Monitoring Former Employee’s Email PROCEDURE

Background:
In the past, when employees in key positions left the ORGANIZATION’S NAME organization, their email was taken off of the staff list, and either left on the server, or deleted.  This presents the problem that is encountered by those who are unaware of the person’s leaving.  They would continue to email the person, either receiving an error in response, or no response at all.  If they do not have any other contact name or info, then they have no way of reaching ORGANIZATION’S NAME.  As such, a procedure must be put into place to eliminate this problem.  One consideration for this procedure must be confidentiality.  We do not want to breech confidentiality by simply having the former employee’s email forwarded to a new employee.

Procedure:
· When an employee leaves the organization, a decision will be made of whether that person’s email should be deleted, or should remain in place for a specified period of time.

· If the email is to remain in place, a return message shall be developed for all mail, letting the sender know that the recipient is no longer with ORGANIZATION’S NAME and that position has either been filled by a new staff member, or a current staff member has been designated to handle inquiries until someone is in place.  The message will invite the sender to re-send the message to the new address.

· The former employee will also be encouraged to provide their own future contact info when leaving, so that that information can be included in the message, in case the message is of a personal nature.

· After a designated period of time, the account will be completely shut down and removed from the server.
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