SAMPLE                 (PARISH / INSTITUTION)                     SAMPLE
Software Use Policy

I.  PURPOSE

Because of the number of personal computers used throughout the (Parish/Organization) offices, the adoption of a policy regarding the duplication of software is needed to protect both (Parish/Organization) and its employees.

(Parish/Organization) policy regarding the illegal duplication and use of pirated software requires all (Parish/Organization) employees to comply with federal law that basically states that ANYONE WHO PURCHASES A COPY OF SOFTWARE HAS THE RIGHT TO LOAD THAT COPY OF SOFTWARE ONTO A SINGLE COMPUTER AND MAKE ANOTHER COPY FOR ARCHIVAL (BACKUP) PURPOSES ONLY.  IT IS ILLEGAL TO USE THAT SOFTWARE ON MORE THAN ONE COMPUTER OR TO MAKE OR DISTRIBUTE COPIES OF THAT SOFTWARE FOR ANY OTHER PURPOSES UNLESS SPECIFIC PERMISSION HAS BEEN OBTAINED FROM THE COPYRIGHT OWNER.

Employees of (Parish/Organization) who are found copying, or to have copied, software for other than backup purposes, without the permission of the copyright owner, may be subject to disciplinary action up to and including dismissal.  It makes good business sense to purchase software.  Moreover, when authorized copies of personal computer software are purchased, the licensed user usually has access to user guides, tutorials, and the opportunity to purchase upgrades and technical support from the software publishers.

II. 
POLICY

(Parish/Organization) recognizes that software written for all computers is intellectual property, and is protected by copyright rules established by the United States.  Further, (Parish/Organization) recognizes that by protecting the investment of companies which develop computer software, we also protect those companies and allow them to gain a fair return on their development costs, and thus allow those companies to continue to produce enhancements and advancements to the software.  (Parish/Organization) recognizes that it has a unique position of influence in the community and must make every effort to uphold the law and respect for property, including intellectual property. (Parish/Organization)  establishes the following statements for moral, ethical and legal protection of software property:

1) All software purchased from outside companies is not owned by (Parish/Organization) and, therefore, (Parish/Organization) does not have the right to reproduce it for use on more than one computer unless specific permission has been obtained from the copyright owner. 

2) All multi-use software, such as software written for networks, must be used in accordance with the license agreement.

3) No (Parish/Organization) employee shall knowingly make copies of software without the expressed permission of the software company.  Any copies made without the expressed permission are illegal copies.  The making of illegal copies of copyrighted software shall be considered a violation of (Parish/Organization) policy which will subject the employee to disciplinary actions up to and including dismissal.
4) It is the responsibility of (Parish/Organization) to audit periodically employees' computers for unlicensed software.  (Parish/Organization) recognizes that, from time to time, volunteers may bring in their own software for the specific purpose of the volunteer's project.  However, once the project has been completed and the volunteer has left, the software which the volunteer installed and used must be removed from the computer.

5) Any employee who determines that there may be a misuse of software shall notify his/her immediate supervisor.

6) Questions concerning the proper use of computer software and/or the compliance with this Policy may be directed to the (Pastor/Supervisor or their designate)
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