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Use of Church Equipment and Services



Summary:  to improve the Church policy on the use of our equipment (computers, networks, internet…)

Existing Policy:

112.6  Use of WPC Equipment
Use of WPC equipment and/or the employee’s time for personal telephone calls, internet use, electronic messaging, faxing, and copying is discouraged.  All downloads and installations are prohibited except as approved by the supervisor.  WPC reserves the right to monitor the use of any and all of these and any other church equipment.  Inappropriate use will be grounds for termination.

Proposed Policy:

112.6   Use of Church Equipment and Services

For this policy, the following definitions apply:
· Church equipment includes phones, fax machines, copiers, computers, the wired network, wireless networks, and any other electronic device provided by the Church. 
· Electronic Services include telephone services (voice and fax), internet access, electronic mail access, and any other service available on church equipment.

A.  Acceptable uses of Church Equipment and Services
Use of church equipment and electronic services is intended to be for business reasons only, to facilitate the Church’s business, and not for personal use.  Every employee has a responsibility to maintain and enhance the Church’s public image and to use the church equipment and services in a productive manner.  All employees are responsible for the material they access and download using the Internet.
Limited personal use of church equipment and electronic services is permitted provided that use is not prohibited under Paragraph 112.6 C, does not incur additional cost to the Church (e.g., personal long distance call are prohibited), does not interfere with the individual’s assigned work,  and does not interfere with the Church’s mission and work.  It is subject to the notification in Paragraph 112.6 B.
B.  Notification
In accordance with Texas law, all employees are notified that they have no expectation of privacy in email, internet access, or telephone and computer use. The Church, its agents, or representatives may monitor or intercept all electronic mail, internet access, or usage on any electronic device in the workplace.  Any improper use of the Church equipment or electronic services, the internet, or e-mail is subject to disciplinary action up to and including termination.
C.  Unacceptable uses of the equipment and services including internet and e-mail access
The Church’s equipment and services may NOT be used for: 
· Transmitting, retrieving, displaying, printing, storing or otherwise disseminating any communications, including images and documents, that are fraudulent, discriminatory, intimidating, illegal, harassing, embarrassing, abusive, sexually explicit, obscene, profane, offensive or defamatory.
· Transmitting, retrieving, displaying, printing, storing or otherwise disseminating any messages with derogatory or inflammatory remarks about an individual's race, age, sex, disability, religion, national origin, physical attributes or sexual preference, or any other characteristic protected by federal, state and local laws.
· Transmitting confidential, proprietary or privileged information or material concerning the Church, its staff, or its members without authorization.
· Personal advertisements, solicitations of non-Church’s business, political material, or for personal gain.
· Downloading, copying or pirating software and electronic files that are copyrighted or without authorization
· Any other purpose which is illegal or against the Church’s policies or contrary to the Church’s best interest.
Employees encountering any such prohibited use should report it to the Head of Staff or to the Personnel Committee.  
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