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This policy serves as a guide to what is and is not acceptable when using the computer systems and 
software within the school. The policy is in place for the benefit and safety of all users of the network and 
to help keep the computer systems in good working order. 

The rules below are not exhaustive and simply give examples of how members of the school should 
ensure that they use equipment in the right spirit. 
 
During the process of logging on to the school equipment, you are reminded of this policy and by 
continuing to log on it is deemed that you have read, understood and accepted this policy. Disregarding 
these rules or general abuse of the system is taken seriously may result in Internet or computer privileges 
being withdrawn and may result in disciplinary action. 
 
The policy applies at all times, in and out of school hours, whilst using school equipment & software. 
 

1. You must not: 
a) Download, print, send, save or display offensive, abusive or inappropriate messages, 

pictures or websites. If any such material accidentally appears, you must inform a 
member of staff immediately. 

b) Use chat rooms or messaging, play online games, listen to Internet radio, watch online 
videos or visit social networking sites (Facebook, Instagram, Twitter, etc) unless for the 
purposes of schoolwork and instructed to do so by a member of staff. 

c) Use e-mail services during lessons, except for to access schoolwork. 
d) Open an e-mail from an unknown sender or open an unidentified e-mail attachment. 
e) Send or forward chain e-mails. 
f) Reveal personal information, home addresses or phone numbers of yourself or others 

whilst online. 
g) Be in a computer suite at any time without the supervision of a member of staff. 
h) Eat or drink in computer suites. 
i) Waste or damage resources or equipment. 
j) Try to access parts of the system that are clearly not meant to be available to you. 

2. You must: 
a) Always keep your password secret and only ever use your own login. Never allow 

someone else to use your login details for any reason. 
b) Save files and make folders with sensible and appropriate filenames. 
c) Inform a member of staff if there is a problem with any computer equipment. 
d) Respect copyright and trademarks. You cannot copy material without giving credit to 

the person or company that owns it. 
e) Obtain permission from a member of staff before printing anything. Only schoolwork 

should be printed. 
f) Always ‘lock’ or log off your computer if you have to leave it unattended. 

3. Please note: 
a) All files held on the network will be treated as school property, including e-mail. The 

school owns the computer network and can set rules for its use. 
b) User areas on the school network will be closely monitored and staff may review your 

files and communications at any time without prior permission. 
c) All Internet access is logged and can be examined by staff if needed. 
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