……….. Community Association

Charity Registration No. ……..
Your Internet Use

The Internet is a very useful tool which staff can access to help in their jobs.  When you are using the Internet, please be aware of the following:
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You can access the Internet for personal use at the discretion of your manager.
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You must not use the Internet for the creation, use, transmission or encouragement of material which is illegal, obscene, offensive, threatening or damaging to a person's reputation.
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You must not use the Internet to transmit unsolicited commercial or advertising material.
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You must not use the Internet for illegal activities including breaching the Data Protection, Computer Misuse, Obscene Publications and Design Copyright and Patents Acts.
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You must not download or install software onto the Organisation’s  equipment.
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You should only access Webmail accounts (Hotmail, Yahoo, AOL etc) or Social Networking sites (Facebook, Bebo etc) at the discretion of your manager and always follow the Personal Use guidelines  
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You have a responsibility to report any suspected misuse, whether accidental or deliberate to Name
Personal Use
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You can access the Internet for occasional personal use at the discretion of your manager.
If you have permission to use the Internet at work, you must ensure that this never:
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takes place at the expense of contractual hours  [image: image10.png]


interferes with the Organisation’s work 
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relates to a personal business interest  [image: image12.png]


involves the use of chat rooms or similar services.

The table below shows you what is permitted [image: image13.png]


, permitted with restrictions [image: image14.png]


, or not permitted under any circumstances [image: image15.png]



	       Permitted 
	        Not Permitted 
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Reference 
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Copying material       
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Research 
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Downloading software 
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News updates 
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Games 

	[image: image22.png]


Accessing Webmail eg Hotmail (*) (**) 
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Chat Rooms 
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Social Networking eg Facebook (*) 
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Gambling 
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Shopping (*) 
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