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Wattlesborough Broadplace

Switch on Shropshire has been working with the Wattlesborough and Halfway House
Community Centre to establish a Broadplace at Wattlesborough. We are very grateful indeed to
Switch on Shropshire for the help and advice (and yes, equipment and money!) involved in
getting this up and running. What you will find in the following pages is:

·  an overview of what a Broadplace is;
·  how to access Wattlesborough;
·  A quick guide to Wattlesborough Broadplace;
·  Rules and a Code of Conduct, which all users will need to agree to;
·  for those new to the internet, Guidelines for Responsible Use of the Internet
·  And, Acceptable Use Guidelines For Children

This is truly a facility for the whole community, for:
·  the kids after school and the students when they get off the bus from Mary Webb or

College in Shrewsbury before they go home;
·  the mums who drop off and pick up for nursery and want to do the Tesco shop;
·  for those who are looking for work, searching for jobs, applying for jobs;
·  our Older Generation who don't work and would like to visit in the daytime;
·  folk who work and are only available in the evening.

In other words, it is for YOU.

Go on, make our  day - use it and enjoy

All of this is being made available by Switch on Shropshire which is a £4.79 million project,
aimed at providing broadband access to businesses and the community of Shropshire.
The 3-year  project is run by Shropshire County Council is funded by Advantage West
Midlands, Rural Regeneration Zone and European Regional Development Fund grants.
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Introduction – What is a Broadplace?

A Broadplace is a facility within a village hall, community centre, or  even a local pub if that
is the centre of your  community, where everyone can access computers and a Broadband
connection.

Every Broadplace is unique, just as every local community is unique.

The facilities in a Broadplace may include
·  Computers or laptops
·  a scanner
·  a digital camera
·  printer
·  accessibility hardware and software
·  a wide range of interest based software

It may have web design software, gardening, handicraft or other hobby based software,
family or local history software, games software and educational software to suit the needs of
pre-school, schoolchildren, teenagers and adults.

It may offer formal learning classes in partnership with local colleges or training organisations,
it may run Drop-In sessions with volunteers to help you use the centre in whatever way you
choose. It may promote online shopping, cattle registration schemes for  DefRA, Learndirect
courses or a whole range of other services, ideas and events.
The Broadplace is available for  use to the following people:

·  Individuals - come along to your Broadplace and make use of the facilities on offer;
even make new friends in your community

·  Groups / Societies - Cub Scouts, Girl Guides, Youth Groups, Photography society,
Gardening Club - whatever your group or society there will be something online to
benefit you

·  Fr iends - why not have gather together a few friends and have a go at gaming?

What can the Broadplace be used for?

A group may want to do some research to do with it’s interest or maybe just use the internet for
fun.

Below are a few examples of how you and your friends and family or social groups can benefit
from using Broadband:
Gaming - Compete against friends or people from around the globe 
Photography - start your own photo gallery, find out more about your camera, scan your photos
or purchase equipment online, even order your prints online and save time and moiney.
Gardening and Garden Design - research suitable plants and flowers for your garden or just
completely redesign your garden
Inter iors and Inter ior  design - use websites to find tips on how to improve your home, choose
colour schemes, find the best deals and order them etc
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DIY - tips on how to fix that leaky tap? how to put up that shelf find out what spare parts you
need and order them
Youth - Favourite pop stars, music, actors and actresses, latest trends, mobile ringtones etc 
Childrens websites - play games, learn about sport or nature and read about your favourite pop
stars 
Family History - who are you? Where does your family roots come from? 
Local History - find out about the history of your village and famous people who were born in
your area 
Ebay - purchase and sell your unwanted items online 
Order ing goods online - books, music, DVDs, videos etc 
Emailing - contact relatives and friends 
Chat - make new friends online and talk with them 
Cars - car maintenance, reviews, your favourite motors, even revise for your Driving Licence
online 
Nature - animals, mountains, whatever your passion there is plenty of information for you
Travel - access to different cultures and countries around the world, book your holiday flights,
check out resorts and hotels. Even see what the weather is doing there, now! 
Sport - Football leagues, cricket tables, Grand Prix. Whatever is your game read more about the
players 
Food - Nutrition and cooking tips, recipes online and you can even watch cookery programmes
using video software
Learning - learn new skills, find out about online courses etc

The list is endless - Whatever  your  hobbies or  interests are... there is bound to be
something online for  you and your  family
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Open Access

As part of the Broadplace scheme, we wanted to make access to Wattlesborough Hall easier for
all. Everybody who accepts our terms and conditions will be issued with a Swipecard which will
allow them to access the Foyer and, if they have requested it, access to the Broadplace itself.
From the foyer, access to the Nursery and Main Hall will be by key or “push button lock” .

