Electronic Mail Communication Policy
Policy Statement:

Unless otherwise prohibited by law, the University may send official communications to faculty, staff and
students by e-mail to an account assigned by the University with the full expectation that such e-mails will be
read by the recipient on a frequent and consistent basis and in a timely fashion.

Reason for Policy:

The University must be able to communicate quickly and efficiently with faculty, staff, and enrolled students
in order to conduct official Univetsity business. E-mail is an available and appropriate medium for such
communication. Official communications may include policy announcements, registration and billing
information, regulatory compliance disclosutes, emetgency notifications, and other information of a critical ot
timely nature. Faculty, staff and students may not opt out from receiving official University e-mail
communications.

Assignment of E-mail Accounts

Students and employees are assigned an account in the HarrisbugU.edu domain. The account is designated as
the "[FiLastname@HartisburgU.edu” ot “[Student FiMiLastname]@My.HarrisburgU.edu” e-mail account.
[The addressee protocol may vary slightly in the event of Initials/Name duplication]. The e-mail account is
generated by the Office of Technology Setvices and may not be changed without University approval.
University communications that are sent by e-mail will be sent to the University-supported e-mail account.

Responsibilities

Faculty, staff, and students are expected to review messages teceived through the University-supported e-mail
account on a frequent and consistent basis. Communications may be time-critical. Individuals shall use the
e-mail account for all University-related e-mail communications. Faculty shall use the University-supported
account for e-mail communication with a student and, convetsely, the student shall respond to faculty
communications ot requests using the University-supported e-mail account.

Forwarding of E-mail

Individuals who choose to forward e-mail received on a Harrisburg University e-mail account to a different e-
mail address do so at their own risk. The University is not responsible for e-mail, including attachments,
forwatrded to any e-mail address not supported by the University.
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