


Company Print, Copy, and Scan Usage Policy
Purpose and Scope
This policy outlines the proper use of company-provided printing, photocopying, and scanning equipment. Its purpose is to ensure cost-effective, secure, and lawful use of these resources across the organization. It applies uniformly to all employees (and contractors or temporary staff using our equipment), regardless of department or seniority. By establishing clear rules, the company aims to promote efficient business use, prevent misuse, and align printing practices with our operational, legal, and environmental responsibilities. All staff are required to understand and adhere to this policy as a condition of using company printers, copiers, and scanners.
Roles and Responsibilities
· Employees: Every user of printing/scanning equipment must follow this policy. Employees should use devices responsibly, for permitted purposes, and adopt the recommended best practices (such as double-sided printing and prompt pickup of sensitive documents) to support cost savings and security.
· IT Department/Office Administration: The IT or designated admin team will maintain the print devices (including cloud print systems), manage user access, and provide support or training on proper use. They will also monitor overall usage and sustainability metrics, and handle any technical issues or policy breaches reported.
· Managers: Managers should ensure their teams are aware of the policy, address any misuse in a constructive manner, and approve any exceptional printing needs (e.g. very large print jobs or special equipment requests) if they arise.
· Senior Management: Endorses this policy and leads by example in following it. Management will review and update the policy periodically to keep it effective and compliant with any new regulations or technologies.
Acceptable Use of Printing Resources
Company printing and scanning resources are provided primarily for business purposes. Acceptable use of these resources includes:
· Business Document Production: Printing, copying, or scanning materials directly related to your job duties and the company’s operations. This covers reports, client deliverables, contracts, presentations, training materials, forms, and other work-related documents.
· Limited Personal Use (Incidental): Occasional personal printing is permitted in a limited capacity as long as it is infrequent, of small volume, and done during appropriate times (e.g. breaks or after urgent work tasks). Such personal use must not incur significant cost or interfere with business operations. For example, printing a short personal document (like a ticket or form) may be acceptable, whereas printing large personal projects is not. 
· All personal use must still comply with this policy – meaning it cannot involve inappropriate content or sensitive company information, and should be kept to a minimum. The company’s philosophy is similar to other organizations that allow limited personal use of office equipment as long as it does not conflict with work or policy obligations.
· Secure and Efficient Practices: Using the equipment in a manner that supports efficiency and security. This includes leveraging default settings like duplex (double-sided) and black-and-white mode for routine documents, using secure print release features for confidential materials, and opting for digital methods (like email or cloud-sharing) instead of printing when feasible. These practices are described in more detail in later sections, and following them is considered part of acceptable use.
Employees should always think before they print – if a task can be accomplished effectively without printing (or with less printing), that approach is encouraged. Acceptable use means using printing resources only as necessary for legitimate purposes, and being mindful of cost and waste at all times.
Prohibited and Unacceptable Use
Certain uses of company printers, copiers, and scanners are unacceptable and expressly prohibited. Engaging in the following activities is a violation of this policy:
· Personal Printing Beyond Incidental Use: Using company devices for personal benefit in anything more than a very limited way is forbidden. This includes printing large personal documents or multiple copies of personal items, running side-business materials, or otherwise treating company printers as if they were for private use. For example, printing personal flyers, recipes, family photos, maps/directions, or similar non-work content is not allowed. The equipment is a shared corporate resource and not intended for personal projects or entertainment. In general, “you should not be using the printers for personal use” outside the minimal exceptions noted above.
· Mass Printing or Excessive Volume Jobs: Submitting very large print/copy jobs that are beyond normal business requirements without approval. Non-business bulk printing (such as printing a book, extensive reports for external groups, or large batches of personal documents) is prohibited. Even for legitimate business needs, jobs over a certain size should be coordinated with IT or sent to professional print services if advised. For instance, in some environments printing more than a threshold (e.g. 50 pages at once) on standard office printers is discouraged; extremely large jobs (hundreds of pages) may need special handling. Always break down big jobs or seek guidance to avoid overloading equipment.
· Unnecessary Color Printing: Using expensive color printing when not required. Color toner is significantly costlier, so printing documents with no color content on color printers is prohibited. Employees should default to grayscale printing unless color is essential for the business purpose (such as client-facing presentations or materials where color-coded information is crucial). Printing in color “just to make a document look prettier” or for purely aesthetic personal preference is not acceptable (permitted only if there’s a legitimate business need).
