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PREFACE 

The following documentation has been developed to provide staff with the assistance needed to meet statutory government requirements. In addition, following these will minimise the risk of accidentally accessing unsuitable material, and at worst, the employee or the employer facing prosecution. 

This document provides the standard parameters and rules for the way we communicate and work electronically. The document comes in three parts: 

Part 1 The Company’s underlying framework for emails. 

Part 2 Policies which must be followed. To be allowed to continue to communicate electronically, all users are required to print off and sign its associated Appendix 2 and pass the form to Staci Bradburn. This gives an undertaking that you have read, understood and will abide by the policy as contained in Part 2. 
Your attention is drawn to the legal aspects in Part 2. 

Part 3 Guidelines designed to help you manage your emails more effectively. 

In addition, please note that you should carefully read the Information Security Policy. 

The Head of IT has overall responsibility for the contents of this document and the policy it contains. If you have any detailed, technical queries, or would like further information, contact the IT team. A list of useful contacts is at Appendix 1. 

PART 1: FRAMEWORK FOR EMAILS 
INTRODUCTION 

1.1 The British Government online strategy document sets out guidelines for private sector companies to provide modern, effective, efficient and accessible services that use Information and Communications Technology (IT). It states that “citizens increasingly, and rightly, expect their IT services to be organised and delivered to suit them, not the organisations delivering them” and that “service providers need to use IT effectively to provide joined up, customer focused services”. 

1.2 For the Company to achieve these objectives, staff must understand where and when IT systems must be used. Consequently, this policy provides a high level framework specifying which electronic communication tools should be utilised in different circumstances. 

FRAMEWORK 

1.3 Wherever appropriate, all written communication within the Company should use electronic rather than physical media. 

1.4 Electronic communications, such as e-mail, should normally be used for all written business communications, except where business, audit or legal requirements state the need for physical documents, such as, signatures. 

1.5 E-mail should be used wherever appropriate for written external communications, unless the original external communication is in another form. 

1.6 The Intranet should be used to publish information that needs to be shared widely across the organisation. The copy of any policy, strategy, plan or other key document published on the Intranet shall be considered to be the definitive version of that document and will take precedence over any printed copy, unless the document is explicitly marked as a draft. 

PART 2: INTERNET AND E-MAIL USER POLICY 

INTRODUCTION 

2.1 This policy applies to users working directly or indirectly for the Healthcare Enterprise Group of companies (                        )

2.2 The Internet has become an invaluable tool for the use of the Company’s staff. It is therefore the policy of the Company to promote its proper and efficient use. 

2.3 All users are required to sign the usage agreement at Appendix 2, indicating that they have read, understood and will abide by these policies. 

POLICY AND SCOPE 

2.4 The purpose of this document is to define the usage of the Company’s Internet/Intranet/E-mail facility by stating the policy for access and use. The Company’s Internet/Intranet service, including both e-mail and browsing, is an organisational resource provided for business purposes. Any personal use must be of a limited incidental nature, and not interfere with business activities, must not be associated with any for-profit outside business activity and must not embarrass the Company or its staff. 

2.5 All communications and stored information sent, received, created or contained within the Company’s systems are the property of the Company and accordingly should not be considered as private and may be checked in accordance with the law. 

2.6 The Company reserves the right to monitor and place reasonable restrictions on the material which users access or post through the system. Users are also expected to follow the rules set forth in the Company’s E-mail Guidelines, the Acceptable Use Policy and the law of the land in their use of the system. Monitoring may be undertaken periodically by the IT team for the following purposes: 

• To help maintain compliance with regulatory or self regulatory practices. 

• To establish facts and protect the interests of the Company and individuals. 

• To prevent unauthorised use of the Company’s IT systems. 

• To prevent inappropriate/offensive media from entering the workplace. 

• To assist with any investigation by lawfully authorised investigating authorities (eg. Police). 

• To comply with the Assembly’s access to information obligations under the Data Protection Act 1998 and the Freedom of Information Act 2000. 

2.7 The Company also reserves the right to make and keep copies of all information, 

(including but not limited to e-mails and data documenting use of the e-mail and Internet systems) for the purposes set out above, and if it sees fit, to use the information in disciplinary proceedings against employees. 

2.8 This policy applies to all employees of the Company given/acquiring Internet/Intranet/E-mail access and to any other person given incidental usage by a member of the Company’s IT team. 

