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Equality Impact Assessment (EIA) Part 1: EIA Screening 
 

 

Policies, Procedures 
or Practices 
 

 
 
Email Best practice 
 

Date 18.01.21 

EIA CARRIED OUT BY:  
T Serle 

EIA APPROVED BY:  

 

 

Groups that may be affected: 

Are there any concerns that the policy could have a 
different impact on any of the following groups? 
(please tick the relevant boxes) 
 

Existing or 
potential adverse 
impact 

Existing or 
potential for 
positive impact 

Age (young people, the elderly: issues surrounding 
protection and welfare, recruitment, training, pay, 
promotion) 
 

 X 

Disability (physical and mental disability, learning 
difficulties; issues surrounding access to buildings, 
curriculum and communication). 
 

 X 

Gender Reassignment (transsexual) 
 

 X 

Marriage and civil partnership 
 

 X 

Pregnancy and maternity 
 

 n/a 

Racial Groups (consider: language, culture, ethnicity 
including gypsy/traveller groups and asylum seekers 
 

 X 

Religion or belief (practices of worship, religious or 
cultural observance, including non-belief) 
 

 X 

Gender (male, female) 
 

 X 

Sexual orientation (gay, lesbian, bisexual; actual or 
perceived) 
 

 X 

Any adverse impacts are explored in a Full Impact Assessment. 

 



    

 

 

Rationale 

The aim of this good practice guidance is to ensure the highest standards of communication 
continues to be adopted regarding the use of email as part of the way that people communicate at 
school. The guidelines apply to ALL users of the Bromley Heath Junior School email system, using a 
PC, laptop, smart phone or any other device and whether working at school, at home or at any 
other location. 

Introduction 

Email is a quick and effective way of sharing information and managing work across any 
organisation. But email is only as good as the thinking and the practical organisation of the people 
using it. Badly used, it can clog up people's time and systems. 

At the heart of good email practice is this: think clearly about why you are sending the email and 
what you are asking people to do. 

The email guidance includes: 

1. Use of school email addresses 
2. Reducing the number of emails in circulation 
3. Sending emails to the right people 
4. Making email content and action clear 
5. Using email to send documents 
6. Forwarding and replying to emails 
7. Managing your own emails 
8. Email writing style 
9. Legal issues 
10. Security issues 

 

1. Use of school email addresses 

 
• All staff will use official school email addresses when corresponding with others in a professional 

capacity.  
• Personal email addresses should not be used for any school related correspondence. Likewise, school 

email addresses should not be used for any personal correspondence.  
• Governors should only use personal email addresses when sending, receiving and discussing 

publically available documents and minutes. These correspondences should therefore be viewed as 
public and no information should be included within them which is confidential or sensitive.  

• Where official governor correspondence is required (e.g. to respond to a parental complaint) then 
this will be sent via the official school office email account.    

2. Reducing the number of emails in circulation 

http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#reducing
http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#rightpeople
http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#contentandaction
http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#documents
http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#forwarding
http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#managing
http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#writingstyle
http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#legal
http://www.sussex.ac.uk/communications/internal/communications/channels/email/bestpractice#security


    

 

• Do you want to reduce the number of emails you get? A good start is to reduce the number 
you send. 

• Think before you send an email. Is it the best way to communicate? Would it be easier to 
phone or meet in person? 

• Think before replying to or forwarding an email. Do you really need to reply at all or send it 
on? 

• If you find yourself getting into a repetitive email dialogue, consider two things: cut out copy 
recipients, and try speaking in person instead. 

• Make sure that people copied in actually need to know what is being sent. Email makes 
copying messages too easy: don't copy people in "just in case". 

• When replying, don't send a "reply to all" unless it is necessary for all copy recipients to 
know your response. 

• Unless the email asks for an acknowledgement, don't send one. 

3. Sending emails to the right people 

• Mailing lists provide useful groupings to target messages to the right groups of people.  
• Make clear if you are sending an email to a person in their role, e.g. as ‘Headteacher’. That 

will help them to organise and manage emails. (See section 3 on making email content 
clear.) 

• If you want a certain group of staff i.e. teachers, support etc, use the appropriate email 
group. 

4. Making email content and action clear 

• Make clear in the body of the text to whom the email is being sent and to whom it is being 
copied, especially if it is sent to people because of their role or their involvement in a group. 
(This is because a) it is not always clear from email addresses which people are being sent 
the email, and b) when emails are forwarded or copied, the email address lists don't always 
get included.) 

