
Acceptable Usage Policy Examples 

 

Example courtesy of CRA: 

 

Electronic Communications 

1. The (apostolate) has electronic communication services available to employees 
including electronic mail (e-mail) and Internet access. It is important for employees to 
recognize that e-mail and the Internet are forms of corporate communication that are 
subject to all company policies and procedures.  

2. Use of the Association's communication systems must be in support of Association 
business and consistent with the mission of our apostolate. As with other office 
equipment, abuse of e-mail or the Internet may subject an employee to disciplinary 
action up to and including termination. 

3. Information System Guidelines 

(a) The System is defined as any device or component that is part of 
the network of (apostolate) including, but not limited to, all hardware 
and software. 

(b) The System may not be used to disrupt the operation of the System 
by others. System components including hardware or software shall 
not be modified in any way without the express consent of the 
president. 

(c) Use of the System to harass other users or gain unauthorized 
access to any computer or computing system or to damage 
components of a computer or computing system is prohibited. 

(d) (apostolate) reserves the right to prioritize use and access to the 
System. 

(e) Any use of the System must not violate state and federal laws or 
regulations. 

(f) The System may not be used for political purposes. 

(g) Employees may not send internal (apostolate) e-mails, 
correspondence, or policies to anyone outside of (apostolate). 



(h) Subscriptions to mailing lists, access to bulletin boards, chat 
groups, commercial on-line services, or other information services 
must be pre-approved. 

(i) The employee's Internet address identifies him/her as an employee 
of the company. Employees representing themselves as speaking on 
the company's behalf without authorization will be subject to 
disciplinary action up to and including termination. The unauthorized 
installation, use, storage, or distribution of copyrighted software or 
materials on company computers is prohibited. 

(j) Employees should frequently delete e-mail and unused files. This 
will help in conserving System resources. 

(k) Any information not developed on the system must be scanned with 
virus scanning software before being loaded into the System. 

4. Downloading or Uploading Information or Software 

(a) Under certain circumstances, it may be helpful to employees to 
download information from the Internet. Employees should not 
download files or materials without the prior approval. 

(b) Permission to download materials does not necessarily give 
employees permission to redistribute that material. Employees should 
not copy or redistribute downloaded material unless the owner has 
expressly given permission to do so. Much of the data available for 
downloading on the Internet is copyrighted and/or trademarked 
material. Any copying, dissemination, or other use of the material in 
violation of a copyright and/or trademark may subject both the 
employee and company to liability, fines, and penalties for violation of 
copyright or trademark laws. 

(c) Uploading documents or software to the Internet is permitted only if 
it is both in compliance with this policy, required for the employee's job, 
and approved. Most of the documents and software on the company's 
computer systems is copyrighted by the company and/or contains 
confidential business information that does not belong on the Internet. 

5. Obscenity, Harassment, and Defamation 

(a) Users are responsible for the appropriateness and content of material 
they transmit or publish on the System. 



(b) Downloading, displaying, or disseminating materials that may be 
reasonably perceived to be obscene, racist, sexist, defamatory, or 
similarly offensive or that invade another person's privacy is prohibited. 

(c) Use of the System to access, store, or distribute obscene or 
pornographic material is prohibited. 

6. The Internet and its resources may contain material of a controversial or offensive 
nature. (apostolate) does not monitor or control all information accessed through the 
Internet, and is not responsible for its content. Employees are responsible for 
appropriate choices of Internet resources consistent with this policy and for the 
appropriate use of those resources including, but not limited to, any applicable copyright 
restrictions. 

 

7. Users of e-mail and the Internet should not consider communications to be either 
private or secure. Users should have no expectation that any such communications are 
confidential. 

8. No person shall have access to the System without having received appropriate 
training and having signed an acknowledgment that he/she has both read and 
understood this policy. 

9. Restrictions on Disclosure - Certain types of information may not be sent over the 
Internet unless approved in advance, in writing, by the President, or unless the type of 
transmission is specifically authorized by the company's written policies. 

(a) Generally, information about a specific donor may not be sent over the 
Internet. This would include, for example, information relating to the 
donor’s financial condition, amounts donated, account numbers or social 
security numbers. 

(b) Failure to comply with this provision of this policy will be considered an 
extremely serious violation of company policy and may subject an 
employee to suspension without pay or termination. 

(c) This restriction does not apply to transmission of data by fax or phone. 

 

Telephone Usage 

1.Telephones are restricted to business and necessary personal use during business 
hours. 



2. Telephone and voice mail systems are key telecommunication tools that are essential 
to our daily business operations. The following activities will be considered serious 
violations of our telecommunications policy and may be subject to appropriate 
disciplinary or legal action: 

a. Personal use of company 800 numbers; 

b. Use of voice mail to advertise or transact non-company 
communications; 

c. Accessing our telecommunication systems with intent to cause 
damage, interrupt services, conduct personal business, or carry on 
illegal activities. 

d. Voice mail messages are not routinely monitored. However, due to the nature of 
these technologies, employees should not expect the content of any such 
communication to be confidential. 

 

Example courtesy of VSS Catholic Communications, Inc.: 

 

Use of Phone and Mail Systems  

(Apostolate) telephones are intended for business calls. You are not permitted to make 
long-distance or toll calls from our phones without permission from (apostolate) 
management. If you make personal calls on (apostolate) business phones, you must 
reimburse (apostolate) for any charges.  

 

You may not use (apostolate) postage or metering for your personal mail. The postage 
is intended only for official business-related mail. 

