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Acceptable Internet Use Policy 

Internet use includes accessing the World Wide Web, the use of electronic mail, the use of 

the Virtual Learning Environment/VLE (Learning Platform) and the use of social networking 

sites outside of school, where issues can be brought into school.  

 

Pupil access to the Internet 
The school encourages pupils to use the Internet, together with the development of 

appropriate skills to analyse and evaluate resources found on it. These skills will be 

fundamental in the society our pupils will be entering. We also believe the Internet can give 

our pupils access to a huge variety of information which will stimulate and enrich their 

learning. 

 

In order to match electronic resources as closely as possible to the national and school 

curriculum, teachers will review and evaluate resources in order to offer web addresses and 

menus of materials that are relevant and appropriate to the learning objectives, age range 

and ability of the group being taught.  

 

The school expects that staff will investigate possibilities and blend use of such information 

as appropriate within the curriculum and that staff will provide guidance and instruction to 

pupils in the appropriate use of such resources. 

 

When necessary, Staff will consult the Computing co-ordinator for advice on content, 

training and appropriate teaching levels consistent with the school’s Computing scheme of 

work and Computing policy. 

 

Staff seek to organise information resources in ways that point pupils to those that have 

been reviewed and evaluated prior to use. Staff must remain vigilant when their pupils are 

using the Internet in order to ensure that offensive materials are not accessed.  

 

Should a site be accessed by pupils which a member of school staff deems inappropriate, 

that site should be removed from pupil view as soon as possible without closing the site 

down (for example, minimising something that appears, turning a monitor off or moving a 

laptop away.) The website deemed inappropriate should be recorded once pupils are out of 
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view, and details of that website should be given to the Computing co-ordinator/Head 

Teacher, who would then pass details onto Omnicom to investigate and make decisions on 

whether to block from school servers.  

 

We acknowledge that access to the Internet can open classrooms to electronic information 

resources that have not been approved by teachers as appropriate for use by pupils. As with 

printed materials, the parents and guardians of minors are ultimately responsible for setting 

and conveying the standards that their children should follow when using media and 

information sources outside of school. Individual users of the Internet are responsible for 

their behaviour and communications over the Internet. It is presumed that users will comply 

with the school rules regarding use of the school network. 

 

All pupils will be informed by staff of their rights and responsibilities as users either as an 

individual user or as a member of a class or group. At Harlow Green Community Primary 

School, we believe that the benefits to pupils from access to information resources and 

increased opportunities for collaboration exceed the disadvantages of the Internet.  

 

School staff will prepare appropriate procedures for implementing this policy and for 

reviewing and evaluating its effect on teaching and learning. 

 

Staff access to the Internet 
School staff have access to the Internet for preparation of materials and the exchange of 

information for professional purposes. While personal use of the Internet in their own time is 

permitted, staff are not allowed to use web based e-mail websites (that differ from school 

accounts), nor should they download any material in breach of copyright (or any other) law. 

The school will provide a secure e-mail address to all members of staff requesting one. All 

users of the network must be aware that their user area, including their Internet use history, 

may be accessed by network administrators. 

 
School Procedures 
  

E-safety 
The school has developed a set of E-safety guidelines for computer use including the use of 

the Internet. These rules are specific for classrooms in KS1 and KS2 and should be made 

available to all pupils via display, and kept under review. 

All members of staff are responsible for explaining to pupils the rules and their implications. 

All members of staff need to be aware of possible misuses of on-line access and their 
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responsibilities towards pupils. This is to be delivered by the class teachers throughout the 

academic year, mainly at the beginning of new units as part of the Computing Scheme of 

work. 

Any e-safety problems inside or outside of school (if reported to a member of staff) should 

be reported to the Head Teacher immediately so that the extent of the problem can be 

assessed and procedures can be put in place to solve the issue. 

 

Pupil Guidelines for Computer Use 
Pupils are responsible for good behaviour on the Internet just as they are in a classroom or 

a school corridor. 

Staff may review files and communications stored in User Areas to ensure that users are 

using the system responsibly. Users should not expect that files stored on servers or disks 

would always be private.  

The Internet is provided for pupils to conduct research and communicate with others. 

Access is a privilege, not a right and that access requires responsibility.  

Individual users of the Internet are responsible for their behaviour and communications over 

the network. Users are expected to comply with school standards at all times. During school, 

teachers will guide pupils toward appropriate materials. Outside of school, families bear 

responsibility for such guidance. 

 

Using networked PCs/Laptops/iPads in school (rules for both pupils and staff) 

Always log onto the network using your class username and password. 

Only save work in your own folder and nobody else’s (unless directed to by the class 

teacher).  

Always exit from programs properly and log off the network. 

Stick to the task you have been given to do. 

