
 

Pupil Computer Usage Policy 

Usage Policy  

How I use technology at Felsted Preparatory School  
 

✓ To help me research topics for my work.  

 

✓ To make pieces of work look well presented.  

 

✓ To communicate with members of staff if I need to be excused from lessons.  

 

✓ To communicate with members of my family if I don’t see them very often i.e. if I am boarding or 

if my parents go away during term time.  
 

✓ To ask a member of staff if I am unsure whether I should be doing something or not or if I need 

help.  
 

✓ To tell a member of staff immediately if I feel uncomfortable or threatened by anything that I see 

on the internet or receive in an e-mail.  
 

✓ To only send e-mails that are polite and friendly.  

 

✓ I will keep my personal information and passwords safe and will not give them out to anyone.  

 

✓To look after myself and my friends by using the internet in a safe and responsible way.  

 

✓ I understand that I should not use language on the internet or in emails that I would not use in 

front of a teacher.  
 

✓ I understand that I should not use other people’s passwords; this includes attempting to login 

through another person’s account or accessing another person’s files (including the pre-prep 
account).  

 

✓ I understand that using other people’s work and claiming it to be my own is a crime.  

 

✓ I understand that any persistent abuse of the School computer systems will result in my access 

being suspended or permanently removed.  
 

✓ I understand that cyber-bullying is when a person or a group of people threaten, tease, embarrass 

or abuse someone else by using ICT, particularly mobile phones, the internet and related 
technologies such as social networks.  

 

✓ Know that cyber-bullying will be dealt with as seriously as any real world bullying incident.  

 
 
Staying safe  
 
If at any time I feel unsafe using a computer then I will find a responsible adult straight away and 
make sure that my Head of Phase or my Form Tutor are made aware of what is happening.  
 

  



School Directory  
 
Every pupil in the school is given an area on the Felsted server system to store their work and other 
important files. I understand that this area is not to be used for storing movies, videos, personal 
music files or computer games.  
 

What you can expect to happen if you do not follow these rules  
 
If the Director of Digital Learning, Child Protection Officers, Deputy Head or relevant Head of Phase 
feel that there has been a breach of these rules then the ICT department will investigate the matter 
fully and accounts will be suspended or deleted if necessary. Appropriate action will also be taken 
in line with the School’s Pastoral Care Plan, including Behaviour and Discipline Policy and Anti-
bullying Policy as well as the Safeguarding (Child Protection and Staff Behaviour) Policy.  
 

 


