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Email Policy

Introduction

Our roles as church pastors, staff, volunteers and leadership mean that we have to regularly communicate with each
other by email as it’s the easiest way to reach one another in a timely manner to share detailed information. Whilst
not all of us are paid to carry out our roles, it’s important for us to be professional in our approach and to in many
ways consider it to be our ‘church work. With this in mind, ‘church work’ email addresses have been created for all
pastors, deacons, staff and certain volunteers to enable us to communicate when we’re carrying out our ‘church
work’. 

By differentiating our personal from our church email accounts, it will be easier to manage our church work as emails
won’t get lost amongst personal stuff.

It will also ensure that confidentiality is maintained. It is our duty to keep certain things confidential such as staff
matters  (including  salary  details),  pastoral  matters,  safeguarding  matters  and  leadership  discussions.  Such
information should only be read by the intended recipient. As the leadership only meets monthly, we are needing to
increasingly circulate and agree matters by email in between meetings. 

This policy is also part of Cambray’s overall IT, Data Protection and Records Management policies. It ensures that all
the church/charity  records  are more manageable  and retrievable.  This  in turn will  make us more robust as  an
organisation and will lead to better succession planning and handovers of roles and responsibilities.

Policy

1. All emails to and from people who have a cambray.org email that relates to the execution of church duties 
must use their cambray.org email account. Execution of church duties includes but is not limited to: Pastors’ 
and Deacons’ Minutes, Pastors’ and Deacons’ Agendas, reports, pastoral matters, complaints, leadership 
matters, financial matters, strategic matters and staff matters. If in doubt, always use your church email 
address. 

2. If emails are sent to your personal email address that should have been sent to your cambray.org address, 
please reply from your cambray.org address.

3. Access to cambray.org email accounts must be kept confidential. No one else should have access to that 
email account (e.g. it should not be linked to an inbox on a shared computer/tablet).

4. All emails should have an auto signature that includes the charity number and, ideally, a contact telephone 
number. 

5. Any emails to multiple individual recipients’ personal email addresses (eg details of members’ meetings, 
announcements, etc.) should use BCC so as not to give out people’s personal details. This is particularly 
applicable to emails sent from the Church Office.
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