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This policy establishes the rights and responsibilities of both users and providers of George
Brown College Student Email.

COLLEGE USE OF STUDENT EMAIL

George Brown College Student Email is the official student email address to which the College
will send email communications to communicate College-wide messages. Examples of the
College's use of student email are, but are not limited to: registration information, course
cancellations, fee payment and deadline information, financial aid information, library business
information, appropriate academic information, College closures, and health or safety related
information.

For full-time and part-time day students, post-secondary and non post-secondary, official email
correspondence from the College will be sent only to the College address and not to any other
email address.

‘ APPROVALS AND ACCOUNTABILITY

The College Registrar shall administer and apply this policy.

Only the Registrar, the Vice-President, Marketing and Strategic Enroliment Management, the
Vice-President, Academic or the President may authorize use of the system for the sending of
emails to all, or groups of students.

College Centres are required to apply to the Registrar regarding the types and frequency of
emails they want to send to their students. Types of allowable email are described in the
Student Email Use Guidelines.

All use of email including use for sensitive or confidential information will be consistent with
privacy legislation and will comply with the Accessibility for Ontarians with Disabilities Act and
associated regulation(s).

Students and College employees using George Brown College Student Email accounts are
expected to adhere to the College’s Information Technology Acceptable Use Policy for Students
and the Information Technology Acceptable Use Policy, respectively and to the pertinent Codes
of Conduct.

‘ STUDENT RESPONSIBILITY

Students are responsible to check and read their George Brown College email messages on a
frequent and consistent basis. The College will operate on the assumption that email
communications are read in a timely fashion. Students have the responsibility to recognize that
certain communications may be time-critical.

Students who do not have access to computers in their home or work places are expected to
use open access computers available on campus or other computers off campus to access their
email.

Reviewed and Approved: Board of Governors Feb 10, 2010




George Brown College — Academic Policies and Guidelines

STUDENT EMAIL POLICY - Page 2

The College requires that any electronic communications from full-time and part-time day
registered students, post-secondary and non post-secondary, be sent from their official George
Brown College email accounts.

Note: Faculty who use Blackboard for course delivery may require that students communicate
with them through Blackboard regarding course issues.

Forwarding Student Email

Students may choose to forward email from their George Brown College email account to
another email address. Forwarding email is done at the student's risk. The College takes no
responsibility for forwarded emails that fail to be delivered or are not able to be read.

Students are responsible to maintain and to update forwarding address information in the
system and to ensure that emails are being forwarded in a timely and reliable fashion. Students
remain responsible to ensure that all College communication sent to their official George Brown
College email account is received and read.

‘ STUDENT EMAIL USE GUIDELINES

These step-by-step guidelines have been developed to assist College Programs and Services
to use the new Student Email system in a considered, targeted way that will provide students
with valuable information they need, but not overwhelm them with email messages. They are
not intended to impede the on-going communication between individual students and staff
regarding college business.

Step 1
Each year, Programs/Services determine the types of emails they want to send to students.

Types of acceptable emails to students fall into two categories:

ICategory I: Ongoing Program Information|

Examples include:
o Early alert
Dropping courses
Progress meetings with coordinators/faculty
Deadlines for requirements such as SmartServ and Police Checks
Self-study course test information
Cancelled classes, change of schedule, change of rooms
Welcome emails

O O O O O O

ICategory IIl: Ongoing Student Service Information|

Examples include:
o Library — holds/overdue notices, changes to library services
o Information regarding student loans

Programs can include other types of emails in either category.
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STEP 2

The Dean/Director approves each ‘email types list’ and submits it to the Registrar with a
request to provide the Program/Service with access to the relevant student email addresses.

STEP 3

For emails to students on topics beyond Program requirements, all requests for approval,
including the purpose and frequency of the communication, must be made directly to the
Registrar, Vice-President of Marketing and SEM or Vice-President, Academic, as appropriate.

Examples include:

o Research studies

Surveys

Employer communications
Alumni communications

O
O
O
o School Closures
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