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1 INTRODUCTION
This policy is to give a clear understanding for what the Giscoe Internet is to be used for. To provide guidelines and procedures to be followed by all Company employees

1.1 In order to facilitate and better streamline its business operations, Management has provided a variety of equipment, systems and procedures to be used by the staff members as they execute their responsibilities within the Company.

1.2 Such equipment, including the Internet, are to be used as a resource to further the business interests of the Company only.

1.3 Management has allowed the employees the limited use of such equipment for their personal needs, e.g. internet to do personal bank transactions, etc. This permission is however granted to the employees for use during their spare time, e.g. lunch time or after hours. 

1.4 The use of other equipment will be limited to the Principle of Reasonableness. 

1.5 Management reserves its rights to take disciplinary measures against the employees who may visit non-business sites at any time of the day, including outside normal working hours. 

1.6 The viewing of the following sites is strictly forbidden:

1.6.1 downloading of pictures, music, etc.

1.6.2 visiting political, religious and pornographic sites

1.6.3 surfing any website that may be deemed as offensive, thus unacceptable to the business ethics of this company, e.g. sites that are racist, pornographic, derogatory, etc

7

The above offenses are regarded as very serious and are punishable by severe disciplinary 

measures, which can include dismissal.

8
Downloading of any material, including that of Software, will be allowed only when 

preceded by authorization from Management or the IT Manager. This includes personal software upgrades.

3
PROCEDURE

3.1
Management will continue to monitor the Internet usage by the employees, and determine the nature of the sites visited, time spent and the costs incurred. 

3.2
Where Management is of the opinion that the usage of the Internet is not in the interests of the company, and the subsequent reasons submitted by the employee are not acceptable, Management will not hesitate to exercise its rights to institute disciplinary actions, and/or charge the costs incurred against the employees’ salaries. 

3.4
This Policy applies to all Company employees, either on full-time, temporary or on contract employment with this company, who operate Company computers or those allocated to them by the Company Clients, Business partners or Associated Companies. 

3.5 This amended Policy is with immediate effect. 

4.    AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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