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Policy


Internet and Email Use Policy

Date Effective
         May 2002

Date Renewed
         May 2007
POLICY  STATEMENT

Employees have a responsibility to ensure correct use of any web based services. Share and Care Community Services Group Inc. employees will be subjected to disciplinary measures for misuse or inappropriate use.
1. POLICY  PROCEDURES

1.1
The email and internet services are provided for business use only, and must not be used for private purposes.

1.2
No information that may be deemed confidential about clients or business matters may be transmitted by email without prior approval of the Program Manager or Chief Executive Officer.

1.3
Internet search facilities must only be used for research or data gathering purposes for Program purposes only.

1.4
Viewing or downloading images or documents of an inappropriate or offensive nature will result in disciplinary action or dismissal. Share & Care have a ZERO tolerance policy in relation to pornography.
1.5
Computer based games and messengers must not be downloaded or stored on computers.

1.6
Staff must not use access codes provided to other staff, unless the Chief Executive Officer grants permission.

1.7
An independent IT specialist will be allowed access for random monitoring and reporting.
2. POLICY  PROCESSES

2.1
Accounts from internet service providers are to be retained as part of the normal accounting processes.

2.2
Program Managers are responsible for checking, or arranging the checking of the nature and quantity of emails, and downloads at least quarterly, and on the occasion of staff leaving employment. The results are to be forwarded to the Chief Executive Officer in the Program Managers Report.
2.3
Staff leaving will clear stored email messages and transfer important information to the Program Manager and Chief Executive Officer.

2.4
Computer passwords and access codes will be changed regularly, and available to staff that require access only and the Chief Executive Officer
I have read and understand these Policies relating to email, internet and computer use.

Signed: ___________________________  Print Name: _____________________________

Date: _____________________________  Witness: _______________________________
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