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Article 1

These Regulations Governing the Management of Email Services (hereinafter
referred to as “these Regulations”) are adopted by National Kaohsiung
University of Science and Technology (hereinafter referred to as “the
University”) to manage e-mail accounts of the faculty, staff, students, and the
cloud services.
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Acrticle 2
Google Workspace (formerly known as G-suite) is the platform on which the
University’s e-mail and cloud services are built and maintained by the
Computer and Network Center (hereinafter referred to as “the Center”). Users
must abide by the Google Terms of Use, Google Privacy Policy, and these
Regulations.
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Avrticle 3
The University’s e-mail services are provided to the following users:

3.1 Employed full-time (project-based) teachers, staff, adjunct teachers,
contracted staff, and project staff;

3.2 Retired faculty and staff;

3.3 Enrolled students and alumni;

3.4 Academic and administrative units (the official e-mail accounts);

3.5 Relevant organizations at the University (the official e-mail accounts);

3.6 Other users who have been approved through the administrative process.
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Article 4
An email account shall be applied in accordance with the following procedures
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and rules:

4.1 All users qualified under Article 3 must submit the application form to
acquire an e-mail account. Upon approval from the unit’s supervisor(s),
the Center will be notified to create a new e-mail account.

4.2 Users from affiliated organizations of the University or those who have
been authorized by administrative units must apply for an e-mail account
through the corresponding administrative or academic unit. Once the
supervisor of the respective administrative or academic departments has
given their approval, the application documents shall be directed to the
Center for review. The e-mail account shall be created upon the Center’s
approval.

4.3 Once the e-mail account is created, an amendment to the e-mail account
without reason may not be considered. Each application can apply for one
e-mail account. If there are special needs, a separate application can be
submitted with the approval of the unit supervisor. The e-mail account
shall be created upon the Center’s approval.

4.4 The student number is used as the account name for new students. New
students shall browse the Center's official website and activate their e-
mail accounts. New students are not allowed to change the account name
or set a nickname as their account name.

4.5 The term of use of part-time teachers is mainly based on the period they
are employed. The account creation is based on the compiled list from the
Office of Academic Affairs, which receives reports from each
department.

4.6 Alumni who graduated before February 1st, 2018 (i.e., before the merger
of three universities) may apply for an alumni e-mail account only once.
Alumni who graduated after February 1st, 2018 (i.e., after the merger of
three universities) may continue using their student e-mail account.
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Article 5

Email usage rules:

5.1

5.2

5.3

5.4

5.5

5.6
5.7

5.8

All e-mail accounts issued by the University are official or academic in
nature and should be utilized for educational, teaching, research,
administrative, and related purposes.

The University has set up a platform for delivering official e-mails. All
e-mails from all departments must be sent via this platform.

The Center has set up the official e-mail accounts for the academic and
administrative offices in the University, which should only be utilized
for official purposes. Should any alteration (update or rename) be
required in light of the need for recognition or consideration, then the
application shall be approved by the respective unit and Center’s
supervisors.

Upon activation of the account, users must immediately change their
password and store it securely. Any unauthorized use of other users’
accounts is not allowed. Should account holders forget their passwords,
they should contact the Center to reset them. Furthermore, for the
purpose of maintaining information security, users should comply with
the Center’s instructions and reset their passwords regularly when they
get a notification from the Center.

Any behavior that violates the laws and regulations or tarnishes the
reputation of the University shall be prohibited. These behaviors include
transmission, placement, and dissemination of any virus, illegal
software, advertising letters, fraud, pornography, defamation, obscenity,
harassment, and threats. The rights and interests of other people and their
privacy shall be respected and described euphemistically to avoid
misunderstandings and disputes.

E-mail operations shall not be engaged in for-profit business activities.

E-mail shall not be used to send anonymous or false letters in the name
of others.

E-mail users shall respect intellectual property rights and shall not use,

store or transmit any pirated software.
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5.9 E-mail users are not allowed to move, modify or read any files and
directories which do not belong to them, without permission.

5.10 E-mail users shall not destroy the system, interfere with the system’s
operation, eavesdrop on the network-transmitted information, or engage
in any behavior that affects the security related to the system’s intrusion.

