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01 Purpose and Scope

Purpose

The purpose of this Employee Monitoring Policy is to ensure that all monitoring activities carried out
by [Company Name] are transparent, legal, fair, and compliant with SOC 2 requirements. This policy
aims to protect the rights of employees while maintaining organizational security, productivity, and
compliance with relevant laws and trust service criteria.

Scope

This policy applies to all employees, contractors, consultants, third-party service providers, and any
other individuals who have access to [Company Name]’s systems and networks.

02 Purpose of monitoring

The company monitors activities for several reasons:

Ensuring compliance
To ensure adherence to legal requirements, SOC 2 trust service criteria, and company policies,
avoiding legal liabilities and maintaining fairness.

Protecting company assets
To safeguard resources including intellectual property, financial assets, and proprietary information.

2 Enhancing productivity
To monitor work performance and identify areas for improvement, tracking work hours, project
completion, and overall efficiency.

Ensuring safety and security
To maintain a secure work environment by preventing unauthorized access and ensuring safety
protocols.

Preventing misconduct
To detect and address unethical behaviour or policy violations, such as harassment or fraud.

o> Improving operational efficiency
To optimise business processes and workflows.
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03 Types of monitoring

Computer and internet usage
Monitoring internet browsing, software usage, and file access to ensure policy compliance and
productivity.

] Email and communication
Monitoring emails and other electronic communications to detect inappropriate activities and
protect sensitive information.

B GPS and mobile devices

GPS tracking of company vehicles and mobile devices to ensure safety and monitor productivity.

Camera surveillance
Use of surveillance cameras in non-private areas to ensure physical security and prevent theft.

04 pata collection and privacy

] Data collection
Collection of internet usage logs, email communications, GPS locations, and video footage. Personal
devices used for work may also be monitored if connected to the company network.

Data security
Secure storage of collected data with access limited to authorized personnel only. Access controls
and logging mechanisms will be in place to ensure only authorized access.

@ Privacy considerations
Employees will be informed about data collection and the purposes of monitoring. Personal data will
be handled in compliance with GDPR, CCPA, and SOC 2 criteria. Data retention periods will be
defined and adhered to.

05 Compliance and disciplinary actions

Violation of policies
Breaches of this policy may result in disciplinary action, ranging from verbal warnings to termination,
depending on severity.

] Reporting violations
Employees are encouraged to report any suspected breaches or unethical behaviour, with reports

being investigated promptly and confidentially.
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06 Employee rights

Transparency
Employees will be informed about monitoring activities, data usage, and security measures.

I_@ Access to information
Employees can request access to their personal data collected through monitoring, subject to legal
and operational constraints.

C_]_— Feedback and concerns
Employees can raise concerns or provide feedback about monitoring practices through established
channels without fear of retaliation.

07 Transparency and communication

|::9 Policy communication
This policy will be communicated through the employee handbook, onboarding materials, and
regular training sessions. Any changes will be promptly communicated.

2 Consent and acknowledgment
Employees must acknowledge understanding and acceptance of this policy as a condition of
employment.

08 Legal compliance

Adherence to laws
[Company Name] will comply with all applicable laws and regulations regarding employee
monitoring and data privacy, including GDPR, CCPA, ECPA, and SOC 2 requirements.

©> Regular review
This policy will be reviewed regularly to ensure compliance with legal requirements and reflect best
practices. Regular audits will be conducted to ensure ongoing compliance.
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09 Incident response plan

4 9 Response plan
In the event of data breaches or unauthorized access, an incident response plan will be activated.
This plan outlines roles, responsibilities, and communication channels during incidents.

10 Third-party compliance

Third-party providers
Ensure third-party service providers comply with SOC 2 and relevant regulations. Contracts will
include clauses ensuring adherence to monitoring and data protection standards.

11 Signature

I_?é Employee acknowledgment
Employees must sign an acknowledgment form indicating they have read, understood, and agree to
comply with this policy.

2 Employer signature
The employer or authorized representative will also sign to enforce this policy fairly and legally.
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At Time Doctor, we champion remote work, but we understand it brings unique
compliance challenges. Our user-friendly workforce analytics platform equips
organizations with everything needed to balance compliance and productivity.

@ Detect unusual activity to prevent misuse and ensure compliance.
@ Boost productivity through real-time performance insights.

@ Monitor for burnout to maintain a healthy work-life balance.

@ Promote fairness with detailed performance metrics.

Our intelligent analytics provide leaders with complete visibility into employee activities and compliance.
With 60+ integrations and customizable features, Time Doctor ensures genuine productivity, adherence to
policies and regulations, and mitigates security risks.

Book a demo to explore how Time Doctor can help you build a compliant, high-performing team.
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