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1. Guidelines for the Use of Email at Exceed Learning Partnership 
 

These guidelines will be included as an appendix in the Academy’s Code of Conduct Policy. 

 

The proliferation of email traffic over the last few years has allowed us to communicate more efficiently 
and effectively. We are entering an even greater period of email use as pupils now have the ability to 
benefit from this form of communication. In order to ensure all parties (staff, pupils and parents) find that 
email use continues to be effective and not too burdensome there are some simple guidelines listed below. 

 

     1.1 Email Etiquette 
 

 Try to decide if you are sending this email for the purposes of information-giving, or some other 
reason: information-giving is definitely the best use of email - but be careful with any other 
purpose, particularly any that involves emotion! 

 Avoid using email for complaining or venting - that is not an appropriate use of the medium. Don’t 
use email as an excuse to avoid personal contact. A simple ‘rule of thumb’ is to ask yourself if you 
would say what you have written to the person’s face. 

 Do not make a threat within an email and state that colleagues might have to speak to the CEO or 
Principal. Anything of this nature needs face to face communication. 

 You should not quote the names of colleagues or the leadership team unless you have first 
discussed this with the people being named within an email. 

 Humor can also be easily misinterpreted, especially sarcasm, so try to avoid it. 
 Please address people in emails with Dear (Name) Hi (Name) or Good morning (Name) rather than 

using informal language such as ‘morning’ or ‘hi guys’. This ensures that a professional tone is 
established. 

 Try to keep the email as a whole brief, and include a clear subject line as a header so people can 
identify swiftly if it is relevant to them. 

 Double check everything you write, as errors are harder to spot at certain times of the day, or in 
the heat of the moment. 

 Check who you are sending it to before doing so. Bear in mind that the ‘Reply to All’ option should 
only be selected if you really need everyone on the distribution list to see your reply. It should be 
used sparingly. 

 If you are writing about more than one subject, do so in separate emails or it could prove 
confusing, and messages are more easily missed when embedded in a wide-ranging missive. The 
best approach is to re-read your email before you send it - a basic thing, but easy to forget. 

 Make sure that it is clear in your email what the purpose of the email is; do you require specific 
action, or is the email for information only? 

 Please note that defamatory or abusive emails should not be responded to. 
 

     1.2 Staff to Staff Email 
 

 Why? - Think carefully about whether you actually need to send the email or would a conversation 
be more appropriate or more effective?  Sometimes we are just shifting work from ourselves to 
others. Can the answer be found through some other means?  

 
 

 When? – It is important that we consider the health and wellbeing of our colleagues. After busy 
days’ teachers and often, other staff do work in the evenings or out of normal working hours 
therefore emails may be received, however there is no expectation that these need to be 
responded to immediately. These can be read and followed up the following day.   

 
 



 
 Avoid sending any emails after 6pm (unless necessary or agreed) and at the weekend. Many of us 

like to work at these times but it is very easy to save the email in draft form (hit cancel on your 
iPad and you have the option to ‘save to draft’, then send your drafts the next day). 

 
 
 If you do need to send emails outside of normal working hours, consider adding a statement to 

the bottom of your emails which shows that you respect the fact that the working hours of others 
may not be the same as yours.  An example text could be – Think Wellbeing! This email was sent 
at a time convenient to me- please do not feel obliged to respond outside of normal working 
hours  

 
 

 Who? - avoid sending emails to staff to whom it is not relevant. It is easy to set up email groups if 
you regularly send emails to specific groups of staff. Please try not to use the ‘All Staff’ email unless 
it is absolutely necessary - the noticeboard in the staffroom or ‘Spaces’ (add new announcement) 
would be more appropriate. 

 
 Ensure that when sending emails to other members of staff that you adhere to the 

Trust/Academy Code of Conduct at all times. Do not send emails which can bring the 
Trust/Academy into disrepute or that discredit the Trust/Academy or other members of staff. If 
you have a complaint or you are feeling upset, then you must deal with this in a professional 
manner at all times.  

 

1.3 Data Protection when sending Emails 
 

 It is very important that you consider the information that you are sending in emails. The new Data 
Protection laws mean that you need to consider carefully what information is being sent via email. If 
possible, try and use data-sharing sources such as share-point which is a much more secure way of 
accessing information. 

 
 In each academy, confidential reporting information about a pupil should be uploaded into CPOMs 
rather than this information being shared via email. This is a secure way for others to access reporting 
information. 

 
 If you are sending any information via email you should: 
 

 Use initials rather than full names. This stops identification. 
 Check that reports do not include pupil names or information about pupils. This should not be 

shared via email. 
 If you are presenting reports to Governors, ensure that all pupil and staff names have been 

removed prior to sending.  
 Be mindful and careful of any information you are sending via email and question ‘is there a 

more secure way to communicate this information?’.  
 Be very careful when forwarding emails and continuing email trails as these may contain 

information that you do not want others to view.  
 Treat emails as securely as safeguarding. 

 

 1.4 Communication with Pupils 
 

 No pupil email addresses should be used at any time. There are a number of ways to communicate 
with pupils i.e. school website class pages, Seesaw and Tapestry Education Learning Platforms were  
also implemented in September 2020.  Therefore, no member of staff should be using their email 
addresses to communicate with individual pupils. This breeches the Academy Trust safeguarding 
regulations.  



 
 

 1.5 Communication with Parents 
 

 It is important that in most cases teaching and operational staff do not email parents directly. The 
exception to this is if parents are requiring purely factual information, in which case, a factual response 
would be more than acceptable.  

 
 If a parent does send you an email please ensure that you forward it to the Principal, or Vice Principal 

in their absence, who will respond accordingly. In these circumstances, staff should send a ‘holding’ 
email immediately to acknowledge receipt, and aim to respond fully to parental enquiries by phone or 
email within 48 hours in a work-week once discussed with the Principal/Vice Principal. Please make 
sure that full contact details are included so that parents are fully aware of who they are 
communicating with. An individual digital signature would perform this task admirably. 

 
 If at all possible, email communication with parents should be as positive as possible. If there is any 

form of bad news to give, communication should be either by phone, or, preferably, face to face via a 
meeting organised specifically to address concerns. 

 
 Please note that it is not only parents that staff email. There is a wide range of recipients, and staff 

should ensure that all emails for external consumption are as professional and formal as possible. 
 

1.6 Branding and Signatures on Staff Email Accounts 
 

 Staff should ensure that they have implemented a professional signature within their email account 
which outlines their role and the full academy details.  

 
 Staff should ensure that the privacy statements are attached to their email accounts. These have 
 been created by Exceed Learning Partnership. If this is not evident on your email account, then 
 ensure that you contact the Academy Business Manager.  

  

 

Guidelines for email use at Exceed Learning Partnership 
 
I sign to say that I have read the guidelines and will follow these when using email at Exceed Learning 
Partnership to ensure that staff remain safe within their duties and that we uphold the highest levels of 
professionalism with our colleagues. 
 
State any reasons why these guidelines cannot be followed below: 
 
Name of Staff Member…………………………………………………………………………… 
 
Date……………………………………………………………………….. 
 
 
 

  
 Policy Agreed:  
 
 Signed CEO:   
 

 Signed: Chair of Directors:   
 
 Policy to be reviewed in autumn 2022 


