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Aims of Chapel End Infant School & Early Years Centre
"Caring, sharing, trying our best"
At Chapel End Infant School & Early Years Centre we aim to provide a safe,
caring and stimulating environment, which offers opportunities:For access to a broad and balanced curriculum that promotes the fulfilment of each
child’s academic, creative and physical potential and fosters their social, moral and
spiritual values.
For everyone within the school to have a sense of wonder, an enthusiasm for learning
and help children to develop as independent thinkers and learners with enquiring minds.
For children to learn to be organised, confident and persistent individuals and to
develop a respect and understanding for others.
For the development of positive relationships between all members of the school
community to support and enhance children’s learning.

Equal opportunities
At Chapel End Infant School & Early Years Centre school we believe that every child is
entitled to equal access to the curriculum, regardless of race, gender, class or disability.

Inclusion
We are committed to promoting learning and teaching environments for all, which
embraces the values of inclusive educational practices.
Through a child-centred approach, we aim to ensure that education is accessible and
relevant to all our learners. At Chapel End Infant School & Early Years Centre we respect
each other and celebrate diversity and difference.

Chapel End Infant School & Early Years Centre School
E-Safety Policy
1. Who will write and review the policy?
The Headteacher is responsible for E-Safety in our school. The policy will be written and
reviewed every 3 years with input from staff and governors together with guidance
received from LGfL policy and government guidance.

2. Why is Internet use important?
Internet use is part of the national curriculum and a necessary tool for learning.
The Internet is a part of everyday life for education, business and social interaction.
The school has a duty to provide students with quality Internet access as part of
their learning experience.
Pupils use the Internet widely outside school and need to learn how to evaluate
Internet information and to take care of their own safety and security.
The purpose of Internet use in school is to raise educational standards, to promote
pupil achievement, to support the professional work of staff and to enhance the
school’s management functions.
Internet access is an entitlement for students who show a responsible and mature
approach to its use.

3. How does the Internet use benefit education?
Benefits of using the Internet in education include:
•
•

access to worldwide educational resources including museums and art galleries;
educational and cultural exchanges between pupils worldwide; vocational,
social and leisure use in libraries, clubs and at home; access to experts in
many fields for pupils and staff;

•

professional development for staff through access to national developments,
educational materials, effective curriculum practice and online training courses.
collaboration across networks of schools, support services and professional
associations;

•
•
•

improved access to technical support including remote management of networks and
automatic system updates;
Access to learning wherever and whenever convenient (e.g. homework,
independent topic research, revision)

4. How can Internet use enhance learning?
The school’s Internet access will be designed expressly for pupil use and will
include filtering appropriate to the age of the pupils.
Pupils will be taught what Internet use is acceptable and what is not and
given clear objectives for Internet use.
Internet access will be planned to enrich and extend learning activities.
Access levels reflect the curriculum requirements and age of pupils.
Staff should guide pupils in online activities that will support the learning outcomes
planned for the pupils’ age and maturity.
Pupils will be educated in the effective use of the Internet in research, including
the skills of knowledge location, retrieval and evaluation.
Pupils will be made aware of the need to acknowledge the source of information
used and to respect copyright when using Internet material in their own work.

5. Authorised Internet Access
The school will maintain a current record of all staff and pupils who are granted
Internet access.
All staff must read and sign the ‘Staff Information Systems Code of Conduct’ before
using any school ICT resource.
Parents will be informed that pupils will be provided with supervised Internet
access.
Parents will be asked to read, sign and return a consent form for pupil access.

6. How will pupils learn how to evaluate Internet content?
•
•
•
•

If staff or pupils discover unsuitable sites, this must be reported to the Headteacher
immediately, who will report it to the network manager.
The school should ensure that the use of Internet derived materials by staff and
pupils complies with copyright law.
Pupils should be taught to be critically aware of the materials they read and be shown
how to accept and validate information before accepting its accuracy.
Pupils will be made aware of the need to acknowledge the source of information
and to respect copyright when using Internet material in their own work.

7. Information System Security
The security of the school information systems and users will be reviewed
regularly. The school uses robust security provision and a managed
educational network service through LGfL.
Files held on the school’s network will be subject to checks.
The school based technician will review system capacity regularly.

Sensitive information relating to individuals should be saved onto the school
network or onto an encrypted memory stick, not saved onto a laptop.

8. Email use in school
Pupils may only use approved email accounts on the school system.
Pupils must immediately tell a teacher if they any communication on their school
technology.
Pupils must not engage in any communication and must report it to the teacher
immediately.
Whole class or group email addresses will be used for communication outside of the
school.
Email sent to external organisations must be written professionally in the same
way as a letter written on school headed paper and approved by the headteacher.
The forwarding of chain communication is not permitted.
Staff should only use school email accounts for school related communication.

9. Published content and the School Website
The contact details shown on the school’s website are that of the school. This
will also include the school’s email address and telephone number. Staff or
pupils’ personal information will not be published.
The head teacher will take overall editorial responsibility and ensure that
content is accurate and appropriate.
The website will comply with the school’s guidelines for publications including
respect for intellectual property rights and copyright.
Uploading of information to the schools website is in the main the responsibility of
the Head Teacher; Janice Chaplin, Administration Officers; Angela Clarke and
Sarah Yalcin, and SBM; Rosina Gordon. All teaching staff have access to the
website and can upload relevant documents to their class pages.