· Improper Content and Legal Violations: Printing or copying content that is illegal, unethical, or violates other company policies. This includes but is not limited to:
· Copyrighted or Licensed Material: Do not use company equipment to reproduce books, artworks, software, or other copyrighted content in violation of law. For example, copying an entire textbook or printing proprietary software code for non-business use is forbidden. Always respect intellectual property rights and licenses when printing or scanning.
· Offensive or Inappropriate Material: Any materials that could be considered harassing, threatening, indecent, or discriminatory must not be printed or copied using company resources. Our workplace standards and code of conduct extend to printed materials as well.
· Confidential Company Data for Unauthorized Use: While printing internal confidential data for legitimate work is acceptable, it is prohibited to print sensitive company or client information for unauthorized purposes (for instance, to take home without permission, or to share with outsiders). Such actions may breach privacy laws and company confidentiality agreements.
· Using Unapproved Devices or Bypassing Controls: Employees must not connect or install personal printing devices (or other peripherals) to company systems. All printing should go through approved company-provided printers (which are managed and monitored). Likewise, do not attempt to evade print management controls or quotas (e.g., by using personal USB drives to directly print to a device, or altering printer settings/drivers without authorization). Tampering with print management software or network settings is strictly prohibited.
· Negligent Handling of Output: It is unacceptable to print or copy documents and then fail to collect them in a timely manner. Abandoning printouts in the tray or leaving sensitive originals on a copier/scanner bed is a misuse of resources and a security risk. All users must retrieve their documents promptly. Additionally, using the printers as a “test device” by printing unnecessary pages (e.g., printing documents just to preview them, or printing multiple drafts instead of using digital preview tools) is discouraged. Always use print preview or other means rather than waste paper on trial-and-error.
· Any Use that Contravenes Law or Company Policies: This policy works in conjunction with other company policies (e.g., IT Acceptable Use Policy, Code of Conduct, Data Security policies). If a certain use of the printers would violate any law (such as the Privacy Act 1988 for personal data, or the Australian Consumer Law for honest business practices) or any internal policy, that use is not allowed. When in doubt, err on the side of not printing and seek guidance.
Note: The above list is not exhaustive. Any printing/copying/scanning activity that is outside the scope of normal work purposes, incurs unnecessary cost, poses a security risk, or could harm the company’s interests is likely to be deemed unacceptable. When such misuse is identified, the company will respond as outlined in the Monitoring and Enforcement section of this policy.

Business vs Personal Use Clarification
It is important to clearly distinguish business use from personal use of company printers and related equipment:
· Business Use refers to any use of the printers/copiers/scanners that directly supports work tasks or the company’s operations. This includes creating hard copies of work documents, scanning business records, copying materials for meetings or client services, etc. Business use is not only permitted but expected as part of normal job functions – provided that employees still exercise discretion to avoid unnecessary printing (e.g. don’t print emails or large documents unless needed). All business use should align with the best practices in this policy (such as defaulting to double-sided printing) to minimize waste and cost.
· Personal Use refers to use of the print devices for purposes not related to official work duties – for example, printing personal documents, forms, or non-work-related information. As a general rule, personal use of company printers is not encouraged. However, the company understands that occasionally an employee may need to print a personal item due to urgency or convenience. Thus, incidental personal use is tolerated under the strict conditions described in Acceptable Use (limited volume, infrequent, non-disruptive, policy-compliant content). Any personal use is a privilege, not a right, and it must be exercised judiciously. Employees do not have a blanket entitlementto use work printers for personal matters; abuse of this privilege (e.g., routine personal printing, high-volume jobs, or any prohibited content) will result in revocation of personal use allowance and possible disciplinary action.
· Cost Liability: The company absorbs normal business printing costs, but it reserves the right to review or recoup costs for excessive personal use. For instance, if an employee somehow prints a very large personal job without approval, the company may require them to reimburse the cost or could deduct the usage from any personal printing allowance/quota if one exists. In extreme cases, personal print jobs may be halted or deleted by the system or IT staff.
