{YOUR COMPANY}
Acceptable Use Agreement
The {YOUR COMPANY}, (“Company”) agrees to allow the employee identified below (“Employee”) to use the Company’s technology which includes, but is not limited to: computer, software, email, and access the Internet, under the following terms and conditions:
1. Conditional Privilege: The Employee’s use of the Company’s technology, access to digital information, access to email and access to the internet is a privilege, not a right, and conditioned on the Employee’s abiding by this agreement.

2. Acceptable Use: 
The use of any user account and Company technology must be in support of the Company’s business and directives, and/or within the educational, professional or personal employment goals, roles, responsibilities and objectives of the Company. Employees also have the responsibility to monitor all material accessed or received via the system during their usage.

Transmission or intentional receipt of any inappropriate material or material in violation of law or Company policy is prohibited. This includes, but is not limited to:  threatening or obscene material, material protected by trade secrets, criminal activities or terrorist acts, sexism or sexual harassment, pornography, gambling, illegal solicitation, racism, and inappropriate language.
Any employee who “publishes” or “posts” on the Internet must abide by the approved publishing/posting procedures and guidelines. 
3. Penalties for Improper Use: If the Employee violates this agreement and misuses the Internet, computer, data or other company technology, the Employee shall be subject to disciplinary action up to and including termination.
4. “Misuse of the Company’s technology” includes, but is not limited to the following:

a) Using the Internet for any activities deemed lewd, obscene, vulgar, or pornographic as defined by prevailing business standards;
b) Use of Internet or systems for display of materials that are derogatory or intolerant of race, color, ethnicity, age, religion, or sexual orientation; 
c) Using abusive or profane language in private messages on the system, or using the system to harass, insult, or verbally attack others;

d) Causing congestion of the network through lengthy downloads of files;

e) Vandalizing or deleting data of the Company or another user;

f) Gaining or attempting to gain unauthorized access to resources or files;

g) Identifying oneself with another person’s name or password or using an account or password of another user without proper authorization;

h) Using the network for financial or commercial gain without Company permission;

i) Theft or vandalism of data, equipment, or intellectual property;

j) Invading the privacy of individuals;

k) Using the Internet for any illegal activity

l) Introducing a virus to, or otherwise improperly tampering with the system;

m) Degrading or disrupting equipment or system performance;

n) Making unauthorized copies of computer software;

o) Personal use of computers during business hours;
p) Installing software on Company computers without prior approval of technology delegate or his/her designee.

5. Liability for debts: Employee shall be liable for any and all costs (debts) incurred through their improper use of the Company’s computers or the Internet. 
6. Security: 
Security of our systems is a high priority, especially when the system involves many users. If you feel you can identify a security problem on the Company’s system, you must notify the technical designee immediately. 

You must abide by the following Security Policies:

a) Do not give your password to any other individual. 
b) Passwords must be complex, which means they must be at least 7 characters long, and contain a capital letter, lower case letter, number, and special character.
c) Under no circumstances should any passwords be written down.
d) The installation of any software, including wallpaper, toolbars, or any other download without prior approval from the CEO is forbidden.
e) The use of removable media such as USB flash/jump drives is forbidden.
f) Using email or the internet to transmit member information or account numbers is forbidden.
g) Any user identified as a security risk or having a history of problems with other computer systems may be terminated. 
7. No Expectation of Privacy: The Employee signing below agrees that in using the Company’s technology, he/she waives any right to privacy the Employee may have for such use. The Employee agrees that the Company may monitor the Employee’s use of the equipment and the internet, and may also examine all system activities the Employee participates in, including but not limited to e-mail, voice, and video transmissions, to ensure proper use of the systems.
8. Surrender of Digital Information and Technology. In the event Employee is terminated or terminates their own employment, Employee shall immediately surrender to Company without demand all digital information and Company technology. Company may withhold final compensation will be withheld until all Company technology is returned.  
9. Social Media Policy. Personal blogs should have clear disclaimers that the views expressed by the author in the blog is the author’s alone and do not represent the views of the company. All information published online shall comply with the Company’s confidentiality and disclosure of proprietary information policies. This also applies to comments posted on other blogs, forums, and social networking sites. It is understood that Employee will be respectful to the company, other employees, members, partners, and competitors in all social media activities and that such activities shall not interfere with work commitments. Employee shall not reference or site company clients, partners, or customers without their express consent.
By signing this agreement, the undersigned acknowledges that he/she has read, understands, and agrees to comply with the above principles governing the use of the Company’s technology and technology resources.  Willful and malicious violations of policy standards will result in disciplinary action up to and/or including termination. 
____________________________
____________________________
___________

Employee Name (print)
Employee Signature
Date

____________________________
____________________________
___________

Authorizing Name (print)
Company Authorized Signature
Date
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