Internet acceptable use agreement
Computer Works has actively pursued making advanced technology and increased access to information available to its staff.

The purpose of this Acceptable use agreement is to ensure that all employees are aware of and understand their responsibilities when accessing the Internet.

Conditions and rules for use:
Acceptable use
The purpose of the Internet is to facilitate communications in support of the business goals of Computer Works. Your use of Internet services provided by the Company must be in support of and consistent with the objectives of Computer Works.

Transmission of any material in violation of any United States or state regulation is prohibited. This includes, but is not limited to, copyrighted material, threatening or obscene material, or material protected by trade secret.

Use for commercial activities outside of Computer Work’s business objectives, product advertisement, or political lobbying is also prohibited.

Privilege
The use of the Internet is a privilege, not a right. Inappropriate use, including any violation of these conditions and rules, may result in cancellation of these privileges, as well as disciplinary action as specified in the employee handbook.

Computer Works senior management has the authority to determine appropriate use and may deny, evoke, suspend or close any employee’s access at any time based upon its determination of inappropriate use by that employee.

Monitoring
Computer Works reserves the right to review any material accessed by employees with Internet access to determine the appropriateness of such material. Computer Works may review this material at any time.

Incidental disclosure. It may be necessary for IS staff to review the content of an individual employee's communications during the course of problem resolution. IS staff may not review the content of an individual employee's communications out of personal curiosity or at the behest of individuals who have not gone through proper approval channels (program director, president, etc.).

Network etiquette
All employees are expected to abide by the generally accepted rules of network etiquette. These include, but are not limited to, the following:

· Be polite. Do not get abusive in your messages to others.

· Use appropriate language. Do not swear, use vulgarities, or any other inappropriate language. Do not engage in activities that are prohibited under state or federal law.

· Do not use the network in such a way that you would disrupt the use of the network by other users.

Security
Security of Computer Works computing resources is a high priority, especially since the systems are used for our daily business. Users must abide by the following security steps:

· Do not download software from the Internet onto any disk drive in use at the company without prior consent of management and the systems group.

· Do not allow any other employee to use your login name and/or password without the permission of management.

· Discovery of any security problem will be reported to your line manager and the systems staff immediately.

· Check for Windows, AVG, AdAware and Spybot updates weekly.

Confidential information
The work that Computer Works performs on behalf of clients is strictly confidential and may not be communicated outside the company without the express written consent of the CEO.

Incidental disclosure. It may be necessary for IS staff to review the content of an individual employee's communications during the course of problem resolution. IS staff may not review the content of an individual employee's communications out of personal curiosity or at the behest of individuals who have not gone through proper approval channels (program director, president, etc.).

All users of the company's computing systems must read, understand and comply with the policies established in this document as well as additional guidelines established by administrators of each system.

BY USING ANY OF THESE SYSTEMS, USERS AGREE THAT THEY WILL COMPLY WITH THESE POLICIES.

Conditions of use:
Users shall not:

· Use the Internet for any illegal purpose.

· Upload, download or otherwise transmit commercial software or any copyrighted materials belonging to parties outside of the company or the company itself.

· Visit Internet sites that contain illegal, obscene, or hateful content which is objectionable and inappropriate for the workplace. Neither shall users send or receive material that is obscene or defamatory or which is intended to annoy, harass or intimidate another person.

· Disable AVG AntiVirus or any spyware removal tools. PCs will be configured to automatically scan any material downloaded from an Internet Web site.

· Add AntiVirus or Spyware programs.

· Spend an unreasonable amount of time on personal e-mail.

· Use e-mail for any illegal purpose.

· Make or post indecent remarks, proposals or materials.

· Reveal or publicize confidential or proprietary information which includes, but is not limited to: financial information, new business and product ideas, marketing strategies and plans, databases and the information contained therein, customer lists, technical product information, computer/network access codes and business relationships.

· Make backups of all sensitive, critical, and valuable data files as often as is deemed reasonable by their program director.

· Maintain exclusive control over and use of his/her password, and protect it from inadvertent disclosure to others.

· Select a password that bears no obvious relation to the user, the user's organizational group, or the user's work project, and that is not easy to guess.

· Ensure that data under his/her control and/or direction is properly safeguarded according to its level of sensitivity.

· Install any program from the internet without written approval from management.

I agree to the above terms

__________________________________________________        Date___________________
                                    Signature

