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1. Background and Scope of the Consultation
In May 2017, the IT Committee approved changing the format of the student email address from the unfriendly student matriculation format to a friendly name approach that can last for the lifetime of the student. Changing the form of the student email address and the creation of a lifelong alumni email address are things which students themselves have asked for, and formed some of the manifestos of 2017/18 EUSA President, Patrick Kilduff. In deciding the exact format of the new email addresses, we wanted to consult directly with students and staff to involve them in the process and therefore ensure that the email address format we decide on will address the preferences of the majority of the student and staff body.
The consultation took place in two phases: the first phase was an online survey, one for students and one for staff. The second phase was focus groups, which further explored some of the results of the survey that were ambiguous or that we wanted to delve into further and established stakeholder preferences in more detail.
1.1 Student Survey
We sent out the survey on the format of the student email address to students on Friday 9th of March and it remained open until midnight on Monday 26th of March. The survey was created using the Bristol Survey Tool Online. We disseminated the survey by emailing school offices and asking them to forward a message to all of their students.  We then put announcements on MyEd, tweeted about the survey and put up posters. We also emailed schools again one week before the closing date of the survey and asked them to circulate another message. Students were encouraged to participate in the survey by offering them a chance to enter a prize draw for an iPad.
In total we had 3,042 respondents. The highest rate of responses were received in the first five days after opening the survey, suggesting that recipients were most likely to respond upon receiving the email from their school.
On Tuesday 20th March, the survey was amended to add two new questions about transitioning from the current format of the email address to a new format. The first phase of the survey (before these questions were added) received 2,343 responses. The second phase, after the survey results were added, received 699 responses. The tables in this report are drawn from the responses to the first phase of the survey but the graphs combine the results of both phases.
1.2 Student Focus Groups
Focus groups with students took place on the 18th and 20th of April. Four focus groups took place in total lasting 90 minutes each with 35 students participating altogether, from across year groups and disciplines. In the survey, we asked respondents to indicate if they would be interested in undertaking further consultation activities with us. 749 people said that they would be and it was from this pool that participants for the focus groups were drawn. In order to encourage students to take part we offered them 10 pounds catering credit for participating, as well as offering them tea, coffee and cake during the break. In general, the focus groups were very successful, with participants showing a high level of engagement with minimal encouragement required from the facilitator. In the feedback forms, 100% of the participants said that they enjoyed the focus group and would attend one again. Several commented in the free text section that they really appreciate the chance to give their opinions on this matter.
We also undertook a Skype focus group with distance learners in order to give them a chance to participate as many of them filled in the survey, suggesting that their university email address is important to them.
1.3 Staff Survey
The staff survey was open between 24th April and 7th May. The survey was sent out via email to contacts in Accommodation Services, the Career Service, the Advice Place, Student Counselling, Student Recruitment and Admissions, Registry, Alumni and Development, Information Services Helpline, Main Library Helpdesk, CRC Helpdesk and the School Offices. It was also advertised in the staff channel on MyEd.
In total, we had 171 responses to the survey. The responses to the staff survey were sufficiently detailed that we decided it was not necessary to carry out staff focus groups.
1.4 Formats of Email Addresses in Other Universities
We also researched into the format of email addresses in other universities of a similar size to get an idea of how they approach the issue and see what we could learn from this.


2. Results of the Student Survey
The results of the student survey are split into the following sections:
· Background of respondents
· Communicating with Email
· Email address format
· Method of Change and Choice of Different Formats for Email Address
· Lifelong email
Section 2.1: Background of Respondents
2.1.1 Subject of Study
We received responses from across all subject areas of the university. The graph below represents how many responses were received by college:

Graph 1: Number of Respondents by College
The spread of responses were therefore fairly even across all colleges – the lower response numbers from Medicine and Vet Medicine reflect the fact that it is the smallest college in terms of student numbers.






