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INFORMATION  and COMMUNICATION  TECHNOLOGY (ICT)


Aims


ICT is an integral part of our curriculum. Where applicable, the use of ICT is fully embedded into lessons through:
•   Online lesson research
•   Teaching plans and resource materials
•   Lesson delivery via the interactive whiteboard or online resources
•   Communication by e-mail and fax
•   Document distribution and storage
•   Assessment information analysis
•   Production and editing of reports
•   MLE


Through teaching ICT we equip pupils with the skills necessary to participate in a world of rapidly changing technology. We enable them to find, explore, analyse, exchange and present information. We also help them develop the necessary skills for using information in an effective way. This is a major part of enabling pupils to be confident, creative and independent learners.


The objectives of teaching ICT are to enable pupils to:


•   develop ICT capability in finding, selecting and using information
•   use ICT for effective and appropriate communication
•   monitor and control events, both real and imaginary
•   apply their ICT skills and knowledge to their learning in other areas
•	explore their attitudes towards ICT and its value to them and society in general. For example, to learn about issues of security and personal safety, confidentiality and accuracy



Roles and Responsibilities


The ICT coordinator will be responsible for:


•	providing models for teaching and resources to ensure staff are confident and competent in delivering ICT
•   purchasing and maintaining equipment
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•	managing the School Based Technician to ensure that the network is managed and run efficiently
•	reviewing  INSET  needs  for  all  staff  and  provide  suitable  training opportunities
•   keeping up to date with developments and new technologies
•	developing a monitoring and assessment programme to improve the quality of ICT teaching in school
•	reporting to the Principal on changes to the ICT curriculum and latest technology changes


Subject leaders will be responsible for:


•	developing  cross-curricular  links  and  ways  that  ICT  can  be  used effectively in their subject area with the support of the ICT Coordinator


Class teachers will be responsible for:


•	delivering the ITASS scheme of work successfully, providing access to all pupils
•   developing the use of the MLE within lessons with the pupils
•	reporting any problems or faults to the School Based Technician through the ICT Help Desk
•   ensuring pupils follow the rules and are trained to use the ICT equipment
safely (see Appendix 1)
•   record keeping and assessment of pupils
•   ensuring equal access for all pupils



Teaching and Learning style


The aim of ICT teaching is to equip pupils with the technological skills to become independent learners. The teaching style that we adopt is as active and practical as possible. While at times we do give pupils direct instruction on how to use hardware or software, the main emphasis of our teaching in ICT is towards individuals or groups of pupils using ICT equipment to help them progress in whatever they are studying. For example:
•   pupils might research a history topic by using interactive online resources
that  engages them in a highly visual way, or they might place themselves in a historical setting by manipulating a digital photograph.
      •   they may use MLE (managed learning environment) resources to present their research and take part in online discussion forums.
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We recognise that all classes have pupils with a wide range of ICT abilities. This is especially true when some pupils have access to ICT equipment at home while others do not. We provide suitable learning opportunities for all pupils by matching the challenge of the task to the ability and experience of the child. We achieve this in a variety of ways:


•   setting tasks which are open-ended and can have a variety of responses
•	setting tasks of increasing difficulty (not all pupils complete all parts of the task)
•	grouping pupils by ability in the room, and setting different tasks for each ability group
•	providing resources of different complexity that are matched to the ability of the child
•	grouping  pupils in mixed ability partners so  they  can  support  each other’s learning



The Foundation Stage


We teach ICT to reception classes as an integral part of the topic work covered during the year. As reception classes are part of the Foundation Stage of the National Curriculum, we relate the ICT aspects of the pupils’ work to the objectives set out in the Development Matters document, which underpin the curriculum planning for pupils aged three to five. The pupils have the opportunity to use the computers, a digital camera and a floor robot. Then, during the year, they gain confidence and start using the computer to find out information and to communicate in a variety of ways.

