	COMPANY POLICY AND PROCEDURE – COMPUTER AND INTERNET USAGE


The following is the company policy on computer usage.

1. The computers are the property of the company. As such the company reserves the right to conduct any investigation into any files, material or date stored on the computer without violating anyone’s right to privacy.

2. The use of flash disks and other portable devices is expressly forbidden, other than where the nature of such use is directly related to the performance of your job. The employee remains responsible at all times to ensure that any portable devices used are free of viruses and that no viruses, spy ware or any such material is transferred to the company computers.

3. At no time, not even if you are on an official break, may the company’s computers be used for what is commonly known as a social network site. These include but are not limited to – Facebook, Twitter, U Tube, Flickr and MySpace.

4. Access of personal email will be tolerated, provided it is of reasonable duration and is NEVER at the expense of work performance. Reasonable duration may be determined by Managing Director, from time to time. Any time accessing personal email exceeding 5 hours per month will be considered excessive and could result in disciplinary action.

5. Emails or attachments that exceed 2MB in size may not be downloaded between peak times. Peak times are considered to be between 8h00 till 13h00.

6. Any dissemination, via any means electronically, of content that is socially reprehensible, contains explicit material, racial insinuation, sexism, is morally offensive, insults or mocks a persons religion, or infringes on any right enshrined by the Constitution and in particular the Bill of Right, is expressly forbidden in any form. This includes any correspondence in your PERSONAL emails. 

7. The use of the company computer and/or internet to conduct any form of activity that could be construed as of a business nature not pertaining to ABC is strictly forbidden. You are also reminded that as per your employment contract, you may not participate in any business activity in any form, without written permission from the Managing Director.
This is the company policy and procedure for Computer and Internet Usage. Failure to adhere to it will constitute an offence and result in disciplinary action being taken. You are referred to the Company Code of Conduct for greater detail on the possible sanctions. In the absence of a specific offence under the Code of Conduct you are reminded of Offences 14, 15 and 28.