2.1.2 Year of Study

Graph 2: Year of Study of Respondents
52.23% of all survey respondents are undergraduates, fairly evenly divided between the different year groups, while 21.25% are Taught postgraduates and 26.53% are Research postgraduates. In terms of the overall size of the student body, this means we have proportionately a far greater response from postgraduates compared to undergraduates, suggesting that postgraduates are more invested in this issue. 
There was a high level of engagement from taught postgraduate students in particular. Comments in the free-text answer boxes of the survey suggested that this was because they are at the stage of wanting to build a network in with contacts in other universities and therefore find it particularly awkward to use the student email address in its matriculation number format. Many postgraduate taught and research students commented that a name based email address looks ‘much more professional’ and is easier for those outside the university to remember. 
Postgraduate students were also more likely than undergraduate students to think it was Very Important or Important to have a name based email address (see Table 1 below).
[image: ]Table 1: Cross-tabulation of year of study and importance of name based email address



















Section 2.2 Communicating with Email
2.2.1 For what kind of correspondence do you use your university email address?

Graph 3: Form of Correspondence with Email Address
This question allowed respondents to choose multiple answers. Almost all respondents said they use their email address for official university correspondence (99.2%) while 20.4% also selected that they use it for personal correspondence. 24.4% said they use it for job applications.
11.05% selected other. Of those who selected other, the most frequently commented use for the university email address was to network with other academics, both within Edinburgh and more widely. Other reasons that appeared several times was:
· To organise work placements
· To recruit participants for research projects
· To create accounts relating to education (e.g. Mendeley)
· To get student discount
· Society correspondence
· Submitting abstracts to conferences
· Submitting articles for publication
One student who wrote in the ‘other’ free text box commented that they used their university email address whenever they ‘wanted to be recognised as a student of Edinburgh University’ which is a good way of summarising these various reasons above which people wrote in the ‘other’ box. One respondent also commented that, when trying to contact research participants etc., sometimes it was difficult because the email address format, with the matriculation number and the ‘sms’, did not appear like a real email address and more like spam.



2.2.2 How often do you contact other students using your university email address?

Graph 4: Use of Email Address to Contact Other Students
54.96% of students said that they contact other students either often or sometimes with their university email address.
In response to the question, why do they not use their university email address to contact students, the most frequently cited reason was that it is quicker, easier and faster to use social media (Facebook in particular was mentioned) to contact one another. They feel they are more likely to get a quick reply using social media and one respondent commented that they liked the feature of Facebook that allowed you to see if the message recipient had read them yet. Another often given reason was that using university email seems too official for contacting other students. Other reasons are:
· Prefer to use personal email account
· Prefer to use Google docs to collaborate with other students
· Not easy to remember student email addresses without the name
· No need to contact other students
· Students don’t check email too often
· University email is subject to freedom of information requests
· For online and distance learning students, they are recommended to use discussion boards
· University email is not permanent
Many students were also complaining that they receive too much ‘junk mail’ on a daily basis. One suggested all course related information should only be added through Learn.
When asked what they used instead of email to contact other students, the following all appeared frequently, with Facebook messenger being by far the most frequent:
· Facebook messenger
· Facebook group
· Text messages
· WeChat
· WhatsApp
· Personal email or Gmail
2.2.3 How do you find out the email addresses of others in the university when you want to contact them? Please select all that apply

Graph 5: Find Email Addresses for Contact
The most popular method for finding out the email addresses of others is through searching on the Office 365 address book (34.2% of total answers; selected by 55.03% of respondents). The majority of responses in the ‘other’ section, state that they ask someone for their email directly, most often in person but sometimes via Facebook.
Of those who use the address book on Office 365 or Outlook, the majority found it easy to use (Very easy 19.4%; Easy 36.6%; Neither easy nor difficult 35.6%; Difficult 7.3% and Very difficult 1%).








2.3 Email Address Format

2.3.1 How important is it to you to have an email address based on your name rather than your matriculation number? 

Graph 6: Importance of Email Address Based on Name
63.95% of respondents answered that it was very important or important for them to have an email address based on their name rather than their matriculation number, indicating that a clear majority want to have a name based email address. Reasons often given for this were:
· more professional
· easier to remember
· less likely to be mistaken for spam.









2.3.2 How important to you is it to have an @ed.ac.uk email address rather than an @sms.ed.ac.uk email address?

Graph 7: Importance of an @ed.ac.uk email address
73.8% of survey respondents thought it was important or very important to have an @ed.ac.uk email address rather than an @sms.ed.ac.uk address. This means that this aspect of the email format is even more important to students than the use of their name. Reasons given for this were:
· Looks more professional
· Shows that students are thought to be part of university community
· Will remove confusion about when to use the ‘sms’ part of the email address and when not to (for example, when logging on to Office 365).







