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Knowsley Library Service – ICT Policy
Introduction 

Within Knowsley Library Service there are seven libraries, all of which have access to a wide range of ICT facilities via the Community Information Network. 
This infrastructure has enabled the Service to provide free access to the Internet, email, office facilities, information sources, both accredited and non-accredited courses, and the library CD ROM network. 

Vision 

The Service aims to utilise ICT facilities / resources effectively to ensure that both the needs of the customer are met and that these resources are used to contribute to other areas of development within the Service. 

ICT use in Libraries 

ICT services are made available to library users in Knowsley by providing:

· Free Internet access on all the PCs within the Service. These PCs can be booked in advance and are available to all library users 
· Adequate and suitable provision of special needs equipment - every library has at least one wheelchair-friendly workstation with a fully accessible PC. The terminal at this workstation is equipped with screen magnification and text to speech software for visually impaired users 
· ICT equipment, software and networks for public use. All libraries have access to networked printers and Microsoft products 
· Access to online multimedia resources, online subscription resources, web based content and online learning

· Content, signage and access to quality information via on-line services to learners and library users 
· Access to online e-government services 
· OPACs allowing users to access the library catalogue across all libraries

· Web accessible information about our services online 

Policy for Accessing and using ICT facilities in libraries 

Access to the World Wide Web is available free of charge at all libraries in the borough. The access currently provided enables customers to browse the Internet, use Microsoft products, online subscription materials and access to online learning materials. 

Using the Internet 

By using our ICT facilities to access the Internet you are agreeing that you will not access any material which: 

· Is obscene, racist, defamatory or illegal 
· Causes harassment or gross offence to others 
· Would be a breach of copyright 

In addition, you are agreeing that you will not interfere in any way with the hardware, software or general operation of the PC. Any user must stop any activity if requested to do so by a member of staff. 

· All users are expected to demonstrate a responsible approach to the use of resources made available to them, and to show consideration for other users, both using the Libraries' facilities and with whom they may come into contact on the Internet. 
· The Library Service cannot accept responsibility for slow network responses, non availability of web sites, the content of any e-mails received by users, other users retrieving information left on open files or any loss resulting from use of a credit card over the Internet. 
· It is requested that only one person use a computer at any one time, unless assistance is required. 
· The Library Service has no control over the information accessed and cannot be held responsible for the content or quality of the information retrieved. 
· Appropriate filters and monitoring software are installed on computers. This has been done to restrict access to sites considered unsuitable. Accounts of all users will be monitored through the use of a software programme. 
· Any restriction of a child's access to the Internet will be the responsibility of the child's parent or legal guardian. 
· The use of personal CD ROMs / Floppy disk or software is not permitted. 
· If a virus warning message is displayed on the computer please tell a member of staff 

For further information please read the Public Internet Acceptable Usage Policy. 

Public Internet Acceptable Usage Policy 
1. Introduction 
The Internet enables access to valuable information resources in many different formats. Knowsley Library Service does not deny legitimate access to information by any member of the public but recognises that such a resource may be open to misuse and abuse. The following policy has been produced in order to safeguard the interests of the Library Service and the community it serves. 

2. The Internet and your Responsibility 

Whilst the Internet contains a wealth of valuable and interesting information, some of this information may be inaccurate, out of date, controversial, offensive and / or illegal. 

Knowsley Library Service accepts no responsibility for the quality, accuracy or availability of information accessed through the Internet, although we will try to signpost sites that appear to be authoritative. As a user it is your personal responsibility to ensure the accuracy of information you discover. Knowsley Library Service assumes no liability for any loss, damage or injury, direct or indirect, suffered as a result of accessing the Internet.
3. Conditions of Access 

Access to computers in Knowsley Library Service is available for all. We ask that anyone wishing to access the computers enrols as a library member, although those users who are not library members but need temporary access will be provided with a guest log in. 

All users will need to complete a declaration form stating that they have read the ‘Public Internet Acceptable Usage Policy’ and agree to abide by its terms and conditions. All users will also need to ‘accept’ the Internet Usage policy when they log on. 

4. Children and Young People 

Children and Young People under the age of 12 will be allowed access to the Internet provided that a parent or legal guardian has signed a consent form. Please note that Knowsley Library Service cannot monitor your children’s use of the Internet and also whilst we have a robust firewall, Knowsley Library Service cannot guarantee that this software will always prevent access to unsuitable material. We strongly recommend that parents supervise their children’s Internet use and make them aware of the potential dangers of contacting other people via e-mail, chat rooms etc. 

5. Cost 

The use of computers in Knowsley Library Service is free of charge. However, other charges may be applied. These are available on request. 

6. Saving your Work 

You can save any work or information you download from the Internet onto the RAM drive on your computer. However the RAM drive will automatically be cleared at the end of your session. This means you will NOT be able to retrieve this information at a later date. 

7. Booking a Computer Session
Sessions may be booked in advance, up to seven days ahead. Sessions can be booked in hourly slots with a maximum of two sessions per day. If demand for computers is not high at the time, a session may be extended. 

We will keep your computer for 10 minutes after the start time of your session. However, if you do not arrive within 10 minutes of your start time the booking will expire and be made available to other users to access. 

8. Your Session in Progress
Library staff will try wherever possible to help users in the proper / correct use of the computers. Although library staff may be able to provide soma assistance on the use of the hardware and software provided for your use, they are not allowed to provide any assistance with completing or advising on-line commercial transactions. 

9. Penalties for Misuse 

You should be aware that council security systems are capable of recording all transactions, website visits and emails made on library computers. Any public access of illegal, offensive or controversial material may be subject to further action. 

Knowsley Library Service reserves the right to refuse further computer access to any individuals accessing such material and the determination will be subject to confirmation by a senior officer of the Library Service. 

10. Disclaimers and Copyright 

· Knowsley Library Service accepts no responsibility for the nature, or the accuracy of the information and data accessed or retrieved. 
· Knowsley Library Service accepts no responsibility for technical malfunctions that may prevent access to the Internet. 

