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Any and all electronic and telephonic communication and information transmitted by, from or stored within the [company’s] systems are the property of the company and are to be used for company-related purposes.  This includes but is not limited to voice mail, e-mail, telephone conversations, computer program, word processing and the Internet, facsimile, telecopies or copy machines.  

Employees may use this equipment for incidental, reasonable, lawful personal reasons so long as the personal use is done not during work hours and does not impact the integrity or use of these systems.  Employees should be aware that there is no confidentiality with respect to personal use of these systems and that both business and personal use will be access and monitored.  [Alternate:  Employees are prohibited from using this equipment for personal use and will be subject to discipline up to and including termination.]


Employees are prohibited from using a code, accessing a file or retrieving any stored communication unless authorized to do so or have proper clearance from a [company] manager or the Executive Director.


All pass codes, software or hardware are the property of the [company].  Employees must safeguard their passwords and not share them with others.  No employee may use a pass code or voice-mail access code that has not been issued to that individual. No personal programs may be installed or use on company computers.  Only company-owned and authorized software or hardware may be used.  


No offensive, harassing, fraudulent, defamatory or illegal information may be contained in any electronic or telephonic communications.  Confidential or proprietary information should not be sent outside of the company or provided to those without business need.  Dissemination or printing of copyrighted material, including software programs is prohibited.


To ensure that the use of electronic and telephonic communications systems and business equipment is consistent with the [company’s] interest and this policy, the [company] reserves the right to monitor the use of such equipment from time to time.  Employees have no right to privacy with regard to what is placed within individual directories or to personal matters, which may also be subject to monitoring.


Downloading or accessing any information or accessing sites from the Internet of an inappropriate or salacious nature is prohibited.  Such conduct or any violation of this policy may subject an employee to discipline up to and including termination.