The contribution of ICT to teaching in other curriculum areas


The teaching of ICT contributes to teaching and learning in all curriculum areas. It also offers ways of impacting on learning which are not possible with conventional methods. Teachers use software to present information visually, dynamically and interactively so that pupils understand concepts more quickly. For example, graphics work links in closely with work in art and work using databases supports work in mathematics. ICT enables pupils to present their information and conclusions in the most appropriate way. Quite a lot of software is generic and can therefore be used in several curriculum areas.
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English


ICT  is  a  major  contributor  to  the  teaching  of  English,  for  example  pupils’ reading development is supported through talking stories. As the pupils develop mouse and keyboard skills, they learn how to edit and revise text on a computer. They have the opportunity to develop their writing skills by communicating with people via e-mail and they are able to join in discussions with other pupils through the use of MLE discussion forums. They also learn how to improve the presentation of their work by using desktop publishing software. There is also a variety of software that targets specific reading, grammar and spelling skills.


Numeracy


Pupils use ICT in mathematics to collect data, make predictions, analyse results and present information graphically. Screen robots allow pupils to give exact instructions for a particular route or to use their knowledge of angles to draw a range of polygons. Microsoft Excel is used to support data handling. Staff and pupils make use of a variety of software that supports learning for example Symphony Maths is often used as part of Numeracy intervention schemes.


Science


Software is used to animate and model scientific concepts and to allow pupils to investigate processes that it would be impracticable to do directly in the classroom. Data loggers are used to assist in the collection of data and in producing tables and graphs.

Personal, social, health and citizenship education (PSHCE)


ICT makes a contribution to the teaching of PSHCE in that pupils in ICT classes learn to work together in a collaborative manner. They also develop a sense of global citizenship by using the Internet and e-mail. Pupils are also taught how to use the Internet in a safe and proficient way.  Through discussion of safety and other issues related to electronic communication, the pupils develop their own view about the use and misuse of ICT and they also gain an insight into the interdependence of ICT users around the world.
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ICT – Inclusion – Equal Opportunities


At our school we teach ICT to all pupils, whatever their ability and individual needs. ICT forms part of the school curriculum policy to provide a broad and balanced education to all pupils. Through our ICT teaching we provide learning opportunities that enable all pupils to make good progress. We strive hard to meet the needs of those pupils with special educational needs, those with disabilities, those who are gifted and talented, and those learning English as an additional language, and we take all reasonable steps to achieve this. For further details see separate policies: Special Educational Needs; Disability Equality Scheme; Gifted and Talented; Ethnic Minority Achievement (EMA).


When progress falls significantly outside the expected range, the child may have special educational needs. Our assessment process looks at a range of factors – classroom organisation, teaching materials, teaching style, differentiation – so that we can take some additional or different action to enable the child to learn more effectively (for example, a lot of software can be differently configured for different ability ranges). Assessment against the National Curriculum allows us to consider each child’s attainment and progress against expected levels. This ensures that our teaching is matched to the child’s needs.


Intervention through School Action and School Action Plus will lead to the creation of an Individual Education Plan (IEP) for pupils with special educational needs. The IEP may include, as appropriate, specific targets relating to ICT. In some instances the use of ICT has a considerable impact on the quality of work that pupils produce, by increasing their confidence and motivation.


We enable pupils to have access to the full range of activities involved in learning ICT. We have a range of software that is designed to include all learners, for example Clicker. Our hardware can accept a range of input devices catering for pupils with specific needs. Where pupils are to participate in activities outside the classroom, for example, a visit to an ICT exhibition, we carry out a risk assessment prior to the activity, to ensure that the activity is safe and appropriate for all pupils.
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SEN children can use specific ICT resources that enable them to access the wider curriculum.
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Assessment for learning


Teachers will assess pupils work in ICT by making informal judgements during lessons. On completion of a piece of work, the teacher assesses the work, and uses this assessment to plan for future learning. Written or verbal feedback is given to the child to help guide his/her progress. KS2 pupils are encouraged to make judgements about how they can improve their own work through self- assessment.


Samples of pupil’s work can be uploaded to the MLE for other staff to view as a demonstration of the expected level of achievement in ICT for each age group in the school.


Resources


Our school has the appropriate computer-to-pupil ratio, and Internet access. Most software is already installed on PCs and laptops. Some software is installed only on the class PC.  


We employ a technician to keep our equipment in good working condition. Members of staff report faults to Mr. Verwey who tries so solve most problems that are software related and should he be unable to so he then refers them to our IT Tecnician. The technician will also set up new equipment, and install software and peripherals.


In order to keep our school computers virus-free, no software from home will be installed on school computers. Pupils do not bring work on portable storage disks but have the option to upload their work to the MLE.  Where teachers are transferring files between their home and school, they must have up-to-date virus protection software on their home computers.  Furthermore, access to mail websites (Hotmail, Yahoo) is denied due to the threat of virus contamination.