2.9 The facilities provided are: 

• General access via a browser to search for, read, download and print information. 

• World wide electronic communication facilities. 

• Use of the system for work related purposes together with some limited scope for incidental personal use outside working hours. 

RESPONSIBILITIES 

2.10 Users are responsible for: 

• Adherence to this policy, all other relevant policies and the law of the land. 

• If using the Internet for personal purposes, to do so only in a manner that does not interfere with official duties. 

• The Internet may be used for personal use only outside working hours (ie before or after the working day or during the lunch or other breaks). 

2.11 Management are responsible for: 

• Ensuring personal use of electronic communications by their staff is kept within agreed limitations of use. 

CONDITIONS OF USE 

2.12 Users should only use the system for business, team building and career development activities, including other limited self-improvement activities, and for reasonable personal use that does not interfere with your official duties. 

2.13 Users may shop over the Internet for non-official items, outside normal working hours within the parameters identified in paragraph 12 above. However, all such use is carried out at your own risk. The Company does not accept responsibility or liability for loss caused as a result of use of the Internet. Official purchasing over the Internet is only allowed with the express permission of the Chief Operating Officer. 

2.14 Users may not use the Internet for political lobbying. 

2.15 Users may not use the system to engage in any illegal activity. 

2.16 Users must not use inappropriate language, designated as: obscene, profane, lewd, vulgar, rude, inflammatory, threatening, or disrespectful. This applies to any public or private messages and to any material posted on web pages. 

2.17 Users will not post information/material that could cause damage or a danger of disruption. 

2.18 Users will not engage in personal attacks, including prejudicial or discriminatory attacks. 

2.19 Users must promptly disclose to a member of the IT department any message or images they receive that are inappropriate or make them feel uncomfortable. The IT Department will then escalate the information as appropriate. 

2.20 Users will not attempt to gain unauthorised access to email or go beyond their email access. This includes attempting to log in through another person's account or access another person's files. Nor should users send e-mails purporting to come from some other person, whether or not that person is an employee of the Company. 

2.21 Users will not make deliberate attempts to disrupt the computer system or destroy data by spreading computer viruses or by any other means. These actions are illegal. 

2.22 Users are responsible for their individual account; they should take all reasonable precautions to prevent others from being able to use their account. Under no circumstances should users provide their password to another person. [Contact the IT Department if you need to access a document held in another user’s account, for example, a team member who is absent but has given you permission to do so]. 

2.23 Users must immediately notify a member of the IT Department if they have identified a possible security problem. They should not seek out security problems; this might be construed as an attempt to gain illegal access (hacking). 

2.24 When downloading electronic files, users will follow the virus protection procedures as advised by IT Department. This will avoid the inadvertent spread of computer viruses. 

2.25 Users will not harass another person. Harassment is defined as acting in a manner that distresses or annoys another person. If users are told by another person to stop sending them messages, they must stop. Further guidance on harassment is available through the harassment and bullying policy within the UK government website.

2.26 Users will not knowingly or recklessly post false or defamatory information about a person or organisation. 

2.27 So as to respect privacy, users should not re-post a message that was explicitly sent to them privately without the permission of the person who sent them the message in the first place. 

2.28 Users should not post private information about another person, for example, personal phone numbers or information given in confidence. 

2.29 So as to maintain system resources, users will not download large files unless absolutely necessary. If this is necessary, they should download the file at a time when the system is not being heavily used and immediately remove the file from the system on finishing with it. If you are expecting an e-mail attachment which you anticipate will be larger than five megabytes, contact IT staff for advice. The downloading of applications, operating system upgrades and other programme files is strictly prohibited (IT Staff excepted), unless they are available on the Intranet or the Company’s website. 

2.30 Users will not post chain letters or engage in "spamming". Spamming is the word used to describe the sending of annoying or unnecessary messages to a large number of people. 

2.31 Users must not access web sites or chat rooms that are offensive, unsuitable or inappropriate to the workplace. 

2.32 Users will check their e-mails frequently, as they consider appropriate, for example, to check them daily and to ‘housekeep’ weekly. Users will save messages that need to be kept onto the shared (common I:\drive), as appropriate, or delete unwanted messages promptly (see also paragraph 3.9). 

2.33 Users will subscribe only to high quality, no cost, discussion group mail lists that are relevant to their business interests or career development. 

2.34 Users will not plagiarise works that they find on the Internet. Plagiarism is the taking of ideas or writings of others and presenting them as if they were your own. 

