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“A warm welcome with pub grub - at our tables or delivered to yours"
Internet Usage Policy

Policy

When a website is visited, devices such as cookies, tags or web beacons may be employed
to enable the site owner to identify and monitor visitors. If the website is of the kind
described below, such a marker could be a source of embarrassment to Inn Cornwall
Limited, especially if a worker has accessed, downloaded, stored or forwarded inappropriate
material from the website. Workers may even be committing a criminal offence if, for
example, the material is pornographic in nature.

Scope

The procedure applies to all employees and workers regardless of length of service including
agency workers. The policy does not form part of your contract of employment and we may
amend it at any time. For use of Social Media please see separate policy.

Procedure

Workers should not access from Inn Cornwall Limited’s system any web page or any files
(whether documents, images or other) downloaded from the web which, in the widest
meaning of those terms, could be regarded as illegal, offensive, in bad taste or immoral.
While content may be legal in the UK, it may be insufficient bad taste to fall within this
prohibition. As a rule, if any person within Inn Cornwall Limited (whether intended to view
the page or not) might be offended by the contents of a page, or if the fact that Inn Cornwall
Limited’s software has accessed the page or file might be a source of embarrassment if
made public, then viewing it will be a breach of this policy.

Workers should not under any circumstances use our systems to participate in any Internet
chat room, post messages on any Internet message board or set up or log text or
information on a blog, even in their own time.

Remember also that text, music and other content on the internet are copyright works.
Workers should not download or e-mail such content to others unless certain that the
owner of such works allows this.
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Personal use of systems

Inn Cornwall Limited permits the incidental use of its internet, e-mail and telephone systems
to send personal e-mail, browse the web and make personal telephone calls subject to
certain conditions set out below. Our policy on personal use is a privilege and not a right.
The policy is dependent upon its not being abused or overused and we reserve the right to
withdraw our permission or amend the scope of this policy at any time.

The following conditions must be met for personal usage to continue.

e Use must be minimal and take place substantially outside of normal working hours
(e.g. that is, during a worker’s usual lunch hour, before shift start time or after shift
finishes)

e Personal e-mails must be labelled "P:" in the subject header

e Use must not interfere with business or office commitments

e Use must not commit Inn Cornwall to any marginal costs

e Use must comply with Inn Cornwall policies including the Equality and Diversity
Policy, Anti-Harassment and Bullying Policy and Disciplinary Procedure.

Workers should be aware that any personal use of the systems may also be monitored and,
where breaches of this policy are found, action may be taken under the disciplinary
procedure. Inn Cornwall reserves the right to restrict or prevent access to certain telephone
numbers or internet sites if it considers that personal use is excessive.

Monitoring of use of systems

Inn Cornwall Limited systems provide the capability to monitor telephone, e-mail, voicemail,
web and other communications traffic. For business reasons, and to perform various legal
obligations in connection with our role as an employer, use of our systems including the
telephone and computer systems, and any personal use of them, is continually monitored.
Monitoring will only be carried out to the extent permitted or required by law and as
necessary and justifiable for business purposes.

A CCTV system monitors the exterior of the Inn Cornwall Limited and inside internal 24
hours a day. This data is recorded.

We reserve the right to retrieve the contents of messages or check searches which have
been made on the internet for the following purposes (this list is non-exhaustive):-
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To monitor whether the use of the e-mail system or the internet is legitimate and in
accordance with this policy

e To find lost messages or to retrieve messages lost due to computer failure

e To assist in the investigation of wrongful acts to comply with any legal obligation.

Inappropriate use of equipment and systems

Access is granted to the web, telephones and other electronic systems, for legitimate
business purposes only. Incidental personal use is permissible provided it is in full
compliance with Inn Cornwall Limited rules, policies and procedures (including this policy,
the Equal Opportunities Policy, Anti-Harassment Policy and Disciplinary Procedures).

Misuse or abuse of our telephone or e-mail system or inappropriate use of the internet in
breach of this policy will be dealt with by our disciplinary procedure. Misuse of the internet
can, in certain circumstances, constitute a criminal offence. In particular, misuse of the e-
mail system or inappropriate use of the internet by viewing, accessing, transmitting or
downloading any of the following material, or using any of the following facilities, will
amount to gross misconduct (this list is not exhaustive)
e Pornographic material (that is, writings, pictures, films, or video clips of a sexually
explicit or arousing nature)
e Offensive, obscene, or criminal material or material which is liable to cause
embarrassment to St Austell Brewery Company Limited or to its clients
e Afalse and defamatory statement about any person or organisation
e Material which is discriminatory, offensive, derogatory or may cause embarrassment
to others
e Confidential information about the Inn Cornwall Limited and any of its staff or clients
e Any other statement which is likely to create any liability (whether criminal or civil,
and whether for you or Inn Cornwall
e Material in breach of copyright
e Online gambling

Any such action will be treated very seriously and is likely to result in summary dismissal.
Where evidence of misuse is found we may undertake a more detailed investigation by our

disciplinary procedure, involving the examination and disclosure of monitoring records to
those nominated to undertake the investigation and any witnesses or managers involved in
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the disciplinary procedure. If necessary such information may be handed to the police in
connection with a criminal investigation.
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