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SUBJECT:
Policy on E-mail names

SOURCE:
Educational Technology Services, Vice-Chancellor, Chief Technology Officer 

POLICY NO:

ETS-001

DATED ISSUED:
April 12, 2001
RATIONALE:

For years the district has operated without a clear and uniform email naming scheme that is understandable and easily remembered by users. There have been a variety of naming schemes used, including, but not limited to the following: the user’s universal (or “ugly” ) name as represented by the user’s initial and a random set of numbers (abc9834); the user’s last name on the “Admin” server (lastname@admin.fhda.edu); the user’s last name on the fhda domain (lastname@fhda.edu); and some combination of the user’s last name and first initial on either the admin server or the fhda domain (lastnamef@admin.fhda.edu or lastnamefi@fhda.edu). Obviously this has led to much confusion about what any individual’s email address is and has led to inefficiencies in our operation as users struggle to find out what a correct address might be. It also is confusing to others outside of Foothill-De Anza and has led many of our employees to use an alternate email account from an outside provider rather than use a district account.

It is clear that we need a district-wide email-naming scheme that is logical, consistent, and can be remembered easily (or determined by any user who may not know your email address.) 

POLICY:

1. Account names will be created by combining the entire last name with the entire first name. Thus, Ann Geoffrion’s email account would be GeoffrionAnn. Using the full first name would most likely reduce the need for any “tie-breaker” workarounds that might make the naming scheme less understandable. Names that include hyphens, punctuation, and suffixes (Jr., Sr., III, etc.) will not have these included in the email name. 

2. The domain name for all accounts would be fhda.edu. There will no longer be a need for, or support for admin.fhda.edu.

3. There will be occasions where users do not commonly use their actual first name (they may use their middle name or another name altogether). Since their acquaintances know them as the name they commonly use, their email accounts should be set up to allow for these idiosyncrasies. Since we plan to use the LDAP HR database for creating email accounts, ETS will create and maintain a method which would allow users to indicate their naming preference, through a user accessible web page. All first name preferences, however, should be full names, not first letters of names. If, after preferred first names are selected by the users, there are situations where two or more users still share the same first and last names a representative of HR will work with the affected users to work out a mutually agreeable solution so that no two or more users have the same address. It is expected that this will be a very rare occurrence.

4. This policy also includes the mandate that all official district-related email business among and between district employees be sent via the new email accounts. This is recommended because the district has a need to communicate with its employees via email and without a common understanding of what email address to use there is no way that such communications can take place effectively. However, it is recognized that many people have used another, non-district email account for some time. For those individuals ETS will provide training and a method for forwarding email from their district email account to their preferred account. 

5. It is also recognized that many district employees have long established professional connections using their current district email address, whatever it might be. In order to accommodate email relations that have been developed over the years and to prevent the costs of reprinting current business cards and any other promotional material, we will forward all email addressed to one’s old email address to the new one for a period of one year from the date of implementation. Thus, old district email accounts will continue to work until the end of the 2001-02 academic year.

6. Unfortunately, for technical reasons, users will still need to log in using their currently assigned universal (“ugly”) name. However, this problem is mitigated by the email client, which needs only to have this information entered once by the user. All email to and from the user will still use the new standard name, regardless of the log in process.
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