2.35 Users will respect the rights of copyright owners. Copyright infringement occurs when a work that is protected by copyright is inappropriately reproduced. Where a work contains conditions regarding its use, these should be followed. Users should request permission from the copyright owner if they are unsure as to whether or not a work can be used. 

2.36 Users must not use the system to access material that is profane or obscene (pornography), that advocates illegal acts, or that advocates violence or discrimination towards other people (hate literature). 

2.37 If users mistakenly access inappropriate information, they must immediately advise their line manager and report the incident to one the IT Department. This will protect them against any claim that they have intentionally violated this policy. 

MANAGEMENT POLICY 

2.38 Users should only expect limited privacy for the contents of their personal files stored on the Company’s systems. These systems are provided primarily for business use; as such, the Company reserves the right to examine the contents of any files, e-mail or other electronic communications. IT staff may also encounter these during routine maintenance and other operational tasks. 

2.39 Details of the Internet pages accessed by users are recorded by ‘electronic footprints’ on both personal computer and Internet Server. These will be examined on a random basis by the IT team to ensure no illegal activity is taking place. 

VIOLATION OF POLICY 

2.40 In the event of a violation of this policy, an investigation will be undertaken by IT team and/or HR personnel who may recommend disciplinary action in line with the Company’s Disciplinary Procedures. 

2.41 The Company will co-operate fully with the police or government officials of any appropriate level in any investigation relating to illegal activities conducted through the Internet/Intranet. If the investigation proves that material has been accessed that is pornographic, advocates illegal acts or advocates violence or discrimination towards other people, this will be considered to be gross misconduct and appropriate disciplinary procedures will be followed, possibly resulting in summary dismissal. In all cases of illegal acts, the police will be notified. 

2.42 The Company reserves the right to place restrictions on the use of Internet/Intranet/E-Mail accounts. 

LIMITATION OF LIABILITY 

2.43 The Company makes no guarantee that the functions or the services provided by or through the Internet/Intranet/E-mail systems will be error-free or without defect. The Company will not be responsible for any damage you may suffer, including but not limited to, loss of data or interruptions of service. The Company is not responsible for the accuracy or quality of the information obtained through or stored on the systems. The Company will not be responsible for financial obligations arising through the unauthorised use of the systems or where the systems are used for personal activities 

LEGAL AND CONTRACTUAL ASPECTS 

2.44 Members of staff should be aware of UK and international laws which govern the use of emails 

These include: 

• Copyright 

• Libel and Defamation 

• Public Records Acts 1958 and 1967 

• Data Protection Act 1998 

• Human Rights Act 1998 

• Freedom of Information Act 2000 

• Regulation of Investigatory Powers Act 2000 

• Electronic Commerce (EC Directive) Regulations 2002 

2.45 Members of staff are also bound by this “Company Acceptable Use Policy for Email Intranet and Internet”. This can be found in the company public drive policies folder. 

COPYRIGHT

2.46 Material where the copyright is held by anyone other than the Company should not be copied unless permission has been given or where there is a clear indication that it may be copied in some circumstances, for example, “Not for gain”, and “Within your own organisation”. It is only when the copyright owner gives these rights that such exemptions exist. 

2.47 There are also certain rights that apply in reviews and academic quotes. 

2.48 For information, all of the Company’s publications are subject to Crown Copyright. Generally speaking, material may be reproduced for personal or in-house use without formal permission or charge. However, reproduction for sale or other commercial purposes is not permitted. Further information on Crown Copyright can be obtained from Her Majesty’s Stationery Office http://www.hmso.gov.uk/copy.htm 
Libel and Defamation 

2.49 This is not the place to define what these mean, or whether truth of a statement is an adequate defence. It is clear that the courts in many countries have decided that including a contentious statement in an e-mail is considered to be “publishing”. 

Offensive material 

2.50 Organisations “are obliged by law to report to the police the discovery of certain types of electronic data, if that data is found on their equipment, or transmitted across their networks.” 
Data Protection Act 1998 

2.51 Subject Access Enquiry. Any individual is entitled to ask any UK organisation what personal data about them is held by that organisation. This includes information held in e-mails. Avoid saying anything in an e-mail that you are not willing for the person concerned to see. Under Data Protection, it is not sufficient to delete a relevant item, as the Act also covers information held on back-up devices; you should avoid writing it in the first place. 

