Town of Boylston
Computer, E-Mail, Voicemail, and Tuternet Usage Polic

Introduction

The Town of Boylston (hereinafier the “Town") recognizes that the use of computers and the Interaet
hes many Peﬂeﬁfs for Town employees. The Internet and e-mal] make cotamunication more efficient
and effective. Therefore, employees are encouraged to use computers and the Tnterzet appropristely.

Unacceptable usage of computers and the Intemet can place the Town af risk. This policy discusses their
acceptable usage.

Gujdelines
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1. The Town [nternet and c-mail access may not be used for trensmitting, retrieving of storing of any
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disahility, religion, antionsl erigin, physical atiribites or sexual prefereace shall be transmitied.
Harssiment of any kind is prohibited.
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4. Do not use the system in a way thstdimpisitsusebyuthas.lbishcludsexnmiwwnmﬁon
time; downloading audio or video; sending or receiving meny Jarge files; and pending excessive
gmounts of e-mail. g

s, Themwuetisﬁ;nofuseﬁ:lpmgmmthnmbedowﬂoﬁed, but scme may contein computer

viruses that can extensively damage our computers. Bemtodownload&omxembleaowonly.

Also, many browser add-on packages are available to-download. There is no gumntee&nmhwiﬂ

be compatible with other programs ot the network and mey canse problems: therefore, pleaserefrain
from downloading 2dd-on software paclages. .

6. Eachempluyeeiswspon;ihlefo:theconﬁmiofaﬂtext.mdioorimagwthnthdsheplmorsends
over the company's Inlernet and e-mail system. No e-mail or other electronic communications may
bcsentwhlchhidﬁtheidmﬁtyofthemdetm:epmmesaﬂausomenneelsc.A}so.be
aware that the Town's name is aftached to o1l messeges souse diseretion in formartating messages.

7. E-mail is not guaranteed to be private or confidential. All electronic communications are property of
the Town Tharefore, the Town reserves fhe right to examine, monitor, and regulate e-meil
messages, directories and files, as well as Intermed usage. Also, the [ntemet is not sicure so dont
assune that others can't read — or possibly slter ~ your message.

§. Infernsl and external e-meil messages am considered business records and may he stbject o

discovery in the event of litigation. Be aware of this possivility when sending e-mail within and
outsids the company.
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Tewn of Bovlston ‘
. Computer, E-Mail, Voicemail, and Internet Usage Policy

The following puidelines have bee

 established for using the telephone system and voicemail in sa
appropriate, ethical, and professio

nal manner.

1. The telephone and voicemail systems are the property of the Town. They have been provided by the
Town for use in conducting to

WL business. All commusication transmitted by, received from, or stored
i this system are company records and propexty of the Town.

2. The Town, in ifs discretion as owner of the telephone and voicemail systems, reserves and may exercise
the right to monitor

» 8CCess, refrieve and delete any matter stored in, created, received ot sent over the
telephone and voicemajl systems.

The Town's policy against sexual or other barassment applies fuliy to the telephone and voicemail
systems, end any violation of those policies is gronnds for discipline. Therefore, po telephone or .
Yoicemail messages should be oreated, sent or received if they contain intimidating, hostile, or offensive
material concerning race, color, religion, sex, age, national origin, disability, or other classification
protected by law, 7 :

Town's Right to Monitor and Consequences

All company-supplied teshnology, including computer systems and company-related work recocds; belong o
the Town and not the employee, The To

0w routinely monitors usage pattems for its computer, _f.elgphone, & -
mail end Internet communivations. Although encouraged to explore the vast resources available on e
Tntermet, employees should use discretion in the sites that are acotsoed

Since all the computer systems and software, as well us the e-mail and Internet ooﬁne{:qod.m@m-
owned, all company policies are in effect at sll times. Any employes who abuses the privilege of compazy-
facilitated ncoess 1o e-mail orthe Internet siay be desiod atoess to the Tatemet and, if appropriate, be subjet
to disciptinary action up to and inchuding fermination.

1 you have questions regarding the appropciste use of the Internet or euail, contact the Town
Administrator, _ )
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Town of Boylston
Computer, E-Mail, Voicemail, and Internet Usage Policy

TOWN OF BOYLSTON _
COMPUTER, E-MAIL, VOICEMAIL AND INTERNET USAGE
' EMPLOYEE ACKNOWLEDGEMENT FORM

I acknowledge that 1 have received a copy of the Town of Boylston's BLECTRONIC POLICY. 1agree

o read it thoroughly, and agree that if there is any provision in the policy that I do not undesstand, I wilk
ask questions of the Town Administrator. ‘ .

1 understand that my use of the Town's electronic System constitules my oonsent to all ferms and
conditions of that policy. ‘

Yo pertioular, | understand that the system and all information transmitted by, received from or stored in

the system are the property of the Town. The system is 1o be used only for business purposss and not

fﬂmm'mdlhmemmﬁmofpﬁmyhmecﬁmwiﬂnhem of the system that
xst_heuansmisian.reoeiptotstmageofmformaﬁm

1 agree not {o use a codc, access a file, or retrieve stored communications nless authotized. I
acknowledge and consent to the Town's monitoring the use of the system at its disoretion.

EMPLOYEE ACKNOWLEDGEMENT AND SIGNATURE

Date: -' / I

Employee Signature:

Print Name:
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