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Attorney Written Employee Handbooks...At Your FingerTip®




Telephone, Cell Phone, Computer, E-mail, Social Networking, Blogging and Mail Usage 

The Company has invested significant money in its equipment, including the telephone, computer and e-mail systems in order to conduct our business as efficiently as possible and to achieve a competitive advantage.

The telephone system may not be used for personal calls.  The Company recognizes that emergencies do occur.  When such an emergency exists, and absent an Employee having a cell phone, the Company’s telephone system may be used.  Any other use of cell phones during an Employee’s working hours is strictly prohibited.
All computers, files on the computers, our e-mail system and software furnished for use by Employees are the property of the Company and are intended for business use only.  The software, which is either proprietary or subject to licensing from third parties, may not be copied.

Internet access to the worldwide web is provided by the Company to assist Employees only with work-related material.  Personal use of the Internet, including social networking sites such as Twitter, Facebook and blogging is strictly prohibited. Employees should always ensure that the business information contained in e-mail messages is entirely appropriate.

The unauthorized use, downloading, installation, copying, or distribution of third-party copyrighted, trademarked, or patented material from the Internet is expressly prohibited.

Employees’ internet and e-mail usage must not contain content or comments that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any Employee or other person.  Examples of unacceptable content are pornography, derogatory comments involving race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or any other comment that may be offensive to fellow Employees or the public.

Internet users should take the necessary anti-virus precautions before downloading or copying any file from the Internet.   All downloaded files are to be checked for viruses; all compressed files are to be checked before and after decompression using the Company’s anti-virus software.

The Company’s mail system, including messenger and overnight services, are strictly for Company business and may not be used for personal use or for solicitation for non-business matters, including religious, political or social activities.

The security of the Company’s telephone, computer, internet, e-mail, and mail systems is of paramount importance.  All of these systems are Company property subject to monitoring by the Company and disclosure to third parties including law enforcement agencies.  No privacy rights can be assumed by Employees in the content of e-mails, computer and telephone usage.

While employment with the Company is always At Will, Employees must recognize that abuse of these policies will result in disciplinary action, up to and including termination of employment. Should the Company suffer a financial or property loss as a result of an Employee’s abuse of these policies, the Employee may be held personally liable for all such losses.


