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1. BACKGROUND

This policy outlines how the School of Arts, Languages and Cultures will use Short Message Service (SMS) text messaging appropriately to communicate vital information to students and staff. 

The School has identified a need to enhance its communication strategy by incorporating text messaging into the range of communication options available. The use of text messaging is intended to complement existing forms of communication such as email, telephone, letter and the School’s website. Given the high incidence of mobile phone usage amongst our students and the immediacy of text messaging delivery, it is an attractive method of communication. This policy will set out guidelines as to how the School will use the service in an appropriate and cost effective manner. 
2. NOTIFICATION AND DATA QUALITY

All students and staff must be informed of the School’s intention to use the text messaging service and advised to ensure that their personal details held by the University are updated with their correct mobile number. Regular reminders will be given throughout each academic year to keep details up to date. 

3. OPTING-OUT AND DATA PROTECTION
Students and staff will not be given an opt-out option from the text messaging service, as the School will ensure that text messages are only sent in circumstances that are essential or urgent. Personal preferences can therefore be ignored as the communication will be in the ‘vital interests of the data subject’ (see Data Protection Guidance).
4. SCENARIOS AND ACCEPTABLE USAGE
There are numerous scenarios in which a text message could be useful. The School will seek to use text messaging for:

· Late notification (i.e. less than 24 hours notice) of a class cancellation or room change (changes of more than 24 hours notice will continue to be notified via email)
· Emergency situations e.g. a safety issue in a University building, an outbreak of illness amongst the student or staff population, or strike action affecting large numbers of students or staff

· Activities critical to the School and student or staff population, e.g. contacting Tier 4 students regarding the UKBA census

It should be noted that there is no guarantee that text messages will be delivered promptly or at all by the mobile phone companies, therefore text messaging should not be relied upon as the sole means of communication in emergency situations. To include all students or staff without a mobile phone, in most cases the announcement should be supplemented by another form of communication such as an email or telephone call. The exception to this will be late notification of timetable changes, where we have reasonable doubt that an email will reach the student in time and it is not cost-effective or practical to telephone individual students. In these instances the text message will therefore be the sole method of communication.

Text messages should not be used for:

· Communicating personal or confidential information such as exam results or fee information
· Advertising of University events 

· Repeat reminders of messages already circulated

The above list is not exhaustive and the responsibility for the School approvers to decide whether or not the text message request is appropriate (see below)
5.  MONITORING USAGE AND NOMINATED STAFF TO USE THE SYSTEM

The nominated individual for monitoring usage of the SMS system in the School will be the Timetabling Manager. Guidance regarding the usage of the system can be sought from the Timetabling Manager (Louise Stewart as of January 2013) after first referring to this policy. The following staff members will have access to use the SMS system for message sending:
· School Managers

· Senior Programmes Administrators
· Residence Abroad Co-Ordinator

· Student Support Co-Ordinator

· Nominated Programme Administrators

It will be the responsibility of the above staff to deem whether or not it is appropriate to send an SMS message, with guidance from the Timetabling Manager
6. HOW TO SEND AN SMS MESSAGE
All messages will automatically begin with the prefix ‘UOM-SALC’ in order to make it an easily identifiable form of communication from the School. 

The staff member wishing to send the message should contact the most appropriate colleague in a timely and appropriate manner. In the case of subject/class level communications (e.g. timetable changes), this should be the Programme Administrator. If the message is urgent (i.e. a timetabling change), then ideally the requester should telephone the colleague to ask for the message to be sent as well as send an email request. Any requests for SMS messages to be sent at School level should be sent to the Timetabling Manager.
Once the sender has agreed that the message is appropriate, they should decide who the recipients are and create a membership list using the appropriate University system (see training guidance)

Messages should be no longer than 160 characters and should start with ‘Dear Students’. They should include essential points plus clear instructions. If a further or additional communication will be sent, this should be made clear by stating ‘check email for further details’ or ‘a letter will be issued’ for example. 
Messages should be written in standard English, ‘text speak’ should not be used. The message should be finished with the sender’s name and job title. 

The Timetabling Manager will be responsible for auditing the usage of the SMS system. Inappropriate use of the system will be managed with those staff concerned.
7. FURTHER GUIDANCE
Please note that plans are in hand for the development of a University strategy for communicating with students. These School guidelines will therefore be reviewed in due course and may be revised in the light of that work.

Please read the below guidelines in conjunction with this document if you intend to use this service:
University Guidelines on SMS texting:
http://www.itservices.manchester.ac.uk/telecoms/smstextservice/
http://www.itservices.manchester.ac.uk/telecoms/smstextservice/smsguidelines/
University Data Protection Guidelines:
http://documents.manchester.ac.uk/display.aspx?DocID=7689
For any further information regarding this policy please contact the Timetabling Manager

Lee Felvus

Interim Timetabling Manager (December 2012)
