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                                                                      Policy Document
                                                  Acceptable Use Policy

Aim

The Acceptable Use Policy (AUP) will aim to safeguard children, protect staff and ensure all ICT users have an awareness of risk, a clear understanding of what constitutes misuse and the sanctions that may be applied. The AUP applies to all individuals who have access to/or are users of work related ICT systems. This includes children, parents and carers, Early Years Practitioners and their managers, office staff, volunteers, students, visitors and contractors.

This list is not exhaustive.

Employees of Capel Pre-School and volunteers;

· Will ensure the timely reporting of any concerns in relation to alleged or known misuse of ICT. Online incident log sheets will be used to record all incidents.
· Will ensure that awareness is raised of any new or potential issues and any risks that could be encountered as a result. Online safety incident log sheets will be used to record any issues. 
· Will ensure that all electronic communication is compatible with their professional role and in line with the policies of the setting.
· Will not put online any text, image, sound or video that could upset or offend anyone connected to the setting or be incompatible with their professional role.
· Will ensure their online activity, both at work and outside, will not bring Capel Pre-School or their professional role into disrepute. This includes comments on social networking sites such as Facebook and Twitter that could be construed to have an impact on the reputation of the setting. A Professional Conduct Agreement will be signed by all practitioners and managers.
· Will not take photographs of children on mobile phones, whether Pre-School or staff owned.  
· Understand that any misconduct in this area can result in disciplinary action and dismissal. 
We recognise that parents and carers will want to record their child’s special events and productions so we request that all parents and carers sign a photography consent and group activity permission letter and form to cover the taking of such images.  
Visitors to Capel Pre-School will ensure:
·  That should they wish to use technologies within the setting environment, practice must be in line with the setting’s policies and that they do not browse, download, upload or distribute any material that could be considered offensive, illegal or discriminatory whilst on the premises.
·  That mobile phones are not used in the rooms where children are present.
Role and Responsibilities:
The registered person has overall responsibility for ensuring that online safety is an integral part of everyday safeguarding practise.

This will include ensuring that:
·  Staff members receive the appropriate training, guidance, time and resources to effectively implement online safety policies and procedures.
·  The AUP is implemented, monitored and reviewed regularly, and that all updates are shared with relevant individuals at the earliest opportunity.

·  Monitoring procedures are open and transparent.

Access to the Designated Safeguarding Lead should be available at all times, including where necessary the use of a designated deputy. If there are any concerns relating to E-Safety please contact the Designated Safeguarding Lead - at Capel Pre- School this is Kim Barwick and the Deputy Designated Safeguarding Lead is Zita Vallis.
