
A Bit About Email 
 

Pervasive in our society today, email has become routine and second nature. We tend to forget that we 
are not anonymous when we create and send email messages. There are implications and issues with 
email which involve virtually every employee who uses electronic resources in Allen ISD.  FERPA, the 
Family Educational Rights and Privacy Act, is a federal law that protects the rights of students.  FERPA 
gives parents certain rights with respect to their children’s education records, including electronic mail if 
the student’s name is referenced in any email. Confidentiality is also required of every employee using 
email when communicating about student needs or directives.  The following are some guidelines for 
educators to use when sending email. 

 

Email Etiquette for Educators 

 

1. Remember that it is called the “World Wide Web” for a reason so always remain professional in all 
communications. 

2. Assume that every recipient of your email is a student, a parent, your supervisor, or your Mom. 
3. Remember that you never control to whom a recipient will transfer your email. 
4. Avoid humor, unless it is in extremely good taste 
5. Avoid sarcasm 
6. Always be professional.  Avoid rude, sexual, vulgar, profane, violent, abusive, harassing or 

threatening language.  Report receipt of such language to your supervisor. 
7. Avoid discussing highly personal and problematic issues on the Internet or email—pick up the phone 

and call 
8. Keep messages short, if possible 
9. Do not forward chain letters 
10. Do not capitalize unless you really ARE shouting 
11. Respond promptly to messages 
12. Make subject line or heading clear so that the message is properly anticipated and do not use a 

student name in the “Subject” of an email, instead providing it in the body of the message.  An 
appropriate “Subject” about a student might be “Student Information.” 

13. Use “Receipt Requested” sparingly 
14. Remember that, in every email, you represent the District, and that the Public Information Act applies. 
15. Avoid blogs, chat rooms, and inappropriate websites 
16. Restrict your Internet use to professional purposes, with only incidental personal use that does not 

interrupt your workday 
17. When you create an email about a student, you are creating an educational record that is subject to 

FERPA 

 That means it is subject to review by the parents or by an eligible student (18 years or older). 

 That means it cannot be disclosed or released without the consent of a parent or eligible student 
unless it meets one of the narrow exceptions under FERPA 

 Wholesale forwarding or dissemination of emails about students is potentially a FERPA violation 
and forwarding should be avoided. 

18.  What you generate on your computer at school is subject to the Public Information Act and is 
potentially discoverable in a lawsuit 

 Always be careful what you memorialize in an email, as it may not be the last time it is viewed or 
seen and context can sometimes mean everything! 

 If you access your personal email via school district computer equipment, you run the risk that 
anyone and everyone may have access to your personal email messages 

 Use of school computers is a consent to allow the District to view, copy and examine any and all 
material on your computer, including emails you may have opened and programs you may have 
downloaded 

 A Public Information Act request or discovery request in a lawsuit involving the 
District could result in your personal emails being disclosed 


