THE FEDERATED PRIMARY SCHOOLS OF BISHOP SUTTON & STANTON DREW
POLICY FOR INFORMATION & COMMUNICATION TECHNOLOGY (A),

 including 

INTERNET TECHNOLOGIES AND ACCEPTABLE USE (B)

(A)   INFORMATION & COMMUNICATION TECHNOLOGY
Rationale

Information & Communication Technology (ICT) comprises a variety of systems that handle electronically retrievable information  -  computers, programmable robots, tape recorders, calculators, fax machines, video and digital cameras.  The pace of technological change is continually increasing, and ICT has become an important medium for learning and study at all educational levels.  It is therefore important that children become confident and competent users of ICT, and gain an appreciation both of its power and of its limitations. 

Aims

The school’s aims in using ICT are that all children will:

· tackle all ICT applications confidently, responsibly, and with a sense of achievement and enjoyment;

· develop practical skills in the use of ICT, and be able to apply these skills to the solving of worthwhile and relevant problems;

· understand, at an appropriate level, the capabilities and limitations of ICT and the implications and consequences of its use;

· have their learning across the curriculum enhanced and extended.

Principles

ICT is a foundation subject in the National Curriculum, with its own programmes of study and attainment target level descriptions. In our school it is delivered mainly through a cross-curricular model to provide a meaningful context for learning and as a tool to be used as appropriate throughout the curriculum to support and enrich children’s learning. Some discrete timetabled teaching also takes place in KS2 in order to practice new skills and techniques but once again this is set within a meaningful context. The fundamental skills, knowledge and concepts that children need to use ICT effectively are currently set out in ‘Information and Communication Technology  -  The National Curriculum for England’, which identifies the four aspects of ICT in which children make progress:

· finding things out;

· developing ideas and making things happen;

· exchanging and sharing information;

· reviewing, modifying and evaluating work in progress.

ICT is also a cross-curricular strand in the National Curriculum, and indications for its use are given in most subjects.

Strategies for the use of ICT

In order to ensure that valuable areas of experience are covered:

· ICT use is integrated into the programme of topics followed throughout the school;

· all classes provide experience in each of the four aspects of ICT in the National Curriculum, as described above;

· ICT is given a specific mention in the schemes of work for all curriculum subjects;

· computer use is carefully managed to ensure that all pupil are given equal access opportunities;

· ICT use is an entitlement for all pupils.

Teachers are aware of any gender issues, and of the tendency of some children to dominate or monopolise equipment.

An appropriate balance is sought between open-ended exploration and appropriate intervention by the teacher to ensure that children obtain maximum benefit from a task.

The emphasis in the school’s teaching with ICT is on its use to support learning, and to develop children’s ICT capability.  Therefore:

· at as early a stage as possible, all pupils are familiarised with basic aspects of file and printer management;  they are taught efficient use of keyboard and mouse, and encouraged to produce first drafts directly onto the computer;

· most ICT activities are allied to work carried out away from the computer;

· as pupils progress through the school, they are given increasingly independent control of their use of ICT as a tool appropriate to any given activity, and of their choice of software required.  Use is carefully supervised.

Strategies for ensuring continuity and progression

Planning for the use of ICT is a process in which all teachers are involved.  In consultation between subject teachers and the ICT coordinator, programmes are put in place to ensure that pupils’ experience is balanced and continuous.  Programmes range from weekly plans, to termly schemes of work, to long-term planning grids.  Schemes of work are closely linked to the QCA scheme of work for ICT and staff  refer back to these for full planning details. Inset work helps to develop staff awareness

Monitoring & Review
The school monitors the ICT development plan as part of the normal management plan. This includes monitoring of the current year’s progress on the detailed development plan through observation by the head/ICT coordinator of teacher’s plans, children’s work, classroom observations and meetings. Reports are made to the Governing Body through the Curriculum Committee. There is a link governor with particular responsibility for ICT who visits both schools and reports to the Governing Body.
Early in the spring term a review of the past year takes place and is used to plan developments for the coming year. These are incorporated in the school development plan, for which a detailed action plan is written, and the long-term plan for ICT development plan adjusted accordingly.

