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Practical tools: example of a school email protocol 
Introduction
St Edward’s RC/CofE School, a secondary school in Dorset with approximately 1000 pupils, has developed an email protocol by reviewing the range of information sent by email across the school. 
	Background from Michael Antram, Headteacher
“It became apparent to us that a significant number of emails were sent unnecessarily to all staff, and emails were being used for matters that could be resolved more easily in other ways.”
Outcome
“As a result of the protocol the volume of emails we send has reduced and the use of centralised bulletins has gathered important general communications into one place.” 



Using this policy
Schools can, if they wish, tailor or adopt this example when reviewing their own policy and practice although there is no requirement to do so.

Email Protocol 
Email can be a useful form of communication, but high volumes can cause new pressures for staff. It is important that staff are able to enjoy life outside of directed time, and so these guidelines aim to alleviate the pressure of perceived expectations, and contribute positively to work-life balance.
As a guideline, staff are not expected to check email after 6pm, or over the weekend. For those who want to prepare for the week ahead, a Sunday evening check should be enough. It is a good idea to draw a line under your working day, to maintain a distinction between work life and school life.

These protocols aim to reduce the volume of emails sent and received within the school day, especially those sent to ‘All staff’. PLEASE NOTE – all emails must have a descriptive heading to make it clear what the email is about. These protocols will be kept under regular review.  

	Examples of email content
	Email or No Email
	Action

	Lost Property
	No email
	Send student to check in the lost property area in the student office

	Issues relating to teaching and learning (deadlines, approaching, CPD meetings etc.)
	One email a week
	Weekly Teaching and Learning Bulletin emailed out centrally

	Issues about students not being sat together
	No email
	Issued on weekly bulletin from briefing


	Email requests for drivers needed for trips
	Email
	To all staff

	Students out on trips
	Email 
	To teachers of particular students via MIS

	Moderation/exam details
	Email 
	To teachers only

	Sports Club and fixtures
	Email 
	To teachers of particular students 

	SEND top tips
	Email 
	Email to teachers and TAs periodically

	Injured student, leaving lessons early
	Email 
	Weekly bulletin on a Monday which includes; briefing notes, sports fixtures/clubs, students injured, students on report and events taking place in week.  Emailed to all staff

	Students and mentors
	Email
	Email to teachers




For further details, please contact: Michael Antram, Headteacher, at m.antram@st-edwards.poole.sch.uk
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