· No Personal Commercial Use: Under no circumstances should company printing/scanning resources be used for an employee’s outside business, freelancing activities, or any revenue-generating personal ventures. Using work equipment and supplies (paper, ink, etc.) for outside commercial purposes is strictly forbidden, as it blurs the line between personal and business use in an unacceptable way and may also breach the Australian Consumer Law in terms of unauthorized use of company resources for personal gain.
· Transparency: All users should assume that any use of the printers (business or personal) may be logged and visible to the company. There should be no expectation of privacy for personal prints/copies done at work. By using the equipment, you consent to the company’s monitoring of usage (in accordance with relevant privacy laws and the Monitoring section of this policy). This ensures accountability and helps distinguish business vs personal usage patterns if needed.
In summary, company printers and scanners exist for work. Personal use is at most a very limited exception, not to be abused. When in doubt about whether something is appropriate to print at work, employees should seek their manager’s guidance or use a personal printing option outside the workplace.
Cost-Saving and Sustainable Printing Practices
The company is committed to reducing waste and controlling printing costs. All employees must follow these best practices for cost-efficient and environmentally sustainable printing:
· Default to Duplex (Double-Sided) Printing: All capable printers are configured to print on both sides of the paper by default, and users should not override this setting unless single-sided printing is absolutely necessary (for instance, for official forms or documents where only one-sided is allowed). Printing or copying on both sides significantly cuts paper usage and is a cornerstone of our print policy. Single-sided printing should be reserved for special cases such as legal requirements or when printing on letterhead that has content on one side.
· Black & White (Grayscale) by Default: Color printing should be used only when needed. The default mode for printers is black-and-white; users must consciously choose color if the content truly requires it (e.g., charts or images in a client proposal). By avoiding unnecessary color prints, we reduce the expensive color toner consumption. Many documents (drafts, internal memos, reference materials) are perfectly fine in grayscale. Think twice before selecting color.
· Print Only What You Need: Before printing, ask if a hard copy is truly required. Wherever possible, opt for digital alternatives – reading on screen, sharing via email or cloud, or archiving electronically instead of printing. Do not print documents just to review or “see what they look like”; use print preview and PDF review tools to proofread and format check electronically. If you only need a portion of a document, print just those pages, not the entire file. By minimizing unnecessary print jobs, we save paper and ink/toner.
· Optimize Document Formats: When printing is necessary, prepare your documents to avoid waste. Use print preview to eliminate blank pages at the end of documents. Check page ranges and settings so you don’t accidentally print more than intended. Use efficient fonts and layouts (avoid overly large font sizes or unnecessary graphics in drafts). For multi-slide presentations, consider printing multiple slides per page if feasible for the purpose. Little steps like these can reduce page counts and toner usage.
· Follow Print Quotas or Limits (If Implemented): The company may implement print quotas or volume limits per user or department as a cost-control measure. If such limits exist (e.g., a monthly page count cap), employees must stay within their allocation. If you anticipate a legitimate business need to exceed your quota, obtain manager approval and inform IT in advance if possible. Never split jobs or use another’s credentials to bypass quotas; instead, go through proper channels to adjust limits if needed. Quotas are set to reinforce mindful printing habits and cost awareness.
· Choose the Right Device: Use the most cost-effective printer available for your task. For instance, if your office has both high-capacity network MFPs (multi-function printers) and small personal/desktop printers, default to the shared MFP for bulk jobs because per-page costs are lower on larger devices. Desktop or personal printers (if any) should generally be used only when a secure print is needed (and a shared device isn’t nearby) or for very low-volume, immediate needs. In many cases, it’s cheaper and more efficient to use centralized network printers rather than personal desktop units. The company minimizes standalone desktop printers, and encourages using shared devices to save on maintenance and consumables.
· Duplex Copying and Scanning: When using copiers, always use duplex mode if making multiple-page copies. For scanning, use multi-page PDF settings rather than scanning each page to a separate file or printing them out.
· Draft Mode and Print Settings: If the printer has an option for “draft” or economy mode and your print is for internal use, consider using it to save toner. Also, print in lower resolution for non-critical documents. However, be careful to ensure readability is maintained.
· Reuse and Recycling: The company provides recycling bins for used paper. If a printout is no longer needed, dispose of it in the secure recycling bins (or confidential shredding bins if it contains sensitive info) rather than trash. For misprints or single-sided pages that are not confidential, consider reusing them as scrap paper or for test prints. Additionally, used toner cartridges and imaging units are disposed of through our recycling program – employees should return spent cartridges to IT or the designated recycle station instead of throwing them out. These efforts support environmental responsibility.
