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	Policy:
	

	
	Employees may be issued company equipment (laptops, computers, phones). All equipment will remain the property of the company, and it may not be sold or given away. The employee is also responsible for keeping the equipment safe and in good working condition. If the equipment breaks or malfunctions it is the employee’s responsibility to notify their manager in 24 hours. If the equipment is stolen it must be reported immediately. 
Security of company issued devices:
· Keep all devices password protected
· Ensure equipment is not left unattended
· Ensure all networks are secure and any malware is updated
All emails assigned by the company should be used for professional purposes only. Good judgement should be exercised when determining recipients and contents. All inappropriate content sent via email will result in disciplinary action up to and including termination.
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