ICT Policy

1.0 Into The Future

1.1 Developments in ICT have led to the rapid evolution of a new form of literacy, which we can think of as digital literacy. ICT is no longer, if it ever was, just another tool for delivering the conventional curriculum. ICT is revolutionising teaching & learning. Its impact is as important as the invention of the printing press. It does more than facilitate the process of publication and dissemination of information – it makes new forms of publication and presentation, and therefore new forms of creativity, possible. The use of individual white-boards, whilst in many ways being a throwback to the Victorian use of slates, gives a hint of what the classroom of the future may be like. In place of whiteboards, think PDAs (personal digital assistants). Each pupil has their own PDA, reciprocally linked up to the classroom’s interactive whiteboard and assessment database. Pencil and paper is still used, but most teaching & learning is delivered digitally. This future – one that we are moving inexorably towards – underpins our ICT policy.

2.0 Aims

2.1 to provide children with the necessary competencies so that they are well-prepared to live and work in the digital work and leisure places of the future

2.2 to deliver the schemes of work for ICT as set out by QCA, revised where appropriate to meet school needs

2.3 to ensure that a large majority of children are assessed at Level 4 or above in ICT by the time they leave the school

2.4 to provide a safe and secure environment in which  children and adults are able to use the full range of ICT resources in school

2.5 to ensure that other areas of the curriculum are enhanced by sensible and appropriate application of ICT

2.6 to ensure that children with Special Educational Needs have maximum access to ICT so that they can benefit from multisensory, multimedia learning resources

2.7 for children to produce high-quality work using ICT and to celebrate this on the school website, intranet and microsites.

3.0 Implementation

3.1 Entitlement. All children are entitled to full access to ICT. Classes are expected to make use of all their allocated ICT suite time unless they have good reason for not doing. Such reason should be communicated to the ICT co-ordinator in advance where possible, so that the suite’s facilities can be offered to another group. Every effort should be made to ensure that children are not withdrawn for support teaching, peripatetic music lessons. etc. at such times. Children on the Special Needs register have an extra entitlement underpinned by the fact that the Special Needs budget has made a significant contribution to the acquisition of such resources as interactive whiteboards and projectors, on the basis that children with learning difficulties respond well to multi-sensory, multimedia materials.
Workstations in classrooms and shared areas form an essential part of children’s ICT entitlement. These should always be switched on at the start of every day, and networked machines should, by default, have the school intranet as their homepage. These workstations, including laptops, should be in use for the greater part of any day. Any malfunction of workstations that affects children’s entitlement should be brought to the attention of the technician (see 3.6) at the earliest opportunity.

3.2 Teaching & Learning. Teachers are already increasingly making use of digital material to help introduce, explain and motivate. A special section of the school intranet is being established to help store these digital materials, so that they can be instantly available to everyone on the network. Children are building up a large body of work for which there is no paper equivalent. There is a need to rationalise the storage and retrieval of this work, so that it can be readily accessed and assessed as required. Further guidance will be issued after the installation and setup of Winsuite, for adoption as from September 2002.

3.3 Assessment & Recording. A summary breakdown of the skills, vocabulary and software children need to experience in the course of undertaking the QCA units at each year group has been in place for some time [see Appendix #1]. This, alongside the NC Level descriptors, provides means for a broadbrush measure of assessment. A system of online certification, based on self-assessment, is in preparation. Teacher assessment is carried out at the end of each school year.

3.4 Continuity & Progression. This is under-written by close adherence to the QCA schemes of work and by the monitoring of the ICT co-ordinator. (See 6.0)

3.5 Organisation. The current pupil-workstation ratio is 1:10. 45 workstations, including laptops, are licensed under the Microsoft School Agreement, an annually renewable license that allows us to run all the Office packages on all our machines, and to upgrade to the newest versions. It also gives all teaching staff the right to use the licensed Microsoft software at home, for educational purposes. The ICT suite consists of 18 pupil workstations, one teacher machine, an interactive whiteboard + projector, and colour laser printer. The rest of the pupil workstations are situated in classrooms or shared areas. The ICT development plan includes a replacement/upgrade programme that should ensure we reach a 1:8 ratio (the government target) by 2004. In addition to the wallmounted interactive whiteboard in the ICT suite, we have two mobile whiteboard/projector units.

