[image: image1.png]&QE

(i B
LEARNING
ALLIANCE






Acceptable Use Agreement – ICT and Technology
Statement of Intent
This agreement is designed to ensure that all staff, committee members, parents/carers and volunteers are aware of their responsibilities when using any form of technology associated with or operated by the Pre-School.  Technology relates to ICT systems, hardware, software, internet, email, mobile phones, cameras, laptops, and memory devices.

Responsibilities of Staff, Committee Members and Volunteers (i,e. Users)

As a User you should scrupulously avoid using technology to engage in activities that:

1. Are of questionable legality

2. Might harm the Pre-School reputation

3. Cause offence to others

4. Interfere with the Pre-School’s day to day business

5. Jeopardise the security of data, networks, equipment or software

6. Might otherwise violate Pre-School  policies
As a User you must:

1. Only use technology that you have the authority to use.

2. Use technology for the permitted purpose, in the permitted manner and only for authorised business.  It is a criminal offence to use an ICT system for uses other than those permitted by the Management Committee.

3. Only use approved email systems for Pre-School business.
4. Have the manager’s permission to use personal portable storage media e.g. USB stick, memory card, external hard drive.
5. Keep any portable technology secure and locked.
6. Immediately inform the Pre-School if any portable equipment is lost or stolen.

7. Ensure that only the setting’s mobile phone goes with any group leaving the setting.
8. Ensure that all communication with parents and staff, either within or outside of the setting, is compatible with your professional role.

9.  Promote and model positive use of current and new technologies and e-safety.

10.  Respect and comply with copyright and intellectual property rights.

11.  Report any misuses of technology, including unacceptable conduct of others to the Management and Committee.

12. Ensure that all parents entering setting are aware that the use of personal mobile phones is not permitted whilst in the room, and that they may be asked to remain outside until calls have ended. 

As a User you must not:

1. Use technology to access, create or send inappropriate, offensive or illegal material.

2. Disclose your password to unauthorised persons.

3. Access inappropriate websites or send inappropriate emails.

4. Take part in chain letters.

5. Browse, download or send material that could be considered offensive, and should report any accidental access of inappropriate materials to the owners.

6. Use chat-lines/chat-rooms or similar on Pre-School computers or phone systems.

7. Subscribe anyone to a mailing list without their permission.
8. Use any unlicensed software or illegally copy any computer software.

9. Install any software or hardware without the manager’s permission.

10.  Have mobile phones in the Pre-School during working hours – these should be locked away in the staff lockers provided. Mobile phones may be accessed during breaks unless permission is given by the Manager to receive important calls. In this situation, phones will be kept in the office area under the supervision of the manager and the call itself will be taken outside of the room.

11. Put any person you are speaking to on the phone on loudspeaker without their express permission.

12.  Images should never be taken on the settings mobile phone of the children, the building or staff without written consent from parents/carers and the manager; images should only be taken using Pre-School equipment.
13.  Induce others to do any of these things.

Social Networking Sites

The Pre-School expects staff, committee members, parents/carers and volunteers to observe certain standards of conduct when using social networking sites, such as Facebook, and Twitter.
As a User you must:
1. Ensure that your use of social networking sites does not question or bring your role or the reputation of the Pre-School into disrepute.

2. Post any information which is derogatory, discriminatory or offensive in any way or which could bring the Pre-School into disrepute.

3. Consider and set appropriate privacy settings.

4. Consider the appropriateness of images and material posted.  Once posted online, a message, photo or video can be freely copied, manipulated and circulated and will potentially exist forever.

5. Not post information that is confidential to the Pre-School service users, staff, committee members, volunteers or suppliers.

Inappropriate, Offensive and Illegal Material

Inappropriate material is defined as e-mails, images or websites, containing material that is not deemed suitable for viewing in the workplace.
Breach of Acceptable Use Agreement
The above detail is not exhaustive, but is an indication of the types of content that could result in disciplinary action, and possible dismissal.
Any User who is found to have breached this Agreement will face disciplinary action in line with the Disciplinary Procedure.
All staff and committee must read and sign to accept the terms of Acorns Acceptable use Agreement on an annual basis.
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North Yorkshire HG4 4DY
Telephone: 01765 680203
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Email: acorns.masham@googlemail.com
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