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ARC Meeting

	Present:

	John Ginsburg – Chair, Ariel Mead, Josh Aman, Dustin Bare, Christina Bruck, Jaime Clarke, Donna Larson, David Miller, Suzanne Munro, John Phelps, Tara Sprehe, Ryan Stewart, Chris Sweet, Max Wedding


	Recorder:

Guests: 
	Laura Lundborg

Dave Gates – IT Operations Director





Policy & Procedure Updates 

The group reviewed the Email Use Procedures for both student and employee, the Recording Policy, and the Expressive Conduct Policy.

Student Email Use Procedure – Chris reviewed the changes to the procedure based on feedback from College Council.  All procedures should be written in third-person point of view.

Tara asked why the third paragraph about active accounts was deleted.  The student only needs to know how to access help if unable to log in. It was agreed to remove both paragraphs in Section 1 regarding this since it is discussed later in the procedure.  

Dave provided feedback on the procedure from the standpoint of IT. 
· Section 2 – the correct title for web access is Microsoft Outlook Web Access. 
· Section 4 – this section discusses faculty using secondary email, but previously in the procedure there is instruction not to use secondary email.  Faculty should only contact students through school email. 
· Discussion: Suzanne explained that ESL students will struggle with using an email that they must access through a portal. 
· Decision: the group agreed that there will be some exceptions to the rule. 

Max requested that we add commencement correspondence to the list of reasons we use secondary email after enrollment. 



Employee Email Use Procedure – Dave provided feedback on the procedure from the standpoint of IT.  
· Section 2, Replying to students’ email: advised to clarify or emphasize that emails should never include social security numbers, regardless of email account type.  Max suggested that language about not sending a SSN to a non-CCC email be stricken; later in Section 4 it clarifies that SSNs should never be used in email. Josh clarified that we are talking about two different situations, one is replying to a student and one is initiating an email to a student.  Both paragraphs should be included, clarifying not to include SSNs or other PII.
· Discussion: the group discussed students sending their SSNs by email to CCC and employees replying back.   
· Decision: we must delete the SSN in the body of the email when replying.  Chris will follow up with Ryan West regarding Finanial Aid’s processes to protect PII.   

John asked Dave if his department could look into an easier way for students to auto-forward their CCC emails. 

Regarding Section 2, Max asked what it means for the Foundation to have responsibility for oversight of emails to alumni and former students.  It just clarifies that the Foundation will most likely be the party sending emails to this group.   

Dustin asked if a person opts out of CCC emails, will the request automatically get forwarded to the Foundation.  Canned SPAM guidelines cover the issue.  

Dave made one final recommendation for all procedures.  When you need to include something that is in a similar or related procedure, you should reference the procedure rather than repeating the language. 

Chris will clean up the procedures and publish them.  

Recording Policy – Christina Bruck provided background information about the policy need.  ISP reviewed the policy and had minor updates.  An attorney is reviewing it now and will get back to Christina by the end of the week.  She will bring it back to ARC for a final review before it goes to College Council. It was suggested to store the policy under Student Conduct and Electronic Information Recourses in the student handbook.  

Expressive Conduct Policy – formerly known as Free Speech. John shared the policy draft for review, which includes suggestions from Jennifer Miller, Facility Reservations.  

Josh pointed out that the word policy and guideline are used interchangeably; suggested to use policy only. 

Donna asked about the sanction for not following policy.  That is not determined yet, but will be included in the policy.  Josh shared that PCC’s policy has a blurb about campus safety intervening and that the user may be banned from gathering in the future.  

Max suggested that language be stricken that references reservations for interior demonstrations or rallies.

Christina asked if reservations can only be made for regular business hours.  John stated that would be best to ensure administrators and safety officers are on site and available as needed. Jaime suggested that we open it to evening hours since we have staff on site for evening classes.  Time restraint will be considered further.  Donna suggested having Campus Safety review the policy. 

Ryan advised that he is not seeing significant difference between the reseved and non-reserved demonstrations.

John will update the policy and send it to David Plotkin for review before it goes to College Council.    

Just-in-Time Issues

Right to Learn – an email will be sent from Joanne assuring students that everyone has the right to a high quality education and safe environment.  The message will also outline how the college responds to warrants, subpoenas, etc. in response to immigration.  This will affect undocumented student issues mainly, but will be applicable to other cases as well. 

The information is already in FERPA and we comply; however, this is a good reminder of who to contact when a situation arises.  


