[image: A logo for a football academy

Description automatically generated]


KHFC Academy ICT Policy for Staff










1. Introduction
This ICT Policy sets out guidelines for the acceptable use of Information and Communication Technology (ICT) resources at KHFC Academy. This policy applies to all staff members and aims to ensure that ICT resources are used effectively and responsibly.
2. Purpose
The purpose of this policy is to:
· Protect the academy’s ICT resources from misuse.
· Ensure staff use ICT resources safely and securely.
· Promote the effective use of technology to enhance the academy’s operations.
3. Scope
This policy applies to all staff members, including full-time, part-time, temporary, volunteering, and contract staff, who use the academy’s ICT resources.
4. Acceptable Use
Staff members are expected to use the academy’s ICT resources responsibly and ethically. Acceptable use includes:
· Accessing and using only the resources necessary for job-related tasks.
· Protecting the confidentiality and integrity of data.
· Complying with all relevant laws and academy policies.
· Using email and internet resources for professional purposes.
5. Unacceptable Use
Unacceptable use of ICT resources includes, but is not limited to:
· Unauthorised access to data or systems.
· Using ICT resources for personal gain or unlawful activities.
· Sharing or distributing confidential information without authorisation.
· Accessing or distributing offensive, obscene, or inappropriate content.
· Installing unauthorised software or hardware.
· Engaging in activities that could harm the academy’s reputation.
6. Data Security
Staff members must:
· Use strong, unique passwords and change them regularly.
· Lock their computers and mobile devices when not in use.
· Report any suspected data breaches or security incidents immediately.
· Avoid sharing passwords or accessing systems under another person’s credentials.
7. Email and Communication
· Use professional language in all communications.
· Avoid opening email attachments from unknown or suspicious sources.
· Use the academy’s email system primarily for work-related communication.
· Do not use personal email accounts for work purposes.
8. Internet Usage
· Access the internet for work-related tasks only during working hours.
· Avoid streaming media, downloading large files, or engaging in other activities that could slow down the network unless for work purposes.
· Do not use the academy’s network to access inappropriate websites.
9. Social Media
· Represent the academy professionally on all social media platforms.
· Do not post confidential or proprietary information about the academy.
· Avoid engaging in online disputes or posting content that could harm the academy’s reputation.
10. Mobile Devices
· Use academy-issued mobile devices primarily for work-related purposes.
· Ensure mobile devices are password-protected and encrypted where possible.
· Report any lost or stolen devices immediately.
11. Software and Hardware
· Only use software and hardware authorised by the academy’s ICT department.
· Report any issues with ICT resources to the ICT department promptly.
· Do not attempt to repair or modify ICT resources without authorisation.
12. Training
The academy will provide regular training sessions to ensure staff are aware of their responsibilities regarding ICT use and are up-to-date with the latest security practices.
13. Compliance
Non-compliance with this policy may result in disciplinary action, up to and including termination of employment. Any suspected breaches of this policy will be investigated thoroughly.
14. Review
This policy will be reviewed annually to ensure it remains current and applicable.
15. Contact Information
For any questions or concerns regarding this policy, please contact the ICT department.
This policy ensures that staff members are aware of their responsibilities when using the academy’s ICT resources and provides a framework for the safe and effective use of technology within the academy.
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