Equal Opportunities & Inclusion
Teachers ensure that all children have the opportunity to use ICT on an equal basis, irrespective of gender, ability or any other discrimination.  Pupils with special needs have the same ICT entitlement as all other children and are offered the same curriculum.  Particular applications of ICT may nevertheless be appropriate:

· for pupils with learning difficulties, who may need to be motivated to practise basic skills regularly and intensively;  they benefit from the use of programs in which skills practice is set in the context of a motivating game;

· for certain pupils with physical or communication handicap who have additional requirements of a word-processor;

· for pupils of high ability who may be extended through the use of programs which offer challenge and opportunities for investigation.
Assessment

Capability in ICT is assessed against the National Curriculum level descriptors focusing on each child’s ability to use a computer competently and confidently across a variety of applications. Assessment of this capability is made through:

· observation and analysis of pupil activity;

· collection and analysis of the products of pupil activity;

· discussion with pupils, and pupils’ own self-assessment.
Schemes of work include integrated tasks at the end of each unit of work, which are used as a focus for assessment.

Further details of formative and summative assessment and record-keeping procedures are given in the Policy for Assessment, Recording and Reporting.

Roles and Responsibilities

ICT is seen as the responsibility of all staff and all subject coordinators are required to lead and manage the development of ICT capability in relation to their respective areas as well as the use of ICT to support and enhance teaching and learning in those subjects. As policies are reviewed, they are updated to describe the use of ICT and all coordinators are expected to include ICT in schemes of work. They are also responsible for the purchase of ICT resources for their subject.

The ICT coordinator, maintains a curriculum file with all key documentation including the ICT development plan and evidence of evaluation. 

A technician is employed, one morning a week at Bishop Sutton and once a term at Stanton Drew, to maintain the school network, install hardware and software, and to provide the first point of contact for technical support.

The senior management team also support the ICT coordinator and there is a link governor for ICT. The Governing Body are committed to the development of ICT and ensure there is an adequate budget allocation for its maintenance and improvement. 

Learning out of School Hours & Home School Links
The school provides learning opportunities in ICT outside of school hours through clubs and homework activities. Not all pupils have access to computers at home so provision is made for these pupils to complete homework in class or at lunchtimes.

The school is committed to life long learning and therefore, from time to time, provides courses for parents and members of the local community in association with Bath & North East Somerset Adult & Community Education Service.
Each school has its own website which is used to promote home/school links.
Health & Safety

It is important to be aware of the health and safety implications of using projection equipment such as interactive whiteboards in the classroom, particularly if children might stand in front of the beam to give presentations to the rest of the class. All projectors, if misused, have the potential to cause eye injury; so some simple guidelines should be followed:
· Make clear to all users that no one should stare directly into the beam of the projector. 

· When entering the beam, users should not look towards the audience for more than a few seconds. 

· Encourage users to keep their backs to the projector beam when standing in it 

· Children should be supervised at all times when a projector is being used. 
Resources

Central resources (e.g. licences, software back-up etc.) are the responsibility of the ICT co-ordinator.  

Security
All computer equipment is kept as secure as possible, and marked with Smart Water to discourage theft.

Copyright & Data Protection Issues

Staff are made aware of copyright and Data Protection Issues through the school’s policy for acceptable use, ICT legislation guidance notes and Bath & North East Somerset’s guidelines and policy for e-mail and internet access. The ICT coordinator is responsible for obtaining appropriate software licences and the technician for ensuring their installation in accordance with the licence.
Staff are reminded that certain documents, articles, music, maps, photographs and other images may be subject to copyright when using software and the internet and must not be copied or transmitted if in breach of the Copyright. Pupils are made aware of these issues as part of the ICT curriculum.