All regular users (of the Hall and of the Broadplace) will be issued with a Swipe Card, and those
making bookings will also be issued with a Swipecard valid for their event. At the discretion of
the Village Hall, Swipecards may be “unlimited access”  or set to a particular day or time of day.
So for example, if you have booked the Hall for a party on Saturday 30 Feb from 3 till 7, we may
provide you with a card that will only work between the hours of 2 and 8 that day. You will be
provided with the Main Hall access code for the push button lock, but not with the key for the
Nursery. Your card would not give access to the Broadplace. If you had registered for
Broadplace access, you would be provided with a Swipecard that allowed you access to the foyer
and to the Broadplace, but no access to the Main Hall or Nursery would be possible.

Your swipe card is needed to gain entry to the foyer and Broadplace (IT room). Every swipe card
is different, identifiable by a unique number, and is specific to a particular person. The swipe
card has been allocated to you by the Village Hall and must not be lent to anyone, even to a
fellow member.

If you lose your card please notify the Broadplace immediately. The card will then be cancelled
and a replacement issued.

These charges may be refunded if old cards are returned. If you break your card, bring the pieces
and a new one will be issued without charge.

1. Please ensure any door  you open with the card closes behind you.

2. Do not open a secure door  for  anyone claiming they do not have their  card with them.

3. Do not attempt to gain access to secure areas without your  swipe card.

4. Do not attempt to jam open any door  operated by a swipe card as this may break

Health &  Safety or  fire regulations, as well as undermine secur ity.

At the discretion of the Hall, a security deposit may be made for Swipecards, refundable on
safe return. A charge of £10 will be made for a replacement card regardless of the
circumstances of loss. Subsequent losses will result in a £20 charge. Proof of identity will be
required at all times before a new card can be issued.

We reserve the r ight to withdraw access r ights if the cardholder ’s
behaviour  warrants such measures.

The Broadplace uses surveillance equipment and the computer  system registers your
name every time the card is used along with the time of entry and you may be held

responsible for  any problems that ar ise.
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I  have read, understood and accept the above Rules and Code of Conduct for  access to
Wattlesborough Village Hall and agree to abide by them, or  such other  rules as may
replace them and which will be posted on the Wattlesborough Broadplace website.

Name

Address

Signature Date:

Swipecard issued: Date:

Deposit Required?



Page 8 of 25

Wattlesborough Broadplace – A Quick Guide

Access to computers

To use computers, you need to register as a member of Wattlesborough Broadplace. If you are
unable to join as a full member, a "computer user" ticket may be available. Access to the
computers is managed by an automated booking system, which requires your member number.
You are entitled to computer sessions , subject to availability. If you arrive late for a booked
session, your booking may be cancelled and offered to someone else.
Computer sessions last one hour. Extra time may be booked if the computer is not needed by
another person
Staff are allowed to view the computer screen at any time
Computers can only be used by registered members, or by visitors. The following conditions
apply.
�  Visitors must present some form of identification before using a computer; for example;

passport, driving licence, member card .
�  members must agree to the terms and conditions of use of Wattlesborough Broadplace.
�  Members must agree to undergo an Induction Session before being allowed access to the

computers.
�  Members must present their swipe cards when using a computer
�  Members may, at the discretion of the Broadplace, bring up to 2 guests. The member must

accompany them at all times and is responsible for their behaviour as if it were themselves.
Junior library members, under the age of 16, must get a parent or guardian to sign a consent form
before being allowed to use a computer
At the end of a session users should make sure that they log out of, and close down, all Internet
sites. Do not turn off the computer
Files saved on a computer may be deleted at the end of each day by the Broadplace.

Staying within the law

The Internet, Email and other applications available on Broadplace computers must be used for
lawful purposes only, and must comply with all relevant legislation. You may be banned from
using Broadplace computers and / or from using the Broadplace/Village Hall if you misuse the
computers. You may also be placing yourself at risk of prosecution if unlawful action is
involved. Remember that email and other electronic communications and files are admissible in
court as evidence. Do not write anything about anybody that you would not want to be read out
in open court. Individuals may have the right to see a copy of information held about them at any
time under the Data Protection Act, and this includes email messages.
If misuse is detected, you may be asked to supply or confirm your current address. If you refuse
or give a false address, this may, on its own, result in a ban as described above. This information
will be used to inform you and Broadplace staff of the action taken.
A summary of some relevant legislation applying to the Internet is given at Appendix 1 towards
the end of this document.

Monitor ing of Internet and email use

Use of the Internet and email is recorded and monitored regularly. It is possible to identify sites
visited and users responsible. Wattlesborough Broadplace reserves the right to inspect any files
during investigations where there is suspected misuse. This includes email messages.
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Filter ing

All access to the Internet in libraries is filtered. See the "Young people" section below for details
of the different levels of filtering for adult and young users.
Although Wattlesborough Broadplace makes every effort to block offensive sites, the use of
filtering software does not guarantee that all such sites will be blocked. If you find a site which
you think should be blocked please inform a member of Broadplace staff.
Equally, the use of filtering software may mean that some acceptable sites are inadvertently
blocked. If you find a site which you think should not be blocked please inform a member of
Broadplace staff.
Please note that what may be acceptable or unacceptable to one person may not be to another.
The final decision on whether a site should be blocked or unblocked will rest with
Wattlesborough Broadplace and its Internet Service Provider.