2.52 Compliance advice issued by the Information Commissioner’s Office recognises that the data subject needs to provide more information to the data controller to assist in the location of emails than would be expected for locating data from other computer systems. This additional information would be of the form “who from”, “who to” or “approximate date” of the e-mail. 

2.53 Members of staff receiving Subject Access Requests under the Data Protection Act are asked to refer them promptly to the Company’s Data Protection Officer. Responses should be provided within 40 days of receiving the request. 

Human Rights Act 2000 

2.54 The most significant part of the Act in relation to communications is ARTICLE 8 “RIGHT TO RESPECT FOR PRIVATE AND FAMILY LIFE “. This Article is wide ranging and covers actions such as disclosure of private information and the monitoring of employees’ phone calls and e-mails. It has particular relevance for electronic communications, and must be respected. 

• Everyone has the right to respect for private and family life, home and correspondence. 

• There shall be no interference by a public authority with the exercise of this right except such as is in accordance with the law and is necessary in a democratic society in the interests of national security, public safety or the economic well-being of the country, for the prevention of disorder or crime, for the protection of health or morals, or for the protection of the rights and freedoms of others. 

Public Records Acts 1958 and 1967 

2.55 The Company is required to manage its records efficiently and effectively. A record is defined as any piece of information held or created within the organisation. This includes information held in electronic form, including e-mails. Any e-mail containing important information, for example evidence of a decision or where it contributes to an audit trail, should be kept on a network drive, or saved as part of an MS Word document. If in doubt, print to paper and save on a registered file. Unwanted e-mails should be destroyed as soon as possible. 

Freedom of Information Act 2000 and National Assembly Code of Practice on Public Access to Information 

2.56 The Freedom of Information Act (FoI) gives individuals rights of access to information held by the Company subject to limited exemptions. Information can be held in any form – formal or informal, paper or electronic, including e-mails. Avoid saying anything in an e-mail that you do not wish to be made public. 

2.57 Like the Public Records Act, this means that e-mails must be managed effectively, and either kept or destroyed as appropriate 

Regulation of Investigatory Powers Act 2000 

2.58 This allows UK Security services to have access to logs from Internet Service Providers and Telephone companies. In the first instance they can obtain the times, sources, and destinations for e-mails and telephone calls. It is also possible for the security services to then obtain warrants for access to the contents of some e-mails. 

PART 3: E-MAIL GUIDELINES 

INTRODUCTION 
3.1 Most staff working for the Company are provided with access to e-mail from the PC on their desk. It is quick and convenient and can be used for many purposes. However, there are potential problems. These guidelines are to make staff aware of some of these and suggest how to avoid their adverse impact. 

3.2 This guidance does not attempt to instruct users as to how things can or should be done technically – IT staff are available to assist users here. It is also worth noting that when e-mails are sent outside a user’s own office, the precise appearance of the received message can be different to the message that was shown on the screen as it was sent. 

POLICY AND SCOPE 
3.3 The Company has an internet service which allows users to send e-mail and browse the world wide web. It is provided for the organisation’s business purpose. Any personal use should not be associated with any for-profit outside business activity and must not embarrass the Company’s, their partners or colleagues. The Company reserves the right to monitor and place reasonable restrictions on the materials you access or post through the system. Users are also expected to conform to the rules set forth in the Company’s Acceptable Use Policy for E-mail, Internet and Intranet, and the law of the land, in their use of the system. 

3.4 Mailboxes for individuals have an upper size limit and it is the responsibility of each individual to manage their mail box. The owner of the inbox will receive an automated reminder as that limit is approached (about 95% of maximum). Unless action is taken to reduce its size, no further e-mails will be accepted for that person once the box is full; none can be sent until the inbox size is reduced. It is unsafe to rely on rejected emails being returned to the originator. In any event, it is unlikely that the error message will be helpful. See also paragraphs 3.9. 

GOOD PRACTICE 

3.5 Keep e-mails short. 

3.6 Send to as few people as possible. Do not send messages to ‘everyone’ when this is not essential. It is wasteful of capacity, and annoying to recipients to whom the information is irrelevant. 

3.7 When sending e-mails to a number of people, consider how the facilities of the e-mail system are to be used: 

• If you put all the recipients addresses in the To: or CC: boxes, recipients will all see each others’ addresses. This is likely to be acceptable if all recipients know each other, for example, if they are all staff of the Company, or have attended the same small committee meeting. However, if they do not know each other, they might consider the circulation of their e-mail addresses as unwanted and a breach of their rights under the 1998 Data Protection Act. 

