
EYE OF THE CHILD 
TELEPHONE AND COMPUTER  

POLICY 

 

TELEPHONES 

1. Purpose 

The purpose of this policy is to control and reduce the communication cost in an effective 

way. Telephones are the most convenient and fastest mode of communication but for long 

distance communication, they are expensive.  

There are other modes for fast communication such as courier, fax or e-mail. And out of 

these, e-mail is fast and more affordable. EYC prefers to use e-mail for out of station 

correspondence to reduce the communication costs. Telephones can be used for local calls 

and in emergency for national & international long distance calls. 

Internet service at the office can be used to download and send email and to conduct work-

related research. 

2. Guidelines 

a. Telephone users are requested to keep their conversations short in order to keep the cost 

down and to keep the lines open for other people in and outside the office that need to use 
the telephone 

 

b. In general, employees should avoid using phones for non-official calls and are 

encouraged to use STD/ISD facilities available outside the office. However, the non-official 

calls will be billed to employees at prevailing rates. To keep track of such calls, a record 

sheet is provided to each employee working in the office in order to make it easier to 

remember to record the long distance calls (STD / ISD). All long distance calls should be 

recorded on this sheet along with all required information and submit to the finance division 

each month 

 

c. In order to minimize communication costs as much as possible, email should be used 
rather than fax or direct long distance calls 

 

d. Copies of all in-coming and out-going official communications (fax, letters sent or 

received) should be filed. The employees sending / receiving important e-mails should be 

responsible to print and file such e-mails. A copy should go in the central file system. 
 

e. Efforts should also be made to keep fax messages short and to send long documents by 
fax only in urgent cases 

f. Regarding international phone calls, the need for the official call should be discussed 
verbally with the Executive Director, unless exceptional circumstances make this impractical 

http://www.fundsforngos.org/category/research-2/


COMPUTERS  
 

1. Purpose  

EYC seeks to effectively manage the computer system for guiding the use, maintenance and 

security of the computer equipment. Employees are responsible for ensuring that the 
procedures and policies suggested here are followed. 

2. Use 

Using computer equipment requires particular care because of its fragility and high cost. 

Access to the equipment should thus be strictly reserved to EYC employees only. Those 

employees who are unable to handle commonly-used software will be given an orientation 

by the senior staff on request. At least one NGO employee will be trained in handling minor 

maintenance of computers and accessories at the office. 

3. Security 

a. In order to safeguard the computers against viruses, the external drives 

(CDs/DVDs/floppies/pen drives) that are at NGO office are only to be used. In the same 

way, no external drive from any source other than from sealed packets shall be used in the 

computers, unless it is first scanned with a latest anti-virus software. 
 

b. In order to safeguard computers from viruses, antivirus software has been installed in the 

computers. The virus list for this program should be updated on a regular basis. It is the 

duty of the employee who has been assigned a computer to update the virus list on her / 

his computer. 
 

c. There should be at least two backups of all important documents. One copy should be on 

the hard disk of the computer assigned to the concerned employee and a second copy on a 

CD/DVD kept in the office. 

 

d. The computers of the NGO should normally be used by its employees. Consultants and 

volunteers should seek prior permission of EYC employee before using his/her computer in 
the office 

4. Saving documents in the Computers 

In order to streamline the procedure to save documents in the computers and to make it 

easier for people to find documents and make back-ups of important documents, each 

employee should have a c:/my documents directory in his/her computer. This directory 

should be broken down into sub-directories to facilitate retrieval of important documents. 

Each employee will include a copy of all their important documents to be backed up on a 
directory entitled backup. 

5. Back-ups of Documents 

In order to safeguard important documents and other work done by the staff, the back-up 

directory of the employee shall be backed up on CD/DVD once every week (every Friday) 
and the CD/DVD stored by the employee. 

 

 

http://www.fundsforngos.org/free-resources-for-ngos/how-to-train-ngo-staff-in-fundraising/