· Environmentally Preferred Supplies: We use recycled paper and quality remanufactured or high-yield toner where feasible to reduce environmental impact without compromising quality. Employees should be aware that printer e-waste and paper waste are significant environmental issues globally. By following the above practices (duplex, grayscale, only printing when necessary), you contribute to our sustainability goals. Our print policy aligns with the company’s broader environmental commitments and ESG targets, which include cutting paper consumption and energy use. Power-saving features on devices (like sleep modes) should not be tampered with – they save energy when printers are idle.
Collectively, these cost-saving and green practices make our printing more efficient and help control overhead. The policy essentially “encourages double-sided printing, using black-and-white instead of color whenever possible, and only printing when necessary,” while tracking usage to enforce these guidelines. All staff should internalize these habits as part of everyday work. If you’re unsure how to enable a certain setting (such as duplex or secure print), contact IT for guidance – default configurations are already in place to make compliance easy.
Mobile and Remote Printing Guidelines
With the increasing need for flexibility and remote work, our company supports mobile and remote printing through secure, managed methods. When employees are off-site or using mobile devices and need to print to company printers, the following guidelines apply:
· Use Approved Cloud Print or VPN Access: The company’s printers are accessible remotely via our secure network. If you are working from home or another location, you must connect to the corporate network using VPN (Virtual Private Network) or use our authorized cloud printing platform to send print jobs. We utilize a cloud-managed print solution (e.g., Ricoh CloudStream platform) that allows printing from anywhere, but you must authenticate with your company credentials. Do not send work documents to personal or public printing services (like local copy shops or personal cloud print accounts) without management approval. All remote print jobs should stay within our managed system for security and tracking.
· Secure Print Release: Whether you print from a mobile device or your workstation, if you are not physically at the printer immediately, make use of the “secure release” function. Our networked MFPs support secure pull printing – your job is held in a personal queue until you go to a device and release it (usually by tapping your employee ID card or logging in with your credentials). This ensures confidential documents don’t sit uncollected on the output tray. Mobile print jobs must be released by the user; if not released within a certain time window, they will be auto-deleted for security. Always log in at the device to retrieve your prints as soon as you can.
· Mobile Print App/Interface: The company may provide a mobile print app or a web portal to submit print jobs from smartphones, tablets, or laptops outside the office. If you need to print an email or attachment from your phone, use the official method (for example, the Ricoh CloudStream mobile app or the PaperCut Mobility Print service if provided). These tools will route your job securely to our cloud print system. Do not attempt to print via unauthorized third-party apps or email your documents to other employees to print for you as a workaround. The approved system logs who printed what, maintaining accountability.
· Remote Office or Branch Printing: If you are traveling or at a client site but need to print to our nearest office or a partner location, coordinate with IT for options. Our cloud-managed print environment may allow “print anywhere” functionality – meaning you could send a job and release it at any company office printer once you arrive. Check the print queue destination before submitting, to ensure you send it to a location you can access. If unsure, it’s better to ask for help or wait until you have access to a company printer.
· Printing on Home Printers: In general, avoid printing work documents on home printers or other unmanaged devices, especially if they contain sensitive information. Home printers are not as secure or tracked. If you must print something at home for work purposes (due to remote work situations), treat those documents with the same care: do not discard them improperly, and ensure no unauthorized persons can view them. Also, if you incur personal expense for essential home printing, discuss with your manager; but remember that extensive home printing is not ideal for data security. Scanning work documents with personal scanner apps should also be avoided – use company-provided scanning methods whenever possible.
· Connectivity and Drivers: When remote, ensure you have the necessary print drivers or cloud print client installed (the IT department can assist in setting up the CloudStream client or relevant software on your device). This will automate creation of the correct print queues on your workstation. Only install printing software provided or vetted by IT. If you experience issues sending a print job remotely (e.g., job stuck or not showing up at the printer), contact the help desk rather than trying unapproved methods.
· Follow Data Protection on the Go: The Privacy and Security rules (next section) apply equally to remote printing. Be mindful of what you are printing outside the office. For example, if you’re in a public place using a portable printer or printing to a shared office, be cautious with confidential data. It may be safer to wait or use electronic sharing instead of printing sensitive material in a non-controlled environment.
