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I.
PURPOSE

To provide employees with the use of up-to-date computer technology in a way that is beneficial to the employee in his job, but not disruptive to the workplace.

II.
SCOPE


This policy applies to all employees of the District.

III.
POLICY

It is the policy of the District to place computers in District facilities and to provide Internet access for use by employees in conducting District business.

IV.
GUIDELINES

A.
Computers are placed in all District facilities so that employees may complete their assigned duties and communicate with others outside of the District.

B.
The District utilizes the Internet for business purposes.  Additionally, while the District does provide electronic mail addresses for employees, the use of these systems is intended primarily for District-related work activities, as well as those activities which promote skill building and knowledge enhancement.  Employees shall limit the use of such systems for non-work related or personal business so that it does not interfere with daily operations.  

C.
While on District premises, employees are forbidden from accessing websites that are inappropriate in the workplace, including but not limited to pornographic sites, or any other sites which would be detrimental to the District.  This shall also include the use of personal computers while on District premises.

D.
It is the responsibility of each employee to ensure that District information disbursed via these systems is accurate, appropriate and lawful.  Unauthorized copies of copyrighted or licensed materials on the Internet may not be created, distributed, or knowingly utilized.

E.
Employees shall not expect privacy in their Internet and electronic mail use and communications; management retains the right to review all employee activities on the systems.

F.
Employees are to utilize only the software programs provided by the District on the District-owned computers.  Downloading of software programs to District computers may only be done with the prior approval of the Fire Chief or his designee.
G.
Upon termination of employment with the District, employees are prohibited from taking any computer-related programs, files, or materials for personal possession.  Access to the District’s computer system shall be eliminated at the point of termination of employment.
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