive. 

The editorial staff, management, and Board of Directors assume no responsibility for the opinions of the writer.

Information for the Columns should be submitted electronically by e-mail to columns@ppoaweb.com.  If you are unable to submit electronically, you may leave printed materials at the clubhouse front desk with instructions to submit the material to the Columns mailbox.

Classification of Information for Publication:

I.    Information from BOD and management 

II.   Information regarding amenities (including, but may not be limited to): 

· Golf 

· Tennis 

· Air Park 

· Emergency Services 

· Food & Beverage (including special events such as 4th of July, Thanksgiving buffet,

       Veterans' Day, etc.) 

· Security 

· Marina 

· Pool 

· Parks

III.  Information regarding social groups and events (including, but may not be limited to): 

· Bridge and other games 

· Youth Association 

· Woman's Club 

· RV Club 

· Genealogy 

· Weight Watchers 

· Yoga 

· Exercise groups 

· Parties and dances 

· EAA 

    VIDEO & AUDIO -- All television and radio media used for the purpose of communicating with

               PPOA members and other audiences as approved by the General Manager or his assigns. 
POLICIES -- Channel 28 

STATEMENT OF PURPOSE: The purpose of Cable Channel 28 is to build community spirit by providing PPOA members with visual and auditory communications from the Board of Directors, management and members of the community.  Program content shall include live cablecasts, taped cablecasts, graphic pages and commercials. 

     GENERAL TELECASTING POLICY 
All material, excluding live cablecasts, submitted for telecasting on Cable Channel 28 may be edited for clarity, accuracy and length.  The contributors of any such material must be identified by name and include a daytime phone number.  The edited program material will be reviewed with the contributor whenever appropriate prior to cablecast to ensure that the contributor’s intent is preserved.  Policies related to specific type of cable casting are defined below. 
Cable Channel 28 cablecasts must generally comply with the policies approved by the Board of Directors.  Program decisions will be made by the Cable Channel 28 staff or Editor-in-Chief using the guidelines given below.  Material submitted by PPOA members must be in the form established by the cablecast staff and conform to policy. 
POLICIES – Live Cablecasts: 
Live cablecasts will be done on subjects and events of general interest to members or of vital security to the community.  Participants will conduct themselves verbally and physically with courtesy and decorum befitting the subject and environment in which they are being telecast.  Extent of live programming may be limited by time constraints. 
POLICIES – Taped Programming:  
Taped programming will be of subjects of general interest to the community.  Whenever possible and practical, programs will focus on current issues.  Also, videos from the Channel 28 archives may be shown to fill a program time slot and to inform new residents of items of continued interest.  Participants will conduct themselves verbally and physically with courtesy and decorum befitting the subject matter for which they are being taped.  Length of programming may be edited to fit the program schedule of Channel 28. 
POLICIES – Graphic Pages:   
Channel 28 welcomes material submitted by any PPOA member.  The contributors of any such material must be identified by name and include a daytime phone number.  The name of the contributor will be published on the graphic page.  Due to constraints of graphic page size such material maybe edited for clarity, accuracy and length.  The editorial staff will take care to maintain the intent and tone of the submitted material.  If several submissions on a similar topic are received, the best representative submission will be selected for viewing.  Submitted material will be limited to page space available.  Critical commentary must be constructive and in good taste.  The editorial staff, management and Board of Directors assume no responsibility for the opinions of the contributor.  Information for the graphic pages should be submitted by  e-mail to the Editor-in-Chief at the address listed on the Channel 28 title page.  If you are unable to submit electronically, you may deliver a copy to the front desk of the Club House for deposit in the Communications committee mail box. 
POLICIES – Commercial Pages:  
Commercial material will be prepared by the advertiser and is subject to editorial review in order to fit the program schedule of Channel 28 and page space availability. 

    PROGRAMMING CONTENT AND SCHEDULING FOR CABLE CHANNEL 28 

POLICIES  --  Graphic Information Pages:  
No page should run more than 3 weeks prior to an event.  Timely updating of pages is required.  All event announcements should be removed within 24 hours after the event. 

The Graphic Pages that remain constant and show social or club events listing contact, time and date with multiple events per page can run continuously.  These will be timed so that a viewer will have time to only read the event of personal interest.  These pages will be dropped if the sponsors of the events do not keep the pages updated. 

