
Digicharter
Make clear arrangements about digital 
communication in your organisation

Handling messages
How should we handle messages? What questions 
should we group together? How do we limit the 
number of e-mails?

Focus during 
working hours 
How do we focus and 
minimise distractions 
when working?

Communication  
outside working hours
How do we actively focus on disconnecting outside 
working hours? What arrangements do we make 
regarding e-mails or other digital communication 
outside working hours?

Leave and part-time work
How do we respect our colleagues’ leave days and 
other days off?

Communication channels
Which channels do we use for which messages?

Response time
When do we expect  
a reply to messages?

Breaks
How do we actively 
focus on ensuring 
(micro)breaks?
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	Communication channels: We mainly use Outlook for communication with external parties. 

We use Teams for internal communication and project work.

WhatsApp is voluntary and informal. We do not share any official messages on WhatsApp. 
	Handling messages: We share the agenda of team meetings as a document, not by e-mail.

Each team evaluates its e-mail traffic and looks for a system that works for its members. IT and HR can assist with this.

	Respons time: Messages are read every business day.

Messages are answered within 48 hours.

	Focus during working hours: Each team looks at how it can maximise its members' focus.

We respect the 'do not disturb' status and use of focus zones at work.

	Breaks: We encourage joint lunch breaks either in the canteen or outside if the weather is nice.
We make an effort to provide nice areas for breaks.
	Communication outside working hours: We do not expect staff to read or reply to messages outside working hours.

We encourage them to send messages during working hours as much as possible (e.g. by delaying the delivery of messages).

	Leave and part-time work: Part-time colleagues add their working hours to their e-mail signature. All employees set a clear out-of-office message on leave days.

Employees who are not working do not need to answer their messages or phone calls.



