NAG 5

[image: image1.jpg]100%

TIKOKINO



TIKOKINO SCHOOL

HEALTH AND SAFETY

PROCEDURE – Internet Safety
General Procedure on Internet use at school:

Use of the Internet facilities at this school is strictly for educational purposes. This includes personal use and use for professional development of staff.

Staff *use of the Internet:

Training for staff who wish to use these facilities is available through the teacher responsible for the Computer/Information Technology Department and is essential for the safety and protection of staff, students, and equipment.
Students will need to be directed to sites on the Net, rather than surfing, which is why staff members must gain experience using the Internet before letting their students use it.

All staff members must sign a copy of a Staff Internet Use Agreement before using the Internet themselves, indicating they are aware of the details of this procedure. This documentation will be kept on file by the school.
You are not permitted to access any offensive or obscene material. If this happens accidentally you are to turn off the screen and contact the principal immediately. The following three steps will take place:-



1) A written record of the site, time, date is to be kept in the log book by the principal


2) The teacher and a third person will site this and sign the booklet


3) The principal will then block this site and any links to the site for the safety of others.
Staff can have individual Internet e-mail accounts.

A record of links may be placed on the school webpages (home page for browsers) to provide quick access to particular sites, please.

* ‘Staff’ includes all school personnel both teaching and non-teaching.

Student* use of the Internet:

All students and parents/caregivers must sign the School Computer and Internet Use Agreement at the start of each year before using the Internet at school. 

A teacher must be in the room whenever a student uses the Internet, i.e. a student cannot be sent to a computer room to use the Internet unsupervised. This also applies to any special use before or after school hours. In the case of cached sites, permission is allowed. 

You are not permitted to access any offensive or obscene material.  If this happens accidentally you are to turn off the screen and contact your teacher immediately.

Any use of the Internet other than that specified here, e.g. by custodial staff, staff or student’s family, or use after hours, must be with the agreement of the teacher in charge of Computer/Information Technology and under supervision approved by that teacher.

* ‘Student’ can be an adult day student, an adult Community Education student, or any young person whether or not a student of the school. For example, a teacher’s child can use the school Internet facilities only after signing the Student Computer and Internet Use Agreement and under supervision approved by the teacher in charge.
Student/Parent Information and Computer Technology (ICT) Agreement
Tikokino is fortunate to have good access to ICT.   This incorporates computers, phones, fax, copiers, digital cameras and associated networking facilities.

ICT Equipment Use

The use of the school’s ICT equipment is a privilege and as such the equipment must be treated with respect. Specifically the following guidelines must be observed in its use –

1
Before using any ICT equipment, ensure that you are familiar with it.   If unsure 

seek the advice of a teacher before you use it.

2
Food and drink must be kept away from the ICT equipment.

3
If an item of ICT equipment is not working properly get help from a teacher.

4
Memory sticks / disks and CD’s from home are not allowed to be used at Tikokino School.

Internet Access

Access to the Internet is a key source of information, research and communication.  The use of the network services provided by Tikokino School is also a privilege.   The following guidelines must be observed in its use.

1
All students must seek permission from their teachers before using the 


Internet or e-mail.   

2
Access is to be for learning, using the “Search Engines” that your teacher 

advises.

3
The student must log on using their student ID or room log. 

4
Students are not permitted to download software from the internet.

5
A teacher’s permission must be sought before opening attachments.
I will use all ICT and Internet facilities with respect.   I will observe the guidelines and will always be directed and advised by my teacher.

___________________________



_________________________


Student Name






Student Signature

___________________________



_________________________

Parent/Caregiver Name




Parent/Caregiver Signature

Date 
____/_____/_____





Teacher Information and Computer Technology (ICT) Agreement

Tikokino is fortunate to have good access to ICT.   This incorporates computers, phones, fax, copiers, digital cameras and associated networking facilities.

ICT Equipment Use

The use of the school’s ICT equipment is a privilege and as such the equipment must be treated with respect. Specifically the following guidelines must be observed in its use –

1
Before using any ICT equipment, ensure that you are familiar with it.   If unsure 

seek the advice before you use it.

2
Food and drink must be kept away from the ICT equipment.

3
If an item of ICT equipment is not working properly please inform the ICT 

leader.
4
Where laptops are used under a scheme of rental or lease by the school they remain the property of the school

5
A laptop agreement will be signed by all users, inclusive of the principal.

Internet Access

Access to the Internet is a key source of information, research and communication.     The use of the network services provided by Tikokino School is also a privilege. The following guidelines must be observed in its use.

1
Access is to be for learning. Please respect this.
2
Where downloading of software is needed, permission should be sought from the principal. If downloading or caching a website for classroom use teachers are free to do so but keep a record of where it is downloaded to so all staff have access to this information.  

I will use all ICT and Internet facilities with respect.   I will observe the guidelines and will always be directed.

___________________________


_________________________


Teacher’s Name




Teacher’s Signature

___________________________


_________________________

Principal’s Name




Principal’s Signature

Date 
____/_____/_____