Young People

Wattlesborough Broadplace offer 3 levels of access to the Internet for young people (under 16).
1. All young people are allowed access to the Internet "walled garden", which consists only

of sites selected and monitored by Broadplace staff, and does not allow general Internet
searching.

2. A young person whose parent/guardian has signed an Internet Consent Form in the
presence of Broadplace staff is allowed access to the Internet using the same level of
filtering as the majority of LEA schools. There is no access to email or chatrooms, and a
much wider range of websites is blocked than for adults.

3. A young person who is accompanied by a responsible adult for the duration of their
Internet access is allowed full Internet access at the adult filtered level.

Parents / guardians / legal carers must note that it is not possible to block all potentially offensive
sites, and Broadplace staff are not responsible for supervising young people's use of Broadplace
computers. You should set and communicate the standards your children should follow,
especially when using the Internet, and responsibility for what your children access remains with
you at all times. Before signing an Internet access consent form, you should read this policy in
full, as well as our "Using Broadplace computers - guidelines for young people" leaflet, which
offers some simple guidance for you to give your children.

Software downloads and uploads

Wattlesborough Broadplace have adopted a standard desktop system, which you must not
attempt to alter. Downloading of data to disk is only permitted within the terms of the Copyright,
Designs and Patents Act 1988, and on the understanding that the download is aborted if your
allotted time runs out.

Retaining your  work

If you wish to retain your work, please save it to a floppy disk or Flash Drive (which may be
purchasable from the Broadplace). Information saved elsewhere may be temporarily available to
other users, and the computers will be reconfigured regularly, erasing existing data.

Pr intouts

Printouts are charged at a standard rate, whether for adults or children (please see posters for
current rates). This includes any wastage other than that caused by a malfunction of the printer,
computer or software.



Page 10 of 25

Audio CDs and CDROMs

If you wish to listen to audio CDs, you may do so using the headphones provided. CDROMs
(other than those which are pre-loaded) will not necessarily run on our system, and staff cannot
offer help or advice on compatibility, loading or running them. Please remember to remove the
CD / CDROM when you have finished - Wattlesborough Broadplace accepts no
responsibility for  any left on Broadplace premises. You may use the Broadplace's "for hire"
CDs / CDROMs only if you have paid the hire charge.

Availability of service

Although we aim to make the computer service available during Broadplace opening hours,
technical or other problems may sometimes prevent this. Wattlesborough Broadplace accepts no
responsibility for the temporary non-availability or slow response of any part of the computer
service.

Computer  viruses, malicious programs and other  technical problems

Do not open any attachments from unknown sources. If you receive a computer virus or similar
warning, inform a member of staff immediately. Broadplace computers are equipped with virus
protection software, but Wattlesborough Broadplace cannot accept responsibility for any
computer viruses contracted, for any failure beyond its control, or for loss or damage to material.

Confidentiality / pr ivacy of personal information

Sending information by email via the Internet is insecure, and we advise you to use other ways to
send confidential or sensitive personal information. Because Broadplace computers are available
to all members of the public, it is not possible to guarantee the privacy / accessibility of any
personal data, including email messages. We recommend that you leave secure sites as directed
and exit the Internet browser at the end of your session. Please respect other people's privacy and
do not look at computer screens that are in use.

Information provided via the Internet

Wattlesborough Broadplace has no control over information provided on the Internet, and cannot
be held responsible for the content or quality of such information.

Purchasing of goods or  services

If you choose to use credit or debit cards to purchase goods or services when accessing Internet
services on Broadplace computers, you do so entirely at your own risk. Wattlesborough
Broadplace accepts no responsibility for any financial or commercial transactions you undertake
while using Broadplace computers.

Disruptive use of Broadplace computers

In consideration for others, please be quiet when using Broadplace computers. Disruptive use,
such as for group game playing, is not permitted Unless prearranged with the Broadplace.
The Broadplace uses surveillance equipment, in accordance with the Data Protection Act, in
order to ensure the safety of its staff and members and security of its property. The Broadplace
recognises the right of individuals to privacy and hence use of this equipment is restricted and
would only be used for other purposes after appropriate personnel had been advised of the
intention to do so.

Health and Safety

Advice on using computers safely may be provided via posters and is included at Appendix 2
towards the end of this policy statement. Further information is available on request.
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Wattlesborough Broadplace does not accept responsibility for any health problems that are said
to have arisen as a result of using Broadplace computers.
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Appendix 1: Legislation

The following legislation applies to the Internet:
·  Criminal Justice and Public Order Act 1994, and Obscene Publications Act 1959

Use of Wattlesborough Broadplace computer equipment for viewing, reading, downloading,
uploading, distributing, circulating or selling any material which is pornographic, obscene, racist,
sexist, grossly offensive or violent is strictly forbidden. This is irrespective of the legality of
material in the country of origin.