• The expectation is that emails are being sent "to" people who must take some sort of action. 
The "cc" is for people who need to know about this. Anyone else shouldn't be included. 

• Make clear whether the email is sent for action or information and what the recipient is 
being asked to do and by when. 

• Make clear in the subject title of the email exactly what the subject matter is. Avoid multiple 
topics in the body of the message that don't match the title. 

• If you really need to know an email has been received and read, ask for confirmation. 
• The school expects contact details to be given at the end of the email so people are clear 

who you are and can contact you, other than by email. These contact details should include 
your job title and phone number. 

• Ensure that sensitive, confidential information is only emailed using secure mail and that 
children’s details are not included in general correspondence (unless parents have 
requested the information to be conveyed in this way). 

5. Using email to send documents 

• Think before you send something short as an attachment. It may be more effective to put 
the content in the email itself so that recipients can read it easily. 



    

 

• If you have to send attachments, identify as clearly as possible what attachments are being 
sent. 

6. Forwarding and replying to emails 

• Think before you forward emails that you have received. They may contain information that 
is confidential or expressly for you only. 

• When replying to emails, think before amending or editing text that you have been sent. It 
may be that quoting only part of the message is sensible. It may be easier for others reading 
the thread to see the full flow of the message exchanges. 

• When replying to an email seeking to set up a meeting, don't use 'reply to all': copy 
recipients don't need to know the intimate state of your diary. 

• When replying to email, try to scan the reply to eliminate unneeded text such as repeat 
addresses. Include your signature immediately below the text you are writing. 

• When forwarding or replying to emails, follow the same rules as you would for initiating an 
email, e.g. make clear to whom you are sending it and what action is needed. Also make 
sure the subject is the appropriate one. 

7. Managing your own emails 

• Staff should be ‘responsible communicators’ i.e. they should check their emails at the start 
of each day and then at appropriate times during the day. Staff are not expected to respond 
to emails after 5pm, on weekends or during holidays and in turn should apply this to 
recipients of emails and not expect instant replies. 

• Delete emails or move them to folders as soon as you have read them. If you can't, mark 
them as important to return to later. 

• When you are unable to read email, set-up an auto-reply message. That information should 
make clear who can be contacted in your absence. 

8. Email writing style 

• Keep messages short and to the point. Keep paragraphs and sentences short: they are easier 
to read. 

• Do not treat email like spoken communication. Email is a more informal medium than 
memos or letters, but it lacks the signals and clues that spoken language contains. 

• Avoid using UPPER CASE, as it looks as if you are SHOUTING. Asterisks around a word are an 
*easy* way to add emphasis, if needed. 

• Capitals could be used in exceptional circumstances where it is the only reasonable way of 
commenting on an email point by point. 

• Once drafted, it's a good idea to re-read your email before you press 'send'. 

9. Legal issues and email 

• Staff are responsible for the security of their computer and for the protection of any 
information or data used and/or stored on it. This includes emails and their content. 

• Note that emails sent from a Bromley Heath Junior School staff email address carry the same 
authority as letters sent on school headed paper. Anyone can read the content along the 
delivery path. Sensitive information should be sent by post or via a secure transfer system. 

• Do not express personal views or information by email, because as an employer, the school 
could be held vicariously liable for opinions and views expressed. This also applies to 



    

 

comments posted on public discussion boards if you use the school email address or state 
the opinions in a work capacity. Telecommunications Regulations 2000 

• Laws relating to written communications apply to email messages. 
• Email should not be used for frivolous, abusive or defamatory purposes: emails are 

actionable within the laws of defamation. 
• Emails can constitute harassment and be used as evidence of such. 
• Where abusive or inappropriate emails are detected action will be taken to address it. 
• See the School eSafety Policy for further information regarding school actions and 

disciplinary procedures where breaches occur. 

10. Security issues 

• Unless using encryption techniques, all email is insecure. Anything you record in an email 
may be read by others. Take great care when considering sending out personal, confidential 
or sensitive information by email and always follow the school’s policy and procedures at all 
times. 

• Unless you are certain about the authenticity of an email, do not act on its content as it 
could contain a virus or be fraudulent. 

• Never disclose confidential information - such as passwords - in response to an email 
message. 
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