• If the above method is inappropriate, consider using the BCC (Blind Carbon Copy) method. Using this method, each e-mail will look to each recipient as if it was sent to them only. This box is not always obvious – users may need assistance, some patience, or should refer to the help option on the e-mail system. 

• Good practice is to head up the e-mail with a generic recipient list. This gives an indication of the recipients without revealing their e-mail addresses. 

3.8 Check carefully before sending. If necessary reread. Do not reply in haste or anger. Although e-mails can be written and sent quickly, they are written documents and as such should be drafted with the same care as for a memorandum or a letter. 

3.9 E-mails that are needed for business record and audit purposes must be saved. Best practice advice is that you should save the e-mail in the relevant folder in your personal or shared drive. This brings together all documents relevant to a theme or activity and will make it easier to search for your e-mails and any related documents. 

• Add to or amend the original subject line if this helps with filing. Delete all e-mails which are not to be saved as quickly as possible after you have read them (see also paragraph 2.51). 

• Contact IT if you need help or guidance. 

3.10 In an e-mail chain, wherever possible wait until its conclusion before saving it or printing it to paper. Delete earlier versions as appropriate. 

3.11 E-mails should normally be confined to one subject. Start a new e-mail for further subjects. 

3.12 In some circumstances, it may be useful to copy and paste the important part(s) of an e-mail into a Word document rather than saving the whole e-mail. 

3.13 Messages should normally be contained in the main body of an e-mail. Avoid putting a short message into a Word document and then attaching it to an e-mail. Attachments are mainly useful if the format of the document is important, or if the document exists apart from the e-mail. 

3.14 Consider carefully whether you should include your personal details such as home 

address or telephone number in an e-mail – e-mails are not secure and can be intercepted (see para 3.20). 

3.15 Do not send e-mails to large numbers of people who have not agreed to receive them, even if the contents may appear to be of vital interest. This is sometimes known as spam, bulk, or junk mail: 

• A spam wastes the time of the vast majority of recipients, who have to read and delete it before they are able to proceed with their useful e-mail. 

• It is wasteful of capacity on both the sending and receiving systems. 

• It is illegal. 

3.16 If spam e-mails are received, consider: 

• Is it from a known person or company? 

• Was it requested by giving the e-mail address on a website or on a paper form? 

• Does it contain useful information relevant to your work/the Company’s business? 

If the answer is yes to some of these: Read, and delete or save as necessary. 

If the spam is from a reputable company and you do not wish to receive more, look for a cancellation instruction. Find their web site and follow instructions to cancel e-mails if possible. 

3.17 If an unwelcome e-mail from an unknown organisation is received, it is probably best not to follow their cancellation process. In many instances individuals or organisations “generate” e-mail addresses randomly. If they receive replies of any sort, they then have confirmation that the address exists and may make use of it for further unwanted messages. You should delete such messages. 

3.18 Any automated attempts to prevent spam mail reaching accounts in the Company are unlikely to be completely successful. It is the responsibility of staff that receive them to deal with those that remain. 

3.19 If an offensive e-mail is received: 

• If it appears to come from a known person, it may be that someone else is abusing their e-mail facilities. For example, some viruses will send e-mail to all entries they find in an address book. Report any such messages to the IT team who will help you to decide, depending on how offensive the message is, how to complain, if appropriate. 

• If it comes from someone unknown, but of a known organisation, consider a complaint to their website. The IT Department will provide advice and assistance. 

3.20 Computer viruses are a continuing problem for many organisations. A computer virus is a piece of software which can be transferred between programs or between computers without the knowledge of the user. The producer of the virus software incorporates instructions to the virus as to when it should be activated (for example, on a particular date). The software will then perform the actions specified by the producer, whether this is by displaying a message, deleting files or infecting other programs. While many of the viruses produced are benign and cause no real damage to the infected system, they always constitute a breach of security. If you suspect you have been the victim of a virus, or become aware of the presence of a virus - this includes any verbal communication you may have received from an external body - you should not under any circumstance send or forward any further e-mails to any colleagues. If you are informed of the presence of a hoax virus do not make colleagues aware by any electronic means. By doing so you may inadvertently spread the virus. Contact IT by telephone immediately. 

