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SCHOOL DIGITAL POLICY 2026

Introduction

Digital literacy has become an essential skill for students to succeed in education, the
workplace, and everyday life. As technology continues to shape how people learn,
communicate, and access information, schools play a vital role in equipping students with the
knowledge, skills, and confidence to use digital technologies effectively and responsibly.

This policy establishes the framework for promoting safe, ethical, and secure use of digital
technologies within the school community. It outlines the school's commitment to integrating
digital learning across the curriculum, fostering responsible digital citizenship, protecting
students from online risks, and ensuring that all digital systems and practices support a safe
and secure learning environment. The policy also provides guidance for developing and
implementing the school's digital strategy in alignment with educational best practices and
regulatory requirements.
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Shaikh Khalifa Bin Zayed Bangladesh Islamia School will:

« Educate students on the socially acceptable netiquette (Do’s and Don’ts in the cyber
world).

« Be giving cyber literacy to the extent where our students use cyber space for
productive work which will help in the progress of the community.

« Educate students to recognize the pros and cons of cyber space and to safe guard
themselves and fellow beings.

« Ensure the safety of our students through regular monitoring by the IT Department,
Teachers, Behaviour Management Committee during distance learning program.

« Conduct awareness programs on cyber bullying and cyber security for our
stakeholders.

« Provide school internet access that has been customized for student use, hence it
includes appropriate filtering techniques.

 Educate students to evaluate internet content by ICT teachers.
« Educate students to reporting line if they face any problem in the cyber space.

« Edify the stakeholders about the importance of password security and indispensability
of logging out of accounts once they end their work.

Shaikh Khalifa Bin Zayed Bangladesh Islamia School Cyber Safety Policy for Students
1. Students have to respect the privacy of others.
2. Students have to report and flag content that is abusive or illegal.

3. Students have to adhere to copyright restrictions when downloading material from the
Internet, including software, games, movies or music.

4. Students should not use an alias/alternate name as username when they interact/chat
with others online.

5. Students have to report online bullying immediately to the teacher and parents or
someone whom they trust.

6. Students have to use a strong and unique password with combinations of numbers,
uppercase and lowercase letters and special characters for each account(s).

7. Students have to keep the browser, operating system and antivirus up-to-date.

8. Students have to obtain software from trusted sources. Always scan files before
opening them.
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Students should lock their screen when they are finished using their computer/ tablet/
phone. Further, they have to set it to lock automatically when it goes to sleep.

Students are expected to check to see if the web address begins with https:// whenever
they sign in online.

Students should make privacy settings in social media accounts in such a way that
profile and posts are visible only to close friends and acquaintances.

. Students should connect only with known individuals.

Students have to be mindful of their digital reputation. Students shall not post
something embarrassing. harmful or inappropriate.

Students have to report to the service provider immediately if the account is hacked. If
possible, the student should deactivate the account.

. Students shall not share their personal information: real name, date of birth, phone

number etc. unnecessarily.

Students should never send their pictures to unknown persons or share them on social
media.

Students should not open emails and attachments from strangers.

Students should not respond to any suspicious email, instant message or web page
asking for personal information.

Students are expected not to enter their password when someone is sitting beside
them as they may see it.

Students are expected not to share their password with anyone.

Students should not save their username and password on the browser.
Students should never steal other‘s information.

Students shall not access or use files without the permission of the owner.

Students should not copy software which has copyright without the author's
permission.

Students should not bully others online by teasing, threatening, using rude or
offensive language, making derogatory or hateful comments.

Students shall not use someone else’s password even if it is shared with them.

Students shall not log in as someone else to read their emails or mess with their
online profiles

Students shall not attempt to infect or in any way try to make someone else's
computer unusable.
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29. Students shall not meet unknown (even if they are known only through online
interaction) people alone; always inform an adult or a friend.

