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PERSONAL USE OF VEHICLES AND EQUIPMENT
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Introduction
[Name of organisation] ’s facilities, vehicles, and equipment are to be used to support its mission. [Name of organisation] staff and volunteers may not use [name of organisation] resources (including any person, money, or property) under their control for personal benefit or gain, or for the benefit or gain of other individuals or organisations, except as specified below. 
Employees and volunteers are permitted limited use of vehicles and equipment for personal needs where such use does not interfere with [name of organisation] business, involves minimal additional expense to [name of organisation], involves minimal additional risk to [name of organisation], and conforms with applicable organisational procedures. Such permission may be revoked or limited at any time by the board or the CEO.
[name of organisation] believes that staff and volunteers should be given the tools needed to effectively carry out their assigned responsibilities. Allowing limited personal use of these tools helps enhance the quality of the workplace and helps [Name of organisation] to retain qualified and skilled workers.
This policy does not apply to those situations where personal use of [name of organisation]’s equipment constitutes agreed remuneration under a contract of employment. 

Purpose

The primary purpose for which vehicles and equipment are provided to [name of organisation] staff and volunteers is to assist them in carrying out the duties of their employment.  This policy sets out guidelines for acceptable personal use of [name of organisation] vehicles and equipment by employees and volunteers of [name of organisation].  

This policy is made up of specific policies governing the use of 

· Mobile Phones 

· Information Technology Equipment 
· Vehicles 
Authorisation
<<Position>>

[name of organisation]  

Use of Mobile Phones

Employees and volunteers of [name of organisation] whose duties necessitate use of a mobile phone may be assigned a phone or may be reimbursed for business use of a personal phone under the following circumstances. 
Use of the phone may be approved by the CEO, or their duly authorised nominee, according to the following criteria: 
· A requirement to travel frequently on business away from the office

· A need for others to communicate with the employee about [name of organisation] business when the employee is away from their office
· A need for the employee to communicate with others regarding [name of organisation] business when the employee is away from their office
· The employee supports or is otherwise responsible for programs, services or systems that necessitate frequent and immediate communications throughout the day or after working hours.

The lowest cost plan available to accommodate the particular organisational need shall be used. The need for a phone must be reviewed at least once a year to verify that the arrangement continues to be justified. The arrangement shall be terminated on resignation, separation or transfer of the employee.
Personal use of a [name of organisation] mobile phone is highly discouraged. Employees are expected to fully reimburse [name of organisation] for all personal use of such services. Alternatively, the employee may purchase their own telephone and submit a reimbursement request for organisation-related calls.

Use of Vehicles

[name of organisation] vehicles must not be used other than for [name of organisation] business.  

Use of Information Technology Equipment

Policy
Staff may use the internet and email access provided by [name of organisation] for:
· Any work and work-related purposes

· Limited personal use (see below)

· More extended personal use under specific circumstances (see below)

Staff may make independent assessments, consistent with this policy, of the permissibility of the use of [name of organisation] equipment for other than official job purposes. Staff are encouraged to consult with and seek approval from their supervisors when uncertain about any point. 
Supervisors at all times retain discretion to restrict the use of equipment. In making their decisions to make personal use of [name of organisation] equipment, staff and volunteers are reminded that there should be no expectation of privacy with regard to the use of [name of organisation]’s communication technologies (email, for example, voicemail, and records of websites visited).

Procedures 

Limited personal use 
Limited personal use of computers, internet facilities, and other IT equipment is permitted where it:
· Is infrequent and brief

· Does not interfere with the duties of the employee or his/her colleagues

· Does not interfere with the operations of [name of organisation]
· Does not compromise the security of the [name of organisation] systems

· Does not impact on [name of organisation]’s electronic storage capacity

· Does not decrease [name of organisation]’s network performance (e.g. large email attachments can decrease system performance and potentially cause system outages)  

· Corresponds to the procedures outlined in the Email Retention and Archiving Policy 
· Conforms to the practices for file management and storage outlined in the current records management policy 
· Does not incur any additional expense for [name of organisation] 

· Does not generate income for the employee or any other person

· Does not violate any laws

· Does not compromise any confidentiality requirements of [name of organisation]
Examples of what would be considered reasonable personal use are:

· Conducting a brief online bank transaction

· Paying a bill

· Sending a brief personal email, similar to making a brief personal phone call


Permitted extended personal use 
It is recognised that there may be times when staff need to use the internet or email for extended personal use.  An example of this could be when a staff member needs to use the internet to access a considerable amount of materials related to study they are undertaking.  In these situations it is expected that:
· The staff member advise and negotiate this use with the Manager

· The time spent on the internet replaces all or part of a staff member’s break/s for that day, or that they adjust their timesheet accordingly for that day.

It is not expected that staff need to advise or negotiate with the Manager for personal use that would be reasonably considered to be of a limited nature.

Unacceptable use
Staff may not use internet or email access (including internal email access) provided by [name of organisation] to:
· Create or exchange messages that are offensive, harassing, obscene or threatening;

· Create, copy, transmit, or retransmit chain letters or other unauthorised mass mailings

· Use [name of organisation] systems as a platform to gain unauthorised access to other systems

· Carry out activities that are illegal, inappropriate, or offensive to fellow employees or the public. Such activities include, but are not limited to, hate speech, or material that ridicules others on the basis of race, creed, religion, colour, sex, disability, national origin, or sexual orientation.
· Visit websites containing objectionable (including pornographic) or illegal material;

· Make any personal communication that could create the perception that the communication was made in that person’s official capacity as an employee or volunteer of [name of organisation]
· Conduct any outside business or private employment

· Assist any election campaign or lobby any government

· Advertise and sell for commercial purposes 

· Exchange any confidential or sensitive information held by [name of organisation] (unless in the authorised course of their duties)
Related Documents
Email Maintenance and Archiving Procedures 
Network Policy 
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