
 

 
 
 

Staff and Visitor Acceptable Use Agreement 
Potton Federation provides access to its own network and internet resources. This Acceptable Use 
Agreement is reviewed annually, and it is there to protect the whole School by stating what is 
acceptable and what isn’t.   
 
You are asked to sign and comply with the terms of the agreement. Any problems should be 
discussed with the Head teacher. 

 I will only use the school’s email and internet and any other related technologies for 
professional purposes. 

 I will comply with the school ICT system security and not disclose any passwords to anyone, 
unless the head teacher agrees. 

 I will make sure that all electronic communication between myself and pupils is appropriate 
with my professional role. 

 I will not give my own personal details, such as mobile phone or personal email address to 
pupils. 

 I will ensure that any personnel data, such as data that is held on Integris G2 is kept secure 
and is used appropriately. 

 All staff MUST turn phones off during taught sessions or whilst in contact with pupils and 
can only be used or on whilst in the staffroom.   

 I will not install any hardware or software in the school or to the school’s hardware without 
permission of the Network Engineer. 

 I will not browse, download, upload or share any material that could be considered illegal 
or offensive. 

 Photos of pupils can only be taken with a school camera from the office. Before returning 
the school camera pictures must be downloaded from the memory card in the camera and 
saved onto ‘staff reference’ in the folder named ‘school photos’, create a new folder and 
name it accordingly.  
When you are finished using the school camera it must be returned to the school office. 

 Photos of pupils and/or staff will only be taken, stored and used for professional reasons in 
line with the school policies. 

 Under no circumstances should a member of staff use a personal camera or phone to take 
photos of the pupils, unless agreed with the Headteacher for specific school related 
activities. 

 I understand that all my activity on a school laptop can be monitored and logged. 
 I will ensure that any of my online activities inside and outside school, will not bring my 

professional role into disrepute. 
 I will not use chat rooms or social networking sites within the school. 
 I will treat the equipment with respect, as I would if it were my own. 
 When not in use I will ensure the laptop is always in a secure place. 
 Respect, and do not attempt to bypass the security in place on the computers, or attempt 

to alter the settings. 
 Access is a privilege, not a right and inappropriate use will result in that privilege being 

withdrawn temporarily/permanently. 
 

User Signature 
I agree to follow this agreement and to support the safe use of ICT within the school. 
 

Signature …………………………………  Date ………………………..……….…… 
 
Full Name …………………………………  Job title …………………….…………… 

 