· Remote Scanning: Similarly, if you need to scan documents while away from the office, use secure methods. Our MFPs allow scan-to-email or scan-to-cloud repositories that you can access later. If you must use a mobile scanning app to capture a document, ensure it’s an approved app and the data is immediately uploaded to a secure company location (and delete any local copies on your phone). Never use random public scanners or unsecured Wi-Fi to send company scans.
· Training and Assistance: The company provides guidance on using mobile and remote print features. If you are new to these, request training. It’s better to take a moment to learn the correct procedure than to accidentally send a print job to the wrong location or compromise information. The goal is to enable flexible work while maintaining security – with modern solutions, you can “print to anywhere, from anywhere” in a secure manner as long as you follow these protocols.
By adhering to these mobile printing guidelines, employees can work effectively from various locations without sacrificing the confidentiality and control of printed materials. Always prioritize security and consult IT if something about remote printing is unclear.
Security, Confidentiality, and Legal Compliance
Our printing and copying practices must uphold the company’s information security standards and comply with all relevant laws, including Australian regulations. Employees are expected to handle printed and scanned documents with the same care as digital data. Key points include:
· Data Privacy (Australian Privacy Act): Australia’s Privacy Act 1988 (Cth) and the associated Australian Privacy Principles (APPs) impose obligations on how we handle personal information. This applies to information in printed form as well as electronic. Any document containing personal data (customer details, employee records, etc.) should be treated as confidential. When printing such documents, ensure they are not left unattended and are stored securely. Only print personal or sensitive information when necessary, and shred or securely dispose of those printouts when they're no longer needed. For instance, if you print a list of client contact details or a report with private customer data, retrieve it immediately and do not leave copies lying around. If distributing printed copies to others, do so in sealed folders or by hand rather than leaving them in a public tray.
· Confidential and Classified Information: In addition to personal data, any confidential business information (financial reports, strategic plans, proprietary research, etc.) must be protected. Utilize the printers’ security features: for example, use secure release (as described earlier) for highly sensitive documents so that only you can trigger the print. If a document is classified or extremely sensitive, consider whether it should be printed at all. If yes, limit the number of copies and recipients. Mark such printouts as “Confidential” and never leave them in conference rooms or discard them in regular bins. Our policy is that only authorized personnel may print or copy sensitive documents, and in doing so they must follow all clearance protocols (if applicable). The system may log and flag high-risk print jobs for review.
· Secure Disposal: All employees must properly dispose of printed materials that are no longer needed. For general documents, use the blue recycling bins; for anything containing sensitive or personal information, use the secure shred bins provided in the office. The company has a shredding/destruction procedure to ensure confidential material is destroyed before recycling. Never take sensitive waste paper home or throw it in public trash. Also, printer “waste” output (like test pages, error prints, or maintenance pages with info) should be collected and disposed of securely. Our print policy emphasizes secure disposal of printed documents as a key component of information security.
· Encryption and Network Security: The company’s print infrastructure (including the cloud print service and networked devices) employs encryption and secure communication protocols. Employees should not attempt to disable or bypass any security measures. For example, if the secure print system requires you to log in, do not ask someone else to release your job or try to force the printer to output without login. Do not connect personal laptops or devices to printers via USB or local Wi-Fi; always go through the secured network print queue. Be aware that printed documents might also be stored temporarily in print servers or on device memory – our IT team manages these to ensure data is wiped appropriately. If you are aware of a potential security issue (like a printer hard drive that wasn’t cleared before disposal, or a lost print badge), report it immediately.
· Compliance with Legal Requirements: In addition to privacy laws, our printing practices must adhere to other legal frameworks:
· Australian Consumer Law (ACL): While primarily about fair trading, ACL expectations of honesty and transparency mean that any printed materials we produce for customers (invoices, product info, marketing brochures) must be accurate and not misleading. Employees involved in producing printed communications should ensure the content is approved and complies with marketing and consumer protection standards. Also, using the company printer to produce any material that misleads customers or stakeholders is grounds for disciplinary action.
