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     Purpose of Policy 

The policy makes clear that email is an official method of communication to students and sets out their 
related responsibilities.  

Overview 

Students are given a University of Edinburgh email account and address when they join the University, 
which is used for important information. Students must access and manage this account regularly.  

Scope: Mandatory Policy 

The policy applies to all students and staff. It is overseen by the Senate Curriculum and Student 
Progression Committee as part of the regulatory framework. 
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1. When a student joins the University they are given a University of Edinburgh email 
account and address. This University of Edinburgh email account is used by the 
University for a variety of essential communications with students - for example, the 
University uses this mail account to send individuals vital information from time to time 
on matters such as exam arrangements or library-related alerts.  

 
2. Students must therefore access and manage this account regularly, as it is assumed 

that students have opened and acted on these communications. Failure by students to 
do so will not be considered an acceptable excuse for student actions or inactions, or 
as a ground for appeal.  

 
3. If a student already has a web-based email account, and thinks that they are unlikely to 

check his or her University of Edinburgh email account, it is that student's responsibility to 
set up an auto-forward on the UoE account to ensure that all official University 
communications are received. Check the help information for the email provider for 
guidance on doing this.  For Staffmail information is available online:  
https://www.ed.ac.uk/information-services/computing/comms-and-collab/email/staffmail 
 

4. If a student has a disability which makes it more difficult to use email as a method of 
communication then he / she should contact the Student Disability Service for advice and 
guidance regarding types of technology that will assist with access to email.  
https://www.ed.ac.uk/student-disability-service 
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