Data held electronically on individual pupils, such as assessment data and reports, is kept secure by staff passwords and deleted at the earliest opportunity. This is particularly important where data is held on removable storage devices. 
 (B)   POLICY FOR INTERNET TECHNOLOGIES AND ACCEPTABLE USE
Rationale
Use of the Internet can be a continuous learning experience, providing numerous and dynamic paths to information.  As such, the internet and its associated technologies represent an additional source of information which can be researched, analysed and assimilated as part of the educational process, offering opportunities to develop skills relevant to individual study, independence and life-long learning.

In order to meet the school’s Aims for Information & Communication Technology, and to provide access to appropriate and up-to-date information technologies, Bishop Sutton Primary School seeks to provide the school community (pupils, staff, parents and governors) with access to the school’s intranet and with access to the internet.

Aims

As part of the educational curriculum, the school community is afforded the opportunity to develop appropriate research and communication skills, including those relevant to the use of intranet and internet technologies.  This is achieved through training in, development of, and use of the skills necessary:

· to access libraries of information held within the intranet and internet;

· to use e-mail and UseNet (Newsgroups) for communication where appropriate;

· to publish work on the school’s intranet and to the worldwide web.

The school promotes the intranet and internet as being important sources of information, publishing mediums, and channels for communication.

Guidelines

Use of intranet and internet technologies within the school follows the guidelines given elsewhere in this Policy.  The school’s Acceptable Use Policy (see below) provides additional support to staff and pupils in using the school’s intranet and internet resources effectively and appropriately. 

ACCEPTABLE USE POLICY

All internet activities are fully consistent with the educational objectives of the school, and are restricted to:

· the support of education and research;

· the provision of educational material for teaching and learning;

· communicating school business, or for teaching and learning purposes;

· personal professional development.

Members of the school community may request, through the headteacher, permission for additional access to the school’s intranet and internet resources for personal use outside the scope of the activities given above.  All such use must, however, take place outside “directed” time, but within the school’s agreed internet connection times to ensure that no costs are incurred by the school. 

An exception to these time restrictions is use of the school laptops, which may be loaned by school staff for home use during the evening, weekends, and holidays provided they are available for pupils’ use during the working week.   

Commensurate with their areas of expertise, subject co-ordinators assume responsibility for identifying suitable uses of internet technologies beyond those included in the IT schemes of work.  These activities will be indicated in the schemes of work for individual subjects.  

Security

In order to contribute to the protection of pupils from undesirable content, the school only allows pupils with access to information on the internet through a ‘filtered’ service provided by the school’s Internet Service Provider (ISP) and approved by the LA.  Sites are vetted by teaching staff for suitability before bookmarking them for possible future use.  Use of the internet is always under adult supervision, and screens are positioned so that they can be clearly seen by an adult.  

Teaching staff have full access to the internet to facilitate searches for sites that would enhance their own development, and pupils’ education.  ‘New’ sites are visited on more than one occasion to verify suitability for pupil access.

The school has a set of agreed rules for using the internet; class teachers are responsible for ensuring that pupils are familiar with the rules and their purpose.  Copies of the current rules are widely displayed throughout the school.  

Children are taught how to use the internet and e-mail responsibly.  They are made aware that staff are able to trace sites visited, and to read sent e-mail.  Mail that has been downloaded is vetted by staff before children are allowed to read it.

Transmission of information across the internet must not be assumed to be secure, and confidential or sensitive information or data must therefore not be sent by e-mail.

While Usenet / Newsgroups provide a useful forum for debate and exchange of professional ideas, staff must avoid expressing controversial opinions and should include a disclaimer on postings, such as ‘these opinions are mine and not necessarily those of the school or LA’.

United Kingdom laws, including those of copyright and protection of trade secrets, apply to material transmitted across the internet.  Staff therefore assume responsibility for ensuring that material they transmit does not violate relevant regulations.

The schools’ websites provide the school with a public audience on the internet, and is handled appropriately.  Associated web pages are submitted to the IT co-ordinator and/or headteacher before being published on the website.

Access to internet facilities within the school is a privilege, not a right.   Actions in contravention of the school’s guidelines may result in removal of the privilege, either temporarily or permanently, as determined by the headteacher. 
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