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1. Purpose

Willis College is committed to providing a professional and secure technological environment to foster
the educational mission of the college. This policy ensures that all college equipment, software, and
network resources are used respectfully and legally. It aims to protect the integrity of the College’s
assets while providing clear guidelines for professional conduct in both physical classrooms and digital
learning spaces, including Zoom lectures.

2. Scope
e Applies to: Applicants and students of Willis College.
e Applies in: All physical campuses, computer labs, and digital/online learning environments.

¢ Includes: College hardware, licensed software, internet access, email, and Zoom lecture
recordings.

e Excludes: N/A.
3. Definitions

e College Equipment: All physical hardware provided by the college, including computers,
monitors, peripherals, and networking devices.

e Network Etiquette (Netiquette): The professional behavior and informal code of practice
utilized when communicating or browsing in an online environment.

e Copyright: Legal protection for original works; refers to the prohibition of pirating, uncredited
use, or copying of software and digital materials.

e Zoom Lecture Recording: Digital captures of live instructional sessions used for review,
accommodation, and enhancement of the learning experience.

e Active Participation: The requirement for students to be visually and mentally present during
digital sessions to ensure engagement and accurate attendance.

4. Policy Statement

College Equipment: All College equipment is to be treated with respect. Student assistance and
cooperation is the key to helping the College keep equipment in top condition.



Internet: Users are expected to respect the general rules of network etiquette. The following policies
apply to all potential uses of the internet:

e Respect others: Treat others as you wish to be treated — do not use abusive or offensive
language.

e Respect yourself: Keep your personal information confidential — do not share your
username/password with others.

e Respect copyright: Be sure to cite your source when using materials from the internet, books,
magazines, journals, and other forms of media — do not copy others’ materials.

e Respect the College: Be professional — do not use the College’s network for unauthorized
conduct such as harassing, spamming, copying information, storing obscene/offensive materials,
accessing others’ accounts, damaging other users’ files, or other forms of network abuse.

Software: The software for courses is only provided when Willis College's software licence permits such
distribution. Any additional software, streaming or downloading materials, to assist learning is the
responsibility of the student; the College does not place personal software orders. All students
acknowledge they will not install, lend, or copy software accessed through College network connections.
This applies to instructional software and materials from personal sources or the Internet.

Zoom Lecture Recording & Camera Usage: In accordance with the Privacy Act in Canada, Zoom lectures
may be recorded for educational purposes (facilitating review, accommodating absent students).

e Consent: By participating, students implicitly consent to their interactions being recorded.

e Confidentiality: Recordings are confidential educational records. They should not be shared or
distributed without explicit authorization.

e Camera Requirement: Students are required to keep their cameras on to facilitate attendance
tracking and ensure active participation. Failure to comply with the Camera Requirement may
result in being marked absent.

e Backgrounds: Students are required to use professional, non-distracting backgrounds and
refrain from sharing sensitive information visible through the feed while utilizing their computer
camera.

5. Procedures

e Reporting Issues: If a student finds a piece of equipment is not working correctly, they should
report the matter to the instructor in charge, who will then inform the administration for
servicing.

e Access: Access to recorded lectures is restricted to enrolled students and authorized personnel.
6. Compliance and Enforcement

¢ Network Abuse: Conduct such as damaging files, accessing others' accounts, or storing offensive
materials constitutes network abuse and is subject to disciplinary action.



e Attendance Tracking: Visual confirmation for the entire class via computer camera is essential
for accurate attendance records and participation assessment.

e Policy Authority: The College reserves the right to modify programs and policies at any time.
Students affected by such changes will be given due notice.

7. Training and Awareness

e Required training: Policy reviewed during orientation.

e Target audience: Students, Faculty, and Staff.

o Documentation: Policy outlined in the Willis College Student Handbook.
8. Related Documents

e Policies: Student Handbook, Personal Information Protection and Electronic Documents Act
(PIPEDA), Attendance Policy.

e Procedures/standards: Network Etiquette Rules.

¢ Forms/templates: N/A.



