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Policies and Procedures - Campus E-Mail Structure

Division of Administration & Finance

POLICIES & PROCEDURES

CALIFORNIA STATE UNIVERSITY, SAN BERNARDINO
CAMPUS EMAIL STRUCTURE
AND COMMUNICATION POLICY

RECOMMENDED BY ADMINISTRATIVE COUNCIL: July 26, 1999

APPROVED BY PRESIDENT KARNIG: July 29, 1999

REVISION #1

RECOMMENDED BY ADMINISTRATIVE COUNCIL: November 28, 2005

APPROVED BY PRESIDENT KARNIG: January 5, 2007

For interpretation of this policy, please contact the responsible department: Telecommunications and Network

Services -- 909/537-7279

BACKGROUND

The structure of the campus email system has evolved over the years as different servers were utilized to handle campus email. Student email has been
maintained on different servers than faculty/staff email. For many years different departments administered them. With the purchase of a server capable of
handling a large volume of accounts, the two systems need to be merged. The usage of email communications to students has increased and will continue to
increase. This policy was revised in November 2005 to include issues related to proper usage, standardization of email address, and the student's
responsibility to respond to emails from the university as official communication.

PURPOSE

The purpose of this statement of structure is to provide a consistent procedure by which email accounts will be established and administered for all campus
constituents. In addition, this policy makes email communications to students an official and binding means of communication. (Note: This policy does not
prohibit the use of USPS mail.)

GENERAL

All campus personnel and students are eligible to have an email account on the CSUSB mail server, "Mail." The mail server will be utilized for mail only.

EACULTY AND STAFFE

1. Faculty and staff email accounts will be created by the email administrator upon proof of employment and accompanied with a photo identification card.

2. Faculty and staff email account names will normally be the first initial of the first name and the first seven characters of the last name. For ease of use,
this procedure may be modified; however, the email account name will be in relationship to the individual's first or last name, not nicknames, titles,
initials, etc. Those individuals who currently use "alias names" will be permitted to retain their current email account name.

3. Faculty and staff email accounts will be established using a web interface using standard protocol.
4. Email stored on the server over 120 days old will be deleted unless prior arrangements have been made to have the mail stored longer.

5. Activating the forward email and/or vacation feature may be accomplished through a web program.

STUDENTS

Student email accounts will be established for currently enrolled, new applicants, and graduates for one year after graduation.

1. Student email account names will be the last name and first initial of the first name, with a maximum of seven characters. In the event of duplication of
account names, the last character or two will be dropped and replaced with a numeric digit. The initial password will be the last six numbers of the
student's SID.
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2. Student email accounts will be non-shell accounts; thus, students will be unable to log into the server. Students will access their campus email account
using a standard internet browser.

3. Activating the forward email and/or vacation feature may be accomplished through a web program. Mail remaining on the mail server that is more than
ninety (90) days old will be deleted.

4. Students will be assigned an email address once they submit an admission application and this will be recorded in the university student information.
Students will be notified of their official CSUSB email account address as part of the campus acknowledging the receipt of the application for
admission.

5. As with all other student directory information, FERPA regulations will be followed and requests for student email addresses will be handled in the
same manner as requests for home addresses. Procedures for obtaining this information can be obtained from the Director of Records, Registration,
and Evaluations.

6. All email sent to students should include the name, title, email address and telephone number of the person sending the email so that the student may
verify the integrity of the email.

7. Emails sent to students should not include non-directory information as defined in the University Bulletin Catalog under the section entitled "Privacy
Rights".

TUDENT RESPONSIBILITY

The University intends to replace many of the letters sent to students via the U.S. Postal Service with email communications. As a result, it is strongly
recommended that students check their email accounts daily. The consequences of not checking email are the same as those for not checking U.S. Postal
mailbox. Some of these consequences include missing payment deadlines, missing registration deadlines, missing immunization requirements, missing out
on opportunities for financial aid, and missing requirements and deadlines for graduation.

Students are responsible for the consequences of not reading university-related communications sent to their email account. Students have the responsibility
to recognize that certain communications may be time-critical. Errors in forwarding email to a personal email address or failure to read emails regularly are
not acceptable reasons for missing university deadlines.

Students have the responsibility to clean their email accounts and avoid emails being rejected due to limited space in their account.

GROUP EMAILS

Group emails are typically emails sent by administrative offices to a selected group of students. The President, Provost and the Vice Presidents, the Director
of Public Affairs, Director of Accounting, Director of Financial Aid, Director of Admissions and Student Recruitment, and the Director of Records, Registration
and Evaluations or their designees are authorized to send emails to selected groups of students. Offices not listed will forward their request to the Director of
Records, Registration and Evaluations.

Emails to students will contain the following information:

1. Notice that this is a communication from California State University, San Bernardino.
2. The office, email address, and a telephone number to verify the integrity of the email or address or with questions about the contents of the email.

3. All messages should be in the plain text format, avoiding graphics and the use of attachments.

CAMPUS EVENTS EMAIL
A Campus Events email is typically sent to currently enrolled students and students eligible to register for the subsequent quarter. The Campus Events email

will be sent to students each Friday beginning at 4:30. Requests must be submitted to the Director of Records, Registration and Evaluations before
Wednesday 12:00 noon.

