Draft Informati on Technol ogy Policy
1. Introduction.

This docunent is a statenent of the ainms, principles and strategies for the
use of Information Technol ogy at Badock's Wod Primary School

It was devel oped during the Spring Term 1997.

It has been agreed by teaching staff and approved by the governi ng body
on ..........

This policy will be reviewed in Spring 1999.

2. What is Information Technol ogy?

Informati on Technol ogy (1 T) conprises a variety of systens that handl e
electronically retrievable information. Conputers are the nbst obvi ous of
these but I T also includes programmabl e robots, tape recorders,

cal cul ators and vi deo caneras.

3. Rationale

3.0 Why shoul d our pupils do Information Technol ogy?

P Children need to develop a variety of IT skills which allow themto harness
t he

power of technol ogy and use it both purposefully and appropriately.

P IT notivates the pupil because it is fun

P IT takes the | aborious routine out of sonme text and information tasks, thus
rel easi ng

the constraints on a pupils creativity.

P Pupils need to recognise the power of IT in the world around them

P Pupils shoul d becone aware of the ethical inplications and consequences for
i ndi vidual s and soci ety posed by IT.

P IT can enhance the | earning process across the curricul um

P IT enables pupils to undertake activities which would be difficult to pursue
in any

ot her way.

P IT supports coll aborative | earning, discussion and groupworKk.

4. Ains

Qur ainms in using information technology are that all children wll

P enjoy using IT and tackle all applications with confidence and a sense of
achi evenent

b devel op practical skills in the use of IT and the ability to apply these
skills to the



solving of relevant and worthwhil e problens.

P understand the capabilities and Iimtations of IT and the inplications and
consequences of its use.

P extend and enhance learning in all subject areas of the National Curricul um
and
beyond.

b select and use IT appropriate to the task.

P recognise that IT affects the way in which people Iive and work.
5. Principles for the use of Information Technol ogy

5.1 Information Technol ogy is inportant because -

Pits use is w despread in the nodern technol ogical world and likely to continue
to grow

Pit is an inportant mediumfor |earning and study at all educational |evels.
5.2 Categories of IT

I nformati on Technol ogy is a conmponent of the Technol ogy curricul um

whi ch has its own programmes of study and attai nment target |evel

descriptions. The fundanmental skills, know edge and concepts that

children need to use IT effectively are currently set out in "I nformation
Technol ogy in the National Curriculunm under three categories

b applications and effects
P comuni cati ng and handling i nformation
P controlling, nonitoring and nodel ling

Informati on Technol ogy is al so seen as a cross-curricular strand in the
Nati onal Curriculumand indications for its use are given in nost subjects.

6. Strategies for the use of Information Technol ogy

Information technology is not taught as a distinct subject but is seen as a
tool to be used as appropriate throughout the curriculumto support and
enrich children's learning. |In order to ensure that val uable areas of
experi ence are covered

6.1 Curriculum

P IT use is integrated into the programe of topics foll owed throughout the
school

b all classes offer children experience in each of the three areas of IT in the
nati onal
curricul umexcept for Nursery and children under five in Reception

P IT use receives a specific nmention in the policy docunments for all subjects of
t he



curricul um

P computer use is carefully nmanaged so that all pupils are given equal access
opportunities (each child uses a conputer at |east once a week)**

PITis not seen as a stick or a carrot (to be withdrawn as a puni shnment or
offered as a
reward for good work or behaviour) but is offered as an entitlement for al

pupi | s.

6.2 C assroom Managenent

6.2.1

G oup Wrk

The predon nant node of working in information technology is group

wor k al t hough conputers are sonetines used by individuals formword
processing or for the practice of basic skills (see section on Special Needs
below). |ITis rarely used for class teaching although this is sonetinmes

usef ul

when tal ki ng about the equiprment. Goups of pupils using IT

P vary in size frompairs to groups of 6/8 (for prograns where discussion is

par anount )

b are usually of matched ability as this nakes for nore equal interaction

P may occasionally be of mixed ability to enable nore conpetent children to help
those less able (for exanple in word processing activities in early years)

E are usually of sane gender in order to avoid the nonopolisation of equipnent

y

boys or marginalisation of girls***

P may

be invol ved in teaching one another through a rolling program (for exanple

when i ntroduci ng a new piece of software).

6.2.2

C assroom Hel p

Cl assroom Hel pers are used in Information Technol ogy particularly
vol unt eer parent hel pers, who assist with

b the

readi ng i nvolved in sone early years activities

b data entry for information processing work
P probl em sol ving work with LOG0O, robots or control technol ogy
b desk top publishing activities

6.2.3

Safety Issues

Conmput er systens will not be placed near magnets, radiators or have
trailing wires which can be tripped over.

Pupils will not normally work in front of a conputer screen for nore than
hal f an hour at a tine.

7. School Managenent of Hardware and Software

7.1 Purchasing

Har dware and software for the development of IT capability will be
recommended for purchase by the IT co-ordinator in consultation with the
Headt eacher and staff. Software for specific subjects will be purchased by



t he subj ect co-ordinator
7.2 Oganisation of Hardware

Conput er systens in school will be marked so that nonitors, boxes,
printers, keyboards, speakers, ink boxes, mce or any other machine
specific itemw ||l stay together as one system and be noved together if
necessary.

