RYE TOWN COUNCIL

INFORMATION AND COMMUNICATION 

TECHNOLOGY POLICY
A
What is Information and Communication Technology?
Information and Communication Technology (ICT) is loose term which is used to describe a wide range of tools and techniques, usually electronic in nature, which speed up and/or aid communication.

Rye Town Council recognises the importance of embracing ICT in order to ensure that its customers benefit from efficient levels of service delivery.
The Council supports the Government’s aim of improving electronic access to public services.
B
Aims
The aims of this policy are to:

i) facilitate the ongoing development of the efficient management and delivery of the Council’s services;

ii) provide opportunities for staff to acquire and develop core ICT competencies;

iii) ensure that the Council’s ICT systems are reviewed regularly and adjusted to meet new or changing need.

C
Management
The Town Clerk has overall responsibility for ICT and the implementation of this policy.

D
Hardware

1
Computers and peripherals

The Council’s computer systems and computer peripherals will be subject to annual review in order to confirm that they are meeting service delivery needs.

All computers and computer peripherals will be written down over 3 years and assessed for replacement or upgrade at the same time.
2
Telephones and related systems

The Council’s telephone systems will be subject to annual review in order to confirm that they are meeting service delivery needs.

Facsimile and answer machines (or combined units) will be provided and maintained at both the Town Hall. The information contained in the message conveyed by the latter machine will conform with the National Standards for Networked Tourist Information Centres.

The Town Clerk has the discretion to engage providers of more cost-effective telephone network services.
Except in exceptional circumstances, use of the telephone, related and electronic communication systems for personal use must be authorised by the Town Clerk.
There is no foreseeable requirement to issue staff with mobile phones.
All telephone and related systems will be written down over 5 years and assessed for replacement at the same time.
3
Audio-visual equipment

The Rye Town Model - a popular visitor attraction providing an important source of revenue - shall be serviced regularly.

Audio Tour units and chargers shall be written down over 5 years but shall be monitored for replacement or repair on an ongoing basis.

E
Software

The Council’s computer software will be subject to annual review in order to confirm that it is meeting service delivery needs.

In order to ensure adequate maintenance and development support, the Council shall normally avoid bespoke software packages.

The Council’s preferred applications are:

word processing
Microsoft Word

spreadsheets
Microsoft Excel

accounting

QuickBooks (Intuit)

QuickBooks will be updated continually. 

The development of Tourist Information Centre packages shall be monitored.

F
The Web

1
Internet access

The Council recognises that the Internet is a valuable information resource with the potential to improve the delivery of its services.

It is the Council’s intention to establish its own web site at the earliest practical opportunity and to aim to deliver its services within the spirit of the Government’s ‘E-Government Strategy’.

Access to the Internet must be approved by an authorised user - as appropriate, normally the Town Clerk.
Access to the Internet for ‘leisure’ purposes is not permitted. Access for personal reasons may be permitted in exceptional circumstances.

2
Email

The Council recognises that email is an increasingly popular, speedy and cost-effective method for communication and data transfer.

The Council requires that the Town Hall and Rye Heritage Centre have the capability of sending/receiving email messages and data.
Use of email for ‘leisure’ purposes is not permitted. Use for personal reasons may be permitted in exceptional circumstances.
Email use must be lawful and inoffensive - and be approved by an authorised user, normally the Town Clerk.
G
Personal data
Any member of staff processing personal data must comply with the eight enforceable principles of good practice (Data Protection Act 1988). These stipulate that data must be:

i) fairly and lawfully processed;

ii)
processed for limited purposes;

iii)
adequate, relevant and not excessive;

iv)
accurate;

v) not kept longer than necessary;

vi)
processed in accordance with the data subject’s rights;

vii
secure;

viii)
not transferred to countries without adequate protection.

H
Data protection

1
Confidentiality

Passwords are to be used to restrict access to personal and/or confidential data. If there is any doubt about whether access to certain data should be restricted, guidance should be sought from the Town Clerk.
2
Viruses

All computers used to send/receive emails or to access the Internet must have  recognised anti-virus software installed - such as Norton Anti Virus or McAfee.
No disk from an external source shall be opened until it has been checked for viruses.
3
Back-ups

At the end of each working day, at least one back-up shall be taken of all current data files and taken off-site.

I
Training

The Council recognises that training staff using new technology products is essential. Therefore:

i) all users of IT office productivity facilities (such as word processing and spreadsheets) shall be given appropriate training;

ii) adequate training in the use of specialised or bespoke software packages will be given to all users of that software;

iii) training will be given to users of any new software as part of the implementation programme.
The corporate adoption of standard software (see E) assists staff training internally and improves the mobility of staff between sites.

Any queries about this policy should be made to: The Town Clerk, Rye Town Council, Town Hall, Market Street, Rye TN31 7LA t 01797 223902 f 01797 227706 e townhall@ryetowncouncil.gov.uk.
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