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Wise men speak because they have something to say; Fools because they have to say something. 


Plato





Efficient Email





Key points








It is vital to remember…





Once you press SEND you can’t take back what you’ve written. 








Our first impression often comes through what and how we write. 








The tone of an email can be misinterpreted.








Our haste can cause us to suggest a tone or meaning we didn’t intend.








Aim to open your IN box 3 times per day and only when you have time to action.





Email is meant to make our lives easier and improving communication by being fast, easy to use and ‘stockpiling’ messages for when WE are ready to read them. However we are all too aware of the downsides of email as well.


Email creates a sense of urgency and immediacy. We assume that other people have read our email almost as soon as it has been sent. We expect a quick reply and become frustrated when we don’t receive a timely response.


As well as this feeling of frustration, this immediacy can also hijack our predetermined priorities. An incoming email is not just another task added to our ‘To Do’ list, it becomes THE task that I need to do ‘now’. The task we were working on and our previous priorities are superseded by the incoming email.


Email is also addictive. We like feeling as though we know what is going on and are included. This feeling (as well as our urgency and immediacy needs) can lead to us checking our email many times per day as well as at weekends and evenings. We tell ourselves that we need to keep on top of things and in the loop. The visual image of mice running on a wheel, immediately comes to my mind! Educators aren’t immune, especially as our inboxes are more and more crowded. 


Turn email alerts OFF and limit the number of times you open your IN box. We recommend opening your email THREE times per day and only when you have sufficient time to take action to the issue raised in the email. Opening your email multiple times each day and only skim reading them and not having time to respond or delete the email is inefficient and just adding further, unnecessary stress to your day. Many educators find first thing in the morning, lunch time and the end of the school day (or later in the evening) works for them. We recommend discussing email protocols as a school staff. 


Email ‘CAN’ be a great way of communicating with parents but it is not immune from the challenges above. The following guidelines are helpful.


Use the phone – If the tone of the email indicates that the parent is upset or angry, use the phone. Two way phone conversations are less likely to be misinterpreted than a ‘tennis rally’ of emails back and forth.


Build the Partnership - Approaching parents with curiosity and empathy is far more likely to build a partnership than an adversary. Instead of leading with an accusation, a start of thanks (I appreciate the way you’ve been following up at home), empathy (I know how important your child’s success is to you) or curiosity (I’ve been curious about how the homework process is going with “Jane” and am anxious to hear more about it), will open lines of communication.


Establish Reasonable Response Expectations - It is also worthwhile highlighting to parents that you are teaching most of the day and therefore are not sitting in front of your email all day. Communicate a reasonable response time line eg I’ll endeavor to reply to your email by 4 pm of the next school day.


Don’t get defensive. It never fails that we’ll get the toughest emails on the days that we’re the most exhausted or have exercised the greatest patience. It can be so easy to get defensive when our practice is questioned. But these are the moments that we have to be the most empathetic. A knee jerk, defensive approach or counter attack can quickly spiral out of control. Instead we have to take a breath and put the email into context.
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