 

Our telephone communications are an important reflection of our image to customers 
and the community. Always use proper telephone etiquette. The following are some 
examples of good telephone etiquette:  

 

V Use the approved greeting 



 

V Speak courteously and professionally  

 

V Repeat information back to the caller 

 

V Only hang up after the caller hangs up. 

 

Computer and Email Usage 

To help you do your job, (apostolate) may give you access to computers, computer files, 
the email system, and software. You should not use a password, access a file, or 
retrieve any stored communication without authorization. To make sure that all 
employees follow this policy, we may monitor computer and email usage. 

We try hard to have a workplace that is free of harassment and sensitive to the diversity 
of our employees. Therefore, we do not allow employees to use computers and email in 
ways that are disruptive, offensive to others, or harmful to morale. 

At (apostolate) you may not display, download, or email sexually explicit images, 
messages, and cartoons. You also may not use computers and email for ethnic slurs, 
racial comments, off-color jokes, or anything that another person might take as 
harassment or disrespect.  

You may not use email to ask other people to contribute to or to tell them about 
businesses outside of (apostolate), political causes, outside organizations, or any other 
non-business matters.  

(Apostolate) buys and licenses computer software for business purposes. We do not 
own the copyright to this software or its documentation. Unless the software developer 
authorizes us, we do not have the right to use the software on more than one computer. 

You may only use software on local area networks or on multiple machines according to 
the software license agreement. (Apostolate) prohibits the illegal duplication of software 
and its documentation. 

If you know about any violations to this policy, notify the Business Manager or any 
member of management. Employees who violate this policy are subject to disciplinary 
action, up to and including termination of employment. 



You will be asked to read and sign the (apostolate) Computer/E-Mail Usage Policy. A 
copy will be given to you and one will be kept on file with the Businessl Manager. 

Internet Usage 

 

(Apostolate) may provide you with Internet access to help you do your job. This policy 
explains our guidelines for using the Internet. Internet usage is intended for job-related 
activities but you may use it for personal use if you get authorization first. 

 

All Internet data that is written, sent, or received through our computer systems is part 
of official (apostolate) records. That means that we can be legally required to show that 
information to law enforcement or other parties. Therefore, you should always make 
sure that the business information contained in Internet email messages and other 
transmissions is accurate, appropriate, ethical, and legal.  

The equipment, services, and technology that you use to access the Internet are the 
property of (apostolate). Therefore, we reserve the right to monitor how you use the 
Internet. We also reserve the right to find and read any data that you write, send, or 
receive through our online connections or is stored in our computer systems. 

You may not write, send, read, or receive data through the Internet that contains content 
that could be considered discriminatory, offensive, obscene, threatening, harassing, 
intimidating, or disruptive to any employee or other person. 

(Apostolate) does not allow the unauthorized use, installation, copying, or distribution of 
copyrighted, trademarked, or patented material on the Internet. As a general rule, if you 
did not create the material, do not own the rights to it, or have not received authorization 
for its use, you may not put the material on the Internet. You are also responsible for 
making sure that anyone who sends you material over the Internet has the appropriate 
distribution rights.  

Before you download or copy a file from the Internet, it must be checked for viruses. All 
compressed files must be checked for viruses both before and after decompression. 

You will be asked to read and sign the (apostolate) Internet Usage Policy and a copy 
will be given to you and one will be kept on file with the Businessl Manager. If you use 
the Internet in a way that violates the law or (apostolate) policies, you will be subject to 
disciplinary action, up to and including termination of employment. You may also be 
held personally liable for violating this policy. 

The following are some examples of prohibited activities that violate this Internet policy: 



V Sending or posting discriminatory, harassing, or threatening messages or images  

 

V Using the organization's time and resources for personal gain 

 

V Stealing, using, or disclosing someone else's code or password without authorization  

 

V Copying, pirating, or downloading software and electronic files without permission 

 

V Sending or posting confidential material, trade secrets, or proprietary information 
outside of the organization  

 

V Violating copyright law  

 

V Failing to observe licensing agreements 

 

V Engaging in unauthorized transactions that may incur a cost to the organization or 
initiate unwanted Internet services and transmissions  

 

V Sending or posting messages or material that could damage the organization's image 
or reputation  

 

V Participating in the viewing or exchange of pornography or obscene materials  

 

V Sending or posting messages that defame or slander other individuals  

 



V Attempting to break into the computer system of another organization or person  

 

V Refusing to cooperate with a security investigation  

 

V Sending or posting chain letters, solicitations, or advertisements not related to 
business purposes or activities  

 

V Using the Internet for political causes or activities or any sort of gambling  

 

V Jeopardizing the security of the organization's electronic communications systems  

 

V Sending or posting messages that disparage another organization's products or 
services  

 

V Passing off personal views as representing those of the organization  

 

V Sending anonymous email messages  

 

V Engaging in any other illegal activities  

 

Cell Phone Usage 

 

At the discretion of the (appropriate personnel), (apostolate) may reimburse employees 
up to (amount) per month for business use of personal cell phones. Employees with 
(apostolate) cell phones are allowed to use them for short personal calls within 
reasonable limits while at work.  



(Apostolate) prohibits employees using business cell phones for business while they are 
driving. If you are driving and need to use a cell phone, you should pull off the road and 
stop before you place a call or talk on the phone. 

 

When using a cell phone, please remember to keep your conversations private and 
quiet. 

 

 

 