· Record Keeping Laws: Printed records might be subject to retention requirements (for example, certain financial or client documents might need to be kept for a number of years, per law or policy). If you print such records, ensure they are filed or stored according to our records management policy. Do not just throw away official records after printing or scanning. Conversely, do not print records that we are required to keep only electronically (to maintain an audit trail) unless you intend to appropriately file and manage the printouts.
· Intellectual Property and Copyright: As noted, do not print or copy copyrighted material without permission. This includes not just external content but also software or data outputs that have licensing restrictions. For example, some software manuals or e-books allow one print for personal use – but you must verify that before printing. When scanning and distributing documents, ensure you are not unlawfully creating digital copies of protected works.
· Other Regulations: If you work in a regulated industry (healthcare, finance, legal, etc.), be mindful of any industry-specific rules. For example, printing medical records might invoke healthcare privacy laws beyond the Privacy Act; printing loan applications might involve credit information laws, etc. Always follow both this general policy and any department-specific guidelines. When in conflict, seek advice from Compliance or Legal.
· Device Security: Multifunction devices themselves are secured by IT with passwords and access controls. Do not attempt to hack, jailbreak, or alter device security settings. Do not install unapproved apps or connect unknown USB drives to the printers. Some MFPs have scan-to-cloud or email features – only use them to send documents to authorized recipients (e.g., your work email or a trusted business partner’s email). Never use scan-to-email to send company documents to a personal email address that is not allowed by our data policy.
· User Credentials: Your print system login (which may be your network ID or an access card/PIN) is personal to you. Never share your printing credentials or badge with others. You are responsible for all print jobs under your account. If someone else needs to print in your absence, work with IT to delegate or use a proper proxy method rather than giving out your password or card. If you suspect your print account is being used without your knowledge (e.g., you see jobs you didn’t print), report it immediately.
· Printer Hardcopies and Scans as Data: Remember that anything you print or scan could potentially be stored or cached. Our managed print system may keep logs of job metadata (user, file name, pages, etc.) and in some cases images for troubleshooting or compliance audits. Likewise, copiers with hard drives might keep images of the last jobs. IT regularly maintains and secures these, but employees should operate under the assumption that printing is not a completely anonymous activity. This awareness should reinforce following the rules – e.g., do not print something thinking “no one will know.” The company’s monitoring (see next section) is in place “to identify excessive printing, unauthorized use, or potential security breaches” and protect the business.
· Education and Awareness: The company will provide training on secure printing practices and expects employees to stay informed. Good cyber hygiene extends to printers – for example, beware of “print scams”(like fraudulent toner sales or malicious print jobs sent via email). If you receive any unusual emails or see strange prompts on a printer, inform IT. Also, be cautious when printing from external media (USB drives, etc.); ensure files are virus-free. By being vigilant, we can maintain a secure print environment.
In essence, security and legal compliance are integral to our print policy. The policy includes measures such as access controls, encryption requirements, and secure disposal procedures for printed materials, as well as guidelines for handling sensitive documents throughout their life cycle. Adhering to these protects both the company and the individual employee from risks such as data breaches, legal penalties, or reputational damage.
Cloud-Managed Print Environment
Our organization leverages a cloud-managed print environment to centralize and simplify printing services. We use platforms such as Ricoh CloudStream Core and Enhanced to manage print queues, user access, and device settings across all locations. What this means for employees:
· Seamless Printing Across Sites: You can print to the cloud queue and release your job at any compatible printer in the company network. The system is intelligent and will route or hold jobs appropriately. This enhances flexibility, especially for offices with multiple sites. For example, if you upload a document to print from our Sydney office, you could retrieve it at the Brisbane office’s printer when you arrive, using your authentication. The cloud platform “enables seamless printing operations across multiple sites”.
· User Authentication: The cloud-managed system requires each user to authenticate (via login or ID card) to release prints. This ties into our secure release practice and ensures print jobs are attributed to the correct individual. Only authorized users can use the printers, and their permissions (like color printing ability, quota, etc.) are centrally controlled. Always keep your cloud print account secure (as noted in the Security section).
· No On-Premise Print Servers: Because the management is cloud-based, we rely less on local print servers or direct-connect printers. This reduces downtime and allows updates/configurations to be rolled out quickly. For users, it mostly means you might occasionally notice new printer names or settings delivered via the cloud. The CloudStream Client installed on workstations auto-configures print queues for you. If a printer is added or changed, it should reflect automatically in your options. Contact IT if your printer list doesn’t show the expected devices.
