[image: image1.png]


Bacup & Rawtenstall Grammar School

Information and Communication Technology

Network Guide for Students 2003/2004
As all computers accessible to students are network workstations, any student can access his/her work from anywhere in school. All students are expected to abide by school rules when using computers.

Access for Students – ID’s and Passwords

· All students are given a user ID when they enter BRGS. This user ID will not usually be changed throughout your time at school.  

· You will be expected to sign a log sheet when you use a computer in the computer suites. 

· Your individual user area is always located on drive F:

NB Passwords are case sensitive on the Windows network. PASSWORD, Password and password are seen as three different passwords. If you forget your password, please see the ICT Technician.

Your Desktop 

 STUDENTS MUST NEVER RENAME DESKTOP ICONS

A number of icons have been added to the student desktop. Clicking on them gives access to the following items:

· Classwork: Each year group has a shared area where staff can place files so that all students in a year group can access them. 

· My Work:  Files saved to your section of the network can be accessed either through this icon or directly from the appropriate software program.

· My Computer: Gives access to the drives available to students. 

Floppy Disks

· All floppy disks must have student’s name and form on a disk label. Disks found without labels will be reformatted. 

· Although our virus protection software covers the system, everyone bringing disks into school has a duty to ensure they are not infected. They must also ensure no executable files or software programs are imported on disks. Anyone caught violating this rule may have their permission to use floppy disks withdrawn. 

· Cleaning infected machines is time-consuming. It is suggested that students invest in anti virus software for their home computer, if they do not already have it. Many inexpensive versions are available on the market. 

Disk Space Allocation

The school network has a limited amount of disk space.  All students should ensure they regularly prune their files and remove those no longer required. This is especially true for image files such as bitmaps and PowerPoint presentations, which can take up considerable space on the server. You will be advised on screen when you have exceeded your quota but can still save any work you are doing. On receipt of notification of exceeding your quota, please delete all old files no longer required.

Internet

All computers have Internet access and Lancashire County Council filters the school’s Internet service provision for content. However filtering is not an exact science, and there will be occasions when unsavoury pages are found. Please advise a member of staff if this occurs. Other web pages have material available to download. This carries the danger of viruses. For this reason, downloading is strictly controlled. Students accessing pornographic or otherwise undesirable material will be sanctioned by the Headmaster. 
Internet and e-mail Acceptable Use Policy (AUP)

An AUP covering the school’s computer Internet and e-mail facilities is being prepared. All pupils and their parents will be required to read, sign and return the document confirming their acceptance of the contents. Once the policy is in operation, Internet facilities will not be provided for those pupils whose parents do not agree to sign the policy. 

Library ICT Facilities

Computers are provided for students to prepare coursework/homework and to carry out project research. Students are expected to work quietly and diligently with consideration for other users. Computers are always oversubscribed in the library. When you have finished your work, please logoff and allow the machine to be used by other students. PLAYING GAMES IS STRICTLY PROHIBITED

Lost or Erased Files

Backing up is a regular activity carried out by the Network Manager and the Technician. We all make mistakes and manage to erase or over-write work that is important. It is often possible to recover lost files but this takes some time. Searching for anonymous files is time consuming and not always successful. The economics of recovery must be considered when requesting a search. Students who have lost work should see Mrs King or Mrs Shufflebottom in the ICT office.

Printing

· Each room equipped with computers is also equipped with its own network printer. The classroom printer is the default printer. 

· Please ensure work is spell checked and proof read BEFORE sending it to print. 

· When printing databases and spreadsheets, please only print the sheets you require. 

· Anything sent to the printer MUST include the student’s name and form. 

· Multiple copies – where students require multiple copies they must print one and photocopy.

· Students do not have direct access to colour printing. Those wishing colour prints should follow the instructions pinned up in classrooms and on the notice board outside the ICT Office. Requests need to be supported by a signature slip signed by the appropriate member of staff. While we aim to have these ready for collection as soon as possible, at busy periods students should allow 24 hours before calling to collect them. Where second copies are required due to incorrect page selection or student errors, a charge of 10p each sheet may be made.
Systematic naming of Files

Incorrectly named files may be deleted when regular cleaning of the network takes place

Year 7 – 11 File names should be two initials, Form, File number and date letter. eg:

John Smith’s Files would be saved as JS8B003a (or b or c etc, dependant on the current time letter.)

Sixth Formers are allowed their own file names, but the current date letter should always be included at the end.

The time letter is clearly evident on screen before you enter your user name and password. When it changes, please amend any current files you wish to keep and delete those no longer required.

Software – General

School uses the XP version of Microsoft Office. If pupils or their parents are thinking of purchasing any software to enable schoolwork to be transferred between school and home, the Network Manager or ICT Technician will be happy to give advice on compatibility with school software.
Faults with Equipment

While every effort is made to repair faults as quickly as possible, pressure of work sometimes means that there is a delay. We would ask students to bring any equipment faults to the attention of their teacher who will advise Mrs King or Mrs Shufflebottom. Please do not try to correct faults yourself. 

