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Company Name Goes Here.   Email Policy 

(Company Name Here) will be hereafter referred to as (short version).

        The purpose of this policy is to ensure the proper use of the  (company) email system. All messages distributed via the company’s email system, even personal emails, are the property of (company). (Company) can monitor your emails without prior notification. If there is evidence that you are not adhering to the guidelines set out in this policy, the company reserves the right to take disciplinary action, including termination and/or legal action. If you have any questions or comments about this Email Policy, please contact your supervisor.

Under the (Company Name) Email policy, it is strictly prohibited to:
· Send or forward emails containing libelous, defamatory, offensive, racist or obscene remarks. If you receive an e-mail of this nature, delete it immediately!

· Send unsolicited email messages or chain mail.

· Forge or attempt to forge email messages, or disguise or attempt to disguise your identity when sending mail.

· Disable the virus protection that monitors email messages and attachments.

Personal usage

The company’s email system is meant for business use only, (company name) does not allow personal use of email during working hours unless it is an emergency. Personal uses could jeopardize the company's email server (overload it with junk mail or expose it to hackers), therefore you are encouraged to use the company telephone or your cell phone to deal with personal matters that may be of an urgent nature or important to you.

 As a matter of policy, DO NOT give your company email address to websites that do not pertain specifically to your job function. DO NOT write your company email address on sweepstakes entries, personal credit offers, marketing surveys, etc.  

Use of Outside Email Systems and Instant Messenger Services (Hotmail, Yahoo, AOL)

Company Name does not allow the use of outside email services or instant messengers due to the fact that we CANNOT guarantee the level of virus protection. When you send a business related email from a “hotmail” or “yahoo” account, your recipient will see those domains as your return address and this does not portray a very professional image. Instant messaging services such as “Yahoo Chat” and “MIRC” have been known to use network resources unnecessarily and spread viruses.   The one exception here is when you need to contact the IT Department and specifically (Name of Internet Technician) where there is a system requirement to do so. 

Duty of care

Users must take the same care in drafting an email as they would for any other communication. Confidential information should not be sent via email and slang, abbreviations or any other unprofessional drafted messages are forbidden. 

Employee Signature: ___________________   Date: dd/mm/yr _________________
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