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PRC-TLC-015 IT Procedures
Policy Statement
Computing ensures that pupils become digitally literate – able to use, and express themselves and develop their ideas through information and communication technology – at a level suitable for the future workplace and as active participants in a digital world.  A high-quality computing education equips pupils to use computational thinking and creativity to understand and change the world.  

Access to a range of technology throughout the primary curriculum will enable pupils to prepare for a rapidly changing world in which world and other activities are increasingly transferred by access to varied and developing technology.  Pupils use technology to find, explore, analyse, exchange and present information responsibly, creatively and without discrimination.  Pupils learn how to employ technology to enable rapid access to ideas and experiences from a wide range of people, communities and cultures.  Increased capability in the use of Computing promotes initiative and independent learning.  Pupils will be able to make informed judgements about when and where to use technology to best effect and consider its implications for home and work both now and in the future.  
At Danegrove Primary School we aim to provide all our pupils with a wealth of experience in Computing activities, both in teaching Computing skills and in using technology to support teaching and learning in a cross curricular way.  This policy is intended to provide a clear and agreed framework for the teaching of Information and Communication Technology.  It needs to be continually monitored in order to ensure that provision is as effective as possible.  

ICT is taught both as a discrete subject and integrated into all other curriculum areas.  It is used as a tool to improve learning.  We aim to provide both a broad and balanced curriculum through our long term curriculum maps and short term subject planning. 

Pupils in Years 2-6 have access to the computer suite for a minimum of one hour per week.  (Year 1 visit W/D in the summer term).  All classrooms have at least one computer.  There is a pool of laptops and ipads which are allocated to pupils with IEPs for use in classrooms.  Interactive whiteboards and data projectors are installed I all classrooms.  

Aims

Learning within Computing should offer opportunities for all children to: 

Understand and apply the fundamental principles and concepts of computer science, including abstraction, logic, algorithms and data representation.  
· Analyse problems in computational terms, and have repeated practical experience of writing computer programs, to understand coding, in order to solve such problems. 

· Evaluate and apply information technology, including new or unfamiliar technologies, analytically to solve problems. 

· Develop an understanding of how to become responsible, competent, confident and creative users of information and communication technology. 

Training and support should offer opportunities for all staff to:

· Use ICT to support their work in the planning, preparation and delivery of teaching and supporting children’s learning. 

· Develop their skills and knowledge of Computing 

· Use ICT to assist with administration tasks and the recording of children’s attainment.
· Use ICT (through use of the MLE and staff emails) to communicate with staff. 

· Check/update the MLE calendar daily to ensure a working knowledge of school events.  

· Ensure utmost care of pupil data is taken with regard to the e Safety Policy.  

· Have regard to safe, proper and professional use of social media. 

The teaching of Computing should offer opportunities for all children to:

· Develop Computing capability, in line with the National Curriculum and National standards. 

· Develop their knowledge of what algorithms are and how they are implemented as programs on digital devices. 

· Develop their logical reasoning skills to predict the behaviour of simple programs.

· Develop with ability to use ICT to support their use of ICT to support their use of language and communication in other areas of the curriculum. 

· Use of technology purposefully to create, organise, store, manipulate and retrieve digital content. 

· Use technology safely and respectfully, keeping personal information private; identify where to go for help and support when they have concerns about contents or contact on the internet or other online technologies.  To demonstrate a secure understanding of e-safety. 
· Use ICT to work in collaboration with other children, within school, in London and from other cultures across the world. 

Curriculum Organisation:

The children’s experiences have been carefully planned to ensure that their needs are met in each year group, building on past knowledge, experience and ability.  In the Foundation Stage children explore how Computing can be used to communicate information, control events and change situations.  

Pupils are taught:

· How to use a computer safely and sensibly so that they are fully protected. 

· To recognise that a range of technology is used in places such as home and school.  They select and use technology for particular purposes. 

· To use ICT in a cross curricular way to support their learning throughout the Foundation Stage. 

These basic approaches are used as a foundation for teaching throughout Key Stages 1 and 2:

· BPSI KS1 and KS2 Computing Framework published in the summer of 2014.
· Medium Term plans are written by teaching staff to specify how the units of work will be delivered over a half term. 

· Short Term weekly plans include Computing skills to be taught and include opportunities to use these skills whilst working on other areas of the curriculum. 

In addition to the teaching and learning of Computing skills, staff and pupils are expected to use ICT to support work in many other areas of the curriculum.  

