Tollgate Primary School

Information and Communications Technology Policy.

Introduction
This policy document sets out the school's aims, principles and strategies for the delivery of Information and Communications Technology (ICT) for teaching and learning and management purposes. 

What do we understand by the term ICT

As well as being an important curriculum requirement, the ability to use ICT effectively is a vital life skill in modern society.

We interpret the term 'Information and Communications Technology' to include the use of any equipment which allows users to communicate or manipulate information (in the broadest sense of the word) electronically. ICT is also seen by the school as an important communication aid towards effective management within the school.

The school's aims

Our aim is to develop teachers and pupils who are confident, responsible and effective users

of ICT. We strive to achieve this aim by helping:

· all to use ICT with purpose and enjoyment

· all to develop the necessary skills to exploit ICT

· all to become autonomous users of ICT

· all pupils to be aware of the impact of ICT on society

· the school to meet the requirements of the National Curriculum

· all pupils to reach the highest possible standards of achievement

· to develop pupils literacy and numeracy skills as appropriate

· celebrate success in the use of ICT

The school also aims to maximise the benefits available from ICT for management purposes.

The school's curriculum organisation

We aim to incorporate ICT in the planning of each scheme of work.

When planning work involving the computer, teachers endeavour to identify some activities in which the emphasis is on the development of ICT capability and others in which the emphasis is on the subject, which is supported by ICT. The latter provides opportunities for pupils to reinforce skills gained in previous ICT activities.

The ICT Co‑ordinator works to ensure that the Programme of Study for ICT is taught. 

The Headteacher/ICT Co‑ordinator (during the regular classroom observations) will monitor teaching.

The ICT Co‑ordinator monitors the school schemes of work to ensure that learning in ICT is being effectively covered.

Roles and responsibilities

The roles and responsibilities with regard to ICT are as follows:

The Headteacher carries out the following responsibilities: 

· compliance with Data Protection other legal requirements  - refer to The Suffolk County Council booklet 'The Use of Computers and the Law' (for school based employees) that has been distributed to all schools.

· Ensuring staffs access to ICT
· Purchasing/organising ICT resources
· Arranging in‑service support
· Meeting statutory requirements 

· Health and safety policy and practice
· Ensuring the effective use of ICT for management and administrative purposes
The following responsibilities are carried out by the ICT co‑ordinator:

· Using ICT assessment data to inform future practice

· Ensuring the consistent implementation of ICT policy
· Identifying what ICT support is needed by individual staff
· Curriculum development
The following responsibilities are carried out by the Headteacher and ICT Co-ordinator together:

· Ensuring continuity between year groups 

· Ensure ICT progression
· Liaison with feeder schools and/or receiving schools

· Overseeing equipment maintenance
· Reviewing the ICT policy

The following responsibilities are carried out by the Headteacher, Assessment co-ordinator and ICT Co-ordinator together:

· ensuring that assessments are made at appropriate times

· ensuring that assessment data informs planning
Everybody carries out the following responsibilities:

· Ensuring that pupils use ICT appropriately across the Curriculum.

Teaching and learning styles

Teachers are expected to employ a range of strategies and to use their professional judgement to decide on the most appropriate: 

These will include:

· using the computer to demonstrate to a group of pupils or the whole class 

· leading a group or class discussion about the benefits and limitations of ICT 

· individual or paired work which might include the use of worksheets and help cards 

· collaborative writing and design work in groups

· demonstrations by one pupil to teach a skill to others, the teacher must feel confident that this is of benefit to all those involved.

· groups that are selected to ensure that all pupils are equally active and involved in the task, and that all have equal access to the computer keyboard.

· activities using ICT that are planned in order to allow different levels of achievement by pupils or to incorporate possibilities for extension work.

· teacher interventions where appropriate to reinforce an idea or teach a new point.

Access to ICT 

Our ICT equipment is deployed in a dedicated ICT suite of 15 PCs, plus one networked PC in each classroom. Some classes have additional standalone PCs.

A full list of which equipment is in which room, together with serial numbers is held on a central database. 

Provision for pupils to use ICT equipment outside lesson time is not usually achievable for Health and Safety reasons. However teachers may make themselves available to supervise during breaktimes on occasions

Laptops for teachers have been issued to each year team, and the SENco

For management and administrative purposes the following ICT equipment and software is available in the Main Office and in the Headteacher’s Office: 












PCs offering MS.OFFICE, SIMS and SPARKS

0n line Access

At Tollgate we do not feel that internet access is appropriate for pupils in our age range. We expect staff to access sites for their own and pupils’ use, and we have ordered a cacheserver to provide virtual access to approved and selected sites.

Staff will be encouraged to find suitable teaching resources on the Internet however. Staff must ensure that all information published on Intranets/ Internet does not contain information that is likely to compromise a pupil or member of staff.

All members of staff need to be aware of the possible misuses of on‑line access and their responsibilities towards pupils. 

The school complies with all appropriate legislative requirements such as those contained in the Data Protection and Computer Resources Acts

Equality

At Tollgate we believe that all children have equal rights to all aspects of the school. We aim to actively challenge any examples of inequality or stereotyping especially those based on race, beliefs, culture or sex.

We try to reflect a pluralist society, to teach through world examples and to highlight the benefits of cultural diversity. Displays and publications should enable all children to find images of ‘a child like me’.

Recording, assessment and reporting

Our school practice for ICT reflects the school's policy on recording, assessment and reporting.

Managing resources

The school is unable to establish an ICT renewals fund, as our budget is insufficient. However our PTA has been generous in its assistance in the past and will no doubt continue to be so.

CPD

Teaching staff at the school were trained by Granada in 2001/2. Since then new recruits to the school have been ICT literate, and ongoing training continues.

We use the LEA's services and other appropriate providers to support ICT in the work of our school.

Monitoring and review

There is a regular review of this policy by the Headteacher and the management of the school.

page 3 of 3                                                                       updated 04/2005                                                     Y:\TOLLGATE POLICIES\Tollgate ICT Policy.doc