2.3.3 In a name based email address format, I would want my first name included e.g. joe.bloggs@ed.ac.uk. 

Graph 8: Inclusion of the first name in the email address
61.28% of respondents strongly agree or agree that they would want their first name included in a name based email address, again because it is more professional and easier to remember. Some respondents did raise concerns surrounding gender bias resulting from use of first names. Others pointed out that we would have to take into consideration the fact that international names do not always follow the same system as British ones – for examples, Spanish people have two surnames. Concerns were also raised about how to differentiate between people with the same name.








2.3.4.  In a named based email address format, I would prefer to have my first initial included rather than my first name e.g. j.bloggs@ed.ac.uk.

Graph 9: Inclusion of the initial in the email address rather than the first name
43.6% of respondents agree or strongly agree that they would rather have their initial included instead of their first name. Although a couple of people noted in the comments that there could be a problem with unconscious bias relating to gender if the first name was included in the email address, if we look at the results divided by gender, we can see there was not a big difference between men and women agreeing or disagreeing on the inclusion of the first name vs. the inclusion of initial. 
[image: ]
Table 2: Cross Tabulation of Gender and Inclusion of First Name
Table 3: Cross Tabulation of Gender and Inclusion of First Initial[image: ]
2.3.5. In a named based email address format, I don't mind having my year of entry included e.g. j.bloggs2018@ed.ac.uk or j.bloggs18@ed.ac.uk. 

Graph 10: Inclusion of the year of entry in the email address format
58.9% of respondents either disagree or strongly disagree that they want their year of entry included in the new email address format compared to 22.85% of respondents who agree or strongly agree. Therefore the majority of respondents do not want to have their year of entry included in their email address. In the comments, people expressed concern that this would give their age away to friends, colleagues or potential employers.
First year undergraduates were the least likely to mind having their year of entry included, while fourth year PhD students or above were the most likely to mind having their year of entry included (see table below).
[image: ]
Table 4: Cross Tabulation of year of entry with inclusion of year of entry in the email address.
2.4 Method of Change and Choice of Different Formats for Email Address
2.4.1 What method of change for introducing the new email address would you prefer: opt-in or opt-out
[image: C:\Users\lbeattie\AppData\Local\Temp\student-email-address-survey-q17(hbar).png]Graph 11: Method of Change from old email format to new one
There is a small preference (11.6%) for an opt-in default method of change, compared to an opt-out method of change. As this is not a clear-cut result, this is something that will be discussed further at the focus groups, to try to tease out a more definite choice.
It was noticeable that the majority of people who entered the prize draw used their email address in the matriculation number format, suggesting that they are not aware that they can already use a name-based email alias. Therefore, using the opt-out by default method might mean that people remain unaware they can change to the new format.
2.4.2 How problematic do you think it might be for you, your contacts, or subscriptions, if we changed the email address which you use to send emails from your university account? NB. your current email address would continue to receive emails and you could still choose to go back to your current email address
[image: C:\Users\lbeattie\AppData\Local\Temp\student-email-address-survey-q11(hbar).png]
Graph 12: Whether changing the email address to a new format would be problematic or not
Only 17.4% of respondents thought it would be problematic or very problematic for them, their contacts and their subscriptions if we changed the format of the email address. Of those who commented further, it seemed as if they did not understand the fact that mail sent to their old email address would be forwarded to their new email address.
2.4.3 How important is it to you to have the option to change your email address during your studies?

Graph 13: Importance of having the option to change email address
The response to having an option to change email address during studies is more ambivalent with 41.49% citing it as important or very important.

Graph 14: Importance of having different email formats to choose from
Similarly, the response to having a choice of different email address formats was also ambivalent, with 46.32% of respondents saying they strongly agree or agree that they want to have a choice of email address formats to choose from.
In the comments section, respondents indicated that they were strongly in favour of one uniform email format for everyone as this would make it easier to be able to guess what people’s email address is and to know if you are using the right format. They indicated that it would be too confusing to have different formats.
As the response to these questions about different formats of email addresses are somewhat ambivalent, we will discuss this further in the focus groups.









Section 2.5 Lifelong Email
2.5.1 How important is it to you to have an email address for life?

