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Internet Usage Policy
[bookmark: _GoBack]Introduction
 The clinic's internet usage policy aids the staff members with directives about the suitability use of the clinic's appliances, network, and internet accessibility. The guidelines are here to guard both the clinic and the staff members who have access to the computers and the internet while on duty. 
Internet Usage Policy
The policy on acceptable use of the internet by the clinic’s staff includes, but not limited to:
All staff members are encouraged to use the internet carefully and gainfully. Any non-profitable use of the internet is highly prohibited. Internet usage is limited to job-related activities only, and personal usage is prohibited. Employees are all encouraged to use the internet for research and educational purposes to help attain the clinic's goals. All materials created, obtained from the net, or received through the computer system are regarded as the clinic's official material. Accessing un-authorized websites is unacceptable. The management is monitoring all activities that are carried within the computer systems. Private use of the computer systems, such as personal mail and social media, is considered illegal and prohibited as this can harm the system. Installation of software such as instant messaging technology is discouraged. All machines should be shut down upon completion of daily duties.
Additionally, downloading or pirating software that is copyrighted is prohibited in the organization. Installing software is also not allowed. Employees are also prohibited from visiting potentially dangerous websites that can compromise the organization's computers' safety. Staff is also prohibited from sending confidential information to unauthorized recipients. 
If an employee needs clarification in any of the policies, they are encouraged to consult the supervisor.
Penalties for Violation of Internet Usage Policies
An employee may receive a formal written warning letter from the disciplinary department. Serious violation may result in suspension from duty or even expulsion of a staff member from the clinic or a fine of up to $30,000. An employee's salary may be deducted to cater to damages they might have brought to the computer systems. If the employee is caught more than once violating these principles, he/she will be fired with immediate effect. 
Conclusion
All staff members are advised to adhere to terms and conditions stated in this document and should note that they apply to all. The policies in this document are reflections of the clinic's agreement with the employees. 
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