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By submitting your completed Assessment Form to the eSafety Label portal you have taken an
important step towards analysing the status of eSafety in your school. Congratulations! Please
read through your Action Plan carefully to see what you can do to improve eSafety further in your
school. The Action Plan offers useful advice and comments, broken down into 3 key areas:

infrastructure, policy and practice.

Infrastructure

Technical security

* You urgently need to get virus protection for devices that need to be protected on the school network since only
some of them are protected at the moment. Just one infected device can contaminate the school’s whole
network and certain types of virus can even save illegal content to your server.

You should also include a paragraph on virus protection in both your school policy and your Acceptable Use
Policy, and ensure that staff and pupils rigorously apply school guidelines. Check out the fact sheet on Protecting

your devices against malware at www.esafetylabel.eu/group/community/protecting-your-devices-against-

malware.
» Itis good practice that your ICT services are regularly reviewed, updated and removed if no longerin use.

Pupil and staff access to technology

* Since staff and pupils can use their own equipment on your school network, it is important to make sure that the
Acceptable Use Policy is reviewed regularly by all members of the school and adapted as necessary. It must be
discussed with pupils at the start of each academic year so that they understand what is in place to protect them
and their privacy, and why. Base the policy around behaviour rather than technology. Visitors must also read and

sign the Acceptable Use Policy before they use the school's network.

Data protection

* There is a retention plan in place for your school detailing how specific school records are stored, archived and
disposed. This is very good. Ensure that the plan is followed and review it regularly to ensure it relates to the

Data Protection Act and other relevant legislation. Check the according fact sheet for more information.

* Having your learning and administration environments together can create a security risk. Ensuring security of
staff's and pupils’ private data is a fundamental role of the school. We recommend that your appointed eSafety
manager/ICT coordinator, together with the staff and a technical expert, define and implement a strategy for
separating learning and administration environments or ensuring the equivalent highest level of security

between them. Read the fact sheet on Protecting sensitive data in schools at

www.esafetylabel.eu/group/community/protecting-sensitive-data-in-schools.
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It is good that your email system is protected and that you have a policy for the transfer of pupil data in place. In
this regard, it is important to draw up guidelines so that all staff are clear about what to do if they discover

inappropriate orillegal content on school machines. For further information see the fact sheet on Protecting

sensitive data (www.esafetylabel.eu/group/community/protecting-sensitive-data-in-schools).
Software licensing

You need to make sure that all the software in your school is legally licensed and that copies of the licences are
held centrally. You also need to check with whoever supports your IT systems that the software will not
compromise system security. Your school should develop a clear policy for software acquisition and it is good

practice to centralise this process wherever possible.

It is good that you can produce an overview of installed software and their licences in a short time frame with the

help of several people. Consider centralising this.

Your school has set a realistic budget for software needs. This is good. Ensure that it remains this way. You

might also want to look into alternatives, e.g. Cloud services or open software.

IT Management

It is good practice to ensure that the person in charge of the ICT network is fully informed of what software is on
school-owned hardware and this should be clearly indicated in the School Policy and the Acceptable Use Policy.
The person responsible for the network needs to be able to guarantee conformity with licensing requirements

and that new software won't interfere with network operation.

Policy
Acceptable Use Policy (AUP)

It is good that you have an Acceptable Use Policy for all members of the school community. Regularly review the
AUP to ensure that it is still fit for purpose; to ensure that your AUP is sufficiently comprehensive, take a look at
the fact sheet and check list on Acceptable Use Policy at www.esafetylabel.eu/group/community/acceptable-
use-policy-aup-.

It is good practise that whenever changes are put into place in your school, the school policies are revised if
needed. Note though, that also changes outside the school can affect policies such as new legislations or

changing technologies. Therefore please review your policies at least annually.

Regularly review the Mobile Phone Policy to ensure that it is fit for purpose and that it is being applied
consistently across the school. The fact sheets on Using mobile phones at school

www.esafetylabel.eu/group/community/using-mobile-device-in-schools) and School Policy

(www.esafetylabel.eu/group/community/school-policy) will provide helpful information.

Reporting and Incident-Handling

*» Consider making the policy on 'Online incidents that take place outside school' more explicit and ensure that it is

clearly communicated to all through the School Policy and the Acceptable Use Policy. Don’t forget to
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anonymously document incidents on the Incident handling form (www.esafetylabel.eu/group/teacher/incident-

handling), as this enables schools to share and learn from each other’s strategies.

