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Policy on Faculty and Staff Communication with Students via City Tech Email

Student e-mail has been created as an official means of communication with students regarding academic and
administrative matters. If it is used inappropriately, it will soon be ignored by students, will lose all effectiveness
as an academic and administrative tool and will, rightly, be seen as an invasion of students’ privacy.  Therefore, we
must establish careful guidelines to be certain the student email is used only as intended.  This includes having a
system of checks in place to be certain that student email is not abused

Key Administrative Functions: There are a number of administrative functions that will be facilitated by student
email, and that will increasingly be accomplished via email: notifications about registration, payments due, changes
in financial aid eligibility, days the college is closed, emergency situations and so forth are entirely appropriate and
the administrators with responsibility in these areas will have the authority to send out such “everyone” student
emails.  The list of “all students” users will include the deans of enrollment management and student affairs, the
business manager, the registrar, the vice president for finance and administration, the vice president for research,
governmental and corporate relations, the director of computer information services, the provost’s office and the
president’s office.

Those who are entrusted with the authority to send an “all students” email will be expected to
exercise their professional judgment in determining when such correspondence is appropriate.  The
extremes are easy to define: a copy of the academic year calendar sent by the registrar or a copy of
Student News sent by the Information Service Center to all students are appropriate and provide an
important service; a club meeting of an individual student club or tutoring services offered only to
students in the school of professional studies, for example, would be inappropriate. Many uses will
fall between these extremes and require professional judgment.
The list of people who need the ability to send “all students” emails may well evolve as new needs
and opportunities arise.  The president’s office will notify CIS when it is necessary to grant this
privilege to additional users.

 

 Appropriate Professional Behavior:  Faculty and staff should conduct themselves with the utmost
decorum when corresponding with students via email.  They should respect the same standards of
professional behavior we expect in other communications.  With respect to email, faculty and staff should
carefully avoid all of the following:

Transmitting SPAM, virus hoaxes, junk mail or chain mail.
Knowingly distributing a virus, Trojan horse, or other destructive program.
Sending, receiving, or storing mail that contains fraudulent, harassing, profane, inflammatory,
obscene and other inappropriate messages. This includes messages that might harass individuals or
groups because of their age, sex, sexual orientation, transgender, alienage or citizenship, religion,
race, color, national origin, disability, genetic predisposition or carrier status, veteran or marital
status.
Sending harassing, annoying, threatening, or libelous messages.
Using student email for commercial activities, illegal activities, and/or personal gain.
Taking actions that defraud another or misrepresent or fail to accurately identify the sender.

 

Brevity, Simplicity: Given the demands that “all students” emails place on systems resources, they
should be brief and should not contain complicated graphics.  Only in exceptional circumstances
should they contain attachments. Chain letters and similar mailings will not be allowed. Where
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graphics are necessary, every attempt should be made to made to reduce the size of the document,
e.g. by converting graphics to a .pdf format.  Reference to complicated graphics can be better
accomplished by inserting an indicator to where such attachments can be found, normally by the
insertion of a url referencing a page on the college web site.

Sending an “all students” email will be done in Computer Information Services, routing the
message through an STMP server configured to accomplish this task with the minimum of
disruption to other services.  Anyone attempting to circumvent this process and send an “all
students” email through the regular email process puts other computing needs of the college at
risk.  This will be regarded as a serious transgression of computer user responsibilities and
appropriate sanctions will be applied.

 

Service to Students:  Among the important uses of student emails are messages that save students
the inconvenience of coming to the college when classes are cancelled.  An “all students” email
accomplishes this when, because of weather or other emergency conditions, all classes have been
cancelled.  For the longer term, the college will explore the best practices for email usage developed
elsewhere so that we can learn from those with longer experience in this area.

 

Meeting Academic Needs:  Clearly, faculty members should be able to communicate freely with
students in their classes.  Starting this semester, class rosters will include email addresses for all
registered students.  At the moment, there are two routes to contacting students electronically. 
Faculty using Black Board will now have the new City Tech student email addresses loaded
automatically into their Black Board course module. The easiest way at present for a faculty member
not using Black Board to communicate with a class via email is for the instructor to create a group in
GroupWise with the email addresses found on the roster.

These policies are not intended to hamper communications.  Rather, they are intended to be certain that
emails from the college are taken seriously and not seen as a nuisance or as another sort of Spam. 

It is important to be aware that email is not a completely secure and confidential means of
communication.  Please note also that the college, as an institution that stores financial data of its
students, is required under U.S. banking laws to notify students should the confidentiality of that
information be compromised.
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