
 

 
 
 
 
 
 
 

Broadway First School  
 “Acceptable Use” Policy – Update 25.5.2020  

COVID-19 Amendments 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Purpose 
This policy relates to the school’s use of the internet. The purpose of the policy is to protect 
children from undesirable materials on the Internet, to protect them from undesirable 
contacts and to prevent unacceptable use by adults or children.  It will also serve as 
protection for both children and staff in the use of online video and other contact apps, 
platforms and the school website.  
 
This document is to be read in conjunction with the School’s current Safeguarding and Child 
Protection Policy and the E-Safety Policy.  
 
Definitions 
Undesirable materials 

 Pornographic images or obscene text on Internet Web Sites 
 Language that is abusive, profane, inflammatory, coercive, defamatory, blasphemous 

or otherwise offensive 
 Racist, exploitive or illegal materials or messages. 
 Any personal information or images relating to staff or children and their families. 

Undesirable contacts 
 e-mail messages or online messages via games/apps from unknown or unverified 

parties, who seek to establish a child’s identity and/or communicate with them, such 
as for advertising or potentially criminal purposes 

Unacceptable use 
 deliberate searching for, and accessing of, undesirable materials 
 creating and transmitting digital messages that contain unacceptable language or 

content 
 creating and publishing on the Internet materials that contain unacceptable language 

or content 
Adults 

 school teaching staff 
 non-teaching school staff 
 visitors and guests of staff 
 parents 

 
 
 
Unintentional Exposure of Children to Undesirable Materials 
It is the school’s policy that every reasonable step should be taken to prevent exposure of 
children to undesirable materials on the Internet.  It is recognised that this can happen not 
only through deliberate searching for such materials but also unintentionally when a 
justifiable Internet search yields unexpected results. 
 
To prevent such occurrences, the School’s internet is provided by IBS who ensure suitable 
filtering is in place. In the event of children being unintentionally exposed to undesirable 
materials the following steps will be taken: 



1. The Computing co-ordinator and the DSL will be notified and a record will be logged of 
the incident, and shared amongst staff as soon as possible to prevent further incidents of a 
similar nature. 
2. The Head Teacher will be notified and take any further action if necessary. 
3. Parents will be informed. 
 
Home use of online content – during any extended home learning period 
As access to online resources at pupils’ homes will not necessarily have the same filters and 
supervision, extra care must be taken when setting and reviewing pupils’ work.  
 
The following guidance is specifically in place to protect all parties.   
When using email, phone or video contact with pupils who are at home, staff should try as 
far as possible to observe the following: 
 

 Be transparent about the nature of the contact, i.e. for education or pastoral support 
that would normally be given in school 

 Where possible, the pupil should have an adult with them at home during the 
conversation/contact. 

 Staff should log all phone calls, stating date, numbers called, duration of the call, 
pupils’ names and nature of the call, plus any follow up needed or if the head and/or 
DSL needs to be contacted in the provided template.  

 Video calls should be offered to pupils to support their learning or well-being and 
limited to a reasonable level, to allow the staff to work on plans and with other 
pupils.  If possible, video calls should also be recorded, and logged as well as phone 
calls. Video call sessions should only be made from the school premises. Similarly, the 
pupils’ backgrounds should be suitable and staff must flag up any issues with the 
family immediately. 

 Internet content should not be sent directly. Staff must use the agreed methods of 
contact and content should always be sent to the parent/s. Staff should state that 
the adult in charge of the pupils should supervise internet use and any online content 
and make their own checks.   

 Email contact is allowed, to strictly cover educational support.  Teachers may give 
their temporary school email addresses during any exceptional closure. 

 Any request from pupils or parents on Facebook or similar online social media sites, 
should be denied.  NO PUPIL should ever be a ‘friend’ on Facebook.  Parents may 
also know staff out of school and in this case, extreme caution must be exercised and 
any conversation should NOT involve school. It is strongly advised that parents of 
pupils at Broadway First School are NOT added as friends of staff.  

 
 
Deliberate Access to Undesirable Materials by Adults 
Deliberate access to undesirable materials by adults is unacceptable and will be treated as a 
disciplinary issue. If abuse is found to be repeated, flagrant or habitual the matter will be 
treated as a very serious disciplinary issue. The Governors will be advised and the LA will be 
consulted. 
 



