Email Guidelines
· Nothing is private 
· Access anywhere there is internet

· A log is kept of everything that you send and receive. 

· It is a privilege.  

· You must have permission from a teacher to be on email. (blanket permission or individual permission) If not - email is turned off.

· Parents etc. may email student and vice-versa, but not in an emergency or change of plans - still go through Mr. Gregg
· Never send anything negative to anyone else. (Ms. Cheston does not accept the excuse that it was a just a joke)

· It is alright to use for social reasons - but NOT as IM.  Walk across the room to say hello to a friend.  
· Never open an email from someone you don’t know. 

· Never open an attachment from someone you don’t know.

· Never put your Calvert email on ANY website (to register for anything) use personal or parent email for that with permission. 
· This avoids getting SPAM - if we see a lot of SPAM we know you have used your Calvert email on a website and it is shut down.

· Website is http://csmail.calvertschool.org/exchange.  It should be in your Favorites under Calvert Favorites.
· Username@domain and password.

· Email account is username@calvertschool.org
· PLEASE preview email before opening it to see who sent it if you aren’t sure and delete it if you don’t know the person.