Graphic information pages of general interest to PPOA will run for a maximum of 15 days. 

The constant Graphic Pages of PPOA notices, such as ads for Marina, Club Dining, Emergency, etc. can run continuously, but must be updated in a timely manner or be removed. 

The Board of Directors or management may provide current news announcements.  These notices may run continuously for a relevant period of time, and should be worded to fit the pages. 

Paid advertising can run continuously, provided the advertiser’s account is paid. 

Events that are not open to all PPOA members will be considered advertising and will be charged the published rate. 

POLICIES  --  Video Presentations for Cable Channel 28: 
Cablecast staff will strive to produce two videos per month for a total of at least 35 minutes. Questionable subject material must be approved by the Board of Directors. 

Suggested topics: 

· Monthly news 
· Employee or Neighbor of the Month 

· Golf or tennis event
· Meet your Neighbor 

· Report from BOD
· Christmas Tour of Homes (PPWC) 

· Children’s Christmas party 

· Excerpts from special meetings 

· Special events such as BBQ’s, cookouts, river floats, parades, etc. 

· Residential holiday decorations 

These and similar videos will be programmed at the discretion of the cablecast staff and will pre-empt the Graphic Information Pages for the period of time they run. 

    INTERNET -- All email, websites, Blasts, and other similar Internet media used for the purpose of 


communicating with PPOA members and any others as approved by the Board of Directors.

POLICIES  --  PECANews: 

The purpose of the PECANews is to provide PPOA members with up-to-date email communications via internet from the Board of Directors, General Manager’s Office and PPOA department heads.  The content of the newsletter shall include notes from the monthly Board of Directors’ meetings; comments from the PPOA President; comments from the PPOA General Manager’s office; comments and reports from department heads; noteworthy items; and lists of upcoming events.  Other material will be reviewed by the editor for publishing in newsletter.  
All material; articles; pictures submitted to PECANews may be edited for accuracy and length.  If an article is edited, all effort will be made to preserve the writer’s intent.  The editor of PECANews shall prepare a final draft for form and submit the draft to the PPOA General Manager.  The General Manager shall review and approve the newsletter; forward it to the Communications Department for distribution via email to PPOA members who have email addresses on file.

POLICIES  --  PPOA Website:

All material to be posted to the PPOA website by a member or club must be submitted as a Microsoft Word attachment that can be reformatted into an Adobe PDF document.  It is the PDF document that will be posted to the website.  On-going website material must be maintained on a timely basis or posting to the PPOA website may be terminated.  All submitted material must include the writer’s name and daytime telephone number for verification.  

The PPOA Board of Directors and management acknowledge that any posting to the PPOA website may be accessible to both PPOA members and to anyone in the world who has access to the Internet.  All material submitted for posting to the PPOA website may be edited for clarity, accuracy and length and must include the writer’s name and daytime telephone number for verification.  If editing is deemed appropriate the Editorial staff will strive to preserve writer’s intent.

Any material submitted to the PPOA webmaster for posting to the website must adhere to these standards:

· All photos or other similar graphical material must be royalty free.

· Business or commercial advertisements are not permitted for any function 

or event unless such advertisement is directly related to an acknowledged 
PPOA club and is used solely to promote that club’s activities or events. 

The PPOA website Discussion Forum is not intended to be an advertising page for classifieds or commercial enterprise.  Any postings that contain advertising will be removed or edited. 

Using the PPOA website to place a link to another site is not permitted unless there is prior written approval by the PPOA General Manager or his assigns.  It is acknowledged that the PPOA website currently links to the golf reservation system.  In the future other such links may be approved by the PPOA General Manager or his assigns.   

POLICIES -- Email Blast:

The PPOA email blast is specifically for important community-wide business or emergency notices that are deemed important to all resident members by the PPOA General Manager or his assigns. 

SIGNAGE -- All signs and authorized messages used for the purpose of communicating

      with PPOA members and others as approved by the PPOA General Manager or his assigns.

POLICIES  --  Signage:  

Currently, there are two signs or billboard structures.  One faces traffic entering the front gate.  The other faces traffic entering the back gate.  These signs and their respective messages are the responsibility of the PPOA general manager.  Messages to be placed on the signs must have prior approval from the PPOA General Manager or his assigns and displayed by appropriate PPOA personnel.
