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AllPersonnel

EmployeeRulesandRegulationsforUseofEmail

TheDistrictselectronicmail email systemisforemployeesofthe
Districttofacilitaterapidandclearcommunicationswithinandoutsideof
theDistrict ItistheintentoftheDistrictthattheemailsystembeused
onlyforDistrictbusiness

RulesandRegulations

Districtemailrulesandregulations

1 Allemailcommunications asallpaperdocuments arethepropertyof
theDistrictandaresubjecttoofficepolicy procedure controland
review Thereshouldbenoexpectationofprivacyinanythingcreated
stored forwarded received orprintedontheDistrictsemailsystem
Emailcommunicationsbecomepublicdocumentsavailabletothepublic
CaliforniaPublicRecordsAct GovernmentCodeSection6250627648

2 Emailcommunicationthatrequiresstorageshallbestoredonthehard
driveofacomputer archived forwarded orprinted

3 Nostatement representationorpositionexpressedbyemployeesofthe
DistrictinemailcommunicationsshallbeattributedtotheDistrictor
bindingthereonunlessapprovedinadvanceorratifiedbyexpressaction
oftheSuperintendentorbytheSuperintendentsdesignee

4 Emailcommunicationshallnotcontainprofanityorotherunprofessional
language shallnotbemalicious defamatory usedtoharass orused
fordisparagingremarksorcommentstowardpersonsorgroupsonthe
basisofgender sexualpreference race color creed religion or
nationalorigin orbedisruptiveofDistrictbusinessoractivities E
mailmaynotbeutilizedtoencourageorcondoneillegalactivities

5 Districtemailshallnotbeusedforpoliticalpurposesorpolitical
fundraising norshallitbeuseddisparaginglytowardanypersonor
groupbaseduponpoliticalaffiliationorpoliticalpartymembership
cf 411925 PoliticalActivitiesofEmployees

6 Authorizedrepresentativesofemployeeorganizationsshallbepermitted
theuseofDistrictemailtotransactofficialemployeeorganization
businessprovidedthebusinessdoesnotinterferewiththeinstructional
process Emailmaybeusedbydistrictemployeesattimesoutsideof
activeinstruction suchasbeforeandafterschoolandduringdutyfree
lunches

7 Districtemailshallnotbeusedforcommercialsolicitations non
Districtfundraising personalfinancialtransactions private business
transactions privatepartyinvitations orotherprivateactivitiesnot
relatedtoDistrictbusiness

8 AccesstotheDistrictsemailsystembyathirdpartyisprohibited
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9 AllemployeesshallbefamiliarwithandcomplywiththeDistrict
policiesandadministrativeregulationsregardingtheuseoftechnology
cf 4040 EmployeeUseofTechnology UseoftheDistrictsemail

systemshallbesubjecttomonitoringandsearch

10 Informationwhichfallsunderanyapplicableprivacylawsand
regulationsshallnotbecommunicatedthroughorattachedtoemail
Specificexamplesare

a SocialSecurityNumbers

b Anyinformationrelatedtoanemployeeshomeaddress home
telephonenumber employeesemploymentstatus orsalary

c Disciplinaryactionordocumentationofperformanceproblems

d Detailsofahealthormedicalcondition

e Confidentialstudentinformation

11 Emailcorrespondenceshouldcomplywithallthesamerequirements
applicableforDistrictcorrespondence includingthefollowing

a Inclusionofapertinentsubjecttitle

b Briefandconcisemessages

12 Announcement

a AnnouncementstoeveryoneintheOutlook GlobalAddressList or
AllUsers shallbeapprovedinwritingbytheSuperintendentor

theSuperintendentsdesignee

b Announcementsregardingbirths deaths ormarriagesshallbe
approvedinwritingpriortosendingbytheSuperintendentorthe
Superintendentsdesignee

13 EmailmessagesshouldincludetheSantaAnaUnifiedSchoolDistrictEmail
ConfidentialityNotice
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EMAILConfidentialityNotice

Thisemailcommunicationandanyattachments includingdocuments files
orpreviousemailmessages constituteelectroniccommunicationswithin
thescopeoftheElectronicCommunicationsPrivacyAct 18USCA2510etal
Thisemailcommunicationmaycontainnonpublic confidentialorlegally
privilegedinformationintendedforthesoleuseofthedesignated
recipients Theunauthorizedandintentionalinterception use copyor
disclosureofsuchinformation orattempttodoso isstrictlyprohibited
andmaybeunlawfulunderapplicablelaws Ifyouhavereceivedthise
mailcommunicationinerror pleaseimmediatelynotifythesenderbyreturn
emailanddeletetheoriginalemailfromyoursystem
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