The Copyr ight, Designs and Patents Act 1988

You must obtain the permission of the owner of intellectual property before copying or making
use of it. You should assume that all material on the Internet is subject to copyright unless a
specific notice states otherwise. Copying includes downloading files or images or copying text
into or attaching it to an email message.

Computer  Misuse Act 1990

It is an offence to:
·  Gain unauthorised access to a computer (known as computer hacking). This applies to

anyone who causes a computer to perform any function, with intent to secure access to
any program or data held in any computer.

·  Use hacking skills to commit other crimes.
·  Alter data or cause changes to any software without authority and with malevolent intent.

This includes the writing or intentional introduction of computer viruses.

Data Protection Act 1998

This Act applies to obtaining, using and publishing information about identifiable individuals on
the Internet. You must ensure that:

·  The consent of individuals is obtained before information (including photographs, video
images, names or email addresses) relating to them is published or disclosed via the
Internet. This is not required if the information has been released into the public domain
by the individual e.g. names of book authors in libraries, or is required by law to be made
public e.g. planning applications. However, individuals should be informed about how
their information will be disclosed.

·  Published information is accurate, relevant, not excessive, kept up to date and not held
for longer than necessary.

·  Any information you obtain or publish is appropriately notified under the Act.
Further information is available from the Office of the Data Protection Commissioner's website
at http://www.dataprotection.gov.uk.

Defamation Act 1996

It is unlawful to make an untrue statement, published to a third party, which damages the
reputation of a person or company or holds them up to hatred, ridicule or contempt. It need not
be obviously insulting. It could, for example, be a suggestion that a competitor is in financial
difficulties or is unprofessional in the conduct of its business. Facts concerning individuals or
organisations must be accurate and verifiable and views or opinions must not portray their
subjects in any way that could damage their reputation.

Sexual/Racial/Disability Harassment

The Sex Discrimination Act 1975, Race Relations Act 1976 and Disability Discrimination Act
1995 make it an offence to discriminate on the grounds of sex, race or disability (or perceived
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disability). Harassment, such as unwelcome emails or copying of such material from the Internet,
is not permitted and could result in legal action against you.
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Appendix 2: Advice on using computers safely

For  your  safety and comfor t, please:
·  Adjust the height of your chair so that your lower arms are horizontal and your eyes are

level with the top of the screen. Your feet should rest on the floor
·  Adjust the backrest so that it supports your lower back
·  Make sure the keyboard is tilted (use the legs under its back)
·  Don't bend your wrists upwards
·  Position the mouse so that it is within easy reach
·  If there is reflected glare from windows or lights, tilt or twist the screen
·  Use the controls beneath the screen to adjust the brightness and contrast if the image is

not clear enough
·  Try to relax, and type gently
·  Don't sit in one position for too long, and look away from the screen to vary your focus.

Take short regular breaks
Please tell staff if:

·  You would like to borrow a wristrest
·  You cannot avoid glare on the screen
·  The screen flickers or the characters move
·  You notice any hazards such as trailing wires or the screen needs cleaning
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·  Wattlesborough Broadplace

rules and code of conduct

(a policy for members – this is the legal bit)

1 Introduction

1.1 The availability of IT facilities at this Broadplace is central to the proper functioning of the
Broadplace. Enrolment as a member includes the explicit acceptance of the rules and code of
conduct relating to the use of these facilities, and respect for the rights of others to use them.
1.2 Misuse is regarded as a matter of utmost seriousness. Evidence of persistent misuse will be
pursued under the member appropriate rules and may lead to exclusion. Evidence of theft or
malicious damage may result in legal proceedings.
1.3 This document outlines the expectations placed on all users, administrators and members, of
IT systems of the Broadplace.

2 Approach

2.1 The underlying philosophy is that the Broadplace's computing facilities should be used in a
manner which is ethical, legal and appropriate to the Broadplace's aims. IT facilities must be
used in a manner which does not obstruct the work of others and which encourages an
approporiate atmosphere to be maintained. The system is a shared resource and each user has
responsibility to learn how to use it appropriately. The Broadplace encourages the use and
exploration of its IT system but discourages behaviour which may inconvenience other users.
2.2 IT facilities includes all computer systems and/or computing hardware and software
(including associated peripherals) made available by the Broadplace.

3 Scope

This policy applies to all users of IT facilities in relation to:
- the use of computing devices;
- IT facilities owned, leased, hired or otherwise provided by the Broadplace, connected directly
or remotely to the Broadplace's network or IT facilities or used on the institution's premises, or if
permitted, individuals connecting their equipment to the network i.e. personal laptops.

