	COMPANY POLICY AND PROCEDURE -ELECTRONIC DEVICES


COMPANY DEVICES

1. Telephonic devices include but are not limited to telephones, fax machines and cell phones. If you receive the benefit of a cell phone allowance, it is considered property of the company and as such is subject to this policy. As such the company reserves the right to conduct any investigation into any files, material or date stored on the computer without violating anyone's right to privacy. The storage and/or downloading and/or transmitting of any form of data to and/or from a company computer, intentionally or unintentionally, constitutes a waiver of any right to privacy with regards to such data.

2. At no time, not even if you are on an official break, may the company's telephonic devices be used for what is commonly known as a social network sites. These include but are not limited to - MixIt, Mig33, Facebook, Twitter, U Tube, Flickr and MySpace.

3. Use of the device for personal use will be tolerated, provided it is of reasonable duration. Managing Director may determine reasonable duration, from time to time. 

4. Any dissemination, via any means, including electronically, of content that is socially reprehensible, contains explicit material, racial insinuation, sexism, is morally offensive, insults or mocks a persons religion, or infringes on any right enshrined by the Constitution and in particular the Bill of Right, is expressly forbidden in any form. 

5. Any form of subscription service is for your own account and you must have written permission. 

6. The use of the company telephonic devices to conduct any form of activity that could be construed as of a business nature not pertaining to XXXXXXX is strictly forbidden. You are also reminded that as per your employment contract, you may not participate in any business activity in any form, without written permission from the Managing Director or his designated agent.

PERSONAL DEVICES
7. The use of private cell phones and electronic devices, including but not limited to laptops, notebooks, tablets and similar devices is not allowed on the premises, other than in the circumstances set out in 8 below. This includes the use of devices to listen to music. Employees can, in an emergency, be contacted via the company landline. 

8. An employee, who is on a tea break or lunch break, may make use of any of the silent features of a device, or functions that do not require any spoken communication. An employee, who is on an official break, may use their device outside of the building provided that they are not in the front portion of the building (Peter Road.) Employees are reminded that even if you are outside of the building and not in the front portion of the land, that your use of language should be guarded because customers, suppliers and the public will still associate you with our business and you should behave accordingly.

8.1
An employee who is on a smoke break may not use this as an opportunity to utilise their device as envisaged in 8 above. This is in line with the company's policy of equal and consistent treatment for all staff.

9. Even if an employee is using a private device the dissemination, via any means, including electronically, of content that is socially reprehensible, contains explicit material, racial insinuation, sexism, is morally offensive, insults or mocks a persons religion, or infringes on any right enshrined by the Constitution and in particular the Bill of Rights, to a fellow employee, supplier, customer, contractor or any party that has a direct relationship with XXXXXXX, remains an offence and will be viewed in a serious light. Your attention is also drawn to the company' s policy with regards to discrimination and sexual harassment.