Roles and Responsibilities

The Headteacher, ICT co-ordinator and all teaching staff hold responsibility for the implementation of this policy.  The Senior Leadership Team, alongside the ICT co-ordinator, is responsible for monitoring the delivery and teaching of Computing within the school.  The Senior Leadership Team and relevant subject co-ordinators will monitor the use of Computing to support the teaching of other areas of the curriculum. 
The ICT co-ordinator, in line with their job description has responsibility for purchasing and organising resources, ensuring continuity and progression, monitoring Computing use in the curriculum, supporting staff and providing or organising in-service training as appropriate. 

Parents are encouraged to take an active role as educators in partnership with the school.  To enable parents to support their children’s development in Computing, we will provide parents with information on how Computing is taught and suggest how they can help their child at home,  Parents will be invited to Curriculum Evenings where Computing will be used to support learning across the curriculum. 

Access and organisation of Computing resources:

All children need to explore the range of technology that is available to them.  

Through: 

· Combination of wired and wireless internet access in our classrooms and staffroom.

· Interactive whiteboards with range of whole class and individual teaching software in KS2/KS1 and Foundation Stage.

Hardware

The school has a computer suite of thirty two linked computers, named and labelled for ease of identification, currently on a shared network. Pupils’ access is timetabled for year’s one to six on a weekly basis. The suite is equipped with an Interactive whiteboard. There are interactive whiteboards set up for teaching throughout the school.

The school has digital cameras, Roamers and floor turtles, televisions, videos, tape recorders, Ipads, webcams, digital camcorders, and laptops for all staff to use in school and at home. 
All equipment is security marked and computers are password protected for relevant user groups. Usernames and passwords are set up and allocated by the ICT Subject Leader.

Software 

New software is purchased only after evaluation, wherever possible, to ensure its suitability.

Licences are centrally stored by the ICT Subject Leader.

Staff and pupils are not permitted to use software that has not been purchased by the school.

The children are also encouraged to experience the wider applications of technology by using tape recorders, radios, CD players and other technological equipment within the school and the world around them. 
Funding is allocated each year to ensure that resources, upgrade of existing hardware and software including online resources and replacement of older machines is of principle consideration.  

Inclusion 

All pupils have equal access and opportunities to use and succeed in Computing.  

· Left handed children have access to left handed mice.  Those without broadband at home have lunch clubs to attend.  

· Children have opportunities to work independently and collaboratively when using ICT and groupings are varied according to ability and the specific activity. 

· Teaching staff, In line with the Assessment Policy, keep records of children’ experiences and attainments.  Data is recorded in the SPTO (School Pupil Tracker Online) database accessed by all staff. 

· Children with Special Educational Needs use appropriate software to support their learning across the curriculum, particularly in Literacy and Numeracy and teaching support staff are regularly trained and briefed on using these programs successfully.  

Recording, Assessment and Reporting:
Teachers will continually review and evaluate their practice as part of their weekly planning process, making adjustments in accordance with children’s needs and new technology.

· Pupil’s work is assessed at the end of a Unit of work and samples of work are collected and used for levelling purposes.

· Pupil’s progress in Computing and purposeful use of technology with be commented upon as part of the Annual Report to Parents. 

· Examples of children’s work are displayed around the school and are kept as part of the School’s Computing and Technology portfolio.  

Health & Safety

All equipment should be maintained regularly by a technical expert to comply with Electricity at Work Regulations 1989

Carbon dioxide fire extinguishers should be located near all ICT equipment.

Regular visual checks of plugs, leads and other electrical equipment should be carried out by all users. Any faults should be immediately reported to the ICT subject leader.

Personal safety and comfort should be maintained at all times by following the guidelines displayed near all ICT equipment.
This policy will be evaluated and updated regularly.

The Prevent Duty & Promoting British Values 

From 1st July 2015 all schools, registered early years childcare providers and registered later years 

childcare providers are subject to a duty under section 26 of the Counter - Terrorism and Security Act 2015, in the exercise of their functions, to have “due regard to the need to prevent people from 

being drawn into terrorism”. This duty is known as the Prevent duty. Here at Danegrove School we take Safeguarding very seriously, therefore to ensure that we adhere to and achieve the Prevent duty.
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INTERNET CODE OF CONDUCT AGREEMENT

Pupil _______________________________________ 

My parents and I have read the Code of Conduct for Internet Use and I agree to follow it.

Signature_________________________________ Date_____________________

Parent

As parent or guardian, I have read, discussed and explained the Code of Conduct for Internet use to my son/daughter. I understand that if he/she fails to follow this code I will be informed and his/her access will be withdrawn.

Parent/Guardian Signature____________________Date__________________

Copyright Release

Danegrove School may produce web pages, ICT presentations, educational or interest articles for magazines or similar. No child’s work will ever be used without his/her permission but we also need parents permission to be able to publish a childs work or photograph. Please rest assured the child’s safety will always be of paramount importance; no personal information will be made public, and photographs will not identify individual children. Please sign this copyright release if you are happy for your child’s work to be shared in this way. (This can be changed at any time, just inform the Headteacher)

I give consent for the school to publish my child’s work on the Internet, subject to strict confidentiality of personal information.