· Print Policies Automation: The cloud print platform enables enforcement of certain rules. For example, it can automatically enforce duplex or grayscale for certain job types, or prompt you if you’re printing a very large job or lots of color pages. It can also set user quotas or limits and provide usage reports. The system might reroute a job to a more efficient device (e.g., if you accidentally send a large job to a small printer, it could suggest a better one). These features are in place to help you follow the policy without extra effort. If you encounter a rule that interrupts your printing and you believe you have a valid reason, you may request an exception via IT or a manager.
· Monitoring and Analytics: One advantage of the cloud-managed system is robust monitoring. The platform records details about print jobs (user, number of pages, color/BW, device used, timestamp, etc.). This data is used for cost allocation, supplies planning, and policy compliance monitoring. We can run reports to see trends like top print users, department usage, or flag anomalies (e.g., a spike in printing on a weekend or a user suddenly printing large volumes). Rest assured, this tracking is primarily to optimize operations and reinforce good practices – it’s not meant to be intrusive, but it does ensure there is accountability and visibility in how printers are used.
· Device Management: Cloud management also means the devices (printers/MFPs) are monitored for status (toner levels, errors, maintenance needs). IT or the service provider may remotely manage updates or troubleshoot. As a user, if a device is down or low on toner, the system might automatically alert IT or reroute your job to another printer. Always pay attention to any messages the print system gives you (e.g., “Printer X is out of service, job moved to Printer Y”).
· Integration with Cloud Storage/Apps: Our enhanced print environment may allow direct integration with cloud storage (for example, printing files directly from OneDrive/SharePoint or scanning directly into cloud folders). When using these features, ensure you select the correct account/folder (especially if both personal and work accounts exist on a service). The general rule is to keep business documents within business-controlled storage. The convenience of cloud printing should not lead to saving sensitive output in unapproved locations.
· High Availability and DR: In case of internet outages or cloud service issues, IT has contingency plans (like backup print queues or local spooling) to ensure printing can continue for critical operations. You will be notified if any temporary changes (like using a USB direct print) are necessary. Under normal conditions, always use the standard cloud print workflow.
· Benefits to Users: Ultimately, this modern print setup is designed to make printing easier (print from anywhere, pick up anywhere) while maintaining control. Embrace features like follow-you printing and don’t hesitate to use mobile print options – they exist to help you. If you have suggestions or encounter difficulties with the cloud print system, provide feedback to IT. The system is configurable and the company can adjust rules or add features as needed.
In summary, our print environment is cloud-based and centrally managed, which supports many of the policy goals around cost control, security, and flexibility. Employees should find it straightforward to comply with policy because the technology enforces defaults (like duplex) and provides secure workflows by design. Ricoh CloudStream and similar platforms help ensure we can “manage and monitor multiple print devices in a single interface” for all size offices, making advanced print capabilities available even to small sites. This policy is aligned with those capabilities – for example, the requirement for secure release and the ability to print from anywhere reflect features of our cloud print solution.
Monitoring, Auditing, and Enforcement
To ensure that this policy is effective, the company will engage in basic monitoring of print/copy/scanning usage and has set out a framework for addressing misuse. The intent is not to overly police every print job, but to have oversight that helps identify problems, reduce waste, and guide users in the right direction:
· Usage Monitoring: As noted, the print management system logs usage details for all jobs. Authorized staff (such as IT administrators or managers with proper approval) may review these logs and reports. Monitoring can reveal insights such as total pages printed company-wide, ratio of color to B&W, individual top users, and instances of very large jobs. It can also show if an employee is regularly not following defaults (e.g., manually switching to single-sided or color frequently). This data will be used primarily in aggregate to spot trends and optimize resources. However, if there is suspicion of policy violation or a security incident, specific user logs may be examined.
· Audits and Reviews: The company may conduct periodic audits of printing practices. For example, a quarterly review might be done to assess if our paper reduction goals are being met, or if any department is having unusually high print costs. These audits could involve checking if duplex rates are as expected, or if secure print is being used for confidential jobs. They might also include physical spot-checks (e.g., ensuring no sensitive documents are left around printers). Results of such reviews may be shared with management and could lead to policy adjustments or targeted training.