Computers and printers are assigned to each classroom or quiet room and an inventory will be kept of all serial numbers and licenses for the equipment that should be updated on a regular basis.
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Along with desktop and laptop computers, the school has the following:



Hardware


•   Network, including switch, router and server PC
•   PCs and laptops
•   Network shared resources, including printers
•   Interactive whiteboard and screen projection equipment
•   Scanner
•   Calculators
•   Headphones and microphones
•   Card reader for digital memory cards
•   USB drives for portable storage
•   Keyboard 
•   PA system I


Software


•   Word-processing and desktop-publishing programs
•   Painting and drawing software
•   Multimedia presentation program
•   Spreadsheet and database programs
•   Encyclopaedia reference material
•   Virus protection


Online material


•   Online content subscriptions (ICT 4CLASSROOMS)
•   School website and intranet
•   MLE
•   School e-mail accounts (LGFL for staff and pupils)
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Monitoring and and review


The monitoring of the standards of the pupil’s  work  and  of  the  quality  of teaching in ICT is the responsibility of the subject leader. The ICT subject leader is also responsible for supporting colleagues in their teaching of ICT, for keeping informed about current developments in the subject, and for providing a strategic lead and direction for ICT in the school. The subject leader gives the head teacher an annual summary report in which she evaluates the strengths and weaknesses in the subject, and indicates areas for further improvement. The subject leader has specially-allocated time for carrying out the vital tasks of reviewing samples of the pupils’ work, and of visiting classes to observe the teaching of ICT.



Staff Development


Regular school-based or other ICT training will be provided to staff that will be based on individual or whole school needs.  All support staff will be trained in the use of ICT in order to provide in-class support to classroom teachers.


Whenever possible, the subject leader will provide drop-in sessions to all staff to support new software installed on the server.
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Health and Safety with ICT


Health and safety regulations state that employers must ensure that risk assessments are made and put in place to manage any identified risk. In the case of schools, the employer (the LEA) should provide health and safety policies and should ensure that schools put these into operation.  These policies should cover the use of information and communications technology (ICT) in schools.


Employers may delegate certain tasks to schools, including risk assessments, but the employer retains overall responsibility for health and safety management. In practice, however, it is often the ICT Coordinator or classroom teacher who holds the day-to-day responsibility for ensuring that ICT equipment is used correctly and safely.


There are particular health problems associated with using display screen equipment, of which classroom teachers should be aware of. These are:
•	Upper limb disorders including pains in the neck, arms, elbows, wrists, hands and fingers, often known as repetitive strain injury or 'RSI'
•    Backache

•    Fatigue and stress
•    Temporary eye strain (but not eye damage) and headache


This document provides some general information on health and safety considerations relating to ICT use in schools.


1)	Pupils should not be allowed to connect or unplug electrical equipment unless after proper instruction and always under supervision.


2)      Pupils should be comfortably positioned, with easy access to all equipment.
They must be able to adjust their position in relation to the equipment as appropriate.


3)	Desks should be the appropriate height for the user, and should provide adequate space for a keyboard, mouse, wrist rest and any necessary paperwork or books.


4)	Cables should be tidied away so that they do not get in the way of people passing by and so that equipment is not dragged accidentally from the workstation.  Trailing  leads  should  be  secured  by  cable  ties  or  cable covers.


5)	Where possible, seating at a workstation must be adjustable to ensure that pupils sit at the recommended height.


6)	Monitors should tilt and swivel to suit the requirements of individual users. The top of the screen should be roughly at eye level.


7)	Pupils should have the option of using the keyboard flat or tilted. It is important to develop a good keyboard technique to reduce the risk of upper limb disorders.


8)	When  using  an  interactive  whiteboard,  make  sure  that  pupils  are supervised at all times during the projector’s operation. You should never stare directly into the beam of the projector.


9)	ICT  equipment  and  software  often  emits  background  noise  which  can often be noisy and distracting. Use of headphones may help reduce distractions and aid concentration.


10)	Check regularly to make sure the computer equipment is sitting in a stable position and hasn't been pushed or tilted too far.


