Exempla Employee Software Usage Guideline

This Employee Software Usage Guideline states Exempla Healthcare’s policy concerning software duplication and use of company computer technologies. All employees shall use software only In accordance with its license agreement.  Unless otherwise provided in the license, any duplication of copyrighted software or use thereof, except for backup and archival purposes, is a violation of the law. Any unauthorized duplication of copyrighted computer software or inappropriate use violates the law and is contrary to the company’s standards of conduct.   Use of company computer equipment and access to company information is granted by authorized access codes.   Non authorized use of access codes is a violation of company policy. The following points are to be followed to comply with software license agreements.

1.  I will use all software in accordance with the license agreements stipulated by the software publisher. I agree not to duplicate or maintain copyrighted or licensed software (except for backup purposes) or documentation unless specifically authorized in writing by the appropriate vendor.

2.  I am aware that legitimate software will be provided to all employees who need it and will be properly purchased by the company through appropriate procedures. I understand that no company employee will make any unauthorized copies of software under any circumstances. Anyone found copying or using software other than for backup purposes is subject to disciplinary action, which could include termination.

3.  I am aware that if I illegally reproduce or use illegally reproduced software I can be subject to civil and criminal penalties including fines and imprisonment. I understand that Exempla Healthcare does not condone illegal copying or use of software under any circumstances.
4. If I am aware of any misuse of software within the company I will notify my supervisor or the Information Services & Technology department.

5. I will not use or install any software not purchased by the company or any equipment without prior approval of the Information Services & Technology Department.  This includes games, educational software and any legitimate or illegitimate software not owned by the company.

6. I will not share my password(s) with anyone (including DIALIN passwords).
If I feel my password has been compromised, I will inform my supervisor and the Information Services & Technology Department and will change my password. 

7. To protect the Company’s network from computer viruses, I agree to have any foreign 

diskettes, which I may bring into the Company, checked by Information Services prior to using it on any workstation.

8. I will not remove any computer equipment, software or documentation from the Company premises without prior approval from a department manager.

9. Upon termination of my employment, I will return all computer hardware, software and manuals to my immediate supervisor.

I have read the Employee software Usage Guideline. I am fully aware of our software policies and procedures and agree to abide by them.
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