10. Publishing Pupils’ Images and Work
The school will use images of children on the school website only under the
direction of the Head Teacher and where we have parental consent. A record of
children whose images may not be used on the website is held in the school office.
All staff must refer to this list before publishing any images of children. No
children’s names will be published alongside photographs on the school website.
Parents must inform the school office if they do not want images of their
child/ren to be electronically published.
Pupils work will be published without pupils names assigned.
Digital images/videos of pupils must be stored on the specifically allocated drive

on the school network, not on individual laptops or tablets. All photographs will
be deleted at the end of the year unless specifically required for a key school
publication.

11. Photographs/Video taken by parents/carers for personal use
In the event of parents/carers wanting to take photographs of children e.g. at school
performances or on school trips, they are reminded that these are for their own
private retention and not for publication in any manner including social networking
sites such as Facebook. Parents/carers will be reminded of this policy at school
performances.

12. Social Networking – Pupils
The use of social media presents new and interesting opportunities and enables
anyone with a computer and internet connection, the quick and easy ability to publish
opinion and information, and listen to and engage with those who read it. Social
Networking sites include, but are not exclusively, Facebook, Twitter, Email, Blogs,
Linked-In, You Tube, MySpace and Bebo.
Within school, access to social media and social networking sites is not allowed for
staff or pupils.
You Tube may be used by Teachers, if content has been checked for
appropriateness before being shared with children.
Pupils have regular e-safety lessons and are taught that they should always be
supervised when using technology and they should tell a trusted adult when there
are any issues such as pop-ups, chat rooms, unusual or unfamiliar content or
anything that worries or concerns them.
Children are taught: ‘before you click, stop and think and tell someone’.
E-safety workshops will be arranged by the Headteacher for staff, pupils and
parents annually.
Pupils and parents will be informed that pupils under 14 years of age should not
be accessing social networking sites such as Facebook.

13. Social Networking – staff, governors and parents/carers
Staff official blogs or wikis will be password protected.
Alongside the opportunities offered by social networking sites, it must be recognised
that there are risks attached to the use of social media as the distribution of material
cannot be controlled. Once posted to an initial target audience, material can be
posted anywhere through the networks of each individual in that audience and
beyond. Therefore, staff and governors are expected to conduct themselves in any
social media forum as they would in school.
Staff are also reminded to adhere to the guidelines regarding photographs of children

for their own private retention. It is inappropriate for staff to ‘friend’ a child of primary
school age.
Staff, governors and parents/carers are reminded that social media sites should not
be used as a forum for public debate, complaint or grievance regarding school issues
and they should refer to the appropriate complaints or grievance policy.

14. Cyber bullying
Cyber bullying is bullying through the use of communication technology like mobile
phone text messages, emails or websites. This can take many forms for example:
Sending threatening or abusive text messages or emails, personally or anonymously
Making insulting comments about someone on a website, social networking site (e.g
facebook)
Making or sharing derogatory or embarrassing videos of someone via mobile
phone or email
Chapel End Infant School & Early Years Centre School will not tolerate any form of cyber
bullying, (whether inside or outside school) to another pupil or member of staff or
governor and may take further action against any individual concerned.

15. Filtering
The school will work with LGfL and SBS (ICT Technicians) to ensure that systems to
protect pupils and staff are continually reviewed and improved.
If staff or pupils discover unsuitable sites, the URL must be reported to the
Headteacher.
The school’s broadband access will include filtering appropriate to the age and
maturity of pupils.
Senior staff will ensure that regular checks are made to ensure that the filtering
methods selected are appropriate, effective and reasonable.
Any material that the school believes is illegal must be reported to appropriate
agencies such as IWF or CEOP.
The school’s access strategy will be designed by educators to suit the age and
curriculum requirements of the pupils, with advice from network managers.

16. Videoconferencing
When this becomes available in the school, videoconferencing will use the
educational broadband network to ensure quality of service and security rather than
the Internet.
Videoconferencing will be appropriately supervised for the pupils’ age.

17. Managing Emerging Technologies
Emerging technologies will be examined for educational benefit and a risk
assessment will be carried out before use in school is allowed.
Mobile phones will not be used during lessons or formal school time.
The sending of abusive or inappropriate text, picture or video messages is forbidden.

18. Protecting Personal Data
Personal data will be recorded, processed transferred and made available according
to the Data Protection Act 2003.

19. Assessing Risks
The school will take all reasonable precautions to prevent access to appropriate
material. However, due to the international scale and linked Internet content, it is not
possible to guarantee that unsuitable material will never appear on a school
computer. Neither the school nor the Local Authority can accept liability for the
material accessed, or consequences of Internet access.
The school will audit ICT use to establish if the e-safety policy is adequate and that
the implementation of the e-safety policy is appropriate.