11)	Pupils should take a break from the computer at least once every twenty minutes, and should do some simple stretching exercises to relieve the muscles they have been using, for example their hands, wrists and neck. It’s a good idea to get up and walk around at least once an hour, although obviously this would need to be well managed in a classroom environment. Eye muscles should be refreshed by looking at distant objects as well as those close up. Pupils can be encouraged to make these exercises into their own personal ‘computer workout’ routine.


12)	Posture is also very important and pupils should be given a few simple guidelines. Make sure they are not constantly leaning their head forward (it is very heavy for the neck to support!), and encourage them to keep the chin tucked in. The back should be supported in an upright position in the chair and the body should face forwards, not twisted sideways. Pupils sharing a computer should be encouraged to make sure that everyone in the group can see without straining.
13)	Ideally, blinds or curtains should be provided to ensure that screens do not suffer from glare. In addition, screens should be cleaned regularly.
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Internet Access Policy



Introduction


Usually, the resources used by pupils in school are carefully chosen by the teacher and determined by curriculum policies. The use of the Internet, by its nature, will provide access to information that has not been selected by the teacher. Whilst pupils will often be directed to sites which provide reviewed and evaluated sources, at times, they will be able to move beyond these, to sites unfamiliar to the teacher.

The problems and issues that have been highlighted by the media concern all schools.  Whilst some of the media interest is hype, there is genuine cause for concern that pupils might access unsuitable material either accidentally or deliberately.

The purpose of this policy is to:

•     Establish the ground rules we have in school for using the Internet

•     Describe how these fit into the wider context of our discipline and PSHCE
policies

•	Demonstrate the methods used to protect the pupils from sites containing pornography, racism or politically extreme views and violence. The school believes that the benefits to pupils from access to the resources of the Internet far exceed the disadvantages

At Arcadia School we feel that the best recipe for success lies in a combination of site filtering, of supervision and by fostering a responsible attitude in our pupils in partnership with parents.

Parents will be sent an explanatory letter and the rules that form our Internet Access Agreement. This can be seen as an extension to the Home School Agreement and the E-Safety Agreements.
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Using the Internet for Education


The benefits include:


•	Access to a wide variety of educational resources including libraries, art galleries and museums
•     Rapid and cost effective world-wide communication
•     Gaining an understanding of people and cultures around the globe
•     Staff professional development through access to new curriculum materials
•     Experts’ knowledge and practice
•     Exchange of curriculum and administration data with LEA/DFEE
•     Social and leisure use
•     Greatly increased skills in Literacy, particularly in being able to read and
appraise critically and then communicate what is important to others. The school  intends  to  teach  pupils  about  the  vast  information  resources available on the Internet, using it as a planned part of many lessons.  All staff will review and evaluate resources available on web sites appropriate to the age range and ability of the pupils being taught. The IT Co- coordinator will assist in the dissemination of this information.


Initially the pupils may be restricted to sites that have been reviewed and selected for content. They may be given tasks to perform using a specific group of web sites accessed from the Learning Resources menu on the school network. Pupils will have the opportunity to exchange information via e-mail. They will be taught how to use an address book, how to attach files to an e-mail and how to follow conventions of politeness.


As pupils gain experience, they will be taught how to use searching techniques to locate specific information for themselves. Comparisons will be made between researching from different sources of information, (CD Rom, books, www). We hope that pupils will learn to decide when it is appropriate to use the Internet, as opposed to other sources of information.


At times, information, such as text or photos may be “downloaded” from the Internet for use in pupils’ presentations. Tasks will be set to encourage pupils to view web sites and information with a critical eye.
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Pupils’ Access to the Internet


Arcadia School will use the  “filtered” Internet Service, which will minimise the chances of pupils encountering undesirable material.   Any School will normally  only  allow  pupils  to  use  the Internet when there is a responsible adult present to supervise. However it is unrealistic  to  suppose  that  the  teacher’s  attention  will  always  be  directed toward the computer screen.


Members of staff will be aware of the potential for misuse, and will be responsible for explaining to pupils, the expectation we have.


Teachers will have access to pupils’ emails and other Internet related files and will check these on a regular basis to ensure expectations of behaviour are being met.



