
POLICY#2022-~03-23-02

TOWN OF LEDYARD
POLICY GUIDEL]NES

ELECTRONtC COMMUNICATION
FOR ELECTED TOWN OFFICIALS AND APPOINTED VOLUNTEERS

This Policy provides guidance to elected of&cia-Ls and appointed volunteer members of the
Town of Ledyard's Committees, Comm.issions and Board conc.eming electronic
cnmmnnicarinn and for mana.ging and retaiamg electronic messa.ges, mcludiag e-mail, e-fax,
instant messaging and text messa-ging under CGS 11-8; 11-8a and 7-109 related to town
biisiness and meeting's.

1. DEFINmONS

For Ae purposes offhis Policy, th.e follo-pi/rag shaU m&aii:

Meetiii®
In accordance wifh CGS Chapter 14, Section 1-200 "Meeting" means aay hearing or ofher
proc.&edin.g of a public agency, any con.veniiig or assembly of a quorum of a multimember
public agency, and any communicarioDi by or to a quorum of a multimember public agency,
whetiher m person or by means of electi-omc eqm.pmeat, to discuss or act upon a matter over
which Ihe public a.gency has supervision, control, jurisdiction, or advisory power.

A conference call, video conferenc.e, or ofher oommunica.tion by means of eleotronic
equipment may constitrie a meeting.

Electronic Communicatipn/Messa-^es
Electi-onic messa-ges mclude e-ma-il, e-fax, mstant messaging (Qvf), text messaging (SMS) and
web-based messaging services.

Electronic comiaunication/messages may be traiismitted by a variety of mediums, mcludiag
but not limited to computers and mobile c.omputing devices (e.g. laptops, net books,
notebooks, tablets and cellular phones).

Electronic messages are public records and under Ae Connecticut UnifoHii EIecti-onic '
Transactions Act (CUETA) an electromc record, is "a record created, generate-d, sent,
coinrmmicate-d, rE-cetved or stored ty electronic means, including, but not limited to
facsimiles, e-1ectronicminl, telex and internet messaging'\CGS 1-267).

EI&ctronic Thread
"Elsotromc Thread" is any string ofelecfromc messages.
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Public R&cord

Pursuant to CGS l-200 "public records or files" means any recorded data. or informatiou. relating to the conduct of the public business prepared, owned, used, recei.ved or retamedby a.public agency, wheliier such da-ta or mforma-tion may be has.d'wrttten, typ&d, ta-pe-recorded,
printed, Photo statt&d, photogra-phed or recorded by any other mefhod".

Record Custodian

The "Record Custodian" shall be the Admmistrative AssLsta-nt/Support Staff for the TownCouncil and its Sub Cominitfcees; and fhe Clerica-l Assi.sta.nt/Fi.sca.l AssistanVSupport Staff for
tfae Comiaittees/CominisBions/B cards oflhe Town ofLedyard..

2. USE OF ELECTRONIC MESSAGES/COMNWNTCATION TOOL
The follo'wm.g guideliaes are provided. for Elected OfBdals a.nd Appomted VolrmteerMlerabers of Town Comiaitfcees/Commissioiis/Board. hi using electi-onic means of
comiQMmcatLOD.:

a.) Use e-mail to dissemma-te uifomiation. in an effec&ye and timely manner.
b) Do not engage or deliberate on. content coDtained ia el&ctromc coramT.micEdions.
c) Use of Ds/[; Text m.essagm.g and other foims of Direct Messagrag for piibHc agency

business is prohibited.

3. RETENTION OP ELECTRONIC MESSAGES
Retention of electronic messages is based on tiie content of the message. Generally, most
electronic; messa-ges have limited value ajid can be deleted immediately upon receipt
However, el&ctromc messa-ges •fliat document a-gency ftmction and provide evidence ofa.gency business must be retain&d accordiag to Ae records retention schedules issu&d by Stateof Conneoticut Of5ce ofPubUc Records Admiaistrator under CGS 7-109 and CGS 11-8.
Electronic messages are similar to t-adidonal postal m.a.il. The messa.ge iniist be evalua-t&d foraction and subs&quent retention. Mamtain. electromc messa.ges for 1iie reqiured retentioa
period under the equivalent records series.
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Steps to determine the reteiitioa. period of elec.troiiic messa-ges:
a.. De.term.me wheth&r the el&ctronic messa.ge is a public r&cord or non-r&oord as outlined in

records series issued by State of Coimecticut Office of Public Records AdministTa-tor.

