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1. POLICY ACCEPTANCE AND AUTHORITY
1.1. The IT Group have endorsed the Email Policy and delegated responsibility for the maintenance and implementation of this policy to IT Services.

2. SCOPE
2.1. This policy supports and underpins the University’s Strategies and Plans. It, together with the following other policies, strategies and guidelines, constitutes the IT Strategy of the University.

	IT STRATEGY

	Sub Strategies & Policies
	JANET (UK) Policies

	IT Architecture Strategy
	JANET Acceptable Use Policy

	IT Desktop and Printer Policy
	JANET Connection Policy

	Email Policy
	

	Interception and Monitoring Policy
	

	Software Development Policy
	

	Project Proposal Policy
	

	IT Systems Security Policy
	

	Telecoms Policy
	

	IT Web Strategy
	


3. CLARIFICATION AND FEEDBACK
3.1. Any queries or feedback regarding this policy or its implications should be directed to the IT Services Helpline on ext: 4242 

3.2. This policy is maintained on the University’s web server and is accessible through the IT Services pages. The web version of the policy is the definitive version and will always be the most up to date. 

4. University Email/Messaging SYstem

4.1. The University has a single email/messaging system for staff which is based on Microsoft Exchange and the Outlook family of desktop clients.

4.2. Student email is provided by the Microsoft Live@Edu service.

4.3. No other email/messaging system or desktop client is recognised or supported within the University.

5. Email Access

5.1. Although limited personal use of the University’s email system is permitted, it must be emphasised that the primary purpose of the system is business and academic support. The content of an individual’s mailbox may therefore be subject to access by third parties under the following conditions.

· Requests from the mailbox owner

· Request from sender to delete confidential/private mail which has been sent to an incorrect University mailbox

· To facilitate the repair and essential maintenance of the messaging system

And the following controlled by the Computer Systems Interception & Monitoring Policy

· Requests from Police or Security Services as allowed by current legislation

· Requests from Human Resources Department as part of a misconduct investigation

· Request from Head of Department/School where the mailbox owner is no longer an existing member of staff or student

· Request from Head of Department/School to obtain essential business information after reasonable efforts have been made to contact the user

6. Use of email for advertising

6.1. Students should not send e-mails to large groups of staff and students except for clear academic purposes approved by their personal academic tutor.

6.2. Staff may legitimately use e-mail to convey work-related information to large numbers of staff or students providing they follow advice from IT Services on how best to do this.

Staff are expected to use discretion about the use of email to promote departmental services or advertise events as such messages may be considered ‘junk’ e-mail

7. MAILBOX Allocation 

7.1. Staff should keep their mailbox size within the limits allowed and seek advice on how get rid of unwanted messages and alternative methods of storing messages long term.

7.2. Allocations will only be increased temporarily to allow housekeeping to be carried out. 

8. Prohibited use

8.1. The University email system shall not be used for the creation or distribution of any disruptive or offensive messages, including offensive comments about race, gender, disabilities, age, sexual orientation, pornography, religious beliefs and practice, political belief, union affiliation, national origin or hair colour.  Employees who receive any emails with this content from any University employee should report the matter to a senior manager or the Human Resources department.

9. UPDATE INFORMATION
This document was last updated on Thursday, 28 July 2011.
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