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E-mail/internet policy.
The use of e-mail and internet systems within this company is encouraged as its appropriate use
facilitates communication and improves efficiency.

Used correctly it is a facility that is of assistance to many employees. Its inappropriate use, however,
causes many problems ranging from minor distractions to legal claims against the company.

Authorised use:
The e-mail and internet are available for communication on matters directly concerned with the business
of the company.

Employees using the system should give particular attention to the following points:
Information should only be sent to those employees to whom it is particularly relevant.
Confidential information should be carefully protected within the system.

The company absolutely prohibits the downloading and/or accessing pornographic or obscene
material.

The company prohibits the sending or forwarding of discriminatory messages even if intended as a
joke.

The company warns employees not to use the e-mail system in anger or without thought and not as a
substitute for face-to-face communications.

Employees involved in negotiations for contracts must always mark e-mail “subject to contract” to
avoid any unnecessary misunderstanding or legal claims against the company.

The company reserves the right to intercept and read incoming and outgoing messages on e-mail and
to trace employees’ access to the internet.

Accessing e-mail: employee’s must check their electronic mailboxes regularly.

Any failure to follow and comply with the above guidelines and policy will result in disciplinary
action being taken which may result in dismissal.