Next Meeting – 
	March 13, 2017
	1:30PM-3:00PM
	Room: CC126


Meeting Handouts – 
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ARC 600W 


Email Use Process Procedure - Student 
1. Assigned College Email Account 


You are automatically given a College-designated email account once you have applied for admission 
or enrolled in a course at Clackamas Community College (CCC) and are expected to use it for 
communication with CCC. 


CCC utilizes a standardized format when creating and assigning college email accounts that ends in 
@student.clackamas.edu. 


Formatted: Font (Default) Arial, 10 pt ' l 


Formatted: Normal Indent Left 0" 


To cae4w-reactivateywr-an existing account(-&), please-contact the Student Helpdesk at 503-594-
63100 or studenthelpdesk,clackamas.edu. 


2. Accessing CCC Email 


Commented (RS1J: Removed because the last section 
highlights who to contact for issues/troubleshooting. Not 


Lsiuire we need to note when an account is "deactivated. 


To access your College-issued email, you will need to log into your myClackamas account by going oL4\cc\L J/e'' Acc'A 
to www.my.clackamas.edu. 


Once logged into your myClackamas account, sometimes referred to as The Student Portal", follow 
the mail icon near the center of the page to open your email. CCC uses Microsoft's Outlook Web 
Application. 


3-3. 	Student Expectations of Email Communication 


Email is the official method of communication between you and Clackamas Community College, 
including your instructors. While you are enrolled at CCC, the College will only send official 
communication to your College-issued email account which may include information such as, but not 
limited to: course registration: required financial aid documentation: important deadline and event 
reminders: tuition and billing information, etc. 


The College expects you to check your CCC email account at least weekly to stay current with 
information sent by the College, "I didn't check my email", an error in forwarding email to a personal 
account or email returned to the College with "Mailbox Full" or "User Unknown" are not acceptable 
excuses for missing official College communications via email. 


mrnefltedIRS2 Moved this to Item 2 instead of3j 
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Osree-logged into your myClackamas account, sometimes referred to as"The Student Portal', follow 
III(' mail icon near the center of the page to open your email. CCC uses Microsoft's Outlook Web 
Appiicatior.. 


€4. 	Secondary Email Address 


CCC requires all actively enrolled students to have a secondary email address, such as a Gmail 
account, on file with the College. Typically, you provide this information when completing the online 
version of CCC'S application for admissions. 


A secondary email account will make it easier to retrieve or reset your password if you forget. Contact 
Enrollment Services to update this information. 


CCC recommon-de-eing Gmail or Outlook.ppm as yorwwesondari omuil provider if you need to 
following reasons: 
Ga4-po:!Aw.'w.ceeglegom/intl/enjmsWhelp/pbgut,html and select Create an acoount' 


Qeki-https://www. m4eeeefoes!ew-us/owtlook-e-ei4-setset Sign Up. 


s-w-geed-cme4e-erea: 	 , 	 enaccttede-w 	 Here 
afe-a-4ew- naming 	 yc-seeondpry email accrwet- 


-F-4set tie 


By hav;Rg a seGenclary em—ail -address oR file with the College, itis ea6jeF for you to Feeave 
nferrnatien~ suGh as resetting YOUF FnyGIaGkaFRa6 password, if and When RPe(11-61. R is akso possible 
that the College will occasionally send important information to both your CCC and personal erwa4l-
add esses4f-appsopsiate 


9-5. 	Forwarding Your CCC Email 


It is your responsibility as a CCC student to ensure yQuraceive and read communications from the 
jlf you wish to forward your CCC email to a personal account, you are welcome to do so. 


Forwarding your CCC email to an outside provider does not absolve you from the responsibilities 
associated with official communication sent to your College issued email address. 


For instructions on how to forward your CCC emails to a personal email account, please visit the 
following link: http://kb.dlclackamas.edu/student-2lforwarding-student-clackamas-emails-to-a-
personal-email!.  


Please note that you will not be able to reply to these terwadedlorwarded messages from your 
personal email. You will need to log into your CCC email account in order to respond. 
It is your rosponoibility ac a CCC student to eneuro you r00014e ElAd road communications from the 
oe€The -College -•shall • not be.hcic -responsiblc for crroro that may -arisc-from you•ro$iaeut-o 


using your college issued email acoeunt as your primary moans of communication with the-College. 


