OXFORD BROOKES UNIVERSITY

Block mailing policy

1
Common questions about block mailing

What is block mailing?

Block mailing is sending an email to groups of staff or students by using a ready made block of email addresses rather than making up your own list.

Why should I hesitate before using block mailing?

Because it is very unpopular with the recipients if they have not requested the message or if the message has nothing to do with their work or their course.

Is there a regulation about block mailing?

Sending unrequested email (known as 'spam') or email for which there is no work related purpose will be treated as a breach of the Regulation for the use of IT facilities at the university. Block mailing can easily be spam for many of the recipients. This must be avoided.

What happens if staff or students send spam to other members of the university?

When justified complaints about spam are received, they are treated as a breach of the above regulation and the sender would be advised accordingly.

2
Best practice in block mailing

Block mailing is not a substitute for using other established communication tools.

Only send block emails as a last resort. Consider other methods such as:

- a web page

- the schools' file server brookesh1 for shared documents

- customised mailing lists/discussion lists

- the Message of the Day that students see when they log in in the pooled rooms - send your message to motd@brookes.ac.uk

- Onstream, Obscene, On-Line etc

3
The block mailing policy

3.1
Email may be sent by block mailing only if each recipient has requested the email or if there is a work or course related purpose that applies to each recipient. Failure to observe this will be treated as unreasonable behaviour and would be in breach of the Regulation for the use of IT facilities at the university.

3.2
Block mailings to courses, fields and modules should only be sent for academic reasons which apply to all of the recipients.

3.3
Block mailings to whole schools or directorates or sub-sets of schools and directorates should only be sent if the material is directly relevant to staff in those areas. Mailing to such blocks if not in your own school or directorate is not permitted if the relevance of the mail has not been checked with the relevant school/directorate administrator beforehand.

3.4
Block mailing to all staff or students is only permitted where the content of the email is

- time critical and cannot be circulated by any other means;

- relevant to all recipients;

- of a serious nature such as building closures, health & safety issues, emergency repairs to power, heat or lighting which will affect all recipients, etc.

3.5
The content of the mail should be made available with equal urgency to those staff/students who do not have access to email.

3.6
Block mailings must not contain attached files of any kind. If the mailing has to contain a considerable amount of information, then consideration should be given to placing that information on a web page and then only the link to that web page needs to be mailed with some explanatory plain text. Alternatively, the information could be stored on a school's or directorate's shared folder on a central or local server.

3.7
Block mailing should not normally be used when a matter has been overlooked. Unsolicited emails are just as unpopular whether the sender has overlooked the matter or not.

4
How do I send block emails?

4.1
Read the above advice first so that you do not inadvertently send spam which is against the Regulations. Spam is email that is not requested and for which there is no work-related purpose. It is very unpopular and wastes staff and student time. Spam will be treated as a breach of the Regulation for the use of the IT facilities: http://www.brookes.ac.uk/services/cs/about_us/rules.html

4.2
Sending to a course, module, field, department:

To send to

Use this address

course cccc

course_cccc.addressbook@brookes.ac.uk

module Mnnnnn
module_mnnnnn.addressbook@brookes.ac.uk

field ff


field_ff.addressbook@brookes.ac.uk (sometimes fff)

department dd

dept_dd.addressbook@brookes.ac.uk

dd (or ddd etc) is a department code. There is a list of department codes at https://kmis.brookes.ac.uk/csms/wper_pack.list_depts

4.3
Sending to all staff or all students:

Please consult the postmaster (send email to postmaster@brookes.ac.uk)

4.4
For other selections, please consult the relevant data owner.
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