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To
	All Headteachers Purchasing the LEA’s Comprehensive Personnel Service or Personnel Handbook.
	

	
	
	

	Purpose of Document
	To provide schools with a Policy on the Use of the Internet and Electronic Mail which Governing Bodies are advised to adopt.
	

	
	
	

	Summary of Main Points
	· Schools are committed to the use of the Internet and Electronic Mail for Educational and School Business purposes.

· Recognition of alternative uses and their potential dangers.

· A Policy on the Use of the Internet and Electronic Mail will assist in preventing potential misuse.

· Provides guidelines which should be adopted by Governors, Headteachers, other school employees.

· This Policy on the Use of the Internet and Electronic Mail has been discussed and agreed with the teachers’ representative organisations and Unison.

· Governors, Headteachers and school employees should sign to indicate they have read and will abide by the guidelines.


	

	
	
	

	Contact/Further Information
	Les Biggs or Paul McGann

Education Officer – School Support

Centre for School Improvement

John Hadfield House

Dale Road

Matlock

Derbyshire  DE4 3RD 
Tele: 01629 585907 or 01629 585905
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Policy on Use of the Internet and Electronic Mail

Chapel en le Frith C of E VC Primary School is committed to providing Internet and E-Mail facilities to employees where an educational need is established and to promoting employee awareness of the benefits and potential dangers involved. This policy sets out guidelines for employee use.

Infringement of this policy by employees may be regarded as a disciplinary offence and, in serious cases, may result in dismissal. Improper use of the Internet or E-Mail could bring the School into disrepute and may lead to legal claims against the individual employee and the School. 

Guidelines

1. The Headteacher will authorise use of the Internet or E-Mail facilities prior to employees accessing these and will keep a written list of all such authorisations.

2. Ownership of all computer hardware and software and documents lies with the School and the School reserves the right to make appropriate arrangements to monitor, log, record and access all communications at any time without notice. 

3. Use of the Internet and E-Mail must be for the educational purposes of the School only and the scale of use must be appropriate to those purposes.

4. Employees are required to maintain the good reputation of the School when using the Internet and E-Mail and to be aware that these services are open forums subject to public scrutiny. 

5. Examples of misuse which contravene this policy and the possible resulting sanctions are:

· Inappropriate use of Internet and E-Mail may lead to withdrawal of user’s rights and/or financial charges being imposed. 

· Distributing abusive, discriminatory or defamatory statements may be regarded as serious acts of misconduct and will normally lead to disciplinary action.

· Visiting, downloading or distributing pornographic, obscene, offensive or illegal material may be regarded as gross misconduct and may lead to summary dismissal. 

6. Appropriate security must be applied before confidential or sensitive information is sent via the Internet or by E-Mail.

7. Users must not form contracts or vary contractual terms over the Internet unless authorised to do so.

8. Any material imported by Internet or E-Mail must be virus-checked and must not infringe copyright.

9. Publication of school information on the Internet must only be via the School web site.
10. Where access is gained accidentally to Internet sites which may infringe these guidelines, the Headteacher and ICT Co-ordinator must be informed immediately. The Internet site details are logged in the ICT Record Book – a copy of which is maintained in each staffroom.  
11. Employees should be aware that their use of the Internet and E-mail facilities may be subject to monitoring processes.

12. Employees will be required to confirm that they have read and accept the guidelines in this policy. 

I have read and accept the guidelines in the policy on the use of the Internet and Electronic Mail.

Signed 

Date ……………………………

Name 


LB1589
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