Receipt and transmission of e-mails by children 
It is recognised that e-mail messages received or transmitted by children, if unsupervised, 
may contain language or content that is unacceptable. It is also recognised that some people 
may try to use e-mail to identify and contact children for unacceptable reasons. 
 
To avoid these problems pupils should never read or send e-mail messages unless an adult is 
present.  To avoid children revealing their identification within e-mail messages the child’s 
address is never revealed and only the child’s forename is used. 
 
If staff believe that children have been targeted with e-mail messages by parties with 
criminal intent the message will be retained, the incident recorded and the Governors and 
the child’s parents informed. Advice may be taken regarding further steps. 
 
Transmission of e-mails by adults 
Staff may use their school email addresses to e-mail pupils in their current classes for 
educational purposes or pastoral needs (during extended periods of home learning and 
school closures) where this support has been requested by pupils and will be monitored and 
supported by parents. 
 
No e-mail messages will be transmitted which contain any unacceptable language, images, 
content or links to unsuitable websites. 
 
Publishing of Materials on the Internet 
It is recognised that staff and children may produce and publish materials on an Internet 
Web Site associated with or approved by the School or Local Authority. 

 No materials will be published which contain any unacceptable images, language or 
content. Infringement of this rule will be taken as a serious disciplinary issue. 

 No materials will be published on the Internet which reveals the identity of any child. 
 Photographs of children will not be published on the Internet without parental 

approval. 
 Any material posted for children or parents must be strictly for educational value. 
 During extended periods of home learning and school closures, Class Dojo offers 

‘home learning’ which allows the children and parents access from home.  This should 
be used for educational and pastoral purposes, so that teachers can review work and 
appropriate posts from their pupils.  Posts by pupils/parents should not contain any 
offensive language or unsuitable images; any inappropriate posts by pupils should be 
reported to the DSL immediately and parents informed. 

 
 
Use of School Internet by Visitors and Guests 
Members of staff will take responsibility for the actions of any adult guests or visitors who 
they allow or encourage to use the school Internet facilities.  The essential “dos and don’ts” 
will be explained prior to use.  Unacceptable use will lead to immediate withdrawal of 
permission to use the facility. 
 



Copyright Issues 
It is recognised that materials on the Internet are copyright unless it is specifically waived. It 
is the School’s policy that this will be respected. 
 
Where materials are published on the Internet as part of the teacher’s professional duties, 
copyright will remain with the companies providing the materials or Broadway First School’s 
leadership team.  Published materials will contain due copyright acknowledgements for any 
third party materials contained within them. 
 
 
APPENDIX (HOME LEARNING DURING COVID-19) 
During this time, it is recognised that there is a significantly increased need for teachers to 
communicate with parents and pupils at home; this may require communication in a variety 
of ways, including: 
 

 Telephone/ voice calls 
 Video calls 
 E-mails 
 Class Dojo 
 Any other suitable and school-agreed application 
 Home visits 

 
Staff should follow the guidance below to safeguard themselves and the families with which 
they are in contact: 

1. Any content posted online (including the school’s website, school Facebook page and 
Class Dojo) will be professional, suitable, responsible and maintain the reputation of 
the school. 

2. To protect staff’s own privacy, school e-mail addresses only are to be used to 
communicate via e-mail. 

3. Wherever possible, voice calls should be made from the school phone, but if calls 
from teachers’ personal phones are necessary, numbers should be blocked if possible.  
If it is not possible to block personal numbers, parents should be made aware that 
this is an exceptional circumstance and that phone numbers of staff members should 
be kept confidential. 

4. Any calls made to pupils – voice or video – should be logged on the ‘Vulnerable Calls 
List’ in order to keep appropriate records of direct communication. 

5. When using Class Dojo, staff should use their professional discretion to evaluate 
posts by pupils, before sharing them with other pupils and parents on the app: some 
pupils may choose to upload photos and videos of what they have done during that 
day – while these may be intended to make other members of the class smile, they 
may not always be suitable for sharing with the entire class.  

6. Teachers must take every reasonable step to ensure the safety and security of: 
themselves, the pupils, families, the school and the wider school community. 

 
 
 


