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FULL COUNCIL - INFORMATION REPORT

To:   Mayor, Ladies and Gentlemen

Update to the Email Acceptable Use Policy

1.0 SUMMARY OF THE REPORT

1.1 Merthyr Tydfil County Borough Council (MTCBC) provides email as a communication 
tool to assist users in the performance of their roles. It has an Email Acceptable 
Use Policy (AUP) in place to ensure the effective and appropriate use of email.

1.2 MTCBC ICT Department are continually developing communication methods for their 
users and will be implementing Instant Messaging (IM), providing the ability to 
communicate quickly and easy with colleagues both internal and external.

2.0 INTRODUCTION AND BACKGROUND

2.1 Instant Messaging, often shortened to IM, is the exchange of real-time messages 
through a stand-alone application. IM usually takes place between two users in a 
back-and-forth style of communication.

2.2 Instant messaging differs from email in the immediacy of the message exchange. 
Because IM is intended to mimic in-person conversations, individual messages are 
often brief. Email, on the other hand, usually reflects a longer-form, letter-writing 
style.

2.3 Generally, IM users know each other’s username or screen name to initiate an IM 
session or to add them to their contact list. Once the intended recipient has been 
identified and selected, the sender opens an IM window to begin the session. IM is 
being rolled out across the public sector in Wales – and will provide us here at 
MTCBC with a communication tool for exchanging real-time messages with our 
colleagues in other local authorities, health organisations and the Police. 
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2.4 Whilst IM will be an extremely useful tool for our users, there does need to be 
controls in place to ensure its effective and appropriate use. MTCBC will provide IM 
to users to assist them in the performance of their roles and to ensure it is always 
used for official MTCBC business. The Email and Instant Messaging Acceptable Use 
Policy will provide users with guidance, and ensure the appropriate on-going use of 
IM.

2.5 The Information Governance Forum are authorised to update and amend the Email 
Acceptable Use Policy and agreed the update at their meeting held 10th July 2018. 

2.6 The updated policy will be communicated to users in a form that is relevant, 
accessible and understandable to the intended reader. The Information Security 
Officer will be available to provide training and further guidance as necessary.

3.0 FINANCIAL IMPLICATION(S)

3.1 There are no financial implications with the introduction of this policy.

4.0 EQUALITY IMPACT ASSESSMENT

4.1 An Equality Impact Assessment (EqIA) form has been prepared for the purpose of 
this report.  It has been found that a full assessment is not required at this time.  The 
form can be accessed on the Council’s website/intranet via the ‘Equality Impact 
Assessment’ link.   
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Does the report contain any issue that may impact the Council’s 
Constitution? No

Consultation has been undertaken with the Corporate Management Team in respect 
of each proposal(s) and recommendation(s) set out in this report. 


