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POLICY 
 

It is the policy of Le’Chris to ensure proper use of the Le’Chris e-mail system by making 

users aware of what Le’Chris deems as acceptable and unacceptable use of its e-mail 

system.   

 

PROCEDURE 
 

Electronic mail is fundamentally insecure and the possibility exists that it may be viewed by 

many individuals while in transit. Email is a business communication tool and users are 

obliged to use this tool in a responsible, effective and lawful manner.  Although by its nature 

email seems to be less formal than other written communication, the same laws apply.  

Therefore, it is important that users are aware of the legal risks of email: 

 

 If you send emails with any libelous, defamatory, offensive, racist or obscene 

remarks, you and Le’Chris can be held liable. 

 If you forward emails with any libelous, defamatory, offensive, racist or obscene 

remarks, you and Le’Chris can be held liable. 

 If you unlawfully forward confidential information, you and Le’Chris can be held 

liable. 

 If you unlawfully forward or copy messages without permission, you and Le’Chris can 

be held liable for copyright infringement. 

 If you send an attachment that contains a virus, you and Le’Chris can be held liable. 

 

Le’Chris considers email as an important means of communication and recognizes the 

importance of proper email content and speedy replies in conveying a professional image.  

Therefore Le’Chris wishes to adhere to the following guidelines: 

 

Writing Emails 

 

 Write well-structured emails and use short, descriptive subjects. 

 Le’Chris email style is informal.  This means that sentences can be short and 

to the point.  The use of Internet abbreviations and characters such as 

“smileys” however is not encouraged. 

 Use spell checker before you send out an email. 

 Do not send unnecessary attachments. 

 Do not write emails in capitals as this as seen as “yelling”. 

 Only send emails of which the content could be displayed in a public notice 

board.  If they cannot be displayed publicly in their current state, consider 

rephrasing the email, using other means of communication, or protecting 

information by creating a Word document and using a password. 

 Only mark emails as important if they really are important. 

 Before sending, check that your email is going to the recipient(s) you had 

intended. 

 

Replying to Emails 

 

 Emails should be answered within at least 8 working hours, but try to answer 

priority emails within 4 hours. 



 

 

ELECTRONIC MAIL (E-MAIL) POLICY 

 

Email Policy Page 2 of 2 10/23/08 

 

 Before sending, check that your reply is going to the recipient(s) you had 

intended. 

 

Maintenance 

 

 Delete any email messages that you do not need to have a copy of, and set 

Outlook to automatically empty your “deleted items” folder on closing. 

 

All email accounts maintained on the Le’Chris system are property of Le’Chris.  The sharing 

of emails accounts or passwords is strictly prohibited.  Management has the right to access 

all email files created, received or stored on any Le’Chris system and such files can be 

accessed without prior notification. 

 

Due to HIPAA rules and other privacy laws, emails containing consumer names and health 

information regarding a consumer are prohibited.  Instead, create password-protected Word 

or Excel documents and attach them to your email.  Do not include the password in the 

email. 

 

The following disclaimer should be added to each outgoing email: 

 

“This email and any files transmitted with it are confidential and intended 

solely for the use of the individual or entity to which they are addressed.  If 

you have received this email in error, please notify the system manager.  

Please note that any views or opinions presented in this email are solely those 

of the author and do not necessarily represent those of the company.  Finally, 

the recipient should check this email and any attachments for the presence of 

viruses.  The company accepts no liability for any damage caused by any 

virus transmitted by this email.” 

 

------------------------------------------------------------------------------------------------- 

 

 

I have read, understand, and acknowledge receipt of the Email Policy.  I will comply with 

the guidelines set out in this policy and understand that failure to do so might result in 

disciplinary or legal action. 

 

Signature: _____________________________       Date:  _______________ 

 

Printed Name:  __________________________________________ 

 

 

 

** Copy of this to be placed in employee’s personnel file 


