
 

 

IVY PREPARATORY ACADEMY 
Board Policy 

EMAIL 

 
E-mail Usage: Ivy Prep considers e-mail to be any technology used to transfer business 
messages. Thus, for purposes of this policy, “e-mail” may include text messages, instant 
messages and e-mail transmitted from computers, laptops, tablets or similar devices. Users are 
responsible for conducting themselves in an ethical and lawful manner when using email. When 
creating e-mail messages, Ivy Prep expects you to follow the same standards required in all 
written business communications for this school. 
 

All messages to parents should be responded to within 48 hours.  
 

As with all other Ivy Prep Electronic Resources, Ivy Prep’s e-mail systems, including the 
software, online applications servers, work stations, school-supplied cell phones, tablets or 
other portable devices, and all e-mail accounts maintained on Ivy Prep’s computer systems are 
the sole property of Ivy Prep. Ivy Prep retains the right to access, monitor, intercept, review and 
copy, for legitimate work-related purposes, any and all e-mail messages composed, transmitted, 
received or stored with or on its Electronic Resources and a User’s use of Ivy Prep’s Electronic 
Resources constitutes consent to such. Users, therefore, have no expectation of any right of 
privacy in their use of Ivy Prep’s e-mail systems. 
 

Users must understand that e-mail access is provided for the purpose of increasing productivity 
and not for non-business activities. That means that Ivy Prep expects everyone to use e-mail 
accounts primarily for business related purposes, i.e., to communicate with co-workers, students 
and vendors, to research relevant topics and to obtain useful business information. Whenever 
possible, non-business use should be limited to employee meal and break periods. Excessive 
use of e-mail for personal purposes or personal usage that interferes with the performance of 
your work or the work of other employees may subject you to discipline, up to and including 
termination. The following are specific provisions regarding prohibited and authorized use of 
your Ivy Prep e-mail account. 
 

Prohibited Uses: Below are a few examples of uses that are prohibited under the e- mail usage 
policy. This is not intended to be an exhaustive list and employees are asked to use their best 
judgment when using the school’s e- mail. Users shall not use Ivy Prep’s e-mail services to 
create, view, save, receive or send material related to the following: 
 

● Creating, exchanging or storing offensive, sexually explicit, derogatory, profane or 
obscene messages of any kind, including, but not limited to, pornographic material. 

● Creating, exchanging or storing e-mail that promotes discrimination or may be harassing 
or offensive on the basis of race, gender, national origin, age, marital status, sexual 
orientation, religion, disability or any other category protected by law. 

● Creating, exchanging or storing e-mail that contains a threatening or violent message or 
is intimidating or defamatory. 

● Creating, exchanging or storing email that is fraudulent. 
● Exchanging proprietary information, trade secrets or other confidential information, 

including, but not limited to, confidential partner or student information, to anyone not 
affiliated with the school or with employees who do not have the authority or need to see 
or receive such information. 

● Creating, forwarding or exchanging SPAM, chain letters, solicitations or advertising. 



 

 

● Users may not, under any circumstances, use “spoofing” or other means to disguise 
their identities in sending e-mail or other electronic communication via bulletin boards, 
Web 2.0 sites or chat groups. Without express permission of their supervisors, Users 
may not send unsolicited (“spamming”) e-mails to persons with whom they do not have a 
prior relationship or bona fide business purpose. 

● Altering a message from another User without their permission. 
● Improperly using someone else's e-mail account as your own. 
● Opening e-mail from an unknown source without performing a virus scan. 
● Creating, exchanging or storing e-mail containing material protected under copyright 

laws. 
● Forwarding your Ivy Prep e-mail to your personal Internet account (e.g., Yahoo or 

Hotmail) for usage out of the office. E-mail can be accessed via the Ivy Prep webmail 
account and can be forwarded to authorize Users. 

● Do not bcc parties. In the spirit of transparency and openness, it is Ivy Prep’s policy not 
to use the bcc function. 

 

Guidelines for Authorized Use 
Passwords are the best defense against unauthorized use of your email account. Do not 
compromise your account by giving your password to others or displaying it in public view. 
 

Users must also understand that any connection to email offers an opportunity for non-
authorized users to view or access corporate information. Therefore, it is important that all 
connections be secure, controlled and monitored. 
 

Long-term message retention is important only if it is relevant for business or legal purposes. If 
you desire to keep less important messages for longer than ninety days, please archive the 
email to your allotted server storage space. 
 

Avoid sending school-wide messages. email “blasting" can cause a system to slow down and 
affect performance. If you have a school-wide message to deliver, you will have to send it to 
your Human Resources Director or other authorized member of your department who has 
access to the "all school" email grouping. 
 

There are very few instances that require you to “Reply All.” Respond only to the parties who 
require your response. 
 

Large email attachments can drastically slow system performance. Attachments that exceed 20 
MB in size will be removed by the server and not sent. 
 

Users should take care in addressing e-mail messages so that they reach the desired recipient. 
Also, spelling and grammar should be checked by the e-mail sender before sending the 
message. 
 

Subscribing to distribution lists and other forms of e-mail subscription services related to your 
job function is allowed. If the service does not pertain to your job function, seek manager 
approval before signing up. 
 

● E-mail use must not interfere with the performance of your work responsibilities.  It is a 
tool that should enhance productivity, not reduce it. 

● Only cc those parties who truly need to be on the e-mail. A cc can shame the recipient 
even if that was not the intent. 

 



 

 

E-mail Disposal: Unless directed to the contrary by your supervisor or you receive a Litigation 
Hold memorandum directing you to retain your messages, employees should discard inactive 
email after ninety days. Information subject to federal and/or state laws and regulations 
governing mandatory retention of records and electronic communication may require the 
maintaining of certain files or documents for a specified period of time. It is the employee’s 
responsibility to know which records are subject to these conditions and to comply with these 
laws and regulations. 
 

Drafting Emails: Because they may appear informal, e-mail messages are sometimes treated 
like a conversation and are not as carefully thought out as a letter or memorandum. Like any 
other written document, an e-mail message can later be used to indicate what an employee 
knew or felt. You should keep this in mind when creating e-mail messages and other 
documents. Even after you delete an e-mail message or close a computer session, it is still 
recoverable and may remain on the system. 
 

Email Signatures: All Ivy Prep employees should use the standard pre-approved Ivy Prep Email 
signature  
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