Graph 15: Importance of email address for life
A total of 80.12% of respondents think it is very important or important to have an email address for life which makes it the most decisive result to come out of the survey. The comments from respondents indicated that having a life long email address would mean students were more likely to use their university email address as their main one rather than their personal one as they know that it is not going to be deleted in future. Many respondents commented that having a lifelong email address would allow them to maintain a connection to the university after they have graduated.



Section 3: Summary of Results from Student Focus Groups
3.1 Deleting the ‘sms’
All participants from all groups strongly agreed that the ‘sms’ should be gotten rid of. There was a lot of confusion around when you have to include the ‘sms’ in the address and when you don’t, with participants saying that many people they know are confused by this. One suggested that even before the format of the email address is updated, communications should be sent out to all students to clarify when they have to use the ‘sms’ and when they don’t.
3.2 Formats of email address
I asked participants to suggest formats for the email address. They suggested the following:
· Firstname.lastname@ed.ac.uk
· Initial.lastname@ed.ac.uk
· initialsNNN[last three numbers of matriculation no]@ed.ac.uk
· Initial.lastnameNN@ed.ac.uk
· Initial + first two letters of last name + NN@ed.ac.uk
· Firstname.surname@department.ed.ac.uk
· Firstname.surname.department@ed.ac.uk
· Initial.surname.s[firstthreenumbers]@ed.ac.uk
· matriculationno@ed.ac.uk
· Initials + surname + matriculation year@ed.ac.uk
· Firstname + shortenedlastname@ed.ac.uk
When asked to rank the various formats suggested, the format that most often came out on top was initial.lastname@ed.ac.uk and firstname.surname@ed.ac.uk. The third most popular format was these two choices but with the last three digits of the matriculation number appended in order to differentiate between people of the same name. A couple of people said they preferred the current matriculation number format as their first choice, but without the sms.
3.3 The ‘uniqueness’ problem of the name-based email address
All the participants recognised that with name-based email addresses there is a problem of potential conflicts with the same name. Several suggestions were discussed about how to get around this. One was including the matriculation year in the email address. While some people didn’t mind this, others were not keen, reflecting the results of the survey. Similarly, although some people didn’t mind having a randomly assigned number, others preferred that the number was assigned on a more logical basis.
 Another suggestion given was that we could include the last three digits of the matriculation number after initial.surname or firstname.surname. This seemed to be the most popular choice, as the number has a logical reason for being there and should help to effectively distinguish between people of the same name.
Another advantage of including a number/part of the matriculation number in the email address format is that it will help users to distinguish between staff addresses and student addresses.
Participants in several of the focus groups suggested using the department in the email address i.e. first.name@department.ed.ac.uk, however others also pointed out difficulties of this approach, in terms of people who are members of two departments or who change departments part way through their studies. 
A further suggestion given for a name-based email address format was to use shortened versions of names – this could be particularly useful in cases where students have long names.
In one focus group, participants suggested that we should keep a mail alias to the UNN permanently for use internally or in cases where it is better to maintain a sense of anonymity.
3.4 Opt-in vs Opt-out
Participants in the focus groups agreed almost unanimously that an automatic opt-in approach is the best option. Their reasons for this choice were that it would be too confusing to have some people opting-in or opting-out and that some people, were they given the choice, might not realise that they could change the format of their email address if they wanted to.
In terms of when is best for the transition to take place, many participants mentioned that it makes the most sense for the transition to take place at the start of the new academic year. They also said that they would like to be warned at least a few months in advance of the change taking place. 
There was also a question about how long the old email address format should be able to forward to the new one. One postgraduate student raised the example of having recently submitted an article to a journal which has an average turnaround time of eighteen months, therefore they would need their old email address set up for forwarding for at least this amount of time. This, however, could be a special case where they could get in touch with IS to set this up.
Participants also suggested that, in advance of the transition to the new email format taking place, all students should be alerted to how their new email address will look and given a chance to raise concerns in advance.
3.5 Choice of email address formats
When asked about choice of email address formats, many people were not keen on this, suggesting that we should offer two different formats at most, otherwise this could get too confusing. As in the survey, the participants emphasised the importance of a unified and consistent approach to the email address format, so that it is more intuitive when it comes to trying to guess what people’s email address might be. 
3.6 Alumni email address
There was general agreement that an alumni email address is desirable, although some students did state that they would rather just give their personal email address to the alumni and development team. It was suggested that it would therefore make sense to have the alumni email address be an opt-in process, so that resources are not getting wasted on people who won’t make use of them.
Several participants also suggested that provision of the email address alone is not enough – there would have to be ‘value added’ in the form of regular newsletters/updates from the university or more specifically from their department.
Some postgraduate students mentioned that the provision of a life-long email address is particularly important for them, especially if they want to follow an academic career path, because it shows their connection to the university.
Other participants suggested that it would be nice to add ‘pay monthly’ options, where students would pay a small flat fee to have access to journal articles.
3.7 Other
Some of the other issues that come up during the focus groups was that one group suggested it would be nice to have a standardised format for society email addresses to make them easier to contact. At the moment many of them use non-university email addresses.
Another group mentioned that they feel it is important to clarify how the ‘preferred name’ field is used, with participants saying that they didn’t realise this name would be used on all records. When giving the students the option to enter their preferred name it would be a good idea to give a sample of how the email address will appear with the preferred name included.
In the survey, several respondents indicated that they had a problem with the way that someone’s names shows up in Outlook as SURNAME Firstname as this can be confusing for recipients. On the whole, the focus group participants did not have a strong opinion about this although one participant gave an example of when they arranged to meet up with someone via email and the person then addressed them by their surname, thinking it was their first name.


