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Purpose:

Hopeful Horizons (HH) has adopted the policy to establish and clarify its expectations for the
appropriate use of electronic communications and the internet.

Scope:

This policy applies to:

All HH Staff ] Selected HH Staff, as specified:
[J HH Board Members XIHH Volunteers

Other: Contractors assigned HH technology equipment

Policy:
As a productivity enhancing tool, HH encourages the business use of electronic communications
provided their use is in accordance with this policy.

A. Internet Access: HH internet access is password protected and is provided to employees,
volunteers and guests with permission. The internet access provided by HH shall be used for
business purposes and is not intended for entertainment or other personal use.

B. Electronic Communication, Email, Internet Usage: This policy applies to all electronic
communications, equipment and devices including, but not limited to, telephones, e-mail,
voice mail, instant messaging, internet, fax, computers, and servers. HH provided technology
is intended for business purposes.

C. Professional Communications: All communications from HHs’ equipment, devices and email
address shall be made in a professional manner consistent with the organization’s mission,
vision, values, ethical standards and policies and procedures of the organization.

D. Prohibited Activities:

1. Copyright violations: This includes the act of pirating software, music, books and/or
videos or the use of pirated software, music, books and/or videos and the illegal
duplication and/or distribution of information and other intellectual property that is
under copyright

2. lllegal activities: Use of HHs’ technology equipment and/or information resources for or
in support of illegal purposes as defined by federal, state or local law is prohibited

3. Political activities: The use of HH technology equipment and/or information resources for
political activities is prohibited

4. Harassment: HH prohibits the use of computers, e-mail, voice mail, instant messaging,
texting and the internet in ways that are disruptive, offensive to others, or harmful to
morale
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D.

5. Junk E-mail: All communications using HHs’ technology equipment and information
resources shall be purposeful and appropriate. Distributing “junk” mail, such as chain
letters, advertisements, or unauthorized solicitations is prohibited

Administrative Access and Monitoring: Generally, while it is not the practice of HH to monitor
the content of routine electronic communication, HH is responsible for servicing and
protecting the organization’s equipment, networks, data, and resource availability and
therefore may be required to access and/or monitor electronic communications from time to
time with or without notice.

HH reserves the right, at its discretion, to review any employee’s files or electronic
communications to the extent necessary to ensure all electronic media and services are used
in compliance with all applicable laws, regulations and HH policies. Employees should
structure all electronic communication with recognition of the fact that the content could be
monitored, and that any electronic communication could be forwarded, intercepted, printed
or stored by others.

Policy Violations: Violations of this policy including any improper use of HH provided
technology equipment is subject to discipline up to and including discharge.

Communication and Training:

The Board shall receive a copy of the policy at the time of periodic review and will have an
opportunity to ask clarifying questions during the approval process. Employees and volunteers
shall receive notice of the Board's policy review and approval including notice of any substantive
changes. The notice will provide a link to the policy located on the HH website.

Definitions:

1.

Technology Equipment: technology assets including computers, servers, printers, monitors,
hard drives, memory and storage devices.

Other Related Materials:

NA

References/Legal Authority:

Technology and Information Management, Risk Prevention and Management Standards (RPM)

4, Council on Accreditation, 2023.

Change Log:
Date of Change Description of Change Responsible Party
3.2024 Updates the policy to the new N. Miller, Prog. Eval. Consultant
template; provides additional in consultation with J. Brown, Dir
clarification to the policy of Operations and R. Lucovich,

expectations; adds communication | HR Spec.
& training, definitions and
resources.
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