Burnham Copse Primary School

Website policy

Aims: 
To inform parents about the policies and practises of the school, and to keep them informed about what has been going on and future events and activities. 

To provide information to prospective parents, teachers, and the wider community. 

 To provide a forum for children's work to be published and their achievements celebrated, giving them a sense of pride and of being valued.

 To provide children with the opportunity to build their own web pages as part  of ICT skills acquisition.

At Burnham Copse Primary School we value the contribution that a website can make to the life and role of the school in a modern society. A school website has three important roles: 

Information  The website manager has responsibility for maintaining the relevant pages of the website concerning all information sent out such as diary dates, forthcoming event information, specific parent information (such as letters about trips) and general newsletters.

Dissemination  Each class-based teacher has a responsibility to maintain a section of the website specific to classroom activities, trips and topic work which is updated regularly to reflect the curriculum through the year and celebrate children’s work. Children are encouraged to contribute to their class information as appropriate to age, ability and aptitude.

Communication The Governing Body and the school Senior Management team has a responsibility to communicate school policies and other information concerning the general strategic management of the school. 
Section 2 Safeguards

Access and approval  Only authorised school staff, governors and parents have access to the website for the purposes of editing.  A list showing those authorised will be maintained by the website manager. Any request for submission to the site will be checked and approved by the website manager prior to being loaded and displayed. There is a separate Internet policy that lays out the rules for pupil access to the web in school.

Section 3 Names, pictures and content

Adult's names will be published as their surname and title e.g. Mrs Webb. Children's names will only be published as their first name e.g Fred.  

· Any images of children will  not be labelled with their names. 

· Children will only be shown in photos where they are suitably clothed.

· Any published image that fits the above criteria will only have a general label (eg "Science lesson", "School visit" etc)

· Personal details of children, staff and governors, such as home addresses, telephone numbers, personal e-mail addresses, etc, will not be released via the website or school e-mail (see Data Protection documentation).

· Teachers, children, and governors, will be given the opportunity to submit information to appear on the website (subject to approval as set out in section 1 above).

Section 4 Privacy

All parents in school are required to complete a permission slip indicating their wishes in respect of photographic images. Parents have the right to refuse permission for their child's work and/or image to be published. This clause should be read in conjunction with the provisos laid out in section 2 of this policy.

Section 5 Monitoring, maintenance and editing

The website manager will check material before it is uploaded to ensure that it is suitable and complies with the record of objections held by the Headteacher and with copyright laws (as far as is possible).  Any persons named on a web page can ask for their details to be removed.

New pages will be tested for errors immediately after installation.

The web pages will be regularly reviewed for accuracy and will be updated as required.  This review will occur at least every half term.  It will be the responsibility of the website manager and the identified committee of the Governors to ensure this happens.

5. Maintenance and Editing

Written instructions will be maintained by the website manager covering how to update the website.  A copy will be held in the school office.  At least two people (authorised as in section 1) should have the knowledge to maintain and edit the site, and they must pass on their knowledge to a successor at the end of a term of office.
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