Section 4: Results of the Staff Survey
Results of the staff survey are split into the following sections:
· Background of Respondents
· Communicating with Students
· Format of the Email Address
· Lifelong Email
4.1 Background of Respondents
4.1.1 Which department of the university do you belong to?
We received responses to the survey from across many different departments of the university who have regular contact with students.
[image: ]
4.2 Communicating with Students
4.2.1 Time spent emailing students
The amount of time staff responding to the survey spend communicating with students via email ranges from 10-25%, to 75 to 100%.
[image: ]
4.2.2 Finding students email address
Staff were asked ‘when you have to email students for the first time, how do you find their email address? Please select all that apply’.
[image: ]
The majority of the responses in the ‘other’ section stated that they use student matriculation numbers, which they either already have or find out in EUCLID, and add @sms.ed.ac.uk to it.
IS Helpline staff said that they use the caller IDs in Unidesk while Main Library Helpdesk staff, search ALMA, their library database. Widening Participation use a software called BI Suite.
One recurrent theme in these answers was that ‘I never email a student by name, only by matric number’, as one respondent put it. 
4.2.3 Using the Address Book to find Students email addresses	
If you use the address book on Office 365 or Outlook, how easy is it to find a student by name?
[image: C:\Users\lbeattie\AppData\Local\Temp\staff-email-address-survey-q4(hbar).png]
When asked to comment on what would make it easier to use, staff responded that it is difficult if their name is really common or if they have double barrelled surnames. Some also commented that it would be easier if the address book displayed their full name rather than their preferred name and if their name on EUCLID exactly matched those in the address book, which is not always the case. They also commented that it can be difficult to know when you have the right student.
4.2.4 Students using personal email addresses
When you are corresponding with students, how often do they respond from a personal email address, rather than a university one?
[image: ]
We then asked: does it cause difficulties for you when students respond from their personal email address rather than their university one?
[image: ]
35.1% of respondents said that students using their personal email addresses causes problems for them, 36.8% said it sometimes causes problems for them and 28.1% said it doesn’t cause problems for them.
The reasons given for the use of personal email addresses causing problems were that having an email from students’ university account acts as proof of ID and if they do not use it they need to ask additional security questions for proof of ID or look up their student number in EUCLID. There were also concerns around data protection because you can’t always know that you are emailing the right person with personal email addresses.
Another reason given was that personal email accounts are not as reliable as university email accounts because the students could change accounts without telling the uni i.e. from gmail to Hotmail.
4.3 Format of the Email Address
4.3.1 Importance of having a difference between staff and student email address
How important is it to you, in terms of ease and convenience, that the format of the student email address is different from the format of the staff email address?
[image: ]
In the comments, respondents wrote that it would be good to have a difference between staff and student email addresses, suggesting retaining the ‘sms’ or using @student.ed.ac.uk. One respondent also wrote that at Aberdeen University, they use ‘@abdn.ac.uk’ for staff and ‘@aberdeen.ac.uk’ for students.
4.3.2 Change to name-based format will make it easier to email students
We asked staff if ‘Changing the format of the student email address to a name based format will make it easier to email students’.
[image: ]
The most commonly given reason for disagreeing that it would be easier is to do with the way that people usually generate student email addresses, by adding @sms.ed.ac.uk to the end of the matriculation number.
For example, one respondent wrote:
This change would be very time consuming. In almost everything we do within student administration, we use spreadsheets using matric numbers that can then be very simply converted to an e-mail address. Changing to name based e-mails will add significant workload and could take a simple task from seconds to hours. I cannot think of how this would be made easier. Name based e-mails will also be more open to errors & students may miss out on important information sent to them.
Another respondent suggested to keep showing the matriculation number in Outlook so there is a way of double checking that they have the right student.
Someone else also commented:
I think it would be great if there was a way to download email addresses of students depending on the programme and year they belong to either from EUCLID or through Outlook. 
This is an important issue in terms of internal communications and we will have further discussions with staff surrounding this issue in particular.
4.4 Lifelong Email
4.4.1 Distinguishing alumni email addresses
Alumni email addresses should be distinguished from current student email addresses.
[image: ]
The response to students having life long email addresses was received very positively, with most people in the comments writing that they think it is a very good idea. Several people wrote that they think students should just keep the same email address after they have graduated. However, some respondents also wrote that if students keep the same email address forever it might make it more difficult to email current students.
Section 5: Format of Student Email Address Used in Other Universities
In order to help us determine the format of the student email address, it is useful to look at what other UK universities of a similar size to Edinburgh do for staff and student email addresses.
	University
	Format of Student Email Address
	Format of Staff Email Address