3.21 Normal e-mails are not secure. There is no guarantee that the contents of an e-mail will not be seen (and therefore possibly copied) by someone else before or after it reaches its intended destination. It is even possible that the contents can be changed. 

3.22 Any e-mail produced or received in the Company may be considered and forwarded to colleagues for the Company’s business purposes. 

3.23 E-mail is a fast and immediate means of communication. You are advised to check all aspects of your message very carefully as there are only limited means of recovering a sent message and these are by no means guaranteed.

ETIQUETTE 

3.24 Avoid typing everything in CAPITALS. THIS IS CONSIDERED TO BE THE EQUIVALENT OF SHOUTING! 

3.25 Similarly, be sparing in the use of underlining, bold and RED. 

3.26 Do not send messages with a blank subject line. The recipient has no indication as to whether the message is of value, and will have to amend the field to give their own version of the subject if they wish to file it sensibly. 

3.27 Do not send large file attachments unless they are expected. These can result in the filling of a recipient’s mailbox – they may not be able to receive further e-mail until they have deleted yours. In a few cases it could mean that your e-mail is returned automatically to you without reaching the intended recipient. 

3.28 In many organisations, attachments that are not of a major recognised file type are not opened. As they can be a common way of reproducing viruses, they may be rejected either automatically or by recipients obeying their organisation’s rules. 

• doc, .xls, .mdb, and .pdf are usually acceptable -these are from Word, Excel, Access and Adobe Acrobat respectively 
3.29 If you require to send a file type other than those listed in paragraph 3.28, contact IT staff for advice. 

3.30 If you accidentally receive someone else’s e-mail redirect it; if that is difficult, return it to sender. If the message is internal, consider whether adjacent entries in the address book are causing confusion. 

3.31 The use of e-mails addressed to “Everyone” should be considered carefully. Avoid sending to everyone solely because it is less work than sending it to a more carefully targeted group. Remember that all those who are not interested will spend time reading and deleting the e-mail, in addition to those who actually need the information. 

Autosignatures and “Legal” Disclaimers 

3.32 At times it can be useful to provide a job title, phone number or physical address at the touch of a button. Auto signatures provide a simple way to add a few standard items after your name. However, this can add significantly to the size of a message, wherever the message is store in your outbox, on the server as well as in the recipients’ files. It is recommended that the maximum length of an autosignature should be four short lines. In any case, consider whether all this information needs to be provided; it is unlikely to be useful in the case of any mail discussion group. 

3.33 Disclaimers – it is unlikely that they have any legal force (except in the situation where a lawyer adds one stating that this email should not be considered as “legal advice”). Disclaimers also add unnecessary bulk to a message. 

Privacy 

3.34 It is the responsibility of the sender to mark an e-mail message as private. This should be done by typing ‘private’ or ‘confidential’ in the subject line, or some other word or phrase denoting the confidential status of the message. 

Autoreplies/ Out of Office 

3.35 There are times when it is useful to set up an automatic statement indicating that, for example, the recipient is on leave or out of the office until a certain date. However, do consider that a simple message cannot cover every situation. 

Colour, Fonts, Bold, Italic, Urgent, Delivery Receipt, Read Receipt 

3.36 Some other functions are only guaranteed to work with the same software and defaults. An unusual colour or font on a Company’s PC may be unreadable for someone else. Use with care! 

3.37 The use of read receipts should be kept to an acceptable minimum. They should only be used where actual proof of receipt is required. The use of read receipts for general communication creates an additional overload for our network and servers. Make sure that you actually require a receipt from all recipients, especially when sending to groups. THINK - are you actually going to check all receipts? 

APPENDIX 1 

Data Protection Officer 
Andy Fishwick 

IT Security Officer 

Andy Fishwick

IT Team 


Andy Fishwick

Barry Gallagher
APPENDIX 2 

Internet And E-Mail Usage Agreement 
I, the undersigned acknowledge that I have read, understood and agree to abide by the (         ) internet and e-mail policy (Issue 1.0). 
Comments:-
Signed: Date: 
Name in Capitals: 
You may wish to keep a copy of this document for your own use.
Tel 01925 812 705

Fax 0870 486 8233

Mobile 07799 147 366

Email andy@ajfishwick.com

40 Station Road North, Fearnhead, Warrington, Cheshire, WA2 0QG VAT Number 937431122
 Website www.ajfishwick.com 
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