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 Providence Christian School 
Information Technology Acceptable Use Policy 
Update 20200609 
 
“And whatsoever ye do in word or deed, do all in the name of the Lord Jesus, giving 
thanks to God and the Father by him.” 

Colossians 3:17 
Policy Statement: 
 
The Acceptable Usage Policy (AUP) defines the procedures and rules to be followed when 
using computer facilities and digital technologies at our school.  The policy identifies the 
responsibilities of students, parents and staff in ensuring that the privilege of access to 
computer resources is used appropriately.  If the privileges are abused there are 
consequences as outlined.  
 
The cost of computer misuse can be quite high and the school wishes students to be 
aware of the implications of their actions.  We hope to instill a high standard of ethics and 
a responsible Christian approach in the use of the resources we are privileged to have 
available. 
 
1. Computer Use: 
 
1. Students will not be allowed to access the computer lab equipment until they have 
completed, signed and returned to school the Parents and Student Declaration. 
2. Students must be supervised at all times when using computer equipment. 
3. No food (including candy) or drink is permitted while using chromebooks or laptops. 
4. The use of computers for illegal purposes is prohibited. 
5. Adding, removing or altering programs without the permission of the supervising 
teacher is prohibited. 
6. Students will logon only under their own account.  Using another student’s account 
and/or sharing passwords are prohibited. 
7. Technology is only to be used for assigned projects and activities related to school. 
8. Students are to ensure that they take care of all computer equipment.  Students will 
be responsible for things that are damaged and may be required to cover the cost of 
damaged hardware. 
9. Students will not attempt to access or destroy the work of others. 
10. Using a computer to disrupt the network or access other computers or accessories 
is prohibited. 
11. Game playing is prohibited unless approved by a supervising teacher. 
12. Students must obtain permission to print before printing.   
13. Students will be given a limited amount of space for storing information on the 
network.  This amount may be changed depending on curriculum needs. 
14. Students will not permanently store work on the local computer hard drive. 
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15. Students that encounter computer viruses must report this to the supervising staff 
immediately. 
16. Students may not intentionally distribute or create computer viruses. 
17. When finished on a computer all students must ensure that they log-off. 
18. Students may not bring their own laptops to school unless given permission by the 
administration. 
 
2. Internet Use: 
 
1. The school has a filtering system in place which filters Internet content. 
2. All desktops, chromebooks and laptops are school property and all content 
(software, email, internet use) will be monitored.  
3. The use of Chat lines (Facebook, My Space, Snapchat etc.) is prohibited. 
4. Web pages can be made only with the permission of the supervising staff member. 
5. Students that receive messages or are able to view sites that make them 
uncomfortable will immediately report the occurrence to the supervising staff member. 
6. Students will not damage, hack or disable the work of others on the internet. 
7. Students will not access, post or distribute harassing, obscene, racist or explicit 
material, language or images. 
8. Students may only make use of email with teacher permission.  
a. Email messages must be polite, respective and never obscene or abusive.  
b. Students may not make use of broadcast email.  (Emails with total number of 
recipients greater than eight.) 
c. Students may not send messages with other student’s names on them. 
d. Students may not forward or send email chains. 
9. Students will not use the internet for commercial purposes. 
10. Students will not attempt to trade, sell or buy material over the internet. 
11. Students should not give out personal information including home address and 
phone numbers over the Internet. 
12. Students must credit any downloaded material to the original owner. 
 
3. Electronic Devices Policy: 
 
Students are not allowed to use electronic devices, such as cell phones, during the day or 
at school functions without permission.  
1. If there is good reason for a student to use a cell phone, he or she must request 
permission.  
2. Students who choose to use their smartphones to make photos or videos in class or 
for any other reason without the specific permission of the teacher will be sent to the 
office.  
For clarity:  
3. Cell phones must not be seen or heard in the classrooms, hallways, bathrooms, 
gym, playing fields, etc. unless with specific teacher permission.  
4. Grade 7 -12 students may use their phones in their lunchrooms during their lunch 
time (11:40 - 11:50).  
5. High School students have the privilege to be in the Library when they do not have 
to be in class. They may use their phones when they are there. 
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6. Parents must call the office, not call or text the student’s cell phone, if they need to 
pass on a message.   
 
Anyone using an electronic device without permission will: 
1. have it confiscates by the teacher for the time of the class, 
2. after repeated misuse, have it taken away, brought to the office, and kept there until 
the end of the day   
3. at a third occurrence, have it taken for the day while parents will be contacted, and 
alternative arrangements be made. 
 

Examples of acceptable use are: 

1. A student requests permission to use an electronic device because of a perceived 
good reason to do so,  
2. Grade 7 -12 students use their phones in their lunchrooms during their lunch time 
(11:40 - 11:50),   
3. Sr. High School students use their phone while in the Library, 
4. Using Web browsers to obtain information from Web sites. 
5. Accessing databases for information as needed. 
6. Using e-mail to send some work home. 
7. Using the school’s network to promote the exchange of information to further 
education and research and is consistent with the mission of the school. 
8. Using the school’s network to access outside resources that conform to this 
"Acceptable Use Policy". 
9. Using the network and Internet in a manner, which respects the rights and property 
of others. 
10. Keeping all accounts and passwords confidential and inaccessible to others. 
11. Showing responsibility by making backup copies of material critical to you. 
12. Showing responsibility by taking precautions to prevent viruses on the school's 
equipment. 
13. Upon receipt of an attachment checking to making sure it is from a known source. 
14. Backing out of an accidentally encountered site that contains materials that violate 
the rules of acceptable use and notifying a teacher or supervising adult of the occurrence 
immediately. 
 