8. Access to Information Technol ogy
8.1 Pupils with Special Educational Needs

Pupils with Special Needs have the same IT entitlenment as all other pupils
and are offered the sane curriculum However, in addition particul ar
applications of IT are used for

P pupils with difficulties in learning, who need to be notivated to practice
basic skills

regularly and intensively, and thus benefit fromthe use of progranms in which
skills

practice is set in the context of a notivating gane

b certain pupils with physical or conmunication handi cap who have their own
speci al |y adapted machi nes for use in conmunication and across the curricul um

P pupils of high ability who may be extended through the use of prograns which
of fer
chal | enge and opportunities for investigation

8.2 Homework and IT

Honmework is not used to support IT work as access to home conputers is
very variable. However, we are very conscious of these inequalities and
access and nonitor school conputer use carefully to ensure that children
who do not have conputers at hone are given at |east as nmuch (if not
nore) opportunity to use themin school

8.3 Increasing Access

As pupils progress through the school they are given increasing control of
their use of IT, gaining grow ng i ndependence in their use of IT as a too

appropriate to any given activity and in their choice of software required.
hands-on and denobnstration sessions at parental events

9. Strategies for Ensuring Progress and Continuity

Pl anning for the use of Information Technol ogy is a process in which al
teachers are invol ved, wherein

P suggestions for IT activities integrated with the three year topic cycle are
devel oped
by the co-ordinator in collaboration with coll eagues

b atrenble staff neeting is used to discuss the use being made of IT across the
curricul um and ensure consi stency of approach and of standards



P termy planning (included weekly planning) which are drawn up by individua
teachers and nonitored by the co-ordinator all include proposals for integrated
I T

use

P software use throughout the school has been carefully mapped out to ensure
t hat
children's experience of IT is continuous and progressive.

10. The Role of the Information Technol ogy
10.1 The role of the co-ordinator is to

b take the lead in policy devel opnent and the integration of IT into schenmes of
wor k

designed to ensure progression and continuity in pupils' experience of IT

t hr oughout the school

P support colleagues in their efforts to include IT in their devel opnent of
detail ed

work plans, in their inplenentation of those schemes of work and in assessnent
and record keeping activities

P nonitor progress in I T and advi se the headteacher on acti on needed

b take responsibility for the purchase and organi sation of central resources for
I T

P provide technical support to colleagues in their use of IT in the classroom

b take appropriate steps to keep up-to-date with devel opnents in this rapidly
changing field and pass of information to coll eagues as appropriate

11. Assessnent

Formati ve assessment is used to guide the progress of individual pupils in
their use of IT. It involves identifying each child' s progress, determ ning
what each child has | earned and what therefore should be the next stage in
hi s/ her learning. Formative assessnment is nostly carried out informally by
teachers in the course of our teaching. Suitable tasks for assessnent of IT
wor k i ncl ude

P smal | group discussions perhaps in the context of a practical task

b specific I T assignnents for individual pupils

P i ndi vi dual discussions in which children are encouraged to appraise their own
wor k

and progress.

12. Strategies for Recording and Reporting

Records of progress in information technol ogy kept for each child should
contai n evidence of each of the three strands of IT updated as the child
pr ogr esses.

Reporting to parents is done on a termy basis through interview and
annual |y through a witten report. Reporting on IT use will focus on each
child' s ability to use a conputer with confidence and conpetence across a



variety of applications.

Formal summative assessnent is carried out at the end of each Nationa
Curriculum Key Stage through the use of teacher assessnent using the
agreed record sheet.

13. Strategies for the Use of Resources
13.1 Location of Resources

The IT roomis located in the annexe. Anything renoved fromthe room
must be signed out for in the book by the door

ITis incredibly inportant and therefore should have high status and a
budget sufficient to allow for updating and renew ng of equipnent.

Central resources in Information Technol ogy are the responsibility of the
I T co-ordinator. They include usually-

P two roanmers, three sets of batteries and two charges. One set charging while
ot her

two are out.

P an extension lead for use with IT equi pment ONLY.

b floppy disks 3.5 for PCs and Ninbus; 5 1/4 floppies for BBC s.

P master disks for nost programes except those that reside on the nachi nes and
are

backed up on a zip drive kept in the safe.

P all manuals for hard and software unless manual is contained within the
progr am

P joysticks

P the buffer box

13.2 Staff and Pupils Using IT

Staff are encouraged to use conputers at work or take conputers honme in
order to prepare resources or to devel op personal conpetence and
confidence in the use of IT.

Class Mnitors in the formof self-selected pupils who are eager and
interested in the use of IT are used in many cl assroons to set up

equi prent and as "experts" in various applications able to advise peers if
t hey encounter problenms. Year 6 pupils also act as nonitors for infant
classes. Care is taken to involve girls equally in this role.

13.3 Health and Safety and IT

Heal th and Safety issues in Information Technol ogy include taking care

with

P setting up and novi ng equi prent

b establishing appropriate working conditions

b general electrical safety

b taking regular stops to stare into space away from screen approx. every 20 mn
to

avoi d eyestrain.

14. Troubl e Shooti ng!



A fault book can be found in the staff roomand staff will log any faults in
it.

VWhen a fault occurs on a systemin either the software or the hardware,
staff will check through the trouble shooting sheet attached to the system
If the problemis not fixed within ten m nutes then the machi ne should be
switched off and the pupils directed to another activity. The IT co-
ordinator will provide support to rectify the problemat a tine agreed with
staff.

If the IT co-ordinator is not avail able support is available through the IT
centre at Sheriden Road.

15. Security

Al itens of IT should have the schools name etched into it and be narked
wi th the school s postcode using invisible nmarker.

To prevent conputer viruses contam nating any system NO di scs from
out si de school prem ses may be placed into a machi ne without express
perm ssion fromthe IT co-ordi nator or the Headteacher. The disc nust
t hen be passed through the virus checker.

Failure to conply with this may result in disciplinary action. |In many
conpani es use of such unauthorised disks invite i medi ate di sm ssal .

Al IT itens, conputers, videos, televisions etc., will be pushed away from
wi ndows at the end of the day.

Any itenms renoved from school mnust be |ogged in the book in the office.
Ti m McShane 1997