5.11 The allocation of the storage space used for e-mail and Google
Workspace-related cloud services is as follows:

(1) Full-time/project-based teachers: 70GB;
(2) Adjunct teacher: 5GB;

(3) Staff: 20GB;

(4) Retired staff: 5GB;

(5) Official mailbox: 20GB;

(6) Current students: 3GB;

(7) Alumni: 1GB.

5.12 When the space used in e-mail and Google Workspace-related cloud
service exceeds the allotted space, users will be sent a reminder notice on
a regular basis. If no action is taken within the stipulated timeframe, the
account will be deactivated. If the account holder does not request re-
activation within one month of deactivation, the Center shall delete the
account and clear the used space.

5.13 Users are responsible for backing up essential data stored in e-mail and
Google Workspace-related cloud services. The Center will not be held
accountable for any damages.
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Article 6
Handling process of improper use of e-mail accounts:

6.1 The Center reserves the right to suspend the use of accounts belonging to
users who violate these Regulations, and their e-mail accounts will be
suspended until the account holder provides explanations. Once the
evaluation has determined that no further offenses have been committed
or other security breaches have taken place, the suspension will be lifted.
If the circumstances are serious and were conducted by the students, the
suspension will be made, and the cases will be reported to the Office of
Student Affairs to impose disciplinary sanctions on students. If the
circumstances are serious and were conducted by the staff, the cases will
be transferred to the Staff Evaluation Committee for further proceeding.
If the circumstances are serious and were conducted by the teachers, the
cases will be reported to the Faculty Evaluation Committee for further
proceeding.

6.2 Anyone who violates the e-mail usage rules or other unspecified
regulations and thus violates the law shall take on legal responsibilities
by themselves.

6.3 E-mail and Google Workspace-related cloud services must not be used
for any type of illegal or inappropriate activity. Should an account be
misused, employed for illegal conduct, or stolen, the Center and Google
are entitled to take emergency measures on the account, such as
disabling it either temporarily or permanently.

6.4 Those who violate the e-mail usage rules and are thus subject to
suspension and disciplinary actions may submit a written appeal to the
Center within two weeks from the date the account is suspended if they
refuse to accept it. Submitting an appeal is limited to one attempt.
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Article 7
Period of use:

7.1 After students’ graduation, the Center shall change their e-mail accounts
and related system settings to a graduate alum status based on academic
records. If there is no activity within one year, the Center may deactivate
the account in accordance with information security requirements.

7.2 If a student withdraws from the school, the e-mail account shall be kept
for six months, according to the academic records. The Center may
delete their accounts immediately upon expiration.

7.3 When the full-time teachers retire, the e-mail accounts and related
system settings shall be converted into the status of retired teachers. If
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7.4

7.5

7.6

7.7

7.8

there is no login record within one year, the Center may cancel the
teachers’ right to use the account based on the information security
requirements.

When the full-time/project-based teachers resign, their e-mail accounts
shall be retained for six months based on their employment information.
The Center may delete their accounts immediately upon expiration.

When members of staff retire, the e-mail accounts and related system
settings must be converted into the status of retired staff. If there is no
activity within one year, the Center may cancel the staff’s access to the
account in accordance with the information security requirements.

When a member of staff resigns, their e-mail account shall be retained
for six months based on their employment information. The Center may
delete their accounts immediately upon expiration.

Should an organization who has obtained approval for an e-mail account
through the University disband, their official e-mail accounts will be
retained for six months, after which the Center may delete their accounts
immediately upon expiration.

The e-mail accounts of adjunct teachers shall be suspended at the end of
the term of employment. The e-mail account shall be reopened if the
employment is continued. If the employment has not been renewed for
more than two years, the e-mail account shall be retained for six months
based on the employment information, and the Center may delete the
accounts immediately upon expiration.
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Article 8

Matters not mentioned herein shall be handled in accordance with the
Ministry of Education’s Guidelines for Campus Network Usage and the
Taiwan Academic Network Management and Norms.

1~ ARG RLE MGREPEE ST BLIF R -

Article 9



These Regulations shall be adopted by the Administrative Meeting and shall
take force upon approval by the President. The same procedure shall apply
when these Regulations are amended.
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