	Aberdeen

	name(or initial).surname.matriculation year(last two digits)@aberdeen.ac.uk
	name.surname@abdn.ac.uk

	Strathclyde

	initialsmatricNN@uni.strath.ac.uk
	Firstname.surname@strath.ac.uk

	St Andrews

	Initials.NNN@st-andrews.ac.uk
	Initials.NNN@st-andrews.ac.uk

	Stirling
	Username@students.stir.ac.uk
	Firstname.surname@stir.ac.uk
Initial.surname@stir.ac.uk

	Newcastle
	Initials.surname@newcastle.ac.uk
	Firstname.surname@newcastle.ac.uk



Out of the universities looked at, 4 out of 5 use different formats for staff and for students, either by including ‘students’ or retaining the firstname.surname format for staff only. The exception to this is St Andrews, which uses the same format for all.
Most other universities use a combination of initials and numbers for student email addresses. From looking at how other universities approach this issue, it is clear that there is no easy answer on how to do it as universities all differ in their approach. Therefore it is a matter of taking the approach that works best for our students.












Section 6: Summary of Key Findings
Section 6.1 Summary of Key Findings of Student Consultation
1) Format of the email address
The majority of respondents (64%) agreed that it was important to them to have a name-based university email address. The most commonly given reason for this was that it is more personal and professional.
2) The ‘uniqueness’ problem of the name based email address
One of the issues raised in both the survey and the focus groups was the fact that, although a name-based email address is desirable, it could cause problems with distinguishing between people of the same name. One potential way to solve this would be including the year of matriculation in the email address. However, this approach was not popular among respondents to the survey as 58.9% of respondents disagree or strongly disagreed that the year of entry should be included in the new email address format.
In the focus groups, we discussed in more detail the different options available for making name-based email addresses unique. One of these options was including randomly assigned numbers in the email address. While some participants were in favour of this, others argued that it might be better if numbers were more logically assigned i.e. the last three numbers of the matriculation number could be appended. This was thought by most participants of the focus groups to be a favourable solution.
Another suggestion given was to use the format @department.ed.ac.uk, however other participants thought that this would overcomplicate things, especially for students who are members of two departments.
3) Omitting the sms
One strong theme to emerge from both the survey and the focus groups was that students want the ‘sms’ to be deleted from the email address. In the survey, 73.8% of respondents said that they wanted to have an @ed.ac.uk email address rather than @sms.ed.ac.uk. In the focus groups, participants explained that they were still often confused about when it was necessary to include the ‘sms’ in the email address and when it was not.
4) Provision of a life long email address (alumni email service)
The clearest conclusion to come out of the survey is that the majority of students (80.12%) want to have an email address for life. The reasons given for this were varied: to communicate with peers, to keep in touch with staff at the university, to feel connected to the university. In the focus groups, participants stressed that while it would be nice to have an alumni email address, it would also be good if there was some sort of ‘added value’ to having an alumni email address i.e. alumni newsletters from the different departments, invitations to alumni events.
5) Opt-in or opt-out
In the survey, we asked respondents whether they prefer an opt-in by default method of change to a new format (i.e. everyone automatically gets moved over to the new form of address) or an opt-out by default method of change (i.e. everyone automatically keeps the old form and have to choose to switch to the new one). The answer from the survey was not clear-cut – there was a marginal preference (11.6%) for the opt-in by default method of change.