Parent/Guardian Signature_______________________Date_________________

[image: image3.jpg]Windsor Drive Site
East Barnet Herts
EN4 8UD

Tel 020-8449 4024
Fax 020-8441 9270

Ridgeway Ave Site
East Barnet Herts
EN4 8TN

Tel 020-8449 7832
Fax 020-8441 9270




<Date>

To all Parents/Guardians 

Dear Parents/Guardians,

INTERNET AGREEMENT

As part of our ICT scheme of work Danegrove Primary School provides Internet access and e-mailing facilities. We are confident that this will benefit our children and equip them with important skills and knowledge in the wider world. 

Our Internet Service Provider, Equinox, which is overseen by Barnet LEA, operates a secure filtering system which restricts access to inappropriate materials.  We are also part of the London Grid For Learning which has its own secure filtering system as an extra backup. 

The staff and governors have agreed a Code of Conduct for Internet and e-mail use and children will always be supervised when using the Internet. The Code of Conduct will be explained to them and will be on display in the computer suite alongside all computers. Furthermore, any sites that pupils visit will be monitored to ensure that the Code of Conduct is strictly adhered to.

To support this policy, we ask that you discuss these rules with your child and for you both to sign the enclosed agreement. Should you wish to discuss the agreement or any aspect of Internet or e-mail use, please contact me to arrange an appointment.

Yours sincerely,

ICT Subject Leader.

Enc. 

Code of Conduct For Use Of The School’s Internet/E-Mail Facilities

Internet access will be provided for you to conduct research and communicate with others but only on the understanding that you agree to follow this code. 

The Danegrove Code

You should:

· Only access sites suitable for use in school. 

· Be aware that your actions on the Internet can be seen by others

· Be aware that Internet information on a website may be biased or inaccurate. Check the information if possible before using it.

· Be careful of what you say to others and how you say it. Never give your name, home address, telephone numbers or any personal information about yourself or others to any strangers you write or talk with on the Internet. Never arrange to meet strangers; anyone can pretend to be someone else.  

· Always tell a teacher or another adult if you ever see, hear or read anything which makes you feel uncomfortable when using the Internet or e-mail

· Respect copyright and trademarks. You cannot use words or pictures that you see on an Internet site without giving credit to the person who owns the site. You must not copy text or pictures and hand it to your teacher as your own work.

· Check with a teacher before 


· sending e-mail  

· downloading files

· opening e-mail attachments

· completing questionnaires or 

· subscription forms

You should not:

· Send, access or display offensive messages or pictures

· Use or send bad, threatening or annoying language, nor any language that might incite hatred against any ethnic religious or other minority

· Intentionally waste resources

Please note;

All computers with Internet access have Secret Agent software which is used to monitor communications. Anyone found to be misusing the Internet will be denied Internet access.
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Danegrove School may produce web pages, ICT presentations, educational or interest articles for magazines or similar. No child’s work will ever be used without his/her permission but we also need parents permission to be able to publish a childs work or photograph. Please rest assured the child’s safety will always be of paramount importance; no personal information will be made public, and photographs will not identify individual children. Please sign this copyright release if you are happy for your child’s work to be shared in this way. (This can be changed at any time, just inform the Headteacher)

I give consent for the school to publish my child’s work on the Internet, subject to strict confidentiality of personal information.

Parent/Guardian Signature_______________________Date_________________
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<Date>

To all Parents/Guardians 

Dear Parents/Guardians,

INTERNET AGREEMENT

As part of our ICT scheme of work Danegrove Primary School provides Internet access and e-mailing facilities. We are confident that this will benefit our children and equip them with important skills and knowledge in the wider world. 

Our Internet Service Provider, Equinox, which is overseen by Barnet LEA, operates a secure filtering system which restricts access to inappropriate materials.  We are also part of the London Grid For Learning which has its own secure filtering system as an extra backup. 

The staff and governors have agreed a Code of Conduct for Internet and e-mail use and children will always be supervised when using the Internet. The Code of Conduct will be explained to them and will be on display in the computer suite alongside all computers. Furthermore, any sites that pupils visit will be monitored to ensure that the Code of Conduct is strictly adhered to.

To support this policy, we ask that you discuss these rules with your child and for you both to sign the enclosed agreement. Should you wish to discuss the agreement or any aspect of Internet or e-mail use, please contact me to arrange an appointment.

Yours sincerely,

ICT Subject Leader.

Enc.  

