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Introduction 

This policy has been adapted from our ‘acceptable use of internet’ policy, so that it can help guide the safe 
use of the internet while the school is providing home-based, e-learning opportunities for all pupils. We 
will be using a number of platforms to deliver online learning – Microsoft Teams for the Senior school, 
and Zoom and Seesaw for the Juniors. We are also making use of the school’s Firefly platform. These 
sites need children to log in in order to access the materials for learning. The school has given information 
to parents to allow the children to log in securely to these virtual learning platforms. Information has also 
be shared with parents regarding appropriate use of e-learning platforms by children.  

The Internet provides many wonderful opportunities for communication, creativity and research. It also 
can be misused and our role as teachers and as parents is to equip children with the skills and understanding 
that they will need to make the best use of these tools, while equipping them for the future. 

Regular use will be made of email during the period that the school is administering e-learning. It is 
important that all email communications are read carefully and replied to if needed.  

Firefly 

Peponi House uses an online learning platform called Firefly, as an intranet for staff, parents and pupils. 
Resources are posted on Firefly to aid independent learning, both at school and at home. Parents and 
teachers, as well as senior pupils, have access to Firefly (peponihouse.fireflycloud.net). This allows the 
school to keep parents up to date with what is going in both in and out of the classroom. Teachers can 
send messages to parents and to children. Children may access teaching materials and be set tasks by 
teachers. There is a wealth of information on Firefly and it is used as the primary means of communication 
between school and home. Pupil are encouraged to manage the communication regarding the tasks set on 
Firefly, such as notifying a teacher when a task has been completed. 

Email 

Email is used by teachers and administrative staff at Peponi House to contact parents. Parents must ensure 
that the school has up to date email addresses. If an email address is changed or a new one is used, it is up 
to the parent to inform the school. 

To email a member of staff use this format: first initial - full stop - surname@peponihouse.sc.ke 

 Mr Levi Wataka is therefore l.wataka@ peponihouse.sc.ke 
 
The only exceptions are: 

 headmaster@peponihouse.sc.ke (Mr Blake) 

 dhp@peponihouse.sc.ke (Mr Heanley) 

 dha@peponihouse.sc.ke (Miss Davies) 

 hoj@peponihouse.sc.ke (Mrs. Ross) 

 secretary@peponihouse.sc.ke (Naomi Muchiri) 

 nurse@peponihouse.sc.ke (Sister Beatrice) 

 admin@peponihouse.sc.ke (Rose Kibe) 

 musicdepartment@peponihouse.sc.ke (Mr Mugambi) 
 

Teachers will reply to or at least acknowledge receipt of emails within 24 hours.  
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Curriculum delivery________________________________________________________________ 

To The Parents … 

From April 21st 2020, the school will be continuing the children’s curriculum, as would be done at school. 
There are some omissions to the timetable due to practicality and time constraints (for example ICT 
lessons). A timetabled curriculum has been prepared by the relevant teachers for your child and shared 
with you. It is important that you note the times for the video learning sessions that will be provided for 
your child/children.  

In the event that your child misses an online session, teachers will have created instructions on the learning 
platform to help your child catch up. This will be important, as each session will be part of a learning 
progression for your child. Assessments will be inbuilt into the learning programme to test how well the 
children are doing with their learning during the online classes.  

Teachers will set assignments that must be completed according to the instructions. Work must be 
returned via electronic means as indicated by the teacher. All returned work will be marked and the 
teachers will provide feedback for the children. Marked work for each child will be recorded, as we would 
do for class work at school.  

If a teacher has concerns about child’s learning, they will contact the parents and form tutor so that the 
concerns can be discussed and an effective plan can be made to address these concerns.  

 

Safety online and safeguarding children 

 

We acknowledge that the internet and social media can occasionally place our pupils in danger and we 
consider the safety and security of pupils and teachers to be crucial when using IT equipment and services. 
The School therefore strongly recommends that the following measures are put in place at home to ensure 
a high standard of e-Safety. 

 

Key e-Safety measures include: 

 Adult supervision at home of children’s use of the e-learning platforms. An effective practice is 
setting up an e-learning ‘space’ in a communal part of the house, which is dedicated to e-learning. 
Adults and children should read their timetables carefully to know which teachers are offering the 
classes for them and at what time.  

 Applying appropriate parental controls to devices to ensure pupils’ IT use is supervised. For 
example, school computers have Kiddle as the default search engine, which is the children’s 
version of Google. These can be easily set up on home computers.  

 Pupils will be given clear objectives and guidelines for Internet use, during the introduction of the 
e-learning classes. Parents should be able to check search histories on computers.  

 If you, or your child, see anything that you are worried about, alert a staff member 
immediately and, where possible, take a screen shot of the material that is causing concern.  

 

N.B. The school has also made an Addendum to its Safeguarding and  Child Protection policy – 
this provides more information on how the school is following UK Government guidelines to 
inform its approach to keeping children safe online.  
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Teachers 

 

Teachers will agree to the following directions as conditions for their use of the e-learning platforms: 

 Teaching from home is different to teaching in the classroom. Teachers should try to find a quiet 
or private room or area to talk to pupils, parents or carers. When broadcasting a lesson or making 
a recording, consider what will be in the background. 

