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Purpose/ Principle: 

 
The purpose of the Oregon Coast Community College student e-mail system, in partnership with 
Microsoft®, is to provide a secure means of communicating official college information to students 
and to encourage student engagement. 
 
 
E-mail is a cost effective, convenient, rapid means of communicating between the college and 
students. The College has selected an e-mail system that is 100% accessible over the Internet 
through standard browsers in order to provide universal access to all students. Student e-mail is 
accessible from anywhere there is an available Internet connection, be that at home, at a local 
library, within the College in a computer lab, or at any of the open and available workstations 
distributed throughout the campus. This procedure ensures that all students have access to this 
important form of communication. 
 
Students must use the e-mail account provided by Oregon Coast as their official means of 
communication. 
 
 

Guidelines: 
 
Assignment of e-mail addresses and accounts 

Each student who enrolls at Oregon Coast Community College is automatically issued an e- mail 
account. This account will be created electronically upon registration to any class and requires 
no action on the student’s part. 

The account will be unique to each student and cannot be changed unless the student's legal 
name changes. 
 
E-mail Security 

Students are responsible for the use and security of their e-mail accounts. Each account password is 

private and confidential information. College employees must not ask students for their passwords, 

and students should not share their passwords with anyone. 



 

Even though e-mail users may intend their messages to be private communications between 

themselves and another party, the privacy and confidentiality of e-mail cannot be guaranteed by 

OCCC for many reasons, including the following: e-mail messages may be saved indefinitely on the 

receiving computer, copies of e-mail messages can be made electronically or on paper, e- mail 

messages can be intentionally or accidentally forwarded to others, and messages may be sent to 

incorrect e-mail addresses or be improperly delivered by an e-mail system. 

E-mail account maintenance 

Each student is issued a total of 10GB (10,000,000,000 bytes) of storage for e-mail. It is the student’s 

responsibility to manage this storage on a consistent basis to ensure that there is ample storage 

available to continue to receive e-mail sent by the college. Not having storage available is not an 

acceptable excuse for not receiving communications from the college. A warning e-mail will be sent if 

a student approaches the 10Gb limit. 

If the account owner does not log in at least once every 180 days, the contents of his/her inbox will be 

deleted. However, the account itself will remain, and the inbox will generate anew on the user’s next 

authentication. 

While the manner in which e-mail is accessed is left to the student's discretion, it is recommended 

that students access the e-mail sent to their OCCC account directly from their @oregoncoastcc.org e-

mail account and that they not forward/redirect their e-mail. There are considerable risks in 

forwarding/redirecting e-mail from the student's official college e-mail address to another e-mail 

address. Forwarded/redirected messages may be delayed, lost in transit at various points along the 

Internet, or rejected by the targeted mailbox. Failure in receiving emails correctly to a 

forwarded/redirected account is not an acceptable excuse for not receiving OCCC communications. 

Prohibited E-Mail Practices 

Students are prohibited from engaging in any of the practices described below on the OCCC network. 

OCCC may suspend or revoke the e-mail privileges of any student engages in one or more of the 

following activities: 

1. Sending obscene or patently offensive e-mail; 
2. Sending intimidating, inflammatory, threatening, harassing, or abusive e-mail; 
3. Intercepting, disrupting, or altering an e-mail communication without proper 

authorization; 
4. Accessing, copying, or modifying e-mail messages from or within the electronic 

files or records of another without permission; 
5. Misrepresenting the identity of the source of an e-mail communication; 
6. Allowing another to use one's e-mail account for fraudulent purposes; 
7. Using e-mail in a manner that interferes with, or impedes the ability of others to 

conduct OCCC business; 
8. Sending unsolicited "junk" e-mail or mass electronic mailings, such as chain 

letters; 

9. Using e-mail for commercial or political purposes; 
10. Reproducing or distributing copyrighted materials without appropriate 

authorization; 
11. Using e-mail for any purpose which violates state law, federal law, or OCCC 

policy. 
 
  



 

Guidelines for communication 
 
College employees and offices may send messages intended to promote student engagement 
only when the messages are directly related to the college and of significant importance to 
students. All e-mails must be in good taste and appropriate to the culture and reputation of the 
college. 
 

All correspondence using e-mail should have an appropriate identifier as the first information on the 
subject line followed by a specific tag line. This will greatly enhance the ability to recognize the 
purpose behind e-mails originating from different offices of the college and from students to the 
college. Subject heading for messages from the college to students will follow these categories: 
 
OCCC Business 

• Information regarding students’ academic record, payments, last day to drop, financial 
aid, etc. 

• Information requiring an action on the student’s part, i.e. make payment, attend 
orientation, respond to college requests for additional information, etc. Example: 
Subject: OCCC Business – Last day for Open Registration 

 
OCCC News 

• A periodic newsletter containing brief descriptions of events taking place on campus 
Example: 
Subject: OCCC News – October 15, 2008 

 
OCCC Events 

• College sanctioned events and activities 
• General interest information appropriate for all students 
• Student organization information of broad interest 

Example: 
Subject: OCCC Events – College Spring Fling 

 
OCCC Alert 

• Notification of building or college closings 
• Notification of class cancellations or relocations 
• Security alerts 
• Other time sensitive, critical information 

Example: 
Subject: OCCC Alert – Class relocation, COM101-001 

 
For communications between faculty and students, it is recommended all faculty and students 
follow the following guidelines in order to greatly simply the communication process. 
 
Prefix Course - Section Number 
 

• For course communications (communications from faculty to student) Faculty will 
determine how electronic forms of communication (i.e., e-mail) will be used in their classes, 
and will communicate their requirements in the course syllabus or other means. 

• This will ensure that all students will be able to comply with the e-mail based course 
requirements specified by faculty. 

• Faculty can therefore make the assumption that students’ official @oregoncoastcc.org 
accounts are being accessed and faculty can use e-mail for their classes accordingly. 

• Adopting this practice will ensure that replies to e-mails in either direction will retain 



 

basic identification information in the subject line 
Example: 
Subject: COM101-001, Final Exam Date 

 
Administrative Use of E-mail 
 
This section of the document is intended to help guide the appropriate usage of student e-mail, in 
particular those messages sent from college administrators, faculty and staff to students and 
between students and faculty. 
 
General guidelines 

 
• Keep messages simple and direct. Messages should be short, as long messages are 

less likely to be fully read by the students 
• Avoid cutting/pasting content from a web site into an e-mail. It is more efficient to include 

the URL to the website within the body of the e-mail message 
• Send e-mail messages only to the specific group of students for whom the message is 

pertinent 
• Encourage students to check their @oregoncoastcc.org accounts regularly 
• Caution should always be exercised in communicating sensitive matters by e-mail 
• Privacy should not be assumed when employing this method of communication 
• Ensure that the e-mail is addressed only to the intended recipient(s) 
• All official electronic communications are subject to the college archives/records 

management policies. Offices creating official communications are responsible for 
coordinating retention of these communications. 

• The subject line of e-mails sent by college administration should begin with one of the 
following: 

o OCCC Business 
o OCCC News 
o OCCC Events 
o OCCC Alert 

 
• The subject line of e-mails sent between faculty and students should begin with the 

following: 
o Prefix Course - Section Number, Subject of e-mail 

Examples: 
COM101-001, Final Exam Date 
PHY101-003, When will my grade be posted? 

 

 


