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THE LABORATORY MANAGERS ASSOCIATION OF SOUTH AUSTRALIA INC.
ABN: 45891413257
INFORMATION AND COMMUNICATION TECHNOLOGY POLICY
The Laboratory Managers Association of SA Inc. believes in the principle of protecting the freedom of expression of all individuals in society. To encourage this, the Association will establish with members the norms and practices for group dialogue and interaction and monitor contributions to the email distribution list and web pages to ensure that they make a positive contribution to education and foster constructive exchanges. 

The Laboratory Managers Association of SA’s email distribution list uses the services of “Google Groups” and all members are expected to read and abide by Google’s Terms of Service. 

The Laboratory Managers Association of SA’s webpages are part of Australia Science Teachers Association’s (ASTA) Online Learning Portal and all members are expected to abide by any conditions placed on the use of the portal by ASTA. 
The Laboratory Managers Association of SA Inc. has a Facebook page and a Facebook Group. All members are expected to read and abide by Facebook’s Terms of Service. 

In addition, all contributions should not: 

· use obscene language (nor replace individual letters with other symbols)

· harass, insult or attack others 

· be defamatory 

· involve or advocate illegal activities 

· violate human rights 

· contravene copyright laws (All contributions should be the members’ own work or they must have permission to share it. All sources and quotes must be referenced) 

· display offensive and pornographic images 

· harm or disturb Lists or Groups members (No chain emails, do not use the email distribution list for emails directed to only 1-2 people)

· have depictions that condone or incite violence, particularly sexual violence 

· portray any person in a demeaning manner. (Do not name teachers, leaders or suppliers by name if complaining, nor complain about teachers in general.)

· be used for commercial purposes

· do anything that would give rise to criminal or civil liability 
· harvest or collect email addresses or other personal information;

· impersonate any person or entity, or falsely state or otherwise misrepresent yourself

· upload, post, transmit, share or otherwise make available any material that contains software viruses, or any other computer code, files or programs designed to interrupt, destroy or limit the functionality of any computer software or hardware or telecommunications

· no sexting

Infringements of “The Laboratory Managers Association of South Australia Inc. Information and Communication Technology Policy” will be dealt with using the “The Laboratory Managers Association of South Australia Inc. Information and Communication Technology Procedure”, “The Laboratory Managers Association of South Australia Inc. Grievance Resolution Policy” and the principles of natural justice and procedural fairness.
Contributions must be treated as confidential unless otherwise stated. The information provided is for members use only.

INFORMATION AND COMMUNICATION TECHNOLOGY PROCEDURE
The following procedure will apply if any member of The Laboratory Managers Association of SA Inc. or any member of the public feels aggrieved by an email, forum contribution or other contribution to our web pages, they have the right to request that the member is disciplined by the administrator(s).

The administrator(s) may vary the Disciplinary Procedure, with the permission of the committee, for minor, accidental or particularly severe offences. 

The Executive Committee may ask the member to provide a written (electronic) apology to an individual member or to all members. If they fail to do so, their email privileges will not be reinstated.
DISCIPLINARY PROCEDURE
First Offence

The administrator(s) will issue a written (electronic) warning stating how the email or contribution breached “The Laboratory Managers Association of SA Inc. Information and Communication Technology Policy”, and request that they refrain from doing so again. The member will be given a copy of “The Laboratory Managers Association of SA Inc. Information and Communication Technology Policy”
Second Offence (where the second offence occurs within 12 months of the first offence)
The administrator(s) will remove the member from the email distribution list and remove access to the web pages for two weeks and then issue a written (electronic) warning again stating how the email or contribution breached “The Laboratory Managers Association of SA Inc. Information and Communication Technology Policy”, and request that they refrain from doing so again and the consequences of additional offences. The member will have their outgoing emails and other contributions approved by an Administrator(s) for 4 weeks. The member will be given a copy of “The Laboratory Managers Association of SA Inc. Information and Communication Technology Policy”.
Third Offence (where the third offence occurs within 12 months of the second offence)
The administrator(s) will remove the member from the email distribution list and remove access to the web pages and then issue a written (electronic) statement stating how the email or contribution breached “The Laboratory Managers Association of SA Inc. Information and Communication Technology Policy”, and explain that they have been removed for 52 weeks and that on reconnection their emails will need to be approved by an administrator for 4 weeks. 

APPEAL and GRIEVANCE PROCEDURE
If a member believes they have been unfairly excluded from the list (and web pages) they have the right of appeal, to the full committee.

A member shall email the administrator(s) who issued the warning with reasons why they believe that they did not breach “The Laboratory Managers Association of SA Inc. Information and Communication Technology Policy” - Max 100 words.

The administrator(s) will send the member’s email to all members of the committee.

Each member of the committee will email the administrator(s) either agreeing or disagreeing with the disciplinary action.
The decision will be decided by the majority of the committee, who answer their email within 1 week, with the President having an additional deciding vote, if required. 

The member will be informed of the decision by email, as soon as possible after the vote is taken.

If the committee votes for reinstatement of email privileges the administrator(s) will reinstatement the member, within 5 working days (term breaks are not counted as working days).

If the member still feels aggrieved by the decision, they may use the “Formal Process” of “The Laboratory Managers Association of SA Inc. Grievance Procedure”.
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