However, in the focus groups, there was a clear preference for the opt-in by default method of change, with participants stating that it would cause too much confusion to have some people remaining on the old format (potentially for years) with others changing to the new. It was suggested that the best time for the transition to happen would be in September at the start of the new academic year, with regular communications being sent out in the months before hand to warn students of the change.
6) Choice of email address formats
The response to the option of having a choice of email address formats in the survey was ambiguous, with only 46% of respondents saying that this was important to them. We discussed this issue further in the focus groups, where the majority of the participants stated that they would rather have a sense of uniformity among email address format. This sentiment was also strongly expressed in many of the free-text comments in the survey.
It was suggested in the focus groups that instead of offering a choice of email formats as such, we retain the matriculation number format of their email address as a mail alias so that they can still receive mail to it if they want to (i.e. in cases of concern about anonymity).
Section 6.2 Summary of Key Findings of Staff Consultation
1) Retaining the matriculation number format as an alias
Only a minority of staff (39.7%) agreed or strongly agreed that having a name-based email address would make it easier to email students. This is because many of them generate student email addresses simply by appending @sms.ed.ac.uk to their list of student matriculation numbers.
In many ways this is a separate issue form that of the email address format as such and more to do with having confidence in a reliable way to source student email addresses. This is an issue that we are keen to address and there is already a project underway that will consider this further.
2) Concerns around Data Protection and Confidentiality
Respondents to the staff survey made known their concern that with name-based email addresses, they might not necessarily know that they are emailing the right person which is particularly problematic in terms of confidential information and data protection laws. Hence it is important for us to include a mechanism in the email address, such as a number to make sure they are unique.
3) Distinguishing between staff and student email addresses
46.2% of staff thought it was important or very important to be able to distinguish between staff and student email addresses.
4) Alumni email address
Staff agree that having an alumni email address could be a positive thing with many commenting that it could help with alumni relations.


Section 7: Recommendations
1. The new format of the email address should be name-based but should include some mechanism for differentiating between people of the same name i.e. including the last three digits of the matriculation number. Taking into consideration all the results of the survey and the focus groups, it would seem the best format would be either:
firstname.surname[last three digits of matric. no]@ed.ac.uk
or
initial.surname[last three digits of matric.no]@ed.ac.uk
This looks professional and is unique to the individual. The use of the last three digits of the matriculation number would allow student email addresses to be distinguished from those of staff.
2. The new format of the email address should omit the ‘sms’ and be @ed.ac.uk.
3. An opt-in method of change should be used, with students being advised several months in advance when the change is going to happen.
[bookmark: _GoBack]4. Students should be given the option to have a lifelong email address.

Year of Study of Respondents 

Number of Respondents 	
UG Year 1	UG Year 2	UG Year 3	UG Year 4	UG Other	PGT	PGR Year 1	PGR Year 2	PGR Year 3	PGR Year 4+	386	330	318	353	137	620	288	178	174	134	Year of Study


Number of Respondents



For what kind of correspondence do you use your university email address?

Number	University Correspondence	Personal Correspondence	Job applications	Other	3018	620	742	336	Percentage	University Correspondence	Personal Correspondence	Job applications	Other	0.99211045364891515	0.20381328073635765	0.24391847468770544	0.11045364891518737	




How often do you use your email address for contacting other students?

Number	Often	Sometimes	Occasionally	Rarely	Never	840	832	518	629	223	Percentage	Often	Sometimes	Occasionally	Rarely	Never	0.27613412228796846	0.27350427350427353	0.1702827087442472	0.20677186061801447	7.3307034845496388E-2	




How do you find email addresses of people in the university when you want to contact them? Please select all that apply.

