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POLICY
The equipment, supplies and resources of Metro are public assets that are entrusted to Metro
employees to be used for public purposes. All Metro employees have a responsibility to ensure that all
Metro property is used to suppo rt and further Metro’s mission.

Applicability
All employees.

Where provisions of an applicable collec tive bargaining agreement direc tly conflict with this policy,
the provisions of that agreement will prevail.

Definitions
Equipment, Supplies and Resources: All tangible and intangibl e assets of Metro. This includes
tangible property such as computers, tools, printers, copiers, vehicles, office supplies, furniture,
facilities and any other physical assets. It also includes intangibl e assets such as data services,
email, software, long distance calling services, confidential information, and employee time and
labor.

Guidelines
1.

2.
3.
4.

Metro assets made availabl e to Metro employees during the course of thei r duties are to be
used exclusively for the public purposes of Metro. Metro assets should not be borrowed or
removed from Metro facilities for personal purposes. Items that are inadvertently removed
from Metro should be returned to Metro upon discovery.
Metro employees should take appropri ate action to ensure that Metro assets are properly
maintained and protected from damage or destruction.

Metro assets us ed by Metro employees while off-site should be used solely for public
purposes and should be promptly returned to Metro when the off-site activity is concluded.

Metro’s internal data systems and services are provided exclusively for Metro purpos es. Using
Metro’s technology resources for personal purposes is permitted only a very limited basis
consistent with M etro’s Information Technology: Acceptable Use policy and department work
rules.
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5.
6.
7.

The time and labor of Metro employees during paid work time should be used to achi eve
Metro’s goals and purposes and to further M etro’s mission.

Employees should not use confidenti al information gained during the cours e of their M etro
duties for personal adv antage or benefit.
Employees have no ri ght to expect privacy in the us e of Metro property, including but not
limited to information and materials kept on the M etro information system.

Responsibilities
Employees:
•

•

Use Metro property under your control for public purpos es as required by this policy and the
Information Technology: Acceptable Us e policy.
Report any observed violations of this policy to Metro management.

Supervisors:
•

•
•

Ensure that all Metro property is used for public purposes as requi red by this policy and the
Information Technology: Acceptable Us e policy.
Ensure that the time and efforts of Metro employees under their supervision are used
exclusively for public purpos es.
Work with Human Resources to address any reported abuse of this policy.

Human Resources :
•
•

Investi gate compl aints of suspected misuse of M etro property.
Take appropriate action based on the result of any inves tigation into reported misuse.

References
Information Technology: Acceptable Us e policy
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