ICT and Internet Usage Policy

Background

Clare VEC Adult Education Service provides access to ICT and to the resources of the Internet to facilitate teaching, learning, research and communications.  Not everyone currently has or can afford access to the Internet in their homes or businesses. The Adult Education Service can "level the playing field" by providing its learners with access to this valuable information resource. This provision represents a considerable commitment of public resources in the areas of telecommunications, ICT equipment, software, storage and labour costs. In order to maximise the return on investment, a policy on use of these resources has been formulated, in consultation with representatives of all potential users. The policy is in compliance with proposals in Learning for Life- White Paper on Adult Education (2000; 4.6).

Access to ICT and to Internet Resources
· Registered learners and staff of Clare VEC Adult Education Service will be provided with opportunities to become familiar with and to access appropriate technology and Internet resources.

· Software, which supports learners’ activities, will be available.  

· Access to these resources will be subject to agreement with the negotiated conditions of access. Each user must sign an access agreement and a copy of the agreement will be displayed.

· Individual programmes will set their own definitions of appropriate curriculum related uses for learners in each programme.  Learners will be made aware of these definitions. 

· Responsibility for ICT provision and maintenance will be a collaborative endeavour between programmes, allowing programmes to have exclusive access to some equipment, while sharing access to other. 

· All existing Adult Education Service policies apply to users’ behaviour on the Internet as well as in day-to-day situations.

· Each user of Internet facilities must identify him/herself honestly, accurately and completely, when participating in Newsgroups or chat rooms.

· When a tutor is using ICT facilities with a group, access to these facilities by non-group members is granted or denied by the tutor.

Appropriate Uses of ICT

ICT and Internet will be used as an information transmitter, communications tool and as a learning tool. 

Service staff will reserve the right to inspect any or all files which record use of Internet/e-mail, in order to ensure compliance with Service policies. To this end History records will be retained for at least 5 days.

All downloaded files, CD, Diskettes and DVD’s must be scanned for viruses before being accessed.

The Service’s ICT equipment will be used only for legal activities (eg downloading software, copying CDs, reproducing documents etc).

Any user, who obtains a password or ID for an Internet resource will keep the password confidential.

The Service currently provides free printing at its workstations. For this free service to continue, users are asked to use good judgment in conserving paper and printing supplies. As usage increases, this policy will be re-evaluated.

Learners will use only Service’s software or equipment on the Service’s workstations.

The Internet allows access to ideas, information and commentary from around the globe.  However it is an unregulated medium.  As such it enables access to some material that may be offensive, disturbing, illegal or inaccurate.  The Adult Education Service will not accept responsibility for such material, places onus on users not to seek out such material and if such is inadvertently accessed to report such material to a staff member. 

This policy will be subject to biennial review.

Access to and Use of ICT in Clare VEC Adult Education Service.

For the benefit and safety of all who use our ICT resources, the following standards will be adopted by all users.

· Access to ICT equipment and to Internet resources will be available for registered learners and for staff of Clare VEC Adult Education Centres.

· This access will be used only to access legal materials, for legal activities.

· Users, who are not members of the current class in the computer room, will get class tutor’s permission and will indicate work being undertaken.

· Users will not access materials, which would be considered locally as obscene or indecent.  If such material is inadvertently accessed, it will be immediately closed down and reported to a staff member, who will take appropriate action. 

· Users will respect copyright laws and licensing agreements.

· All users will respect the privacy of other users.

· Each user of Internet facilities must identify him/herself honestly, accurately and completely, when participating in Newsgroups or chat rooms.

· Installation, downloading or modification of computer settings or software will be the sole responsibility of Centre staff.

· Users will use computer equipment in an appropriate way and in a manner, which will not result in damage to equipment.  Technical problems will be reported to a staff member, who will record the problem for the attention of technical support.

· Users will make themselves familiar with and comply with ICT use rules, if any, which are specific to the programme in which they are registered.

· Misuse of ICT facilities will result in the loss of access privileges for a period of two weeks and if appropriate possible prosecution.  Repeated misuse of equipment or of Internet access will be considered by the Adult Education Officer and two programme co-ordinators, who reserve the right, following on discussions with the user, to totally withdraw user’s access to computers in the Service.    

I understand the conditions attached to use of Clare VEC Adult Education Service computer equipment and Internet access.  I agree with these conditions.

Name:_________________________________  Programme: _________________ 
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