96. Acceptable Use of CCC Email 


Last reviewed TBD. Maintained by CCC Registrar 


Formatted: Bulleted + Lev el: 1 + Aligned at 0.54" 
Indent at 0.79" 


Formatted: Indent Left: 0.54", Space After: 6 pt Add 


space between paragraphs of the same style, Bulleted 


+ Level: 1 + Aligned at 0.54" + Indent at 0.79" 


Formatted: Normal, Indent Left: 0" 


Formatted: Normal 


Formatted: Bulleted + Level: 1 + Aligned at 0.5" + 


Indent at 0.75" 


Commented IRS3J: Noting when ccc will use a Student's 


secondary email address. Exact details still need to be 
worked out. 







It is a violation of college policies, including the Electronic Communication Systems Policy 
(http://policy.osba.org/clackcc!I/IIBGA%20R%2ODl.PDF),  for any user of official email addresses to 
impersonate a college department/office, faculty/staff member, or student. 


4O7. Privacy 


You should exercise caution when using email to communicate confidential or sensitive matters. 
While CCC values and protects your right to privacy, it is possible that email may not be private or 
confidential due to outside influences such as network intrusions. CCC takes matters of privacy and 
confidentiality very seriously and if an issues arises, the College's Information Technology Team 
works diligently to resolve any problems that may come about. 


It is especially important that you are careful to send messages only to the intended recipient(s). 
Particular care should be taken when using the*reply" command during email correspondence. Be 


phishing and replying to emails (as opposed to a bei practice about email 


Some confidential information may only be made available through your myClackamas account which 
is password protected. In these cases, you will receive email correspondence directing you to your 
myClackamas account where you can access the confidential information. 


Please note that the College will never ask you for your passwords or direct you to a third party site 
that would request your Clackamas log in information. 


4-L 	Troubleshooting and Additional Resources 


If you experience any issues with your CCC email or myClackamas account, please te€4li 	to 
contact the following for assistance: 


Enrollment Services: registrationaclackamas.edu  


Student Helpdesk: studenthelpdeskPclackamas.edu  or 503-594-63100 (double check thic phone 


Flash Alert: You can use your CCC email account when you sign up through Flash Alert for campus 
emergencies such as college closures. me Flash Alert system does not automatically link to your 
CCC email account. Set-up your Flash Alert here: https://www.flashalert  netIsignup html, 


Commented (RS4]: A request has been sent to Dave 
Gates and Shawn Swanner in IT for suggested language and 
edits. 
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ARC 601 - Policy 
Expressive Conduct 


PURPOSE 
Establishes regulations for time, place, and manner of speech and other related activities on CCC 
campuses. 


SUMMARY 
Clackamas Community College recognizes, values, and supports the freedom of speech, thought, 
expression, and assembly. The exercise of these freedoms is central to the fulfillment of the College's 
academic mission. 


These regulations ensure the daily functioning of the College and its activities by setting forth reasonable 
regulation of time, place, and manner of speech activities on the College campus. These regulations are 
not to be interpreted or enforced in a way that targets any speech activity on the basis of its content. 


For the purposes of this document, speech activities include petitioning, leafletting, speech-making, 
demonstrating, picketing, sign-posting, and rallying. Other types of activities may also be included under 
the umbrella of speech activities. 


POLICY 


The College outlines pokcie-&-guidelines?_regarding speech activities on campus as follows: 
1. (Time): Speech activities must be held during the regular business hours of the College, defined 


as times when administrative offices are open or scheduled classes are in session. 
2. (Place): Speech activities may take place on any College grounds outside of campus buildings, 


as long as such areas are not designated for authorized or limited access only. However, 
organized speech activities may not occur in areas dedicated to a specific purpose that would be 
disrupted thereby, such as parking lots, athletic areas, or walking trails. 


3. (Place/lime): The Community Center's 'Fireside Lounge" may be used for speech activities only 
when the building would normally be unlocked and available to the College community and 
public, and only if those activities abide by other regulations noted he4e 


40 (Place): Interior locations may not be used for petitioning, leaf-letting, demonstrating, picketing, 
or rallying. Interior locations may be used for invited speaker events, as defined below. 


5. (Manner): No speech activities may impede pedestrian and vehicular traffic or unreasonably 
disrupt regular or authorized activities in classrooms, offices, laboratories and other College 
facilities or grounds. Such activities may take place at least 25 feet from all building entrances. 


6. (Manner): No speech activities may be conducted at a sound volume or otherwise in a manner 
which disrupts the normal use of classrooms, offices, laboratories, and other College facilities. 


