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PURPOSE: This policy supersedes all prior administrative policies regarding electronic
communications, computer hardware and software, computer networks, internet usage,
email, and telephones. It is intended to update and simplify the City's policies regarding
electronic communications, usage of computer hardware and software, prohibited uses
of the City's technology resources, restrictions about downloading files from the internet
and opening email attachments, and permitted uses of the City's telephone system.
This policy applies to all City personnel. Responsibility for changes and updates to this
policy rests solely with the City Manager.
This policy does not address all required, allowed, or prohibited behaviors by
employees, but merely covers common examples. In general, the City relies on the
good judgment of its employees to ensure that City Technology Resources are used in
the public's best interest.
DEFINITIONS:
1. "Electronic communication" means any communication done electronically,
including email, mobile/cell phones, and text messaging.
2. "Email" is a web-based system of electronic communication, in which a computer
user can send a message to another computer user, whether sent through the
City's electronic mail system or the internet.
3. "Information Technology" is sometimes referred to herein as IT, and includes all
electronic equipment, software and/or data used by City employees in the
performance of their work, including but not limited to computers, email, the
internet, telephones, cell phones, fax machines, flash drives, scanners, and
pagers.
4. "Internet" is the communication system conducted via a network of computers
using the World Wide Web (www).
GENERAL POLICY STATEMENT: It is the policy of the City of Toppenish to maximize
the cost-effective use of computer systems as a means of improving productivity. The
City provides communication resources capable of offering computing resources,
electronic mail (email), internet access, telephone and voicemail, facsimile machines,
cellular telephones and other electronic communications devices (collectively referred to
as the City's Technology Resources) to employees to assist in and facilitate City

