EASTCONN Email Use Policy

Purpose:  To convey a positive and professional image when using electronic communications. 

Policy: 

1) Prohibited Use. The EASTCONN email system shall not to 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 beliefs, or national origin.

2) Mass Mailings.  Groupwise Grouplists should be used only for EASTCONN business purposes. Use Grouplists only when all members of a list need to be informed or need to take action. Respect everyone’s time by avoiding unnecessary mailing. Do not make changes to shared Grouplists. All requests for changes to Grouplists should be sent to the Communications Department.

3) Subject Lines. For all Grouplist mailings, employees must use the subject line to summarize the content of the email. Many people use the subject to decide whether or not to open an email, so write your subject as if it was the only thing that your recipient(s) will read. Treat your subject line as the headline in an important news story. Keep it short but try to capture the essential purpose of your email. Since many people from EASTCONN could be writing to the same people on a given day, help the recipient figure out what they are getting and why. Bracketing the group list name can help give the recipient context. Some examples:

· [Supt] 9/12/05 URSA meeting cancelled

· [RSDC] Autism conference brochure attached

· Tech Council Meeting Agenda for 9/12/05

· Request for feedback on agency email policy 

4) Effectiveness.  EASTCONN employees are encouraged to use EASTCONN Email Tips to make the most of their email communications resources. Copies are available from the Communications Department or online on the EASTCONN staff page. 

5) Monitoring. EASTCONN employees shall have no expectation of privacy in anything they store, send or receive on the company’s email system. EASTCONN may monitor messages without prior notice. EASTCONN is not obliged to monitor email messages.   
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