7. (Manner): No speech activities shall be conducted in a manner that is unlawful, that endangers 
the safety of the College community or public, or that causes damage to College facilities and 
property, violates CCC policy or prucedures or misrepresentsiirnplies that the College sponsors, 
upports,or endorses any being expressed. 


Special Guidelines for Reserved Rallies and Demonstrations 


Recognized College student organizations who wish to schedule a demonstration, rally, or 
equivalent activity may request the space through the regular reservation procedure with the 
Student Life and Leadership Office. 
Students, staff, faculty, campus departments, or members of the public who wish to schedule a 
demonstration, rally, or equivalent activity may request the space through the regular reservation 
procedure with the Facilities Reservations Office. Rental rates may apply for off-campus groups 







to reserve campus space or utilize campus property, such as tables and chairs. Contact the 
Facilities Reservations Office for details. 


3. Rallies and demonstrations are restricted to occur in exterior locations only and must follow all 
other general guidelines above. 


Special Guidelines for Non-reserved Rallies and Demonstrations 


Non-reserved demonstrations, rallies, or equivalent activities may be held by any individual or 
group in exterior locations only and must follow all other general guidelines above. 
Persons desiring to conduct a non-reserved rally or demonstration must notify the Student Life 
and Leadership Office and the Facilities Reservation Office at least 24 72 hours prior to the rally 
or demonstration in order to ensure public safety and appropriate staffing. Contact information for 
the organizer must be provided, as well as the nature of the activity. 
Non-reserved rallies or demonstrations may not take place in any location where another 
organization has previously reserved the space and organizers must check in with the ASG 
office. 


Special Guidelines for Invited Speakers 


1. Student organizations and campus departments shall have the right to invite speakers to address 
audiences on campus, and should follow the normal reservations process, either through the 
Student Life and Leadership Office or the Facilities Reservations Office. 


2. Invited speaker events may take place within designated spaces that are typically used for such 
purposes, 	uK4ng-but-not-4i.m4.ted to classrooms, the-Gregory Forum, McL-ough-A&toFum- 
ai-Gom.rr+un+ty Center-Rooni--1-27-- Regardless of location, the event may not interfere with the 
College's mission of instruction and related services and business operations. 


3. The right of speakers to speak and audiences to hear free from undue disruption and interference 
shall be protected. Members of the community who wish to conduct expressive conduct related 
to an invited speaker must follow all guidelines above. 


4. Sponsoring groups must not imply the College's endorsement of the invited speaker or the 
speaker's views, unless so indicated by a staff member authorized to represent the College. 


5. Materials given or advertisements for event may not insinuate in any way the College is sharing 
views, content or responsibility for those leading and/or participating in events unless the 
Colleges Public Information Officer has given his/her written consent to use the College logo(s), 
or permission to advertise on behalf of the College. 


END OF POLICY 
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Email Use Proceduress -Employee 
1. Authorization to Send Email to All Students 


As the steward of the email process, the Registrar EnrellcnentSec'ecesis responsible for directing the 
use of official student email. The -Registrar -ia•respoRsibe-for-eversieht-40--messaqes sent to--the--entire 
stud t-o-y Additionally Any-of-the following individuals-may-provide authorization to send emails to 


Sall studentsdepending on the circumstances: 	 Formatted: Font Bold 


• Dean and Associate Deans of Academic Foundations and Connections (AFaC) 
• College Registrar 
• College President and Vice-Presidents 
• Public Information Officer (PlO) in emergency situations only 
• Executive Director, Foundation (alumni only) 


2. Educational Uses of Clackamas and Secondary Email 


The following is to be used to determine which email addresses are to be used and when: 


• Prior to enrollment: email will be sent to prospective students secondary email accounts (e.g. 
Gmail, yahoo, etc.).-The494stcas4&4esponsib4efocecsigh4. 


• Currently enrolled: messages for official business -msistshould be sent to students' CCC 
email account. n 	g-Adaeced_College Credit students.)- The -Reg+strar4& retporisible 
or--oversight for-messages se 440 tha-eofir-e-student.bod 0 en 	-manage 
records and -CAN-SPAM laws -are ioflowed). For For programspecific or special interest 
messages, department chairs and/or directors are responsible for oversight. 


• Classroom email: faculty will determine when CCC email will be used in their classes, and 
may specify their requirements in the course syllabus. These messages would be sent to 
students by faculty members on a class by class basis. 


