	INFORMATION COMMUNICATION TECHNOLOGY - ICT

Acceptable Use Agreement - Secondary School


	This agreement provides an overview and summary of acceptable and safe digital practices to be valued by all members of Renaissance College. By signing this agreement you agree to meet all obligations and responsibilities as outlined in the college wide acceptable use guidelines.

· All students must complete and return an Acceptable Use Agreement prior to using technology at RCHK.

· The Admissions department will retain this information.
· This agreement will remain in effect throughout the duration of your enrolment at Renaissance College.


	Printing:


· Printing pages directly from the Internet is not permitted.

· Where possible color printing should only apply to approved content

	Personal and intellectual property:


· Under no circumstances should any student share personal details about themselves and/or peers online.

· All school related work and projects must acknowledge sources and references accurately.

· Observe all copyright infringements and laws.

	Internet/Email services


· Email and Internet services are provided for school related/educational purposes and exclude any personal or social use.

· A supervising teacher must be present at all times when using the Internet or email.

· Students using email and/or the Internet must have a signed acceptable use agreement on record.

· A teacher should be consulted if you encounter an inappropriate website/email or content.

· Never give personal information (full name, address, phone etc.) about yourself or any other person when using email and/or the Internet.

	Borrowing an RCHK laptop:


· A student ID (smartcard) must be produced when borrowing a laptop
· The condition of each laptop should be checked upon collection/return.
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Welcome to Renaissance College,

We understand that your child/children are precious and that you will want to celebrate and gather memories of their education. The convenience of technology has given us greater access and capacity to record and share digital memories. At the same time we recognize and acknowledge the potential implications of such convenience. To maintain the safety of Renaissance students and community please take note of the following guidelines. Should you require further information you may request to be directed to the acceptable use guidelines.

Mr. Dylan Hughes

dhughes@renaissance.edu.hk
	Safe Practices


Access: RCHK computers, network, resources and services are restricted to students who complete and return a signed agreement.

Parent/Caregiver consent: By enrolling your child/children at RCHK parents/caregivers agree to their child/children using or being involved with the use of ICT as part of the learning environment.

User account: Access to the RCHK network and computers and services, requires a password protected personal user account. Students will be supported to develop and maintain effective password practices.

Ownership of electronic files: Any files or data created or modified for the purpose of completing RCHK work on any ICT, regardless of who owns it, are the property of RCHK.

Filtering & Monitoring: RCHK employs the use of filtering, monitoring software and network privileges where appropriate, to restrict access to certain websites, data and email. RCHK reserves the right to monitor, access and review all school owned machines. This includes personal email and Internet access using RCHK services and resources.

Auditing: The Network administrator may from time to time conduct an audit of its computers, network, Internet and email services and other ICT facilities. 

Unauthorized software: Permission must be gained from the ICT Network manager prior to downloading or installing any software or hardware devices onto an RCHK computer or network. Administrative network access is required to verify software and install. This includes Bluetooth, infrared and wireless technologies.

Use of personal digital resources: We expect that parents and students may wish to capture video footage of school based items and events to share with families and friends. Use of privately owned digital equipment including mobile phones and video cameras is restricted to activities deemed appropriate.

· Where appropriate the author must seek the permission of participants within the video prior to publishing on the web. 

· At times parents and students may be requested not to use video/mobile phone cameras during various college events. 

· Parents publishing material to personal websites must ensure that the content is secure and does not contain personal details about another child or children.

Appropriateness and use of content: The appointed cyber-safety manager will provide guidelines as to what is acceptable use and content. Including the taking of photographs and video. We understand that some families may not withhold permission for the school to publish digital images and personal details. 

· Families must indicate what content and images the school may use for content creation and authoring. 

· Unless otherwise stated it is expected that the college may use student images and full name details within publications including Yearbooks and official class/school photos.

Inappropriate materials: RCHK will take reasonable measures to filter and screen inappropriate material accessed via the Internet, email or network. It may not always be possible to restrict inappropriate material. Students are advised to seek help if they should encounter objectionable material or content. 

Use of Internet and email: Students will only access the Internet or email under direct supervision of a teaching staff member. Only students who have signed and returned the agreement may access these services.

· All staff are expected to use their official Renaissance College email when communicating with parents and/or students. 

· Students are encouraged to use their official Renaissance College email address when communicating with Teaching and administrative staff. 

Confidentiality and privacy: At all times students should only access content and authorized network areas and content.

Distributing or publishing content: Any content published (on the web and/or Renaissance College website) or distributed via electronic tools including email, web-based communication, mobile phones, standard and video cameras must be appropriate and consistent with Renaissance College expectations and values. 

· The use of links to other websites within the original content must be appropriate.

· Students/staff hosting Renaissance College content on personal websites must have approval.

· All content, where appropriate, must acknowledge sources of information.

	Policy Breaches


· Any breaches of this policy undermine the values, beliefs and mission of the Renaissance College Community.

· Any issues deemed to be harmful to the safety of self and/or others including inappropriate content, harassment or anti-social behavior may constitute serious misconduct. An appropriate intervention and response will be taken by RCHK to ensure safe and acceptable use.

· Any suspected breach that involves personally owned equipment may require an audit of the resources. A request for permission to audit personally owned ICT items must be obtained by RCHK.

· Any breach that involves students who have not completed and signed the agreement will warrant immediate suspension of network access and privileges until further notice.

· Any breach of the acceptable use policy will be documented and communicated to core stakeholders including teachers, senior managers & parents.

· Any serious matters may require input from law enforcement agencies
PARENT/GUARDIAN CONSENT

Please read, sign and return this form to your child/children’s class teacher

	INTELLECTUAL PROPERTY: (Please indicate where appropriate)
	Yes
	No


I/We grant Renaissance College a non-exclusive worldwide license to use any of my child’s work that the school chooses to submit, in whatever medium (including written work, audio and visual materials). I note that this means that RCHK may reproduce/publish materials in any medium for training, promotional or other purposes in relation to College activities or related activities it approves. I note also that these materials may be modified or translated.

	USE OF STUDENT IMAGES/MEDIA AND PERSONAL DETAILS: The College may…

	Reproduce photographic and video images of my child in whatever medium, written work, audio and visual materials. I understand that these materials will have been taken in the course of approved school activities and in circumstances under the control of the school.
	Yes
	No

	Publish my child’s first name (only) within college/classroom publications
	Yes
	No

	Publish full name details within college wide publications including yearbooks and class photographs. 
	Yes
	No


	INTERNET & EMAIL SERVICES: I understand that my child/children….

	Will only access the Internet/email under direct supervision of a teaching staff member. Only students who have signed and returned the agreement may access these services.
	Yes
	No


	USE OF PERSONAL CAMERA/VIDEO/MOBILE PHONE:

	Use of privately owned video/phone cameras is restricted to activities deemed appropriate. At times parents and students may be requested not to use video/phone cameras. Where appropriate the author must seek permission from participants within the video before publishing on the web. Parents publishing material to personal websites must ensure content is secure and does not contain personal details about another child or children.


	PERSONAL LAPTOP: SECURITY

	All students must secure laptops and personal property within their allocated locker when not required for classes. Unsupervised and/or unsecured belongings cannot be claimed against the college insurance scheme.


	I/we have read and discussed these expectations and understand that any breaches of this agreement will be managed according to college policy (In serious cases referral to a law agency may be necessary).

	Childs full name:(Please print clearly)

Advisor: 
	Parent/Guardian signature:

Date:
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Information for Parents/Guardians 
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