
 Employee Computer Use Policy
This Employee Computer Use Policy (hereinafter the “Policy”) is hereby made on , by . 

Use of the computer and the internet by employees of  is permitted and encouraged where such use supports the goals and objectives of the business. However,  has a policy for the use of the computer whereby employees must ensure that they:
· Comply with the current Employee Computer Use Policy;

· Use the computer and the internet in an acceptable way; and 

· Do not create unnecessary business risk to  by their misuse of the computer and the internet.
-SUPPLIED HARDWARE AND SOFTWARE SERVICES
· Any employee of  who is supplied a computer or has access to software services by  is at all times prohibited from using the computer or software services for any purpose that is offensive or harmful to  or its employees, or that violates any  policy, or any state or federal law in any way.
· Any employee who uses internet services, including email, that have been supplied by  should be aware that computerized communications can be intercepted and any such employee should take all proper precautions when discussing confidential information relating to  business.
· Any and all equipment, including any email account(s) supplied by  to an employee, shall remain the sole property of .
USE OF COMPUTER IN THE OFFICE

· Employees of , who use their personal or -supplied computers, login services, or internet services including email, while at the principal place of business of , should take all steps necessary to minimize the distractions associated with such use.
· While employees are at the principal place of business of , all computer functions, including email accounts, whether personal or -supplied should be used only for official  business.  Any use of  computers for personal use is a violation of policy.  
SERVICING OF -SUPPLIED COMPUTERS
· Any -supplied computer that requires servicing shall be serviced by an authorized agent or computer/IT representative duly appointed by . 
UNACCEPTABLE COMPUTER AND INTERNET USES 
In particular the following is deemed unacceptable computer and internet use or behavior by employees:
SANCTIONS                                                        
Where it is believed that an employee has failed to comply with this policy, he or she will face disciplinary procedure. If the employee is found to have breached the policy, he or she will face a disciplinary penalty ranging from a verbal warning to dismissal. The actual penalty applied will depend on factors such as the seriousness of the breach and the employee's disciplinary record.  

