
  

 

 
This document needs to be read in conjunction with our Staff Code of Conduct which states staff need to:  
 
‘provide a high standard of service in your dealings with governors, colleagues, pupils, parents and other 
stakeholders whether this is in person, by telephone, letter or e-mail.  Always be polite, responsive and 
treat people with respect and consideration.  Be as clear as possible about any decisions and actions you 
take and the reasons for them. Act in a professional manner at all times.’ 
 
GUIDELINES ON EFFECTIVE USE OF EMAIL: 
 
These guidelines are intended to help you make efficient and effective use of email. By following the advice 
given, you will be able to establish efficient practices for handling email and avoid many potential 
pitfalls. The appropriate use of e-mail and the Internet within the school is encouraged as it facilitates 
communication, enhances our work and improves efficiency.  However, inappropriate use may lead to 
problems ranging from issues relating to productivity, miscommunication and potential data breaches that 
can lead to legal claims against the employer.  
  
Managing your email - Email is an essential means of communication. However, if you don't manage 
your email use, it can be a drain on your productivity and become stressful.  Constantly flicking to your 
email as new messages arrive can be very disruptive to your working day. If an incoming email message 
distracts you from productive work, it takes an average of four minutes to get back on track. So, in one 
day, if 15 emails derail you, you've lost an hour of productive time. By establishing efficient practices 
for dealing with email, you can take control of your working day:  
  
Wherever possible talk instead of type! It is easy to overuse email to communicate. Don't use email 
unless absolutely necessary. It is often quicker and more valuable to walk and talk to the individuals 
concerned or to pick up the phone. Use TEAMS or Teams Chat to communicate as well. 
  
Managers should be careful not to encourage unhealthy expectations - staff should not feel 
that they must respond to emails immediately, out of hours, when on holiday, etc., unless it is part of their 
role.  
  
Clear out your inbox - it reduces clutter and stress. Don't store emails in your inbox. Move them into 
folders. A cluttered inbox risks items being overlooked, missed or forgotten. It is also stressful to open your 
inbox at the beginning of the day to hundreds of messages. By keeping a clear inbox, you can take charge 
of your day and your work priorities.  
  
Avoid any folder becoming too large. Large folders are difficult to manage and are slow to open. 
Carry out regular housekeeping to remove messages which you no longer require.  Ensure that all folders 
are archived regularly.  
  
Manage when you check your email. Make sure you check your email as frequently as is required 
to carry out your role but try to set specific time aside to deal with emails so that you can have blocks of 
time when you can work on other strategic work without interrupting your productive flow. For example, 
you might choose to check your email 5 or 6 times a day. You might want to consider switching off any 
desktop pop-ups or sound alerts when new messages arrive, so that you can gain more control over your 
working day.  
Manage when you send your email. Avoid sending emails during non-school hours unless absolutely 
necessary. Use the draft function to save your compositions and then retrieve and send them at the start 
of the next school day. 
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Never use email for urgent matters. Regularly flagging messages as urgent creates an environment in 
which people feel they must view each email as it arrives. This creates an unpredictable and inefficient 
working day. Use the "three hour" rule - for anything that requires a response within three hours use more 
alternative communication methods such as telephone or in person.  
  
Use informative subject lines. When starting a new message, make effective and appropriate use of the 
subject. It is important that recipients of your messages have a good indication as to which messages to 
read first and which ones can be read at a later date. It is also easier to find relevant messages at a later 
date.  
  
Stick to one topic per email. Several short messages are usually preferable to one long message 
covering many separate subjects.  
 
Be clear about any points of action. When you send a message to someone that requires an action, 
make it very clear within the first few lines of the e-mail what is expected. If possible, you should also 
include a due date.  
  
Avoid overuse of capital letters. Capital letters should be used sparingly to add weight to a word or 
phrase. If they are used excessively then this is the email equivalent of shouting.   
  
Use proper spelling, grammar and punctuation. This is important because poor spelling, grammar and 
punctuation may give a bad impression of the school and will not help you to clearly convey your message. 
Messages with no full stops or commas are difficult to read and in extremes can sometimes distort the 
meaning of your text. The supported email programs have facilities for checking your spelling which you 
should make use of.  
  
Think before you hit "reply-all".  Ask yourself whether all of the people on the recipient list really need 
to see your reply. Many times, people are added to an e-mail thread and get included in all of the 
subsequent discussions which occur. This can be a major inconvenience for some of the recipients.  
Only email those that need to know. (Check Reply All is not a default setting) 
  
Pause before you hit the Send button. Ask yourself: Do all the recipients need to be included? If 
you are angry or upset about the message you are replying to, give yourself some time to calm down 
before replying. Reading through your reply several times will also help. Sending a quick and angry 
response rarely helps and often leads to an increasingly acrimonious exchange of messages.   
E-mails that users intend to send should be checked carefully.  
 
Taken from the West Lea acceptable use policy: 
‘E-mail should be treated like any other form of communication and, as such, what is normally regarded 
as unacceptable in, for example, a letter is equally unacceptable in an e-mail communication. The sender 
of the e-mail is responsible for the safe arrival of information at its intended destination and it is the sender 
who is usually liable for any breach of security and confidentiality.’ 
 
Public Documents 
Remember copies of emails through Freedom of Information can be requested by people from 
inside and outside of the school. Be very careful of the contents of any email and always ask 
yourself ‘Would I be happy with this email being made public’? If not delete.  
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