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This Reference Sheet has been developed to complement the Queensland Government Information Standards. The information contained in this document may be used as additional reference material by Queensland Government agencies when managing Use of ICT Facilities and Devices.  Agencies should consider the information provided as reference material and interpret it in the context of their own agency methodologies. 

Example Process – Receipt of Inappropriate Emails
If an employee regularly receives unauthorised emails from a particular source, it is no defence to say that the emails were unsolicited if the employee does not take action to prevent this from continuing.

If an employee regularly received inappropriate emails from a particular source or sources, they should take action to prevent this continuing.  Depending on the circumstances the employee should take the action specified in paras 1 and 2 or 1 and 3:

1. Inform the employee’s supervisor of the receipt of inappropriate emails.

2. Inform the sender by email that the sender must not forward any further inappropriate email transmissions to the employee and provide the employee’s supervisor with a copy of that email. 

3. Report to the departmental IT unit the receipt of inappropriate emails.  The IT unit may block all further email transmissions from that sender.
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