 

The following are not permitted, especially when using the Internet:  

 Searching for, downloading, sending or displaying offensive messages or pictures 
 Using bad language  
 Harassing, insulting or attacking others  
 Damaging computers, computer systems or computer networks  

 Violating copyright laws  
 Using others' passwords  
 Trespassing in others' folders, work or files  
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 Intentionally wasting limited resources (such as printers) 
 

Rules for pupils regarding electronic communications  

 E-mail 

 Pupils should only e-mail people within school if the communication has been approved by 
the member of staff leading the session. 

 Pupils will be taught about e-mail etiquette and will only send messages which are polite 
and responsible. 

 Pupils will be reminded of e-safety rules at all times, applying to use of e-mail accounts 
outside of home. For example, pupils will be instructed not to give out home 
addresses or telephone numbers or arrange to meet someone unless a parent, carer 
or teacher has given permission. 

 When using e-mails in school, pupils will use accounts set up by ICT Gateshead, which can 
be monitored where necessary. 

 We understand that pupils may have their own personal e-mail accounts set up outside of 
school, under supervision from parents/carers at home. Although these cannot be 
monitored, pupils will be taught to apply the rules and etiquette used at school to e-
mail use outside of school.  

 

Use of the VLE/Learning Platform  

All members of staff at Harlow Green Community Primary School have access to the 

Learning Platform. Using this service brings benefits in that the system is well backed up, 

secure and well monitored.  

 

Staff routinely use the platform to upload planning, risk assessments, SEN information and 

policies. This information is stored within secure files, and access to these files can be 

restricted depending upon the group of people who are provided with access to key areas of 

the platform.  

 

Misuse of the VLE can be tracked and appropriate sanctions will apply. 

 

Use of social-networking sites  

We are aware and acknowledge that increasing numbers of adults and children are using 
social networking sites (We refer to Facebook throughout this section, as this is the most 
used networking site within our school community) 
The widespread availability and use of social networking application bring opportunities to 
understand, engage and communicate with audiences in new ways. For instance, we 
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understand that Facebook could provide a good opportunity to communicate and engage 
with parents, through an official school page, something that we are currently considering. 
We do however understand that such networking sites can be used inappropriately by both 
pupils outside of school (such sites are blocked from use on the school server) and members 
of school staff. 
We therefore understand that it is necessary to provide guidance to protect staff and advise 
school leadership on how to deal with potential inappropriate use of social networking sites. 
 

Pupils use of social-networking sites outside of school 

Facebook is targeted at older teenagers and adults. They have a no under 13 registration 

policy and recommend parental guidance for 13 to 16 year olds. We do however realise that 

many of our pupils, often with parental consent, are registered to Facebook and such sites 

from a very young age. As a school we propose the following statements regarding pupils 

use of social networking sites: 

 We reiterate to parents the policy proposed by Facebook itself. No pupil under 13 
should be accessing social networking sites. This is the guidance from both Facebook 
and MSN.  

 No pupil may access social networking sites during the school working day. Such 
sites are blocked on our school server; however we are aware that there are other 
ways of accessing the site without access to a PC or laptop (such as mobile phones). 
We have a clear rule in our school that pupils are not to bring mobile phones into the 
building. Any mobile phones that are brought in by pupils must be handed into the 
school office at the beginning of the school day, and collected, ideally by a 
parent/carer, at the end of the school day.  

 No pupil should attempt to join a staff member’s areas on networking sites. If pupils 
attempt to do this, the member of staff is to inform the Head Teacher. Parents will 
be informed if this happens 

 Parents and pupils should report any instances of cyber bullying that involve Harlow 
Green Community Primary School pupils to class teachers as soon as possible. This 
information will then be passed onto the Head Teacher for matters to be assessed. 
We have a zero tolerance to cyber bullying  

 

School staff use of social-networking sites  

Many members of school staff have their own personal Facebook accounts. We would advise 

all members of school staff to adhere to the following regulations when using their own 

personal Facebook accounts. 

 No member of staff should interact with any pupil in the school on social networking 
sites. 

 No member of staff should interact with any ex-pupil in the school on social 
networking sites who is under the age of 18  

 This means that no member of the school staff should request access to a pupil’s 
area on the social networking site. Neither should they permit the pupil access to the 
staff members’ area e.g. by accepting them as a friend.  
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 Where family and friends have pupils in school and there are legitimate family links, 
please inform the Head Teacher. However, it would not be appropriate to network 
during the working day on school equipment  

 Staff should not publish any content on their personal accounts of a nature that may 
bring the school into disrepute. References should not be made to pupils, parents or 
other members of the wider school community. Furthermore, confidential school 
matters should not be openly discussed. 

 Staff should ensure their security settings are high, meaning pupils cannot access 
information or photographs they should not see.   

 
All members of the school community – staff, pupils and parents, should be aware of the 
details outlined in this policy and ensure their online behaviour is of an expected manner.  
 

  

 


