
	


Protocol for the aCCEPTABLE use of email
1 iNTRODUCTION

This protocol outlines the acceptable use of Blackford Historical Society’s  (BHS) email system.
BHS’s email system is for business purposes only and should not be used for personal, political purposes or commercial advertising.

2 EMAIL SYSTEM

The email system to be used by BHS is accessed via the Committee Area of the BHS website (www.blackfordhistoricalsociety.org.uk).  The system itself is provided by the web hosting company (www.daily.co.uk) and is based on SquirrelMail (www.squirrelmail.org) a license-free system used extensively by many organisations, universities and colleges.  
The system will allow BHS emails to be read, without any other application software, from any computer terminal that has access to the internet.

3 BHS email ADDRESSes

A general email address has been set up for BHS communications.  The address, info@blackfordhistoricalsociety.org.uk is highlighted on the website and all contact information raised on the site will automatically be sent to this email address.

Further email addresses can be established for Committee Officials (e.g. chair@blackfordhistoricalsociety.org.uk, secretary@ blackfordhistoricalsociety.org.uk) or for groups such as the committee itself (e.g. blackfordhistoricalsociety.org.uk). The Committee will decide on any additional email addresses and these will be established by the system administrator (see below).

4 requirements for email

Email is an important communication method for BHS. There are 2 main categories of email use – System Administrator and End User.
1. System Administrator

The system administrator is responsible for setting up email accounts, configuring the system, providing technical support, liaison with the hosting company, security and password protection. This responsibility is undertaken by the web/IT representative on the Committee, currently Alan Moore.
2. End User

End users are responsible for reading, writing and sending emails on behalf of BHS.  End users should only use the system for the business purposes of BHS.  To ensure that email communication to / from the BHS email address always represents the group’s view and conveys a consistent image, use of the general BHS email addresses is restricted to Committee Officials only.
This currently includes :

	
	POSITION
	NAME

	1
	CHAIR
	Willie McLaren

	2
	VICE CHAIR
	Ann Gaunt

	3
	SECRETARY
	Irene McLaughlan

	4
	TREASURER
	Marjorie Sloan


In general, Committee members also have personal email accounts and these accounts should be used to exchange communication on issues between committee members.

5 RESPONSIBILITIES FOR email USE

· It is the primary responsibility of the Secretary to regularly check the general BHS email address for incoming mail.  Secondary responsibility for this role rests with the Vice Chair.
· Incoming emails requiring the direct attention of one or many other Committee officials, should be forwarded to the personal email accounts of those involved for information or for action.
· Email exchanges between committee members dealing with issues should also be copied to the general BHS email address for information.
· Email communications from the general BHS email address, including direct mailing or “official” replies to emails received at the general address can only be made by the Committee Officials in section 4 above.

· Maintenance of the address book, creation and management of email folders in the system is the primary responsibility of the Secretary who should advise the Committee officials accordingly.  Secondary responsibility for this role rests with the Vice Chair.

· It is the responsibility of the Secretary or relevant Committee officials to ensure that any committee members without email access are kept regularly informed of communications. 
6 Best practice guidelines for emails

Email is a business communication tool and users are obliged to use this tool in a responsible, effective and lawful manner.

Although by its nature email seems to be less formal than other written communication, email is covered by the following rules which are required by law and which must be adhered to:

· Do not send or forward emails containing libellous, defamatory, offensive, harassing, racist, obscene or pornographic remarks or depictions.  If you receive an email of this nature, you must promptly notify the Systems Administrator.

· Do not forward a confidential or personal message without acquiring permission from the sender first

· Do not send unsolicited email messages

· Do not forge or attempt to forge email messages.

· Do not send email messages using another person’s email account except where permissions have been granted.

· Do not breach copyright or licensing laws when composing or forwarding emails and email attachments

In addition, the following guidelines should be adopted for email exchanges between committee members and for official emails to / from BHS :

· Write well-structured emails and use short, descriptive sentences.

· BHS’s email style is informal. This means that sentences can be short, descriptive and to the point. The use of abbreviations and characters such as smileys however, is not encouraged for email communications outwith the committee members.

· Use the spell checker before you send out an email.

· Do not write emails in capitals.  This appears as if you are shouting and is considered rude.

· If you need a reply to your email by a particular date let the recipient know this.

· If you forward emails, state clearly what action you expect the recipient to take.

· Only send emails the content of which could be displayed on a public notice board.  If they cannot be displayed publicly in their current state, consider rephrasing the email, using other means of communication, or protecting information by using a password.

· Emails should be treated like any other correspondence and should be answered as quickly as possible.

· Delete any email messages that you do not need to have a copy of.

· If you suspect you received a virus by email contact the System Administrator immediately 
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