4 Access to and the Use of IT Facilities

4.1 No-one may use IT facilities without prior registration.
4.2 Registration to use the Broadplace's IT facilities constitutes acceptance of this policy.
4.3 Users are given access to those parts of the system which are appropriate to their role. Users
are therefore not normally expected to seek access to other parts of the system unless authority is
given. Unauthorised access to data is not acceptable and may result in appropriate action.
4.4 The granting of access rights to IT facilities will be by the provision of access cards, user IDs
and passwords giving access to locations, hardware and/or software facilities. The provision of
such user references and passwords will constitute access rights for the use of those IT facilities
under the conditions applicable to those facilities.
4.5 Users of IT facilities are expected to comply with the conditions of use which include the
following. Users must not:
- disclose user ids, personal passwords which give access to the system (NB personal passwords
should be changed regularly)
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- enable unauthorised third party access to the system
- deliberately damage IT equipment
- delete, amend or otherwise corrupt the data or data structures of other users without their
explicit permission
- knowingly introduce viruses or other harmful programmes or files
- connect to any internal IT facility without the permission of the appropriate administrator
- attempt to gain deliberate unauthorised access to external facilities or services
- use the IT facilities to send unsolicited, unauthorised commercial or illegal advertising or other
material
- load software for which no licence is held
- modify software
- use the IT facilities of the Broadplace for commercial gain without the explicit permission of
the appropriate authority.
4.6 Much of the information held on the Broadplace's IT system is confidential and must not be
disclosed to other parties.
4.7 The Data Protection Act 1998 outlines the legal position in relation to the use of data. Users
who would like advice about the content or implications of this Act should contact the Director
of Finance, the Broadplace's Data Controller.

5 Equipment

5.1 Users are responsible for ensuring that they are sufficiently familiar with the operation of any
equipment they use to make their use safe and effective.
5.2 No equipment or other IT facility may be moved without the prior agreement of The
administrator.
5.3 No equipment may be connected to the Broadplace's networks without the prior agreement of
The administrator.
5.4 Serious damage or the theft of IT equipment should be reported to the Broadplace's
administrator who will advise the Broadplace's Insurance Officer and The administrator.

6 The Use of E-Mail

6.1 The use of electronic mail (e-mail) has grown significantly to the extent that it now
represents an important means of communication both inside and outside of the Broadplace. The
e-mail system can be accessed by all users whose role and responsibilities require them to use
the computing network. Its use is therefore extensive and hence it is important that all of its users
recognise that, whilst such a system can have many benefits, there are also limitations.
Users should note that e-mail is considered by the Broadplace as a standard communication
mechanism. Those staff who are given access to the system will therefore be expected to access
the facility as regularly as necessary to send and receive information.
6.2 E-mail is a fast and convenient means of communicating information. However because of
this there may be a temptation not to take sufficient care when initiating messages and sending
replies. It is important that users recognise the need to pay the same care and attention to the
composition of e-mail messages as to other forms of written communication. An informal
communication may be appropriate in some circumstances, for example when communicating
with colleagues on an informal topic. It will not however be appropriate when the issue is more
formal or when communicating externally. Care should be exercised in constructing messages,
for example, the use of capitals is considered to be the equivalent of shouting. E-mail lacks the
cues and clues that convey the sense in which what you say is to be taken, and the wrong
impression can easily be conveyed.
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6.3 E-mail is a valuable means of communication and can be the most appropriate mechanism in
a variety of circumstances for example, for short memos, when the purpose of the
communication is to convey straightforward information, where speed of communication is
important and where a consistent message to a number of people is required. However there are
also a number of situations where it is unlikely to be the most appropriate, for example
- when the information to be communicated is complex and/or lengthy
- when discussion about a topic is likely to be necessary and hence face to face contact is more
appropriate
- when a signature is required on a communication.
6.4 E-mail should not be used:
- where the type of information being communicated is such that it would be better conveyed
face to face or in writing. This could include information of a sensitive, personal or confidential
nature. It should also be remembered that there is inevitably an increased risk of information sent
via e-mail being misdirected;
- as a substitute for conveying information personally when this would be more appropriate.
The e-mail system should not be used as a means of storing important information.

7 Unacceptable Behaviour

7.1 Unacceptable behaviour in relation to the use of The Broadplace will not be tolerated and
where it is identified there are a range of informal and formal routes which may be followed
including appropriate action where necessary.
Some forms of behaviour will always be considered to fall below the standard of acceptability.
These include:
- the use of inappropriate language in communications;
- sending inappropriate messages including those which are discriminatory, sexually harassing or
offensive to others on the grounds of race, disability, gender, religion or sexual orientation;
- the sending of potentially defamatory messages which criticise other individuals or
organisations (legally e-mail is classified as a form of publication, governed by the rules of
disclosure, libel and employment law);
- the creation, display, production, circulation or transmission in any form or medium of
inappropriate material, such as pornographic or other offensive material from the internet;
- forwarding confidential, sensitive or personal information onto third parties without gaining
appropriate consent;
- using the IT system for commercial gain;
- overloading the system by sending inappropriate bulk messages;
- sending messages which are rude, overbearing, aggressive or bullying.
7.2 Users have a responsibility to ensure that copyright and licensing laws are not breached when
composing or forwarding e-mails, e-mail attachments and using the internet. The laws regarding
breach of copyright apply equally to the downloading and copying of information from the
Internet. Users must be clear whether there is an entitlement to download information before
using and disseminating this.

