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Rules in Swedish Sammandrag av e-postreglerna

E-mail rules in brief

Every e-mail user has one or more roles
There are slightly different rules, for example, for staff members and students.

All rules must be obeyed
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Use different passwords in the university services and in external services

apply thorough consideration before using the university e-mail address for private purposes

(see Rules of IT Service Use)

if you mistakenly receive e-mail intended for someone else, forward the message to the correct

recipient, and inform the sender of the mistake

remember that the privacy of correspondence also applies to e-mail

make sure you have enough free space in your mailbox

don't distribute spam

don't leave any private messages in the university mailbox when your user rights expire.

Staff members

Always use the university e-mail address for
work-related correspondence

send confirmations to e-service messages
without any delay

don't reroute work-related e-mail to external
e-mail accounts

keep your private and work-related
messages separated, also the sent ones
comply with the archive creation plan

make sure your e-mail is monitored during
your absence

if you use an out-of-office message, instruct
recipients to use the organisation address
only use e-mail encryption methods
approved by the University

if you are about to leave the University's
employ, transfer all e-mail messages that are
relevant for the organisation to the
responsible users before your user rights

Students
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Use the university e-mail account for study-
related purposes

you can forbid the University from
publishing your e-mail address

all messages sent and received in the role of
a student are private

if you have an employment contract with
the University, you are also bound by the
staff members' rules; moreover, you must
keep your work- and study-related e-mail
clearly separated.
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expire.

Mailing list owner
— Keep the list up to date (correct, valid addresses, brisk moderation)
— request the deletion of your list when it is no longer in use.

Supervisor

— Make sure that all relevant organisation addresses are available

— make sure that the organisation addresses are used in your unit's communications
— appoint users responsible (with deputies) for monitoring the organisation addresses.

Organisation address owner

— Establish procedures for message handling, back-up and informing other handlers

— change the password of the organisation e-mail account regularly, and always after an e-mail
handler (who knows the password) leaves the organisation.

Further specifications to these rules are provided below.
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