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Learning Community Trust 

Email Protocol 

 

Rationale 

 

The Learning Community Trust consistently promotes an effective work life balance through a range of 

strategies. It is felt that the use of emails is a highly effective method of communication but if used 

incorrectly can dominate staff time and add additional pressures to workload. Our aim is to reduce the 

volume of emails, ensure appropriate use and promote verbal communication between staff. 

 

In the case of emergency, the Senior Team may work outside the below guidance to communicate 

effectively and quickly. 

 

1. Checking Emails 

• During the school day, staff should only check (or send) email when they are not teaching.  

• Outside of the school day staff are, obviously, free to check and read their email at any time, to suit 

their preferred working pattern. 

 

2. Sending Emails 

We seek to promote an only send an email if you have no other method of communicating culture. As a 

result, we consider the following to be effective measures:  

• Our priority is that you make every effore to have a conversation or phone call instead of sending 

an email: if your message is very urgent, see the relevant party in person or make contact by 

telephone 

• Emails should be short in length, precise in language with clear outcomes. Sharing of larger amounts 

of information should be in the form of an attachment. 

• No email should be sent to staff between the hours of 7:00pm and 7:00am. This curfew is applied to 

encourage a better work-life balance and to make staff think more carefully about the emails they 

are sending.  

• During the curfew, staff can draft emails and replies, but these must not be sent until 7.00am the 

following day.  

• Staff should not email at weekends. The weekend curfew is in effect between 7.00pm Friday and 

7.00am Monday. 

• Ensure the title of the email has a suitable level of detail for staff to identify its importance. If the 

information is confidential the email title must start with -  CONFIDENTIAL: title 

• The ‘To’ address should be for the main recipient who you expect a response from. 

• The ‘cc’ address should be used for staff who need to know the information but do not need to 

respond 

• All emails are to have a polite and positive salutation such as hello, good morning. Use this to set a 

positive and professional tone to emails. 

 

3. Replying to Emails 

• In terms of replies to both staff and parents, we expect that any emails are responded to within a 

24 hour time period. It is highly inappropriate to chase someone up for a response to an email 

before 24 hours have elapsed.  

• If a response is required urgently, use another form of contact rather than an email.  
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• Staff may not always monitor their email accounts during the school holidays, so they may not be 

able to respond within 24 hours. 

• When away from email for over 24 hours an out of office message should be set up that informs 

sender of when a reply can be expected 

• Email correspondence with students is to be conducted with caution and all emails must include the 

subject leader or line manger to be cc’d 

 

4. ‘All Staff’ Emails 

• Only the subject leaders and Leadership team should be emailing using the “All Staff” email list. This 

measure is in place to cut down on the amount of unnecessary email into staff inboxes.  

• Only send email to the relevant people.  

• Use the ‘CC’ tool correctly, which is to keep other people ‘looped in’ with no expectation of a reply 

from them. 

• Whole staff briefing emails will be sent from the admin office 

 

LCT Email Etiquette 

 

Forwarding emails: 

• Do not forward emails without the permission of the original sender, unless they are addressed to 

the wrong person or should have been sent to somebody else – e.g. a question that somebody else 

is far more qualified to answer.  

• Staff and parents should have the expectation that their emails are private and will only be read by 

their intended recipient. 

• The recipient of the email should be aware of who else is receiving the email, so you should not 

“BCC” somebody else. If you wish for someone else to receive the email, please “CC” them in full 

sight of the recipient.  

• Check that the email trail is appropriate and relevant 

 

Writing/Language in emails: 

• This is a professional environment, and as such, we expect all emails to be written in a professional 

manner and using correct language.  

• Attention should be made to tone of email and not using capital letters and bold as they are 

construed as ‘shouting’. 

• With email often being our first point of contact with outside agencies, it is vital we present 

ourselves in line with LCT expectations.  

• As staff at our school, it is expected that a good knowledge of the English language and spelling is 

used.  

• It is a requirement that all staff use the auto spell check and proofread an email before it is sent.  

 

Personal devices 

• The Academy policy is to avoid using personal devices for emails. 

• We advise all staff to refrain from having work emails on their mobile phones, tablets, watches and 

personal computers. This is to ease the pressure on staff to constantly be replying to emails. 
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Senior Leadership Teams 

Whilst the Trust expects and supports senior leaders work life balance it is also appreciated that emails 

outside of this protocol may need to be sent within SLT teams on rare occasions. Members of Senior Teams 

who do not which to be contacted should set an ‘out of hours’ response. 

 

Email Signitures 

Email Signitures should be designed by the school IT technician but must contain the following: 

• LCT and home school logo 

• Full name 

• Role in organisation 

• Contact number  

• Email Address 

 

 

Within all email signatures, the following statement needs to be embedded: 
 
This email message may contain confidential or legally privileged information and is intended only for use 
of the intended recipient(s). Any unauthorised disclosure, dissemination, distribution, copying or the taking 
of any action in reliance on the information herein is prohibited. 
Emails are not secure and cannot be guaranteed to be error free as they can be intercepted, amended, or 
contain viruses. Anyone who communicates with us by email is deemed to have accepted these risks. The 
Learning Community Trust is not responsible for errors or omissions in this message and denies any 
responsibility for any damage arising from the use of email. Any opinion and other statement contained in 
this message and any attachment are those of the author and do not necessarily represent those of LCT 
 
Please consider the environment before printing this email 
 