8 Contracts

Users should be aware that enforceable contracts may be formed over the internet and e-mail,
and users should therefore take care to avoid entering into any written commitments which might
be legally binding where they do not have the appropriate authority to do so.
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9 Other  forms of The Broadplace

The Broadplace uses surveillance equipment, in accordance with the Data Protection Act, in
order to ensure the safety of its staff and members and security of its property. The Broadplace
recognises the right of individuals to privacy and hence use of this equipment is restricted and
would only be used for other purposes after appropriate personnel had been advised of the
intention to do so.

10 Charges

All charges due (eg for manuals, printouts etc) must be paid at the time of receipt of goods. No
credit is permitted.

11 Penalties

11.1 Any member found to have broken these rules or otherwise misused IT facilities may have
their computer account locked.
If locked out of the system, a member should contact the administrator helpdesk. An
appointment will be made as soon as is possible with a representative of the administrator. That
representative will inform the member of the reason for the lock-out and will determine the
sanction for the offence.
There are a range of penalties which may be imposed depending on the nature and severity of the
misuse, and whether it is a first or repeat offence. In each case The administrator may consult
with the Broadplace Management Committee in order to make a decision about the appropriate
course of action. Penalties include:
- a warning to the member about the action that might be taken in the event of further incidents
of misuse
- a period during which access to The Broadplace and facilities is removed or limited
- obtaining a written agreement from the member that the offence will not be repeated
- a fine.
Other sanctions may be applied where justified by the offence. An offender may be required to
pay all costs of any damage to any equipment supplied by the Broadplace, and related costs
including staff time, hire of equipment etc.
Where offences are serious or persistent, the matter will be referred to the Management
Committee to be considered under the Broadplace's appropriate rules and procedures.
Episodes of misuse will be entered on the member's record.
11.2 Theft and vandalism
Any case of deliberate theft or vandalism may result in referral to the Management Committee
for consideration under the Appropriate Rules and Procedures and/or in prosecution.
11.3 Non-payment of debt
Non-payment of debts or the existence of any other outstanding obligation may result in a
member's access being withheld.
12 Any quer ies about this policy statement should be raised with The administrator .
13 The Broadplace reserves the r ight to change this policy from time to time as may be
deemed necessary.
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I  have read, understood and accept the above Rules and Code of Conduct for
Wattlesborough Broadplace and agree to abide by them, or  such other  rules as may replace

them and which will be posted on the Wattlesborough Broadplace website.

Name

Address

Signature Date:
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Guidelines for  Responsible Use of the Internet

Broadplace Members have an obligation to use Internet access in a responsible and informed
way, conforming to network etiquette (netiquette,) customs, and courtesies. Use of the Internet
encompasses many different interconnected networks and computer systems with each system
having its own rules and regulations regarding responsible use. Ultimately, as a user of the
Internet and member of the Internet community, you are responsible for being aware of, and
obeying all rules that apply to you. Keep in mind that no set of rules can give you permission to
commit acts which are illegal; and that you and your office could be held liable for the
consequences of such actions. As a general rule, users should identify themselves properly when
using any Internet service. Users should also be careful about how they represent themselves.

The use of the Internet is a privilege, not a right, that may be revoked at any time for
inappropriate conduct. Examples of inappropriate conduct include:
�  placing unlawful information on networks and systems;
�  use of threatening, abusive, or otherwise objectionable language in either public or private

messages;
�  sending "chain letters" or "broadcast" messages to lists or individuals; and - any activity

which could cause congestion or disruption of networks and systems.
�  Electronic Mail (E-Mail) Netiquette

�   Remember that any E-Mail message you send could become public knowledge. Don't
send anything that you wouldn't say in person to the receiver of the message or be willing
to see printed in tomorrow's newspaper.

�  Write clear messages. Keep the line length to less than 60 characters. Use mixed case;
uppercase can be used for emphasis, but an entire message sent in uppercase is hard to
read and considered harsh, like shouting!

�  Don't send abusive, harassing, or bigoted messages. Also, be careful with using sarcasm
in messages. Without face-to- face communications, your joke may be viewed as
criticism.

�  Check for typing errors and correct misspellings made in addressing that would cause
your message to be undeliverable. - Read E-Mail daily. Delete old E-Mail messages on a
regular basis to free up valuable disk storage space on mail servers. Consider saving
messages or files to your disk for future reference. Keep messages in your electronic
mailbox to a minimum.

