ICT 
Policy Statement 
The Governors are very keen that members of staff at ***** use computer technology to help with student learning and to be able to carry out their work as effectively as possible. This policy is designed to make clear the responsibilities of staff with regard to the use of school computer hardware and facilities. 

It fulfils the requirements that technology paid for from the public purse is used judiciously. 

Procedure 
1. Organisation of ICT usage 

The organisation of ICT usage is the responsibility of the Network Manager. 

2. Responsibilities for ICT usage 

In relation to ICT usage, the Network Manager is responsible for: 

1. ensuring that staff can use ICT equipment safely 

2. putting systems in place to identify staff training needs 

3. recommending any improvements to the environment in which ICT is used (for example, furniture, lighting, ventilation). 

3. Responsibilities of Staff 
Staff have a responsibility, as part of the ***** ICT policy, to comply with the following usage policy: 

1. Staff are allowed to use school equipment free — when it is not required by students — outside their own individual working hours. This includes laptops and palmtops provided for the use of one or more members of staff. It also includes the use of e-mail, the broadband link, the school network and the Internet. 

2. Equipment provided on short-term or long-term loan to staff remains the property of the school and must be available for inspection at all reasonable times. If a laptop is provided, it is expected that it should be brought to school on a daily basis. 

3. There is software in place to monitor all usage — by students, governors, staff and the wider community — of the school network. Staff should also be aware that computers usually “leave a trail” of documents worked on, websites visited, e-mails sent/received and so on. 

4. It is imperative that staff protect their password(s) at all times. Staff must log off when they are leaving a computer, even for a short time, since the security of the intranets and Internet depend on this. 

5. In no circumstances should members of staff access websites that are clearly inappropriate (eg those that could be considered pornographic, racist, sexist or otherwise offensive). It is possible to access such sites by accident, in which case an individual member of staff should consider reporting this to his/her line manager. Evidence of repeated visits to such sites, the downloading of materials from such sites and the use of search criteria (eg individual words) that might lead to such sites, will be treated as a disciplinary matter. 

6. Members of staff should not send or circulate e-mails which are offensive. 

7. Staff are alerted to the fact that they should not download files onto any school computer. If a download is required, the Network Manager must be consulted. 

4. Measurement and Review 
****** will establish and maintain programmes for the review of ICT usage in school. 

5. Education and Training 
It is important that education and training are seen as being part of the productive use of ICT equipment. This training can be formal or informal. Through training, ICT usage can be made more productive. Examples of training include: use of the Intranet, the Internet, E-mail and Photoshop. 

6. Confidentiality 
The school will have information about ICT usage (including access to the Internet) but will not publish it without the written consent of the individual. Employees have a statutory right of access to their own records. 

This does not preclude non-confidential records being reported to ensure the school has a basis on which to take remedial measures, safeguards and decisions affecting its employees’ interests. 
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