Expectations of Pupils using the Internet


•	All pupils are expected to read and agree the Internet Agreement and E- Safety agreement
•     At Arcadia School, we expect all pupils to be responsible for their own  
       behaviour on the Internet, just as they are anywhere else in school. This  
        includes materials they choose to access, and language they use.
•     Pupils using the World Wide Web are expected not to deliberately seek out
offensive materials. Should any pupils encounter any such material accidentally, they are expected to report it immediately to a teacher, so that the Service Provider can block further access to the site.
•     Pupils  are  expected  not  to  use  any  rude  language  in  their  email
communications and contact only people they know or those the teacher has approved. They have been taught the rules of etiquette in e-mail and are expected to follow them
•	Pupils must ask permission before accessing the Internet and have a clear idea why they are using it
•     Pupils should not access other people’s files unless permission has been
given.
•	Computers  should  only  be  used  for  schoolwork  and  homework  unless permission has been granted otherwise.
•     No program files may be downloaded to the computer from the Internet.
This is to prevent corruption of data and avoid viruses.
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•	No programmes on disc or CD Rom flash disks should be brought in from home for use in school. This is for both legal and security reasons.
•	Homework completed at home may be brought in on a memory stick but this will have to be virus scanned by the class teacher before use.
•	No personal information such as phone numbers and addresses should be given out and no arrangements to meet someone made unless this is part of an approved school project.
•	Pupils consistently choosing not to comply with these expectations will be warned, and subsequently, may be denied access to Internet resources. They will also come under the general discipline procedures of the school that  comprises  of  an  escalating  set  of  measures  including  a  letter  to parents and withdrawal of privileges.


Arcadia School D6 Communicator


The Arcadia School D6 Communicator celebrates good work, promotes the school, publishes resources for projects and provides links to other good sites of interest and tries to keep our parents updated with the latest information!.

•     The  D6 provides  information  regarding:  school  targets,
assessment data / results, distribution of pupil premium funding and Year
Group newsletters.
•     No  names  and  photographs  that  identify  individual  pupils  or  staff  will
appear on it
•	Home information and e-mail identities will not be included: only the point of contact to the school i.e. phone number, school address and e-mail to the school.
•     Group photos will not contain a names list
•     Work displayed will be of the highest quality and reflect the status of the
school



Internet Agreement


All pupils and their parents / guardians will be asked to read and sign an agreement covering the expectations we have of pupils using the Internet in school.
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Dear Parents

Responsible Internet Use

As part of your child’s curriculum and the development of ICT skills, Arcadia School is providing supervised access to the Internet.  We believe that the effective use of the World Wide Web and e-mail is worthwhile and is an essential skill for pupils as they grow up in the modern world.  Please would you read the attached Rules for Responsible Internet Use and sign and return the consent form so that your child may use the Internet at school.

Although there are concerns about pupils having access to undesirable materials, we have taken positive steps to reduce this risk in school.  Our school Internet provider operates a filtering system that restricts access to inappropriate materials.  This may not be the case at home and we can provide references to information on safe Internet access if you wish.  We also have leaflets from national bodies that explain the issues further.

Whilst every endeavour is made to ensure that suitable restrictions are placed on the ability of pupils to access inappropriate materials, the School cannot be held responsible for the nature or content of materials accessed through the Internet.  The School will not be liable for any damages arising from your child’s use of the Internet facilities.

Should you wish to discuss any aspect of Internet use please telephone me to arrange an appointment.

Yours sincerely,







ICT Coordinator
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Responsible Internet Use Consent Form


	Arcadia School
Responsible Internet Use
Please complete, sign and return to the class teacher

	
Pupil:
	
Class:

	
Pupil’s Agreement
I have read and I understand the school Rules for Responsible Internet Use. I will use the computer system and Internet in a responsible way and obey these rules at all times.

	
Signed:
	
Date:

	

Parent’s Consent for Internet Access
I have read and understood the school rules for responsible Internet use and give permission for my son / daughter to access the Internet.  I understand that the school will take all reasonable precautions to ensure pupils  cannot  access  inappropriate  materials.    I  understand  that  the school cannot be held responsible for the nature or content of materials accessed through the Internet.  I agree that the school is not liable for any damages arising from use of the Internet facilities.

	
Signed:
	
Date:

	
Please print name:

	

Parent’s Consent for Web Publication of Work and Photographs
I agree that, if selected, my son/daughter’s work may be published on the school Web site.   I also agree that photographs that include my son/daughter may be published subject to the school rules that photographs will not clearly identify individuals and that full names will not be used.

	
Signed:
	[image: ]
Date:                        
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