SOUTHEAST ARKANSAS COLLEGE POLICY

1.09

Official Means of Communication

Southeast Arkansas College (SEARK) provides each employee an official college e-mail address.
The College e-mail address provided is the official means of communication between the College
and the employee. The employee is responsible for monitoring this e-mail on a regular basis.

1.0

2.0

3.0

Any communication to the employee through the College e-mail address is considered as
having been delivered and the employee is responsible for reading the contents in a
reasonable and timely manner.

All official College business that requires the use of e-mail is to be conducted through the
College e-mail only. Use of a personal or non-SEARK e-mail address to conduct official
business of the College is prohibited. While many employees utilize text messaging for
informal communication within their departments and with their supervisors, it is not to be
used as an official documented means of communication.

All full-time employees are responsible for monitoring this e-mail and responding as
needed during the whole tenure of their employment. In the case of full-time faculty, the
SEARK e-mail will continue to be the official means of communication during the summer
months when the faculty member is not under their nine-month contract, if they have signed
a letter of intent and/or new contract for the following academic year. Adjunct faculty are
required to regularly monitor their SEARK e-mail address while they are under contract.
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