




























Winning Wheels, Inc. Employee Computer Usage Agreement 

 

The Information Technology Management (ITM) Policy is the document that guides proper use 
of information technology (IT) products and services installed and used at Winning Wheels, Inc. facilities. 
The policy was developed and is maintained by the senior information technology management 
team. It is implemented by Winning Wheels, Inc. Administration with primary oversight for carrying out 
this policy delegated to the IT Coordinator. Below are the items all employees should know 
from the policy: 

 
1. Winning Wheels, Inc. information technology and telecommunications products, 

equipment, and services may not be used for activities other than approved business.  
 

2. Employees will not reveal their user account password to others nor allow the use of 
their user account by others. This includes co-workers or family members. 
 

3. Employees will store their data files on the network as opposed to local storage 
devices (e.g. desktop, flash drives, etc.). Privacy issues prohibit the transporting of 
facility protected information on removable media. 
 

4. Employees will not change their passwords that allow access to e-mail, network 
systems, and the internet. Employees will log out of the network when leaving the 
workstation for more than a very brief period. Employees will not change any 
screensaver security settings. At the end of each workday, each employee will close 
out of any open programs, browsers, etc. and log out of their PC.  Employees will not 
shut off their PCs. 
 

5. Employees will not use company-provided devices for nonwork-related purposes 
such as logging into personal email accounts, Instant Messaging (IM) services, social 
networking sites, personal shopping and entertainment websites. 

 
6. Employees will not bring personal software or digital electronic equipment to the 

facility with an intent to make use of facility resources (i.e. flash drives, connecting 
personal digital camera to work computer, installing software and downloading 
pictures).  

 
7. Employees will not install or download software programs from any source, including 

software provided by vendors, the internet, flash drives, compact disks (CDs) or 
diskette.  Software programs refer to applications or executable files either 
commercially available or free. This includes, but is not limited to, commercial 
software packages, shareware programs, unauthorized screensavers, free utilities, 
browser plug-ins, etc. 

 
8. Employees will not provide their work e-mail account when registering on websites, 

sending greeting cards, ordering on-line, etc. If you require an additional e-mail 
address, contact the IT department for assistance. 



9. Employees who require access to instant messaging or social networking websites for 
work related purposes or assisting residents, may use the resident computer lab. 
Please note that other points of the computer usage policy apply to employee use of 
the resident computer lab. 

 
 
ACKNOWLEDGEMENT:  

 I hereby acknowledge that I have read and understand the Winning Wheels, Inc. Employee 
Computer Usage Agreement. I understand that all technology resources and all information 
transmitted by, received from, or stored in these systems is the property of the Winning Wheels, 
Inc. facility and that I have no expectation of privacy in connection with the use of this equipment 
or with the transmission, receipt, or storage of information in this equipment. 

 I acknowledge the Winning Wheels, Inc. facility’s right to monitor my use of technology resources 
at any time. Such monitoring may include the printing and reading of all electronic transmissions 
entering, leaving, or stored on the Winning Wheels, Inc. facility’s equipment. 

 I agree that upon my termination of employment or partnership with the Winning Wheels, Inc. 
facility that I will not attempt to access any Winning Wheels, Inc. facility data, systems or 
information. 

 I understand that I will be charged the cost of virus/malware removal if it is determined that the 
infection was a result of a violation of this computer usage agreement. 

 I have read and understand all provisions specified in this agreement. 
 
 
 
______________________________________________________________________________ 
Employee Name Printed Signature Date 
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