Examples of unacceptable use are: 

1. A student’s cell phones is seen or heard in the classrooms, hallways, bathrooms, 
gym, playing fields, etc. without specific teacher permission,  
2. Use of a smartphone to make photos or videos in class or for any other reason 
without the specific permission of the teacher, 
3. Use of the Internet for purposes that are illegal, unethical, harmful to the school, or 
nonproductive. 
4. Sending or forwarding chain e-mail, i.e., messages containing instructions to 
forward the message to others. 



 
 

“Lo, children are an heritage of the Lord.” Psalm 127:3a 
4 of 6 

 

5. Broadcasting e-mail, i.e., sending the same message to more than 8 recipients or 
more than one distribution list. 
6. Conducting a personal business using school resources. 
7. Transmitting any content that is offensive, harassing, or fraudulent. 
8. Using inappropriate language: do not swear, use vulgarities or sexual innuendos. 
9. Using programs that harass school users or infiltrate a computing system and/or 
damage the software components is prohibited. 
10. Doing harm to other people or their work. 
11. Doing damage to the computer or the network in any way. 
12. Interfering with the operation of the network by installing illegal software, shareware, 
or freeware. 
13. Plagiarization and violation of copyright laws. 
14. Sharing your passwords with another person. Doing so could compromise the 
security of your files. 
15. Wasting limited resources such as disk space or printing capacity. 
16. Trespassing in another’s folders, work, or files. 
17. Giving out personal information such as your home address or telephone number. 
Use the school's address instead, but not the school's phone number. 
18. Downloading material from the Internet without specific authorization from the 
Technology Committee. 
19. Viewing, sending, or displaying offensive messages or pictures. 
20. Accessing sites that contain pornography; that spread hatred; that promote 
discrimination; that give instruction for acts of terrorism, harassment, murder, suicide, or 
other illegal activity. 
21. Watching movies or playing games on the computer. 
 
4. Notice: 
 
All messages that are created, sent or received are to be considered the property of the 
school and should be regarded as public material.  The school reserves the right to access 
and view materials on occasions where the school feels this is needed.   All messages 
may be disclosed to law enforcement or other third parties without the expressed 
permission of the sender or recipient. This means ‘don’t put anything into your e-mail 
messages that you wouldn’t want to see on the front page of the newspaper or be required 
to explain in a court of law’. 
 
Violations of these guidelines may result in disciplinary action in accordance with regular 
school policy. The disciplinary action will take into account the type and severity of the 
violation, whether it causes any liability or loss to the school, and/or whether the action is a 
repeat violation. 
 
5. Consequences of Misuse: 
 
1st offence:    The student will lose Computer access for 1 school day. 
2nd offence:  The student will lose Computer access for 2 school days. 
3rd offence:  The student will lose Computer access for 3 school days. 
 
Every other offense will move up in increments of 1 day. 



 
 

“Lo, children are an heritage of the Lord.” Psalm 127:3a 
5 of 6 

 

 
6. Parents & Student Declaration Form 
Access to Computer resources is a privilege and not a right.  Such a privilege requires that 
staff, students and parents are aware of the procedures and responsibilities for accessing 
and using such facilities.  Parents must be involved not only because they are responsible 
for the education of their children but also so that they can provide guidance, teach 
responsibilities and discourage inappropriate behaviour.  Ofcourse students must learn 
and accept responsibility for the privileges they receive. 
 
For that reason, students from grade one upwards and their parents are asked to sign a 
Declaration Form in which they recognize their responsibility and agree to exercise it.  
Students without a signed Declaration Form will not be permitted to access Computer 
Resources.   
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Information Technology - Acceptable Use Violation Notice [SAMPLE] 
 

Date: ____________________, 
 

Dear Mr.  & Mrs. ____________________, 

 

Your child ______________ has been found to contravene the PCS Acceptable Use Policy. A copy of this 

policy is available on the PCS Website under Publications. 

  
_______________________________________... (Description & date of incident resulting in this notice) As 

a result of this, he/she has been banned from all school computer use until __________ (Date when student’s 
ban ends) (amount of time).  Please understand that this ban is effective immediately and that it will impact 

on classes that rely extensively on computer use.  Further misuse will result in additional consequences as 

per the school policy. 

 

_________ (student’s name) will need to apply to have access restored after the ban.  

 
The cost of computer misuse can be quite high and the school wishes students to be aware of the implications 

of their actions.  We hope to instill a high standard of ethics and a responsible Christian approach in the use 

of the resources we are privileged to have available. 

 

Yours sincerely, 

    

PCS Technology Committee  

 
This completed form will be kept by the school in the student's file and a copy will be sent to his/her parent or guardian 

via email/mail.  This will also be followed up with a phone call home. 

 


