Community Facilitator Letter of Agreement

This letter outlines your responsibilities and rights as a community facilitator or the askbristol.com website (‘the website’).  We ask that you sign this letter confirming that you understand these responsibilities as the role gives you privileged access to the administration system of the website and considerable influence over the debate within the site.  Please read and sign this letter of agreement and return it to Anna McDermott, who you can also speak to if you have any questions about it. 

By signing this letter you are agreeing to the following:

Carrying out activities included in the job description: 
1. Promoting discussion on the Viewfinder site (www.askbristol.com/viewfinder) site. 

2. Moderate comments on viewfinder according to the code of conduct and acceptable use policy.  You will be able to refer to Anna McDermott – Consultation and eParticipation officer if you are unsure about any content.

3. Promoting the traffic noise website with existing contacts, and in local area e.g. speaking to friends, community or other groups.

4. Distributing Ask Bristol publicity cards in their local area and other places you visit.

5. Going on to other websites/forums to promote the traffic noise website.

6. Looking out for relevant comments on other sites to say how this relates to noise pollution and directing people back to out site.

7. Moderation of comments on the quiet map www.bristolstreets.co.uk/quiet

8. Adding your own photos to the quiet map (if you have a digital camera – not essential).

9. Keeping a log of what you’ve done.

10. Logging usability issues with the website via the feedback email. 

11. Involvement in evaluation at the end of the project.

You are agreeing to:

· You will moderate user comments in line with the terms and conditions on the website http://www.askbristol.com/tandc.php

· You will not bring personal bias to your moderation or use the site as an opportunity to peruse personal campaigns or issues

· You will carry out moderation of the discussion forum at the time and date agreed on the rota.  The remainder of the 2 hours can be carried out flexibly during the week.  

· You will work from home using your own computer equipment and internet connection.  You will not have access to council offices and council IT facilities except at pre-arranged meetings.   

· You will do your best to make sure that users feel welcomed and included in the debate

· Should you have any problems with any moderation of comments you will contact Anna McDermott on 0117 9224424 at the council for help

· You will abide by all the terms and conditions which are binding for any user of the site

· You are required to keep a log of the time you have spent and a summary of the activities you have undertaken. 

· Timesheets must also be completed for the Bristol City Council employment agency (job shop).  These can be emailed to anna.mcdermott@bristol.gov.uk in sufficient time to sign and take to the agency by the time agreed with the agency in your joining instructions. 

· Your role will require you to have administrative access to the Askbristol website.  You are reminded of your duty to comply with data protection in the employee handbook and the IT security guide. 
· If you are sick and are unable to carry out your moderation duties, please contact Anna McDermott.  

· If you have holiday booked and cannot carry out your moderation duties please contact Anna McDermott.

Name  ……………………………………………………………………………………………………..

Signed  ……………………………………………………………………………………………………..

Date ………………………………………………………………………………………………………
