Form Numbers:  EDU_F04, EDU_F06

Subject:  Form Completion Instructions

EDUCATION AND WORKFORCE DEVELOPMENT CABINET

FORMS PROCEDURE

Subject:  Completion instructions for Internet Usage Request Form and E-mail Review Request Form.
Statement: The acceptable use of Internet and E-mail represents the proper management of a state business resource. The ability to connect with a specific Internet site does not in itself imply that an employee is permitted to visit that site. Monitoring tools are in place to monitor employees’ use of E-mail and the Internet. Employees shall have no expectation of privacy associated with E-mail transmissions and the information they publish, store or access on the Internet using the Commonwealth’s resources. The purpose of these forms is for management to request monitoring of staff’s usage of these resources.
Applicability:  This forms completion is to be used by all agencies when requesting monitoring. 

Form Numbers: EDU_F04, EDU_F06
Agency Responsibilities: Managerial staff requesting monitoring of Email or Internet usage must complete the request forms with appropriate Director or Executive signature, submit the form to the Cabinet’s Security Supervisor for Legal Counsel’s signature and submission to COT.
Instructions: 

EDU_04 Internet Usage Request Form (complete items in red.)
Requested by: (Supervisor, Manager, or Director)

Date of Request: 

Title:

Are you the employee’s immediate Supervisor? Yes or No

Department/Division:

Phone number:
Purpose: (Check one/ones that apply)
Will the employee be notified of this review? Check Yes or No
Employee Name:

User Name: 

Machine (NetBios) Name (computer name):

IP Address:

Timeframe of Review: Start Date:              End Date:  (Maximum time 90 days)
Requesting Agency Director or Executive: 
EDU_06 E-Mail Request Form (complete items in red.)

Requested by: (Supervisor, Manager, or Director)

Date of Request: 

Title:
Are you the employee’s immediate Supervisor? Yes or No

Department/Division:
Phone number:
Purpose: (Check one/ones that apply)
Will the employee be notified of this review? Check Yes or No.

Name and e-mail address of employee whose e-mail is to be reviewed.
Requesting Agency Director or Executive: 

Upon completion of either form with Director or Executive signature submit to the Cabinet’s Security Supervisor for signature of Legal Counsel and submission to COT for completion.
References:

EDU-01 Internet and E-mail Acceptable Usage

Cross References:

Enterprise Standard 2600: Electronic Mail and Messaging – 

CIO-060 -- Internet and Electronic Mail Acceptable Use Policy
State Government Employee Handbook

http://kygovnet.state.ky.us/personnel/emphand.htm
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