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BET ICT and Communication Policy CV-19 Appendix B 
 

Addendum Applicable During Coronavirus (Covid 19) Period of Partial School Closures 
 
 

This addendum is for the period of partial school closures imposed by the Government during the 

Coronavirus (Covid 19) outbreak only.  Any additions or amendments listed should not in any way 

override or diminish an individual’s responsibility to safeguard children and to act in an 

appropriate and professional manner at all times.  

 

Where no exceptions and amendments are stated below then it should be understood that the 

expectations set out in the main body of this policy and in the Acceptable Use Agreement still 

wholly apply.   

In school 

We will continue to have appropriate filtering and monitoring systems in place in across all schools 

and centrally within the Bourne Education Trust. 

 
IT staff will available to advise staff and are continuing to monitor the systems daily. Any concerns 

will be passed on to the Designated Safeguarding Lead (DSL) or their nominated substitute as per 

our Safeguarding policy Covid 19 addendum. 

Outside school 

Staff should be aware that school-owned devices used in the home setting may be subject to 

monitoring and access to inappropriate websites or engaging in inappropriate online behaviour 

remains a disciplinary matter. 

Where staff are interacting with pupils online, they will continue to follow the existing IT 

Acceptable Use Agreement, the amended Staff Code of Conduct and the amended Safeguarding 

Policy. In these policies, clear guidelines are set out for the safe use of school IT equipment and 

the school network in relation to communicating with pupils and appropriate use of language.  

Only in exceptional circumstances, pre-approved by the Headteacher, is it appropriate for staff to 

livestream or videoconference with pupils in real time.  Further guidance is available in a separate 

document. 

As per this policy, staff continue to be prohibited from using social networking sites or apps to 

communicate with pupils, other than sites or apps approved by the Headteacher and BET central 

IT team and used to communicate with the whole school or parent community. 

Any professional communications whether sent from a school or personal device in the course of 

a member of staff’s duties may be used as evidence should any disciplinary procedures commence 

as a result of breaches of this or any other policy. 
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Pupils are unlikely to be using a filtered internet connection at home, so staff should be alert to 

signs that pupils may be making inappropriate use of the internet through comments they make 

or posts they share.  Any concerns should be shared with the DSL in the usual way. 

Pupils know how to report any concerns they have back to their respective school via email to 

their form tutor or head of year. 

Working with parents and carers 

We will make sure parents and carers: 

 Are aware of the potential risks to children online and the importance of staying safe 

online 

 Know what our schools are asking children to do online, including what sites they will be 

using and who they will be interacting with. 

 Know where else they can go for support to keep their children safe online 

Throughout the closure, regular updates will be offered to parents including links to relevant 

websites / media for further guidance.  

Email and Internet Use 

We appreciate that we are operating in extraordinary times where many members of staff will 

often be working from home and may be using their own devices for contacting pupils but staff 

should be reminded that all clauses of our Email and Internet Policy still apply when engaged in 

any communication with pupils, colleagues, parents and other stakeholders. 

Staff are reminded that all aspects of GDPR and the Data Protection Act 2018 apply.  Please pay 

particular attention to emails and other forms of communications and make sure: 

 they are only sent to intended recipients 

 they are purposeful and professional 

 any emails addressed to multiple recipients use the BCC function so that, for example, 

parents’ email addresses are hidden.  Ideally, communications sent to multiple recipients 

such as a tutor group or year group will be sent by such proprietary methods as 

SchoolComms, ParentMail or similar as these systems automatically mask recipients’ 

email addresses 

 At no time should any school business be conducted using a personal email address. 

Other GDPR and professional conduct points to be reiterated at this time include: 

 Staff may have access to special category personal data about pupils and their families 

which must be kept confidential at all times and only shared when legally permissible to 

do so and in the interest of the child. Records should only be shared with those who have 

a legitimate professional need to see them.  
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 Staff should never use confidential or personal information about a pupil or her/his family 

for their own, or others advantage (including that of partners, friends, relatives or other 

organisations). Information must never be used to intimidate, humiliate, or embarrass 

the child.  

 

 Confidential information should never be used casually in conversation or shared with 

any person other than on a need-to-know basis. In circumstances where the pupil’s 

identity does not need to be disclosed the information should be used anonymously. 

 

 Communication with children both in the ‘real’ world and through web based and 

telecommunication interactions should take place within explicit professional 

boundaries.  

 

Mobile Phones and Other Electronic Devices 

 

If the use of a personal mobile device is unavoidable for contacting a parent/carer, then the 

number must be withheld, eg by typing 141 before dialling the parent/carer number.  Staff 

personal mobile numbers should never be given to pupils or parents. 

 

All email contact with pupils must be made using the member of staff’s and the pupil’s school 

email address, or through Microsoft Teams. 

 

Any personally owned device used for school business must be protected by the minimum of a 4-

digit PIN and/or biometric recognition.  If the device is shared with other family members, the 

member of staff must log out of all school communication apps such as email, Teams, remote 

access or VPN systems. 

 

 

 


