
 

W in tergreen  F ire  an d  R escu e
S tan d ard  Ad m in is tra tive  P o licy
S u b ject: C om puter U se
R eference N u m b er: A dm  04-007
E ffective  D ate: 25-Jan-05
L ast R ev is io n  D ate: N /A

S ig n ature  o f Ap p ro v al C urtis  S heets , C h ie f  
 
Purpose:  
To establish a policy for the appropriate use of computers. 
 
Policy: 
Computers are at each station for use by employees.  Employees shall follow the established 
guidelines, and the Wintergreen Property Owners Association Employee Handbook. 
 

o Computers are for business use --personal use shall be kept to a minimum. 
o Instant messaging is prohibited before 1700 hours. 
o No program may be downloaded without approval  
o Employees shall not spend more than one (1) hour on the computer between the 

hours of 0800 to 1700 unless related to Wintergreen Fire and Rescue business. 
o These rules apply to use of personal computers brought to work. 

 
Employees are encouraged to read the WPOA Employee Handbook section titled “Computer and 
Email Usage” for additional information. 
 
 
 
  
 

 