CONFIDENTIALITY AND PRIVACY RIGHTS

All emails will be consistent with the University policies and local, state and federal law, including, but not limited to, the Student Record Administration Policy.

Disability Resources | Privacy and Security Notice | The California State University System
Download: Flash Player | MS Office Viewers | Acrobat Reader | Quicktime Player

California State University, San Bernardino 909-537-5130
5500 University Parkway, San Bernardino CA 92407- Updated: July 28, 2014 Email
2318 Webmaster
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CSUSB Emergency Command and Control Organization

Command

CSU Leadership Team

Chancellor’s Office

Policy Group: President
Povost
VP’s

Recorder

Public Affairs Officer

Building Safety Officer

Liaison Officer

EOC Director

Emergency Operations Coordinator

Operations

Planning & Intelligence

Logistics/Resources

Finance/Administration

Law Enforcement

Situation Analysis

Procurement

Finance/Expenditures

Fire & Rescue

Advance Planning/

Human Resources/Volunteers

Resource Status

Workers Compensation/Claims

Engineering & Construction

Transportation

Records/Documentation

Damage Assessment

Medical & Coroner

Equipment /Supplies

Timekeeping/Payroll

Recovery/Business
Continuity

Health & Safety

Care & Shelter

Information Technology

EOC Logistics Officer

Housing

Food/Water Supply

Cost Recovery

Revised: May 30, 2014
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FORNIA STATE UNIVERSYT

)A‘\ BERNARDI ND'

Procurement and Contracts

CHAPLAIN PARTICIPATION AGREEMENT AND
MEMORANDUM OF UNDERSTANDING

This MEMORANDUM OF UNDERSTANDING is entered into this ] | day of <7, 20/ )
by and between the TRUSTEES OF THE CALIFORNIA STATE UNIVERSITY, SAN
BERNARDINO, hereafter called the CSU, and SAN BERNARDINO CHAPLAIN CORP,
hereafter called Police Chaplain.

The California State University Police Department has instituted a Volunteer Police Chaplain
Program. The purpose of this program is to provide a chaplain to assist the police department in
dealing with human crises. Police chaplains will assist in spiritual guidance, counseling, and
offer assistance in times of emergency. The chaplain program will provide California State
University Police personnel, their families, and the citizens of the campus community with the
services of a chaplain on a 24 hour a day, seven day a week, on-call basis. This program is not
intended to circumvent any employee's choice of clergy and the religious context should not be
perceived as compulsory.

CHAPLAIN PROGRAM DEFINED

A. The Police Department Chaplain Program is an integral part of the Department Employee
Assistance Program.

B. Police chaplams are available to assist member of the department in any variety of
situations in which a religious counselor would be of benefit (e.g., death notifications,
serious injury notification, intra-family crisis situation, or injury of police officers, etc.).

C. Members of the department are encouraged to request the assistance of a chaplam in any
case where they may be helpful, regardless of the nature of situation.

POLICY
A. Administration of Program
The California State University Police Department Volunteer Chaplain Program will be
administered by the operations Lieutenant or his designee. A chaplain coordinator will be
chosen from the ranks of the chaplain program. All chaplains serve at the will of the
Chief of the Police.
B. Chaplain Coordinator responsibilities will include:
Reviewing performances
Maintaining liaison with line supervisors
Scheduling and conducting training and overall control of the program
Keeping the police department informed as to the status of the all police
chaplains, their current addressed, telephone numbers and religious affiliation

po TP
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Maintaining the on=call duty roster of the chaplain program

Acting as a replacement for any chaplain who is on-call but unavailable to
respond

g. Assisting in the continuing audit and review of all chaplains in the program

o

DUTIES AND RESPONSIBILITES

A.

As a specialist in the field of religious guidance, the police chaplain should be an advisor
of the Chief of Police in all matters pertaining to moral, spiritual and religious welfare of
police personnel.

Law enforcement officers often feel the need of a neutral person in whom to confide
more freely than they might with their supervisors, fellow officers, members of their
families, or their clergy, especially in death, serious injury or job-related crisis.

The police chaplain should be available, as requested, to enforcement officers and their
families in time of personal stress and/or crisis.

The police chaplain should assist department officials in making notifications to families
of officers receiving serious injury or upon the death of law enforcement personal at
home or in the hospital.

The police chaplain should be encouraged to visit sick and injured enforcement personnel
at home or in the hospital.

The police chaplain may wish to make appointments for counseling or make referrals
involving marital disputes or quarrels, as the situation indicates, to professionally accredit
counseling services.

CONFIDENTIAL INFORMATION

During the course of employment, police chaplains may be exposed to confidential
information. Police chaplains shall remember that all information regarding individuals
and sensitive department information deemed confidential shall not be disseminated
outside of the department. Violations of this procedure are grounds for termination and
possible criminal prosecution.

Police chaplains shall not query or use department computers or otherwise request
criminal records or warrant information unless specifically authorized by a supervisor.

WITNESS WHEREOF,-this agreement has been executed by the parties hereto, upon the date first above written.

Trustees of the California State University San Bernardino Chaplain Corp
California State University, San Bernardino

XS T tTer— % %W&z@«

AUTHORIZED SIGNATURE AUTHORJZED SIGNATURE
David M. Gee

Director of Procurement and Contracts RA){ /27///&/2 / /O/Qéwg~

PRINTED NAME AND TITLE PRINTED NAME AND TITLE
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