Policy Guidelines for Computer Use: o

Use of Computers, Computer Software, E-Mail and the Internet

The following guidelines are to be observed by all Catholic Center employees using Diocesan computers,
E-Mail, and the Internet in order to maintain the highest level of legal, ethical, and moral uses of said
computers, E-Mail, and the Internet:

I

6.

7.

Diocesan computers are to be operated using computer software purchased and licensed for each
computer in operation; exceptions being shareware and freeware. Pirated/unlicensed software is not to
be installed on any computer.

Diocesan computers are to be used for the business of conducting the authorized activities of the
Diocese. Personal use of Diocesan computers should be kept to an absolute minimum, The Diocese and
its advisors have the right and obligation to monitor the use of its computers and the computer software
and information they contain, at any time and for any reason. Employees using Diocesan computers
should do so with the understanding that personal use is not confidential use and their activities are
subject to review and monitoring by others authorized do so on the behalf of the Diocese.

Using Diocesan computers or the Internet for any purpose that is not consistent with the highest legal,
moral, and ethical standards is strictly prohibited. Misuse will result in disciplinary action, up to and
including termination dependent upon the severity of the aforementioned misuse. Questions regarding
prohibited uses should be directed to applicable parties within the Diocese. .

Using Diocesan computers to gain access to the Internet may create the opportunity for others to gain
unauthorized access to confidential information, or to destroy computer software and information.
Employees should make every effort to safeguard against these risks by being vigilant when accessing
the Internet, and by practicing proper security and information backup procedures.

When employees use Diocesan computers or the Internet for personal reasons, it should be done in a
manner that clearly distinguishes these activities from the authorized business activities of the Diocese.
Use of Diocesan computers or the Internet for political purposes or to post personal opinions or
comments is strictly prohibited.

No employee may access confidential Diocesan information without authority or permission.

Anyone who is aware of the inappropriate use of a Diocesan computer should report this information in
strict confidence to the appropriate authority figures/system administrators.

I have read and fully understand the above guidelines. Tam aware of any and all consequences I may invoke by
not abiding by these rules. I will sign and return this page to the applicable authority figure.

Signed:

Date:




