Guidelines for Sending E-mail Messages to Parents/Guardians
Paris Special School District

Protecting the records and confidentiality of children is an important task for any school.  We must handle sensitive student information so that it gets to the right people at the right time.  E-mail is not a totally secure form of communication.  Once a message is sent there is no assurance that the intended recipient will be the only person to read the message.  Families may share e-mail accounts and in some cases, children may be the only computer literate member of the family.  Messages sent to a business or parent’s place of work may be shared by a co-worker or monitored by the employer.   Once a message is received, it can be copied and forwarded to anyone without your knowledge.  Therefore Paris Special School District is enacting the following guidelines concerning information sent to parents and guardians via e-mail.  
1. Staff members may only use the PSSD’s e-mail system to contact parents.
2. E-mail must never be used to discuss grades, behavior, emotional or confidential issues.  These issues must be dealt with by a personal conference or by telephone.

3. All contacts with parents/guardians should be of a professional nature and be consistent with professional practices for other correspondence.  This includes proper grammar and format.  

Acceptable Uses of E-mail to Parents/Guardians

· General information about district, school, and class activities

· General information about curriculum, homework, tests, and special events.

Unacceptable Uses of E-mail to Parents/Guardians

· Specifics about a sensitive student issue.  (ex: “I am concerned that your daughter has failed the last three tests and was not at school again today”)

· Any sensitive student information that would normally be discussed face-to-face or by telephone.  (ex.  “I am concerned that your daughter may have a learning disability.)

· Any discussion related to another student.

· Any discussion related to another staff person. 

Staff participation in e-mailing parents is encouraged, but is voluntary.  It will be necessary to inform parents of our policy and to ask their permission to send appropriate messages through e-mail.  