30. Students should not open or download any attachments from an unknown source as
they may contain viruses.

Password policy:

« Choose passwords with at least eight characters (including capital and lower-case
letters. numbers and symbols) and avoid information that can be easily guessed (e.g.
birthdays.)

« Remember passwords instead of writing them down. If students need to write their
passwords, they are obliged to keep the paper or digital document confidential.

o Exchange credentials only when absolutely necessary.
» Changing passwords every two months.
Disciplinary Action:

We expect all our students to always follow this policy and those who cause security breaches
may face disciplinary action:

« First-time, unintentional, small-scale security breach: Verbal warning & Written
warning will be given and the student will be trained on cyber security policy
(Behaviour Policy will be followed).

« Intentional, repeated or large scale breaches (which cause severe financial or other
damage): School will invoke more severe disciplinary action (Behavior Policy will be
followed).

*The school will examine each incident on a case-by-case basis.

Anti-Cyber bullying Policy

Shaikh Khalifa Bin Zayed Bangladesh Islamia School, in partnership with parents and
community, strives to prepare every student to be digitally literate, a lifelong learner
and a productive citizen.

Shaikh Khalifa Bin Zayed Bangladesh Islamia School gives the technological
advancement, in its careful attention for the benefit it has on students’ lives, achievement, and
career development, However, the school is mindful of the potential for bullying to occur.
Central to the School’s anti-bullying policy is the belief that ‘all pupils have a right not to be
bullied’ and that ‘bullying is always unacceptable’.

By cyber-bullying, we mean bullying by electronic media:

 Bullying by texts or messages or calls on mobile phones
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« The use of mobile phone cameras to cause distress, fear or humiliation

o Posting threatening, abusive, or humiliating material on websites, blogs, personal
websites, social networking sites

o Using e-mail to send threatening messages to others
o Hijacking/cloning e-mail accounts

+ Making threatening, abusive, and defamatory or humiliating remarks in chat rooms,
Facebook, YouTube etc.

Whilst education and guidance remain at the heart of what we do, the school reserves the
right to take action against those who take part in cyber-bullying

« All bullying is damaging but cyber-bullying and harassment can be invasive of
privacy at all times.

« The school will use, as appropriate, the full range of sanctions to correct, punish or
remove pupils who bully fellow pupils or harass staff in this way, both in or out of
school.

« The school will use its power of confiscation where necessary to prevent pupils from
committing crimes or misusing equipment.

« All members of the School community are aware of the fact that they have a duty to
bring to the attention of the Principal any example of cyber-bullying or harassment
that they know about or suspect.

GUIDANCE FOR STUDENTS

If you believe you or someone else is the victim of cyber-bullying, you must speak to an adult
as soon as possible. This person could be a parent/guardian, your tutor, or the Supervisor.

« Do not answer to the abusive messages but log and report them.

e Do not delete anything until it has been shown to your Class Teacher,
parents/guardian or the Supervisor (even if it is upsetting, the material is important
evidence which may need to be used later as proof of cyber-bullying).

« Do not give out personal ID details.
o Never reply to abusive e-mails,
o Never reply to someone you do not know.

« Stay in public areas while you are using chat rooms.
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GUIDANCE FOR PARENTS

It is vital that parents and the school work together to ensure that all pupils are aware of the
serious consequences of getting involved in anything that might seem to be cyber-bullying.

o Parents can help by making sure that their child understands the school’s policy and,
above all, how seriously the school takes into account incidents of cyber-bullying.

o Parents should also explain to their children legal issues relating to cyber bullying .

o If parents believe their child is the victim of cyber-bullying, they should save the
offending material (if need be by saving an offensive text on their or their child’s
gadget) and make sure they have all relevant information before deleting anything.

o Parents should contact the respective IT Head/ Class Teacher of the class as soon as
possible. A meeting can then be arranged with the Principal, which may involve other
relevant members of staff.

