Guidance on email use

We all know that email is an excellent tool when appropriate to the occasion and correctly targeted.  However, important messages can be overlooked and the system slowed if messages are sent unnecessarily or are not deleted.
Choosing the best communication method
· The most effective way to deliver a message is in person – whether individually or through team briefings.  Talking to people face to face remains at the heart of the Met's communication guidance.
· Unless we accurately target emails, an important message may get lost amongst a load of 'blanket', irrelevant ones.  If there are too many, all the messages might get deleted – including the important one.
· Some staff, especially those who spend a lot of time out of the office, have little opportunity to read emails.  Ensure you are choosing the method of communication appropriate to the person as well as the message.
· Encourage people to think carefully about who really needs to receive each message, then to target their emails accordingly. 
· Remember that people may be annoyed if they have to spend time reading or redirecting a message not relevant to them.

Gatekeeping
· Nominate a gatekeeper to determine whether messages warrant being sent as no-limits emails.

· Consider developing local guidance to enable people to make appropriate decisions about no-limits emails. 
· Discourage colleagues from indiscriminately forwarding emails to others.

· Discourage people from sending emails to Hotmail and Yahoo accounts as these addresses are particularly susceptible to viruses. 

· PNN addresses are the most secure and should be used for correspondence between police forces.

Housekeeping
· Wherever possible, important documents or information should be posted to an Intranet site and mailed as a link rather than as an attachment.  
· When a document will be useful to many people it should be stored in a public folder they all can access rather than repeatedly mailed.
· Attachments should be downloaded from emails, saved onto disk, and deleted out of the original message (using the right-click mouse button).
· Everybody should regularly delete messages (both received and sent) that are no longer needed.
· Users who wish to keep large numbers of emails should archive them at least once a month (by clicking on file, archive, and following instructions). 
Targeting mechanisms
· Review email groups within your B/OCU.  Consider building group addresses for staff reflecting roles and responsibilities – this will make it easier to target people accurately.  

Global messages
· The DPA acts as gatekeeper for global emails sent on behalf of the Commissioner.   

Email guidance on the MPS Intranet:
· There are some MPS email policy references here  

· This Notice outlines security implications around the use of email here 