 Teachers will remind children of the expectations of appropriate use of the e-learning platforms 
and wider internet at the start of each e-learning class. 

 All internet activity during the e-learning classes will be appropriate to teachers’ professional work 
and/or that related to pupils’ learning. 

 Teachers will check all content of their lessons to ensure that the children are only accessing 
appropriate websites and resources. 

 Teachers will record attendance of classes and will contact children and their parents who have 
missed classes so they can catch up learning materials.  

 Teachers will inform the Designated Safeguarding Leaders (Deputy Head Pastoral and/or School 
Counsellor) if they are worried about the safety or wellbeing of a child.  

 Be mindful of advertisements and pop-ups that appear with sites and content. 
 

Teachers are responsible for the emails that they send and for the contacts made for the emails received 
as a result of their activities. 

Teachers are expected to observe the restrictions of the Data Protection Act, Copyright and other relevant 
legislation. Downloading content that is copyright through torrents and streaming is not allowed. 

The text, pictures and graphics contained in emails and online platforms for e-learning must always reflect 
the highest standards of professionalism and propriety. 

Teachers must report any breaches of this policy to management and terminate suspect activity 
immediately. 

Child protection and safeguarding online 

 
It is our responsibility as adults to ensure our children are protected from danger when using the internet. 
If you have a concern about anything that you have seen of have heard relating to your child’s use of the 
internet during the online classes, you should report it to the Deputy Head Pastoral, Mr James Heanley 

dhp@peponihouse.sc.ke 

Where possible, take a screen shot of the material in question. 

We will provide advice about safe use of the internet through our ‘how to’ guides that will be shared with 
parents before the April term. It is important to read these guides carefully.  

Cyber-Bullying is when a child or children use communication on the internet to harm another child. 
This could be through: 

 Sending or making nasty text messages or calls, instant messages, posts or e-mails, including 
anonymous e-mails, threats, intimidation and harassment  

 Videoing or photographing other people being harassed and sending these to other phones or 
internet sites  

 Taking or sharing humiliating images or videos  

mailto:dhp@peponihouse.sc.ke
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 Using someone else’s account to send inappropriate emails  

 Sending unsuitable content, including images or clips or sending computer viruses  

 Forwarding chain e-mails, including messages that encourage others to do the same  

 Making and sending inappropriate content using a webcam or camera  

 

If you suspect that cyber-bullying may be taking place during the online learning sessions, or during the 
children’s online interactions with other, then you should report this to the Deputy Head Pastoral, and 
copy in your child’s form tutors.  

 

Pupils – Use of Internet 

When accessing the Internet including email, pupils will be made aware: 

 Of the dangers of accessing the Internet e.g. inappropriate sites, forums etc. 

 Of the risks of giving personal information in electronic form 

 Of the legal age requirements for certain sites and social media forums. In particular, respecting 
the age limits for use of social media. 

 

When accessing the internet pupils will be responsible for: 

 Logging on using only their allocated username and password 

 Never disclosing a password, even to a friend 

 Never searching for inappropriate information 

 Never taking part in unsupervised chat, email, or web-conferencing with other children while e-
learning classes are taking place, or with internet users outside the school 

 Never buying anything over the Internet 

 Understanding that all e-mails made using the school account will be monitored 

 Telling their teacher if they receive offensive e-mail, or see inappropriate content 

 Making available to the teacher, if requested, all e-mails received or sent 

 Never sending messages which could cause offence or upset to anyone 

 Never using bad language 

 Never giving out personal information 

 Never sending a photograph which could identify someone 

 Reporting any breaches of rules 
 

Any pupil found violating this policy will face the following procedures: 

 The Headmaster, relevant staff and the pupil’s parents to be informed of misuse 

 School sanctions will still apply for instances of misuse of the e-learning platforms 

 Where applicable other agencies may be informed of the violation. 
 

Parents 

Parents have a vital role to play in educating the children and this will only work if home and school act 
together. 

Parents should model best practice and best behaviour. This can be achieved by limiting the use of devices 
to certain times of the day and not using them at occasions such as family meals, or while driving. Parents 
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should ensure that children do not access social media and other sites if they are below the age limit set 
by those sites.(*see below). 

Where the online behaviour of a pupil adversely affects the performance or happiness of another child, 
the school will treat this is a school matter, even if the offence has happened off site and outside school 
hours. The school will expect the full cooperation of the parents when dealing with such issues. This may 
include the confiscation of devices, and the viewing of search histories, as well as calls and texts sent and 
received. 

*Legal ages for sites (as at September 2019) 

Facebook, Twitter, Instagram, Pinterest, Tumblr, Kik, TikTok (formerly Musical.ly), Snapchat: 13 

WhatsApp, Viber: 16 

YouTube requires account holders to be 18, but a 13-year-old can sign up with a parent's permission. 

Minecraft is ages 7 and up (and in some places says 7+ to 13+) 

Fortnite “welcomes players aged 12 and above” 

Parents are advised to monitor their child’s use and prevent children coming into contact with 
age-inappropriate content. 

 


