
Working in schools 
can be stressful!

These articles are intended 
to help the great people 
who work in schools. 

Key points

One benefit of email should 
be that messages are waiting 
for YOU

Email is addictive - limit 
opening email to 3 times 
during the school day

ONLY open emails when you 
have time to read AND 
action the email - avoid 
constantly checking

Review your priorities after 
checking your emails to 
ensure you are focusing on 
the important matters

Think carefully before 
pressing REPLY ALL or 
including lots of people in CC 
or BCC

Anything less than a 
conscious commitment to 

the important is an 
unconscious commitment 

to the unimportant
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To CC or Not to CC
Managing Email in Schools
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Email CAN be a fantastic means of communication, however it has inherent weaknesses 
that need to be considered, especially in schools.

One of the key benefits of email should be that the messages are there waiting for you 
when YOU have time to look at them. This should reduce interruptions into your teaching 
time. It is important however that email alerts are switched off or the arrival of an email 
WILL interrupt you.

Email is addictive. Most users check their email numerous times each day. This distracts 
their focus (even briefly) from the activity they are currently engaged in. Research on multi-
tasking indicates that it is inefficient. It is far more effective to focus on a task, complete it 
and move on. 

I strongly recommend restricting the number of times that you attend to email. Allocate 
three times during the day - at the beginning and end of the day and ONCE during the day. 
ONLY open email when you have time to read AND ACTION that email. Finding a minute 
or two to read emails and then not having the time to action or resolve the matter only adds 
to our stress and distracts us.

If you have to attend to email at night, put a limit on the amount of time you allocate (eg 
one hour). Email is pervasive and will fill any time we allow it.

One of the inherent dangers of email is that it hijacks and over-rides other priorities. Whilst 
we may start the day with the best of intentions, reading our emails can lead to us 
engaging in other activities. At times this is perfectly warranted and appropriate. However 
at other times we can start to engage in an activity, at the expense of other higher priorities 
because of the sense of urgency created by email.

To reduce our stress levels we should identify our priorities for the following day at the end 
of each day. This gives our mind some respite and a sense that our world is under control. 
The following morning when we open our email we should consider the emails we have 
received alongside the priorities we identified the previous day. We should then amend our 
priorities accordingly.

The ease with which we receive and can respond to emails creates an expectation that we 
are at our computer all day, every day, just waiting for their message. This is not realistic in 
a school. Quality teaching time must be a priority. 

Staff in schools receive too many emails. That is a fact! Two of the most significant factors 
that contribute to the tsunami of email are the CC field and the reply all button. It’s just TOO 
easy to include a cast of thousands with your email. Wouldn’t it be great if the software 
included a warning “You are about to send an email and potentially waste 30 seconds of 
the life of 100 people…Are you sure you want to proceed???”

I heard recently of a Principal who set up her IN BOX to filter every email where she was 
listed in the CC or BCC field (not the TO field) straight to a separate ‘READ ONE DAY’ 
folder. She argued that 95% of the emails weren’t important and didn’t need to be read. If 
they were important they’d send them directly TO her or follow up if they hadn’t received a 
reply and really needed one.

Now I’m not advocating that you adopt this drastic practice, however I recommend taking 
responsibility for who we include in the CC and BCC field. Before CCing everybody (or 
BCCing because we want to make sure that we are protecting our backs), it is important 
that we think about whether including that person in the email is really necessary. Similarly 
do you need to REPLY ALL? Is it necessary to send your response to all?
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