b. Ifmessa.ge Ls a reoord, determ.me wliich records series the message belongs to; for exainple :
Transitory Correspondence, delete at will
Routine Correspondence, retain for two (2) years
Ail Other Correspond&nce, retain, for the eqiuvajent records series issued by State of
Comiecticut Of5ce of Public Rec-ords Admin.istrator.

c. If the messa.ge is a. non-record, destroy at •will (e.g. publicatious, notices, aimouncemmts,
em.ployee activities, spam, and. unsoUcited advertisements; etc.)

4. MANAGEMENT OP ELECTRONTC MESSAGES

For consistency in Ae management of electi-omc messages/records •tihe "R&cord Custodian."
must be mcluded in all public record electronic communications.
The Record Custodian, shall be responsible for retamiag the record copy in a&cordaace with
the records retention, scheduled issued by fhe Of&ce of Public Records Admmistrator und&r
CGS 7-109 and CGSl 1-8.

Afer a.n ele;ctronic tb-ead is completed, the record custodian may retain only tiie last messa.ge
(&s long as it inc.ludes •die prior messages) as the ofScial record copy.

5. FREEDOM OF mPORMATION ACT DISCLOSURE
Based on fhe above-mentioned sta-tutes, electronic messa-ges sent or received m the c-onduct
of public, business are public records. All electronic accoimts mcludjng pubUc accounts used.
to condu.c.t public busmess are subject to disclosure undesr POIA, a court action, or an. audit
and should be treated in the same maimer as any oilier rec.ord.ed mformatioD..
Elected Public of5cia.ls are enc.ouraged not to use private e-mail accounts and. to obtain
public, accounts -when possible.

Appoirtted Volunteers Members of To'wa ComiDittees/Comiaisgions/Board. are stroii.gly
encoura.ged to set-up a separate e-mail accoxmt from •Si&ir personal e-mail acco'tmt to
receive town busmess mform.afion soch. as agendas, mmutes and related. mfonaatioii.
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6. EFFECTFVE DATE OP POLICY

The "Policy Guidelines for Ele-ctronic Communication for Volwiteer Town Officials" shall
become effective upon adoption

Amen-ded and Adopted by the Ledyard. Town. Council on.; March 2^2022
/A

K^vm J.Dombrowski, Chairman.

I

Revision: "Policy Guidelines for Electronic Communication for Volunteer To~wn Officials'
Adopted.: July 13,1994; Am.end.ftd aD.d Adopted by fhe Ledyaid TO'WD. Coi-incil on September
12,2012.

E&story:2022: Updated. Policy Gwd&line-s for Electi'omc Communic.ati.onfor Volunte.Er Town Officials" as
foUows:

Title: Added "Ele.cte.f and "Appointef
IntToduction paTa-gTaph.: Add.ed" "Appoin-te.d" before A.e word Volunteers.

SectionsParagraph (a): Ad.d.ed.: as outlined in records series issu&dby State. ofConiiecticiit Office of
Public Records Administrator.

Para.graph (c): Added for further c-1arificalion: " pu.blica.fiottS, noiic.es, a.n.n.ou.n.c.e.me.rds, employes
activities

Added Section Title; "Sec&on 5. FEEEDOM OF INFOSMATTON ACT DISCLOSUKE" and
renumbered remammg Sections acc.ordingly.

Second paragraph Added: "elected."

Added new para.graph: Appoin.te.d Volunteers Members of Town Committe.es/Co'mmissions/
Soard are strongly enc.ourage.d to set-up a sepa.ra.te e-rruiil account from the.ir personal e-mml
acwiwt to receive town business information such as a.genla.s, trdnutes anil related
inform-afion

Section 6 Removed: cmd-is-heraby incorporat&d m. Ae "Padcs of Pj-occdui'c for tjic T\vcT!ty F-irst
Town Cowicil".

Town ofLedyardPoHcy Guidelines for EIectroiuc Commumca-tioiis foi Elected Of&cials and Appoiated Volimteers
Page 4 of 4

EJD/rm