�  Reread your mail message before you send it to make sure it will not be misunderstood.
On most systems, once a message is sent, it cannot be retrieved.

�  Electronic Bulletin Board Netiquette
�  If you decide to participate in bulletin board discussion groups, you should familiarise

yourself with the dos and don't of the group. As a new user, you should read through the
postings until you are familiar with what's there.

�  If you are interested in a group, subscribe to it and take some time getting to know the
community and group before you post any messages. A good rule of thumb is to read
frequently; post infrequently.

�  Read all postings marked FAQ (Frequently Asked Questions.) These postings may
appear in the group itself or in a special group called news.newusers.questions and
news.answers. You may find your question has already been discussed. - Remember that
what you post may be seen locally and around the world. Post to the smallest distribution
possible to get your message known. Read the entire thread before responding. If the
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answer is not of general interest to the entire group, then respond to the submitter of the
item privately, through E-Mail. Never post personal messages; use E-Mail.

�  Use descriptive titles in the subject field of your article. People will choose to read your
postings based on the subject. Use a "signature" block at the bottom of your postings and
E-Mail messages. This information usually includes your full name, Internet E-Mail
address, and contact information such as phone and mailing address. Signature blocks
should not exceed 3-4 lines.

�  Add a disclaimer to the signature block if your message could be perceived as being
official business or reflecting the opinion of your office. - Read all follow-ups and don't
repeat what has already been said. Edit whatever isn't directly applicable to your reply.
Including the entire article adds to the length and will annoy those reading it.

�  Be polite and avoid criticizing individuals in writing for their postings. This is known as
"flaming" and is generally considered bad form.

�  Limit line length of messages and postings to less than 60 characters. Use capitalization
for emphasis only. An entire message sent in uppercase is called "shouting" and is
considered rude. Check your postings for spelling, grammar, and clarity. You will get
your point across more effectively and avoid spelling and grammatical flames.

�  Respect copyright and licensing agreements. It is considered both rude and a violation of
copyright statues to post private E-Mail correspondence without the permission of the
author. - Act in a professional and courteous manner. Be careful what you say about
others: E-Mail is easily forwarded.

�  Learn abbreviation conventions and network vocabulary and use them where possible.
Some examples include: BTW for "By the Way," IMHO for "In My Humble Opinion,"
FYI for "For Your Information," and ;-) depicts a winking smiley face. - Be sure your
posting is appropriate. There are news groups designed for pro/con discussions, and there
are groups where people with similar views meet to commiserate. In other words, don't
complain about why you hate classical music in the classical music group.

�  Use discretion when forwarding mail to group addresses or distribution lists. Instead,
reference the source of a document and provide instructions on how to obtain a copy.
ListServ and Mailing List Discussion Group Netiquette Be mindful when subscribing to
List Servers and Mailing lists. Some lists have low volume traffic, others can flood your
mailbox with several hundred mail messages per day. These messages require extensive
system processing which can tie up valuable resources, including your own.

�  When posting a question to the discussion group, request that responses be directed to
you personally. Post a summary or answer to your question to the group. - When replying
to a message posted to a discussion group, check the address to be certain it's going to the
correct person or group.

�  When signing up for a group, save your subscription confirmation letter for reference.
�  When going away for more than 2 days, unsubscribe or suspend mail from any mailing

lists or ListServ services. - If you find you can respond to another person's questions, do
so through E-Mail. Twenty-five people answering the same question on a large list can
quickly fill your mailbox (and those of everyone else on the list.)

�  Any requests regarding administrative tasks such as being added or deleted from a list
should be made to the appropriate area, not the list itself.
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�  
�  To ensure that other Internet users have access to the same information in a timely manner,

remote users should observe the following courtesies:
�  Logoff a computer system when finished. Because most systems have a limited number

of resources, it's considered good manners to close your connection if it's not actively
being used.

�  Be sensitive about whether you are creating requests that may consume a
disproportionate amount of CPU time.

�  Screen-captured data or information should be downloaded to your personal computer's
hard drive.

�  Limit downloads, especially large downloads, for after normal business hours. Think in
terms of the current time at the site that's being visited, not of local time. - Copy
downloaded files to your personal computer's hard drive or disks. Check downloaded
files for viruses. Do not use infected files.

�  Remove files transferred to shared system areas as soon as possible. Copy the files to a
local hard drive or disk.

�  Be aware of time and resource limitations of remote systems. Adhere to any stated
restrictions.

�  Honour all copyright or licensing agreements. If the program you downloaded is
beneficial to your use, pay any author's registration fee. Remove unwanted programs
from your systems.

�  Routinely and frequently virus scan your system, especially when receiving or
downloading files from other systems to prevent the spread of virus.
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Acceptable Use Guidelines For  Children

This section of the guidelines sets out the conditions under which children (young people under
the age of 16) may use Broadplace computers.
Computers are fun to use and the Internet is a great source of information and games, but you
need to be careful how you use them. These pages will tell you what you can and can’ t do and
how to be safe on the Net. Access to Internet sites is filtered.