· Employee Feedback: Monitoring isn’t just about catching misuse; it’s also about understanding challenges. The company welcomes feedback from employees—if a certain policy aspect is hindering your productivity (for instance, if default duplex causes an issue for a specific report format), let us know. We can consider exceptions or technical solutions. The goal is a balanced approach that “finds a balance between cost-saving measures and employee needs”. We also maintain an avenue for employees to report concerns or suspected violations of this policy confidentially.
· Non-Disciplinary Responses: In cases where monitoring indicates misuse or non-compliance, the initial response will be educational, not punitive. The responsible employee may receive a gentle reminder or a copy of this policy highlighting the relevant section. For example, if someone is found printing a lot of single-sided pages, IT may reach out to help configure their settings properly. If personal printing is noticed beyond acceptable levels, a manager might have a conversation with the individual to understand why and to reiterate the policy limits. The emphasis is on training and awareness – helping employees print responsibly. We understand that mistakes or occasional lapses happen; the company’s first step is to guide, not punish.
· Repeat or Serious Violations: If an employee repeatedly ignores the policy or commits a serious breach (like printing confidential data and leaving it unsecured, or massive personal printing on the company’s dime), the matter can escalate. Management will then consider appropriate action in line with our HR and disciplinary procedures. This could range from a formal written warning to revocation of printing privileges, and in extreme cases, other disciplinary measures. Any penalties will be proportionate and follow due process. Transparency is crucial – the employee will be informed of what the issue is and have a chance to explain or correct it. Again, the aim is not to be punitive but to enforce fairness and protect the company’s interests.
· Policy Enforcement Tools: We utilize technical controls as a form of enforcement. These include requiring login for printing, having default settings locked down, and possibly implementing page limits or cost limits that automatically prevent excessive usage. In some cases, if a job exceeds certain parameters (like a 500-page job), the system might hold it for admin review. These automated measures are in place to support the policy without needing constant human intervention. Employees should not attempt to circumvent these controls; doing so would itself be a policy violation.
· Documented Incidents: The company will document significant incidents of misuse and the responses taken. This helps ensure consistency in enforcement and helps us update the policy if needed. It also provides a record in case similar issues occur in the future.
· No Privacy Violation: The monitoring of print usage will be done in compliance with privacy laws and with respect for employee privacy. We do not, for example, open the content of every document you print – the system might capture metadata (file names or page counts) but not store full content, except in troubleshooting scenarios. Any review of specific document content would only occur if there is a serious reason (like investigating a data leak or illegal activity) and would be handled confidentially by authorized personnel. Our aim is to monitor usage patterns and device output, not to read employees’ printouts. We maintain transparency about this monitoring: it’s primarily about cost and security, not snooping.
· Positive Reinforcement: We will also highlight good behavior. For instance, if a team manages to significantly cut down their printing through diligent use of digital workflows, the company may recognize that effort. By treating responsible printing as a collective goal, we hope to build a culture where everyone takes ownership. Education sessions or tips may be shared periodically (e.g., reminders on “how to use duplex and other settings effectively” or sharing progress on our environmental targets).
In conclusion, the policy will be enforced with a fair and common-sense approach. Monitoring and analytics help us manage costs and security (for instance, tracking printing activities helps identify excessive or unauthorized use but enforcement will consider context and intent. We encourage all employees to cooperate with any inquiries or interventions — they are meant to support you and the company. By signing the acknowledgement below, you indicate your understanding that your printing activity is subject to oversight and that you agree to comply with these guidelines.
Employee Acknowledgement
Employee Declaration: I acknowledge that I have received, read, and understood the Company Print, Copy, and Scan Usage Policy. I agree to adhere to the rules and guidelines outlined above and understand the importance of using company printing and scanning resources responsibly, securely, and in compliance with the law. I understand that if I have any questions about this policy, I should consult my manager or the IT department for clarification. I also understand that failure to comply with this policy may result in appropriate corrective action.
Employee Name: ........................................   Signature: .........................   Date: ..............
(Employees are required to sign and return this acknowledgement to HR. A countersigned copy will be provided for your records.)
Manager/Supervisor Name: ...............................   Signature: .........................   Date: ..............
(Managers should ensure that each team member has signed this form and must also sign to indicate they have discussed the policy with the employee. Managers will forward completed forms to HR for filing.)