* Please share the materials in which you tackle these issues especially with pupils and parents in the of the

eSafety Label portal.

* Are all staff familiar with the procedure for dealing with material that could potentially be illegal? Is there a named
person from the school senior leadership team who takes overall responsibility in this type of case? The
procedure needs to be clearly communicated to all staff in the School Policy, and to staff and pupils in the

Acceptable Use Policy. Remember to report and suspected illegal content to your national INHOPE hotline

(www.inhope.org).

* Ensure that all staff, including new members of staff, are aware of the guidelines concerning what to do if
inappropriate or illegal material is discovered on a school machine. Ensure, too, that the policy is rigorously

enforced. A member of the school's senior leadership team should monitor this.

Staff policy Pupil practice/behaviour

* Your school has a school wide approach of positive and negative consequences for pupil behaviour. This is good
practice, please share your policy via the My school area of the eSafety portal so that other schools can learn

from it.

School presence online

» Itis good that pupils can give feedback on the school's online presence. Think about creating a space that is
entirely managed by pupils. It's a great opportunity to learn about media literacy and related issues. It also can

help to establish a peer network of support. Find out more about in the eSafety Label fact sheet.

» Check the fact sheet on Taking and publishing photos and videos at school

ublishing-photos-and-videos-at-school) to see that your
School Policy covers all areas, then upload this section of your School Policy to your profile page via your My

school area so that other schools can learn from your good practice.

Practice
Management of eSafety

* Ensure that the governor or board member appointed for eSafety has the opportunity to receive regular training
and also to ensure that colleagues are aware of eSafety issues. Involve your governing body in the development

and regular review of your School Policy. See our fact sheet on School Policy

www.esafetylabel.eu/group/community/school-policy.

* In addition to a clear designation of responsibility to ensure that all necessary network security and user privacy
checks are in place, it is essential that schools also have audit and procedural checks at regular intervals.
Without this, a school will be leaving itself vulnerable. See our fact sheet on School Policy at

www.esafetylabel.eu/group/community/school-policy.

Although there should always be an overall lead person on eSafety just as you have in your school, everybody in
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the school has a shared responsibility to secure any sensitive information used in their day to day professional
duties. Even staff not directly involved in data handling should be made aware of the risks and threats and how to
minimise problems. Use our fact sheet Acceptable Use Policy

(www.esafetylabel.eu/group/community/acceptable-use-policy-aup-) to ensure that everyone plays their partin

ensuring they are all the best and safest digital citizens they can be.

» Itis good that the job description outlines that the member of staff responsible for ICT needs to keep up to date
with new technologies. In addition, it would be good to regularly send the ICT responsible to
trainings/conferences so (s)he can keep up with new features and risks. Check out the Better Internet for Kids

portal to stay up to date with the latest trends in the online world.

eSafety in the curriculum

» While it is good that you discuss consequences of online actions terms and conditions, online payments and

copyright with older pupils, consider discussing these also with young pupils.

» Itis good that these issues have been included in the eSafety curriculum. It is a good idea to regularly review the
issues which are being covered by your eSafety education in order to ensure that new and emerging issues are

covered.

» Itis very good that, in your school, pupils are taught from an early age on about responsibilities and
consequences when using social media. Please share any resources through the uploading evidence tool,

accessible also via the My school area.

Extra curricular activities

» Gather feedback from pupils to see what sort of additional eSafety support they would benefit from outside
curriculum time. Could they be involved in delivering some of this to their peers? Check the resource section on
the eSafety Label portal to find resources that will help them do this; check out the fact sheet on Pupils' use of

online technology outside school at www.esafetylabel.eu/group/community/pupils-use-of-online-technology-

outside-school.

Sources of support

» Itis important that pupils have a trained staff member to turn to in case of issues. Explore the feasibility of having
a staff member take this role and train him/her if needed on eSafety related issues. Bear in mind that online and

offline issues are often linked.

Staff training

» In your school knowledge exchange between staff members is encouraged. This is beneficiary to the whole
school. Upload PowerPoints, documents or similar of knowledge exchanges on eSafety topics via the uploading

evidence tool, accessible also via the My school area.

» All staff need to be regularly updated about emerging trends in eSafety issues. Consider a needs-analysis to

determine what different staff need from their training and consult the eSafety Label portal to see suggestions for

training courses at www.esafetylabel.eu/group/community/suggestions-for-online-training-courses.
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