WHO CAN USE THE COMPUTERS
Computers are for Broadplace members to use. If you want to join the Broadplace please ask a
member for assistance or complete the registration and take it to your local Broadplace.
When you become a Broadplace member you will receive a Swipecard, a User Account and a
Password. You will need all three to access our computers.
If you are under 16 years of age your parent or guardian must read the Broadplace Computers
Acceptable Use Guidelines and sign a consent form before you will be allowed to use the
Internet. Please ask for details. Remember to bring your Swipecard each time you want to use a
computer. Broadplace staff may ask to see your Swipecard at any time.
If you are under 8 years of age you cannot use the Internet unless you are accompanied by your
parent or guardian who must remain with you whilst you use the Internet.

WHAT TO DO
All you have to do is get your parent or guardian to sign a consent form. Give your name and
address to a member of staff and they will post a consent form to your parent or guardian.

BOOKING
You can book a computer for up to 60 minutes per day.
You can always book extra time on the day if there are computers free.
If other members are waiting to use the computers you may be asked to finish your session in an
agreed time.
You can make a booking up to seven days in advance.
If you do not arrive in time you may lose your session.

ALLOWED
If your parent or guardian has signed a consent form:
 • You can go onto the Internet and find information to help you with your homework or

simply have some fun.
 • You can use web-based email.
 • You can use the computers for word processing, creating spreadsheets and databases and

for making presentations and slide shows.
 • You can save your files to your own floppy disk or flash pen/ memory sticks. We take no

responsibility for damage caused or work lost as a result of any failure in our system
howsoever caused.

 • You can print from the Internet or from your own files. There is a charge for printing.
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NOT ALLOWED
You must not:
 • Use chat rooms, bulletin boards or Telnet unless specifically permitted.
 • Damage the equipment or attempt to breach system security.
 • Attempt to attach any personal equipment, other than headphones and flash pens/ memory

sticks, to the computer.
 • Use email to send abusive, obscene, racist or threatening messages.
 • Try to change the system settings.
 • Access, view, download, display, copy, create, store, transmit or publish any material that

constitutes pornography or which is unlawful, pornographic, obscene, paedophilic, racist,
abusive, defamatory, violent or which otherwise could reasonably be considered offensive.

 • Send unsolicited advertising or trade.
 • Attempt unauthorised access to other computers or networks.
 • Try to upload or download a virus or hacking programs into the system.
 • Take part in any illegal activities.
 • Modify the contents of any computer.
 • Download any software to the computer.
 • Break copyright or software licences

If you do any of these we will end your computer session and ask you to leave the Broadplace.
You may be banned from using the computers for a time. We keep a record of the use made of
computers including all Internet sites accessed and we will use this log if we suspect that you are
mis-using the service.

GUIDELINES ON USAGE
We recommend that you do not spend more than one hour at a computer without a break.
Please don’ t eat or drink around the computers and this includes crisps, sweets and canned
drinks.
Only two of you at any computer at any time please.
Some online activities (e.g. game playing) can affect how the network delivers other services.
We reserve the right to restrict these activities.
At the end of your session please log out of all applications (including minimised Internet icons).
Then go to the start button and click on log off administrator.
While we make every effort to ensure our computers are virus free, we can take no responsibility
for damage caused or work lost as a result of any failure in our system howsoever caused.
Please keep your password safe. Do not lend anyone your Swipecard and password as you may
be held responsible for unlawful Internet use. Do not use another person’s Swipecard and
password, as you will be asked to stop your Internet session.
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HOW TO BE NET SMART
NEVER Give your password to anyone

Give your telephone number to anyone
Give your home address to anyone
Give the name of your school to anyone
Send a personal photograph to anyone
Give bank or building society details over the Internet, unless your
parent or guardian gives permission
Arrange to meet anyone you have met through the Internet, unless
your parent or guardian is going to be with you. People on the Internet
can pretend to be anyone or anything.

If you see or read anything that upsets or worries you while you are
online let your parent or guardian know. Please also tell a member of

the Broadplace staff.
E-MAIL TIPS When signing up for an e-mail account do not agree to your email

address being added to an email directory.
Do not sign up to email newsletters.
DO NOT OPEN emails from people you don’ t know. Delete them
immediately.
Most email providers let you make a list of the people that you will
accept email from. Please use this – it will cut out a lot of unwanted
emails.
Tell your parent/guardian and Broadplace staff if you receive anything
that upsets you.
While the Internet is a great source of information you should treat all
information found on the Internet with caution. It may not be accurate.
The Broadplace Service is not, and cannot be held, responsible for the

accuracy and authenticity of information found on the Internet.

If you have some comments to make on our service you can either fill in a comments form
available in the Broadplace or contact us by email: administrator@wattlesborough.org


