Cabinet for Health and Family Services (CHFS) 
Information Technology (IT) Policies
Category: 070.000 Administrative

070.207 Cabinet Level E-mail Distribution Lists
Policy: The Cabinet has established numerous ‘distribution lists’ for all CHFS network users. The ‘CHFS All Staff’ and ‘CHFS Staff QC’ distribution lists are only to be used by the Personnel office, the Office of Communications and IT. No one else has access to send emails using the two lists.

Scope: This policy applies to all CHFS employees and contractors, including all persons providing contractor services.

Policy/Procedure Maintenance Responsibility: The CHFS CIO is responsible for the maintenance of this policy.
Applicability:  All CHFS employees and contractors shall adhere to the following policies.
Exceptions: Any exceptions to this policy must follow the procedures established in CHFS IT Policy #070.203.
Should anyone have a need for an email to be sent to either of these lists, a request must be sent to the Office of Communications and they will determine if it is an appropriate use and if so will issue the e-mail.

IT will use the list to inform CHFS users of any issue(s) relating to the network or the Cabinet’s applications.

All other ‘CHFS’ titled lists are to be used judiciously and for Cabinet business purposes only. Any infraction of this will not be tolerated and could result in disciplinary action.
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· There are no COT policies related to this policy.
· CHFS IT Policy #070.203 – Exceptions to Standards and Policies.
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