<...Company Name Here...>
Employee Monitoring Policies

Effective Date: [Insert Date]
Last Updated: [Insert Date]

1. Purpose

This policy outlines how [Company Name] monitors employee activities using WorkTime
to ensure compliance with UK laws, maintain productivity, and protect company assets
while respecting employees' rights to privacy.

2. Scope

This policy applies to all employees, contractors, and temporary staff using company

resources, working on-site, remotely, or in hybrid arrangements.

3. Legal Compliance

Employee monitoring at [Company Name] complies with:

e UK GDPR & Data Protection Act 2018 — Ensuring personal data is lawfully,
fairly, and transparently processed.

e Regulation of Investigatory Powers Act 2000 (RIPA) — Governing lawful
interception of communications.

e Employment Practices Code (ICO Guidelines) — Providing best practices for

monitoring employees fairly.

4. Types of Monitoring

[Company Name] uses WorkTime to monitor employees through the following methods:

e Computer & Internet Usage Monitoring — Logging website visits, application

usage, and downloads.



Email & Communication Monitoring — Reviewing email logs and internal
messages for security purposes.
Time & Attendance Tracking — Monitoring login times, breaks, and overtime.

5. Purpose of Monitoring

Monitoring via WorkTime is conducted to:

Ensure compliance with company policies and legal requirements.
Prevent data breaches, fraud, and unauthorized access.

Improve productivity and resource allocation.

Protect employees and company assets.

Resolve disputes and investigate misconduct.

6. Employee Rights & Privacy Considerations

Employees will be informed about the type, extent, and purpose of monitoring.
WorkTime ensures that personal data collected will be stored securely and
accessed only by authorized personnel.

Monitoring will be proportionate, necessary, and not excessively intrusive.
Employees have the right to access their personal data and request corrections
under UK GDPR.

Covert monitoring will only be conducted under exceptional circumstances, with

legal consultation.

7. Consent & Transparency

Employees acknowledge this policy through [employment contracts/onboarding
agreements].

Explicit consent will be obtained where legally required.

Employees may contact [HR/Privacy Officer] for inquiries or objections regarding

monitoring practices.

8. Data Retention & Security



e Monitoring data collected by WorkTime will be stored securely and retained for a
maximum of [X] months, unless required by law.

e Data will be anonymized where possible to minimize privacy risks.

e Unauthorized access, misuse, or sharing of monitoring data is strictly prohibited

and may result in disciplinary action.

9. Policy Review & Updates

This policy will be reviewed annually to ensure compliance with regulatory changes.
Employees will be notified of significant updates.

For further information or concerns, please contact [HR/Privacy Compliance Officer
Contact].
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