20. Handling e-safety Complaints
Complaints of Internet misuse will be dealt with by a senior member of staff.
Any complaint about staff misuse must be referred to the head teacher.
Complaints of a child protection nature must be dealt with in accordance with child
protection and safeguarding procedures.
Pupils and parents will be informed of the complaints procedure.

21. Communication of Policy
Pupils
Rules for Internet access will be posted in all classrooms.
Pupils will be informed that Internet use will be monitored.

Staff & Governors
All staff will be given the School e-Safety Policy and its importance explained.
Staff should be aware that Internet traffic can be monitored and traced to the
individual user. Discretion and professional conduct is essential.

Parents
Parents’ attention will be drawn to the School e-Safety Policy, in newsletters, in the
school prospectus and on the school web site.

E-Safety Rules for Key Stage 1
‘Before you click, stop and think and TELL someone.

These rules help us to stay safe on the Internet

We only use the Internet when an adult is with us.
We can click on the buttons or links when we know what they do.
We can search the Internet with an adult.
We always ask if we get lost on the Internet.
We can send and open communication only with a parent/carer with us.
We can communicate politely and in a friendly way with people that we know and only
when we have the help of a trusted adult.

Chapel End Infant School & Early Years Centre
E-Safety Rules
Please read our full e-safety policy on the school website
www.chapelendinfants.com
These e-safety rules help to protect pupils and the school by describing acceptable
and unacceptable computer use.
The school owns the computer network and can set rules for its use.
It is a criminal offence to use a computer or network for a purpose not permitted by
the school.
Irresponsible use may result in the loss of network or Internet access.
Network access must be made via the user’s authorised account and password,
which must not be given to any other person.
All network and Internet use must be appropriate to education.
Copyright and intellectual property rights must be respected.
Messages shall be written carefully and politely, particularly as email could be
forwarded to unintended readers.
Anonymous messages and chain mail are not permitted.
Users must take care not to reveal personal information through email, personal
publishing, blogs or messaging.

The school may exercise its right to monitor the use of the school’s computer systems, including
access to websites, the interception of email and the deletion of inappropriate materials where it
believes unauthorised use of the school’s computer system may be taking place, or the system may
be being used for criminal purposes or storing unauthorised or unlawful text, imagery or sound.

Chapel End Infant School & Early Years Centre School
E-Safety Rules
Parent consent form
All pupils use the computer facilities including Internet access as an
essential part of learning, as required by the National Curriculum.
Parents/Carers are asked to sign to show that the e-Safety Rules have been
understood and agreed.
Parent’s/Carer’s Consent for Web Publication of Work and Photographs
I agree that my son/daughter’s work maybe electronically published. I also
agree that appropriate images and video that include my son/daughter
may be published subject to the school rule that photographs will not be
accompanied by pupil names and in accordance with parental consent on
school records.

Parent’s/Carer’s Consent for Internet Access
I have read and understood the school e-safety rules and give permission for
my son/daughter to access the Internet. I understand that the school will take
all reasonable precautions to ensure that pupils cannot access inappropriate
materials but I appreciate that this is a difficult task.
I understand that the school cannot be held responsible for the content of
materials accessed through the Internet. I agree that the school is not liable
for any damages arising from the use of the Internet facilities.
Any images taken at school events will only be used for my personal use and
will not be shared on social media.

Signed:

Date:

Please print your name:
Name of Child/ren:
Please complete, sign and return to the school.

Class/es:

Chapel End Infant School & Early Years Centre School
Staff Information Systems Code of Conduct
To ensure that staff are fully aware of their professional responsibilities
when using information systems, they are asked to sign this code of
conduct. Staff should consult the school’s e-safety policy for further
information and clarification.
The information systems are school property and I understand that it is a
criminal offence to use a computer for a purpose not permitted by its
owner.
I will ensure that my information systems use will always be compatible
with my professional role and in line with guidance within this E-Safety
Policy.
I understand that the school information systems may not be used for
private purposes, without specific permission from the head teacher.
I understand that the school may monitor and if necessary, check my
information systems and Internet use to ensure policy compliance.
I will respect system security and will not disclose any password or
security information to anyone other than the appropriate system
manager.
I will not install any software or hardware without permission.
I will ensure that personal data is kept secure and is used appropriately,
whether in school, taken off the school premises or accessed remotely.
I will respect copyright and intellectual property rights.
I will report any incidents of concern regarding children’s safety to the
head teacher or the Designated Safeguarding Lead or Safeguarding
Governor.
I will ensure that any electronic communications with pupils or parents
are compatible with my professional role.
I will promote e-safety with pupils in my care and will help them to
develop a responsible attitude to system use and to the content they
access or create.
I will not take and then share online, photographs of school children
without written permission from the head teacher.
The school may exercise its right to monitor the use of the school’s information systems,
including Internet access, the interception of email and the deletion of inappropriate materials
where it believes unauthorised use of the school’s information system maybe taking place, or
the system may be being used for criminal purposes or for storing unauthorised or unlawful
text, imagery and sound.

I have read, understood and agree with the Information Systems Code of
Conduct.
Name:
Date:

Signed:

