EMPLOYEE FACTSHEET

ELECTRONIC COMMUNICATIONS

What is the purpose of the Electronic Communications Policy?

The Electronic Communications Policy outlines acceptable use, security requirements, and
professional standards for using email, instant messaging, and other di
tools at [Company Namel]. Its purpose is to ensure that electronic ¢

| communication
ications are used

effectively and securely while protecting company data and maint
environment.

a professional work

- Email

- Instant messaging (e.g., company-approv
- Video conferencing tools

dsiness purpos

Personal use of compan [ interfere with work duties or
violate company policie

fnks in susplcious emails or messages. Report the
partment immediately. They will investigate and provide

dle sensi or confidential information in emails?

Sensitive or congildlential i tion should be sent using secure methods. Use encryption

where possible a at you only share such information with authorised recipients. If

security of a communication, consult with the IT department.

you are unsure abou
s it okay to use personal messaging apps for work-related communications?

No, personal messaging apps should not be used for work-related communications. Always
use company-approved tools for business purposes to ensure security and compliance with
company policies.
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How can | ensure that my electronic communications are professional?

- Use clear, concise, and respectful language.
- Avoid using jargon or informal language that may be misinterpreted.
- Proofread your messages for errors before sending them.

- Be mindful of tone and context, especially in written communications
harder to gauge.

re tone can be

Immediately contact the unintended recipient to request d
Notify your manager and the IT department of the er
contained sensitive or confidential information. F
the IT department.

How long should | keep my emails and ot
Emails and electronic communicatj

retention policy. Review and del \cati riodically to manage your
inbox and maintain efficiency.

How often is the Communications Policy reviewed?

The policy is reviewed annually and updated as necessary to reflect changes in technology,

legal requirements, or company procedures. Employees will be notified of any significant
changes to the policy.
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