Number	Searching Office365 Address Book	Searching Outlook Address Book	Searching University website	Using Google or other search engine	Twitter	Other	1674	976	1284	679	15	265	Percentage	Searching Office365 Address Book	Searching Outlook Address Book	Searching University website	Using Google or other search engine	Twitter	Other	0.55029585798816572	0.32084155161078237	0.42209072978303747	0.22320841551610782	4.9309664694280079E-3	8.7113740959894811E-2	




How important is it to you to have an email address based on your name rather than your matriculation number?

Number of Respondents 	Very Important	Important	Neither important nor unimportant	Unimportant	Very unimportant	951	915	599	286	167	Percentage	Very Important	Important	Neither important nor unimportant	Unimportant	Very unimportant	0.32590815627141878	0.3135709389993146	0.20527758738862234	9.8012337217272108E-2	5.7230980123372174E-2	




How important is it to you to have an @ed.ac.uk email address rather than @sms.ed.ac.uk? 

Number of Respondents 	Very Important	Important	Neither important nor unimportant	Unimportant	Very unimportant	1114	1040	503	174	87	Percentage	Very Important	Important	Neither important nor unimportant	Unimportant	Very unimportant	0.38176833447566827	0.35640849897189858	0.17237834132967786	5.9629883481836878E-2	2.9814941740918439E-2	
Number of Respondents





In a name based email address format, I would want my first name included e.g. joe.bloggs@ed.ac.uk.

Number of Respondents	Strongly Agree	Agree	Neither Agree nor Disagree	Disagree	Strongly Disagree	862	1002	785	309	84	Percentage	Strongly Agree	Agree	Neither Agree nor Disagree	Disagree	Strongly Disagree	0.28336620644312954	0.32938856015779094	0.25805391190006577	0.10157790927021697	2.7613412228796843E-2	




In a named based email address format, I would prefer to have my first initial included rather than my first name e.g. j.bloggs@ed.ac.uk. 

Number of Respondents	Strongly Agree	Agree	Neither Agree nor Disagree	Disagree	Strongly Disagree	572	757	966	606	141	Percentage	Strongly Agree	Agree	Neither Agree nor Disagree	Disagree	Strongly Disagree	0.18803418803418803	0.24884944115713348	0.31755424063116372	0.19921104536489151	4.6351084812623275E-2	




In a named based email address format, I don't mind having my year of entry included e.g. j.bloggs2018@ed.ac.uk or j.bloggs18@ed.ac.uk. 

Number of Respondents	Strongly Agree	Agree	Neither Agree nor Disagree	Disagree	Strongly Disagree	153	542	555	989	803	Percentage	Strongly Agree	Agree	Neither Agree nor Disagree	Disagree	Strongly Disagree	5.0295857988165681E-2	0.17817225509533202	0.18244575936883628	0.32511505588428663	0.26397107166337935	




How important is it to you to have the option to change your email address during your studies? 

Number of Respondents 	Very Important	Important	Neither important nor unimportant	Unimportant	Very unimportant	412	804	901	603	211	Percentage	Very Important	Important	Neither important nor unimportant	Unimportant	Very unimportant	0.14056635960423064	0.2743091095189355	0.30740361651313547	0.20573183213920163	7.1989082224496764E-2	




I would like to have a choice of different email address formats to choose from

Number of Respondents	Strongly Agree	Agree	Neither Agree nor Disagree	Disagree	Strongly Disagree	531	878	784	565	284	Percentage	Strongly Agree	Agree	Neither Agree nor Disagree	Disagree	Strongly Disagree	0.17455621301775148	0.28862590401051941	0.25772518080210388	0.18573307034845496	9.3359631821170283E-2	




How important is it to you to have an email address for life? 

Number of Respondents 	Very Important	Important	Neither important nor unimportant	Unimportant	Very unimportant	1301	1037	392	158	30	Percentage	Very Important	Important	Neither important nor unimportant	Unimportant	Very unimportant	0.4458533241946539	0.35538039753255657	0.1343385880740233	5.4146675805346128E-2	1.028101439342015E-2	




Number of Respondents by College

Number of respondents	Arts, Humanities and Social Sciences	Medicine and Veterinary Medicine	Science and Engineering	1153	835	1047	
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