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ACCEPTABLE USE OF ICT AGREEMENT for PARENTS
Dear Parents,

TWA recognizes that the use of the internet and mobile devices have become fully integrated into the
lives of young people, furthermore, the School values the contribution that electronic devices can make
to support learning and the wealth of opportunities that they provide. It is hoped that parents and
guardians will support TWA’s stance on promoting safe internet behavior and responsible use of IT
equipment both in school and at home.

Parent/Carrier Responsibilities - Device

It is essential that the following guidelines be followed to ensure the safe, efficient, and ethical use of the
device. As a parent/carrier:
e | will supervise my child's use of the device at home.
e | will discuss our family's values and expectations regarding the use of the internet and email at
home.
e | will supervise my child's use of the internet and email.

Parent/Carrier Responsibilities - Online behavior

At TWA we encourage parents to ensure that any complaints are dealt with in a professional manner, by
either contacting the form tutor, or, if necessary, arranging a meeting with a member of the Senior
Leadership Team. We ask that parents do not use social media, chat forums or websites to discuss issues
or concerns related to TWA. To ensure the safety of our staff and students we ask that parents refrain
from making reference to any member of our school community. Any comments made on social media,
including Facebook, Twitter, Instagram & WhatsApp regarding TWA will be taken seriously, investigated
thoroughly by our ICT manager and any parent/s thought to be involved in the incident will be asked to
attend a meeting with the Head of School and a member of the school governing body. In extreme cases
parents may be asked to withdraw their child / children from the school.

| have read the acceptable use agreement for devices and social media and agree to follow the above
document in order to support the integrity and safe use of ICT at TWA.
| understand that the school also has the right to take action against the student if he/she was involved

in an incident of inappropriate behavior that have been covered in this agreement.

| understand that if they fail to comply with this acceptable use policy agreement, there will be a
disciplinary action.

Student name: Year Group:

Parent signature: Date:
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ACCEPTABLE USE OF ICT AGREEMENT — PRE-PREP (PARENTS TO SIGN)

Please read and discuss the e-Safety rules with your child and return the slip at the bottom of this page.
If you have any concerns or would like some explanation, please contact the school.

TWA Student Acceptable Use Agreement / e-Safety Rules
e | will only use ICT in school when my teacher tells me to.
e | will not tell other people my passwords.
e | will only open my own work.
e | will make sure that all messages with other children and adults is polite and sensible and | will
only use kind words.
e If | accidentally find anything on the internet that upsets me | will tell my teacher immediately.
e | will not talk to strangers on the computer.
e | will use gentle hands when using computers.

We have discussed the above and............oooviiiiiiiiie e s (student name)
agrees to follow the e-Safety rules and to support the safe use of ICT at TWA.
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ACCEPTABLE USE OF ICT AGREEMENT — PREP & SENIORS (STUDENTS TO SIGN)

e | will only use ICT in school for school purposes.

e | will only use the school email software when conducting school-related activities.

e | will only open email attachments from people | know, or who my teacher has approved.

e | will not tell other people my ICT passwords.

e | will only open/delete my own files.

e | will make sure that all ICT contact with other children and adults is responsible, polite and
sensible.

e | will not deliberately look for, save or send anything that could be unpleasant, offensive or nasty.
If | accidentally find anything like this | will tell my teacher immediately.

e | will not give out my own details online or via messages such as my name, phone number or
home address. | will not arrange to meet someone.

e | will be responsible for my behaviour when using ICT because | know that these rules are to keep
me safe.

e | know that my use of ICT can be checked and that my parent/ carer can be contacted if a member
of the school staff is concerned about my e-Safety.

e | understand that there will be consequences should | break any of the e-Safety rules.

Stay Safe

Staying safe means keeping your personal details private, such as full name, phone number, home
address, photos or school. Never agree to meet up with someone you have met online, this can be very
dangerous. Only meet up if you have first told your parent or carer and they agree to attend the meeting
with you. Remember that information online can be untrue, biased or just inaccurate. Someone online
may not be telling the truth about who they are - they may not be a ‘friend’.

Let a parent, carer, teacher or trusted adult know if you ever feel worried, uncomfortable or frightened
about something you have seen online or if someone you don’t know has contacted you online. Emails,

downloads, instant messages, photos and anything from someone you do not know, or trust may contain
a virus or unpleasant message. So do not open or reply.

Name of Student: Year Group:

Parent signature: Date:

............................................................................................................... We have discussed the above and
............................................................................................................... (student name) agrees to

follow the e-Safety rules and to support the safe use of ICT at TWA.
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ACCEPTABLE USE OF ICT AGREEMENT - STAFF

ICT and the related technologies such as email, the internet and mobile devices are an expected part of
our daily working life in school. This agreement is designed to ensure that all staff are aware of their
professional responsibilities when using any form of ICT. All staff are expected to sign this agreement and
adhere to its contents at all times. Any concerns or clarification should be discussed with the ICT manager
or Headmaster.

Deliberate access to inappropriate materials by any user will lead to the incident being logged by the ICT
manager and depending on the seriousness of the offence; investigation by the Headmaster. In serious
cases, immediate suspension, possibly leading to dismissal could take place. Local authorities may also
be contacted if deemed necessary.

I will only use the school’s email / internet / intranet / website and any related technologies for
professional purposes or for uses deemed ‘reasonable’ by the Headmaster.

I will comply with the ICT system security and not disclose any passwords provided to me by the
school.

| will ensure that all electronic communications with students and staff are compatible with my
professional role.

| will not give out my own personal details, such as mobile phone number and personal email
address, to students or parents.

I will only use the approved, secure email system(s) for any school business.

| will ensure that personal data (such as data held on Student Asset) is kept secure and is used
appropriately, whether in school, taken off the school premises or accessed remotely. Personal
data can only be taken out of school or accessed remotely when authorised by the Head of
School.

| will not install any hardware or software without seeking permission from the Head of School
and ICT manager.

I will not browse, download, upload or distribute any material that could be considered offensive,
illegal or discriminatory. Images of students and/ or staff will only be taken, stored and used for
professional purposes in line with school policy and with written consent of the parent, carer or
staff member.

| understand that all my use of the Internet and other related technologies can be monitored and
logged and can be made available, on request, to the ICT manager and Head of School.

I will respect copyright and intellectual property rights. Upon leaving the school | will not corrupt,
delete or remove any documents or files.

I will ensure that my online activity, both in school and outside school, will not bring my
professional role into disrepute.

I will support and promote the school’s e-Safety policy and help students to be safe and
responsible in their use of ICT and related technologies.

User Signature
| agree to support the safe use of ICT throughout the school.

FUllNamMe: ..o (printed) Jobtitle:..................



