LMC Email and Login Request Form for Part-time Faculty

All part time instructors will need a username and password to access LMC computers.  In addition, an email address is also provided to each instructor.
Part-time faculty who currently have accounts and are scheduled to teach in Summer 2008 and/or Fall 2008 will automatically be extended by the Office of Instruction.  There is no need to complete the form.  

Regarding your LMC e-mail/login account:
· Each employee user will have his/her own login name and password. This password must be kept secure, meaning it should not be shared or posted anywhere. Employee users should only use their own login names and passwords.

· Please remember that once you have an email account you are responsible for keeping your password confidential and cleaning out your email box.  If your email is not cleaned out regularly and messages are being returned to the sender as undeliverable due to a full email box, you may have your email deleted for future semesters.  
· Accounts are monitored for inactivity and will be deleted if not being used.

· Federal privacy regulations must be followed when student information is sent via email.

· Using the “Everyone@” groups in District emails to reply and converse is not the appropriate place or channel for discussion.  In addition, the link to the District’s Acceptable Technology Use policy is provided.
http://www.4cd.edu/policies_procedures/BOARD/POL-PROC/BP5030.PDF
http://www.4cd.edu/policies_procedures/CAIG/IG2012_01.pdf
· All accounts expire at the end of each semester. 

If you would like an e-mail and login account, please complete the form below.
Your signature indicates that you understand the above stated parameters.  
TO: 
Office of Instruction

FROM:
________________________________________ (printed name)

        YES, I would like a district e-mail account and agree to accept the stipulated parameters.
____ NO, I do not want an email account, but I would like a logon to access campus 

         computers.

____NO, I no longer need an email account and login.

Signature ___________________________

Department__________________________

Date ________________________
Please return the form to the Office of Instruction
