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	Equipment Usage Policy
Owner/ Department: IBU-BAH, HRA



	Brief
	The policy covers equipment such as Mobile Phones, Laptops, Desktops, Printers, and any other equipment provided by SMSA to its employees.

	Purpose
	To guide the employees of the proper usage of the SMSA-provided devices and to impose security for such devices that are in possession of the employee.

	Person Affected
	Covers all employees in Bahrain.

	Guidelines
	1. All equipment will be handled with care at all times and will not be misused.
2. The equipment or devices should not be used for personal or any unauthorized purpose that includes but not limited to leasing or subleasing the equipment or allowing external parties to use the devices and equipment.
3. Ensure security of the equipment and devices at all times, do not leave it unattended at any time.
4. Equipment are property of SMSA, the Management reserves right to these facilities revoked or replaced without notice or any authorization of the user.
5. The user is responsible to alert the supervisor or manager of expiration of licenses, maintenance or any other related to the equipment in his possession in a timely manner.
6. Configuration or settings of any telecommunication or IT devices should not be altered. It is forbidden to subscribe or download any software or application on those devices.
7. All devices in possession will need to be returned to SMSA as and when requested to do so or in case of termination of the employment contract.

	General
	Any exceptions to the policy must be approved by the Country General Manager
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