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Sample Monitoring Policy

Notes: - 

1. This policy can be used as a standalone document, or can be integrated into an existing staff manual or handbook.

2. This policy is quite specific and provides detail on what is, and is not permissible in terms of the use by employees of company systems. Employers should feel free to amend the policy such that it matches their particular needs, and may prefer to soften slightly the absolute bar that is currently provided on personal email use during work hours.

3. If an employer finds that an employee has acted contrary to this policy, the temptation is often to immediately take disciplinary action. However, this is a heavily regulated area and employers should always take specialist advice prior to taking such action.

4. Employers are encourage to familiarise themselves with the detailed and useful guidance provided by the Information Commissioner on data protection, monitoring and the use of personal information. Details are available on the Information Commissioner’s website – www.ico.gov.uk
5. Reference is made in this policy to ‘the company’. If your organisation is not a company (being perhaps a charity or a partnership, for example), you should amend references to ‘the company’ as appropriate.

Monitoring Policy

1.
Purpose

The company reserves the right to monitor its employees in accordance with activities permitted under UK and European legislation for the purpose of ensuring:

· The safety of its employees and visitors to the company’s premises;

· The preservation and protection of its confidential information, electronic equipment, physical and intellectual property and its reputation and relations with customers and the public at large;

· That its systems, policies, rules procedures and protocols are observed properly including its dealings with third parties and between its own employees;

· That the company’s property is not abused or endangered by misuse theft or vandalism;

· That no employee is subject to any breach of the company’s equal opportunities, data protection, anti-harassment and anti-bullying and other policies;

· Full compliance with UK and European law.

In carrying out this policy, employees are advised that the company monitors its communications systems including its telephones, computer equipment, including e-mail and internet usage, and any means by which any employee communicates with any other employee and/or any third party in the course of their employment or as a consequence of their employment by using the company’s property, computer equipment and/or networks. Employees should not therefore assume that their communications (such as email) are private. 

Whereas the company recognises and respects its employees’ rights as to privacy, the company also needs to ensure that its operations are conducted lawfully and in accordance with its policies and procedures and are generally of a quality and standard that does credit to the company and its reputation.  

The company is also required to carry out monitoring to comply with its legal obligations to its employees and others who deal with the company.

This policy is non-contractual in effect and does not form part of normal terms and conditions of employment. The company reserves the right to change the terms of this policy from time to time and to introduce a replacement procedure as may be required.

2.
Definition and scope

This policy covers every employee, director and agency worker and certain contractors or third parties when they are....
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