DIGITAL

POLICY

DISTRIBUTION:

COMMITTEE

ROLES

AND  RESPONSIBILITY

| Designation

Roles in Digital
Go‘ve.rnancef i

(o

Vice Principal

Chairperson —
Digital
Governance &
Compliance Lead

* Lead the Cyber Safety Committee.
* Approve and monitor implementation
of the Digital Policy.

* Ensure compliance with ADEK
Digital Policy.

¢ Chair committee meetings.

* Review cyber incidents and digital
risks.

* Approve annual Digital Improvement
Plan.

* Report digital compliance to the
Principal.

02

Mrs, Mahmuda
Hussain

Counsellor

Digital Wellbeing
& Cyber Safety
Coordinator

* Lead cyber safety awareness
programmes.

+ Coordinate anti-cyberbullying
campaigns.

* Support students affected by online
abuse.

+ Conduct parent workshops on online
safety.

* Promote digital wellbeing and
responsible online behaviour.
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ICT In charge

j ICT Teacher/ Al

03 | Mirza Arif Beg
04 | Mrs. Shermin
Sultana | Lead

Digital Learning
& Lducational
Technology
Coordinator

| WEERS—
Artificial
Intelligence &
Digital
Innovation
Coordinator

| digital tools.

« Maintain cyber incident records and
referrals.

|+ Lead digital learning initiatives.

» Manage L.earning Management
Systems (LMS).

* Support teachers in using digital
technologies.

¢ Coordinate digital competency
programmes.

* Organise ICT professional
development.

+ Evaluate educational software and

* Lead the safe and ethical use of
Artificial Intelligence in teaching and
learning.

* Develop Al guidelines for teachers
and students.

* Promote innovation through emerging |

technologies.

« Train staff on Al applications and
digital innovation.

« Monitor responsible Al use in
classrooms.

« Evaluate Al tools before
implementation.

"(05 ‘ Mr. Rabiul lslamT System Admin

Cybersecurity &
ICT Infrastructure
Lead

« Maintain network security, firewalls,
antivirus and Wi-Fi.

« Manage servers, cloud systems and
school devices.

« Conduct vulnerability assessments
and cybersecurity audits.

* Manage backup and disaster
recovery.

* Respond to cybersecurity incidents.
* Monitor secure internet filtering and
access control.

06 | Mrs. Shafana | ICT Member Digital Citizenship | « Conduct digital literacy and cyber ;
\ Noorudheen & Training safety training. ‘
; Coordinator * Promote responsible use of
technology.
* Educate students on password
security, privacy and copyright.
* Develop awareness resources.
* Support implementation of digital
policies in classrooms.
» Assist with ICT integration across
grade levels.
07 | Mrs. Fatima Administrative | Data Protection & | ¢ Maintain secure digital records and
Runigiza Officer Digital documentation.
Communications | * Manage parental consent for
Officer photographs and digital media.
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* Ensure compliance with data
protection requirements,

* Coordinate school website and

official social media records.

* Maintain policy documents and audit
evidence,

* Support ADEK inspections and
compliance reporting. |

Committee Core Responsibilities:

The Cyber Safety Committee shall:

Develop, implement, and annually review the School Digital and Cyber Safety
Policies.

Ensure compliance with the ADEK School Digital Policy and relevant UAE
legislation.

Promote cybersecurity awareness and digital citizenship throughout the school.
Protect student and staff data through effective data protection measures.
Monitor digital learning, Artificial Intelligence, and emerging technologies.
Investigate and respond to cybersecurity incidents and cyberbullying cases.
Conduct regular cyber safety, digital wellbeing, and staff training programmes.
Review digital infrastructure and recommend improvements.

Monitor digital communications, website content, and social media compliance.

Submit an annual Digital Governance and Cyber Safety Report to the Principal.

Reviewed Date: February,2026

Next Review Date: January,2027

Approved by: Reviewed by: ( Zi;: Q%_

Bhawna Devi Jai Singh Kiran Akter

Principal Vice-Principal
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