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Internet Usage and Email Etiquette  Policy for Cranbrook Children’s Centre
Internet Usage and Email Etiquette Policy
Policy Context: 
This policy outlines the practices that  Cranbrook Children’s Centre staff should follow when using the internet and email to communicate both within the organization and externally.  These guidelines are standard KCC policies for all staff.   
Aims:
To ensure that all staff follow standard KCC practices regarding appropriate use of the internet and email.
General Procedures:
 

There are two KCC wide policies governing electronic communications that all staff should be familiar with - please see below: 
 

http://knet2/policies-and-procedures/it/Electronic%20Communications%20Policy%20June%202009.doc
 

http://knet2/kcc-directory/services-and-support/it-service-desk/help-and-advice/Responsible%20User.pdf
 
For specific guidance on information sharing and confidentiality, please see the separate KCC policy on Information Sharing for Children’s Centres (listed in the policy index).

Frequently Asked Questions:
An index offering guidance on a range of communications issues is available at the link below:
 

http://www.clusterweb.org.uk/communication/azguide.cfm
 

Guidance for staff in the Children, Families & Education Directorate:
In addition to the standard KCC guidance above there are a couple of additional rules issued by CFE Communications which staff should follow:
· Staff should not be use social networking websites (Facebook, blogs, Twitter etc.) to communicate KCC business.  Many of these sites have already been blocked from usage from KCC computers.
· Staff should not use email to share confidential information between parties about customers or work (use Secure Kentrustweb or the internal systems etc.) 
· We have an electronic communication policy in place which limits the print publication budget (unless a business case is presented and agreed by senior managers).  For further information please contact the CFE Communications team on 01622 221201 or e-mail communicationcfe@kent.gov.uk. 

· Staff should not give out schools' email addresses to third parties for commercial purposes (this may be particularly applicable where a centre is situated on a school site).
· Staff should not send bulk emails but should use the Communications team e-bulletin instead (contact the CFE Communications Team for details - 01622 221201 or e-mail communicationcfe@kent.gov.uk.)
· If new content needs to be added to the internet, then staff should always aim to use existing KCC websites rather than develop new ones 
Policy Implementation
· Pam Holmes is responsible for the overseeing the implementation of this policy, ensuring that new staff receive this information as part of their induction and conducting regular reviews.  All staff and partners should be aware of who this person is and how to contact them.

· All staff are made aware of this policy as part of their induction, reviews, and training.

· This policy is linked to other Centre policies including: Partnership with Parents, Complaints and Confidentiality.
Where to go for further advice:

For advice and information regarding specific communications issues, please contact the CFE Communications Team for details on 01622 221201 or e-mail communicationcfe@kent.gov.uk
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