• Alumni and former students: email will be sent to the secondary email account. The 
Foundation is responsible for oversight. 


• Replying to students'email: Confidential-and personally identifiable information, such as a 
Social Security.  Number, date of birth, or address-or 	entID-Nember-, should never be 
sent via email to a non @student.clackamas.edu  email account. If a student requests 
confidential information via a third-party email provider, please. informstuddentask that they 
must use their CCC student email to discuss confidential or sensitive account information. 


• The following types of information are likely okay acceptable to send in a reply email: 
class information, general college information, grades, general financial aid information and 
processes, changes to or cancellation of a class, etc. 


• ---When in doubt, ask that the student send their request or question to you via their CCC 
email address. 


Note: All email communication MUST meet CAN-SPAM Act requirements. See Appendix A for additional 
information. 


Last reviewed TBD. Maintained by CCC Registrar 







3, Student.€xøeotationsExpectation of St entof-EmailStudent Email Use 
Communication 


Sudens areex-pec4edThe cc e0eexpetcctuder1. to check their CCC email at least weekly in order 
to stay current with college-related communications. Students have the responsibility to recognize 
that certain communications may be time-critical. "I didn't check my email", an error in forwarding 
email or email returned to the College with "Mailbox Full or "user Unknown" are not acceptable 
excuses for missing official college communications via email. 


4. Privacy 


All CCC employees should use extreme caution when using both CCC and secondary email to 
communicate confidential or sensitive matters: 


• Never put any portion of a Social Security Number in an email 
• Do not put the student ID number in the subject line 
• Include the following statement in your signature line: "Notice: This message is intended only 


for the personal and confidential use of the designated recipient(s) named above. If you are 
not the intended recipient of this message, you are notified that by law, any review, 
dissemination, distribution or copying of this message is strictly prohibited. In addition, if you 
have received this message in error, please advise the sender by e-mail and delete the 
message." 


• In general, email content is considered a public record that may be requested according to 
law. 


If a student reports they believe someone else is using their email account, refer them to Enrollment 
Services. 


APPENDIX A 
Guidelines for the Use of Official Student Email Addresses 


GENERAL GUIDELINES FOR GROUP MESSAGES 


• Keep messages simple and direct 
• Subject line of email must reflect content of the message 
• All emails deemed "Commercial" must contain an opt-out option. Commercial emails include: 


o Advertising a new class offering 
o Advertising an event to non-enrolled students 
o Campaign or department newsletters 


• Emails sent to all students must be used on a very limited basis. Examples include: 
o Identification of safe space after the death of student or instructor 
o Reminders regarding important deadlines (payment, registration, financial aid, changes to 


policies) 
o Upcoming events that would apply to all students (athletic, Welcome Week, theater, etc.) 


• When possible, send email messages only to the specific group of students for whom the 
message is pertinent. Always include why the student is receiving the email (e.g. "you are 
receiving this email because you are currently enrolled at CCC" or "you are receiving this email 
because you are in the Welding program") 


• When a message is to be sent to many recipients, use an email program that will not list all the 
recipients in the message; alternatively, include all recipients' addresses as "Bcc:" instead of "To:" 


• When a message is to be sent to more than 1,000 students, send separate mailings in groups of 
no more than 1,000 email addresses 


Last reviewed TBD. Maintained by CCC Registrar 







• Do not send attachments when sending messages to groups of students 
• A 'From: or "Reply-to:" name and email address of the sender is required 


Examples of Appropriate Use of GcoupMass Email Communication: 


• Graduation information 
• Degree check information 
• Notification concerning students change of course schedules (drop/adds), general petitions, 


withdrawals, and financial matters 
• Notification of cancellation of registration 
• Financial aid processing issues and deadlines 
• Academic departmental information such as class changes, registration issues, new courses, job-


opening lists, and events 
• Math and English placement information 
• New student information about academic support services and academic policies 
• Advising appointments 
• Notices about student internships and workshops 
• Payment deadlines and other Student Account information 
• General Education Program information 
• Surveys 


Examples of Inappropriate Uses of roup-Mass Email (and Violation of the CAN-SPAM 


• Information unrelated to college business 
• Solicitation (e.g. Girl Scout Cookies) 
• Promoting political viewpoints 
• Personal information 
• Surveys that do not serve sanctioned college purposes 
• Messages containing confidential information such as course grades, financial aid award 


amounts, or tuition/fee payment amounts 


END OF PROCESS 


Last reviewed TBD. Maintained by CCC Registrar 