3.6 Staffing. The current ICT co-ordinator is Mr M Thorn, Deputy Head. A technician, Mr D. Harman, is employed for half the week (Monday through to Wednesday lunchtime). He is responsible for maintaining the smooth operation of the network, checking backup and security procedures, and dealing with routine technical tasks. Requests for the technician to attend to a problem should be entered into the worklog, situated beside the teacher machine in the ICT suite. Technical time has to be prioritised, and there will be occasions when the need to maintain or re-establish admin systems mean that work on curriculum machines has to wait.

3.7 Safe practice. There are separate policies for system security and for safe use of the internet and e-mail [See Attachments #2,#3]

3.8 Extension & extra-curricular. The ICT suite is regularly used for extra-curricular clubs such as a School Council website design group and FlashClub. It is also used by ‘booster’ groups. The development plan includes a commitment to explore further ‘out of hours’ use of this facility.

3.9 School-Home connectivity. Whilst not being universal, home access to PCs and the internet is now widespread, and the gradual introduction of broadband connections both at school and at home will significantly increase the potential for extending online learning to the home. The school website is currently undergoing a redesign which will ultimately allow for customised logins giving access to, for example, homework details and resources for a particular class.

3.10 Website, Intranet, Extranet. The school website, Hawk Talk, is our online presence in cyberspace. Anyone in the world can access Hawk Talk, with the proviso that special log-in areas of the site are under development (see 3.9). The intranet is a secure, in-school only site. The contents of the intranet cannot be accessed from home, or anywhere off site. The LEA is establishing a special site which only schools in East Sussex will have access to. This is being termed an extranet.

4.0 Other subjects

4.1 ICT has a significant role to play in the development of other curriculum areas. However, it is the role of the ICT co-ordinator to ensure the development of ICT in the school. It is the role of other subject co-ordinators to ensure the development of their own curriculum area, and this should include the identification of subject relevant ICT resources, which should be purchased from the relevant subject budget.

4.2 Lessons in the ICT suite are not automatically ICT lessons. Some of them will be. But the majority of  sessions in the suite will be used to develop literacy, PSHE, history, science, maths etc.

5.0 Development and training

5.1 There is a section devoted to ICT in the school’s development plan, which sets out desirable progress over the next few years. [See Appendix #4]

5.2 A programme of inhouse training of Teaching Assistants is in place and ongoing.

5.3 The school has completed its NOF training. All members of staff are therefore adequately trained to deliver the requirements of the ICT curriculum. Further individual training needs are identified as part of Performance Management and CPD.

6.0 Monitoring & evaluation

6.1 The co-ordinator carries this out by means of the normal mix of observation, monitoring of plans and examination of children’s work. A school ICT portfolio is not yet in place (although there is a good deal of electronically saved work in the system) and its establishment is part of the development plan.

6.2 As line manager for the technician, the co-ordinator conducts termly review meetings with Mr D. Harman and reports back to the headteacher.


7.0 Administrative systems

7.1 Although we have an integrated network, access to administrative systems (SIMS) is reserved for those who have an admin login and password. The majority of staff and all pupils log in to the curriculum side of the network – hawkes_farm. All networked workstations can potentially login to hawkes_admin, however, and any member of staff wishing to access information in, for example, Assessment Manager or the SENCO module, can apply for login access.

7.2 Classteachers all have access to laptops for using ICT to manage planning, assessment and lesson preparation.

7.3 The school’s RM EasyMailPlus account is administered by the ICT co-ordinator. Children, with the exception of one class involved in an e-mail project, do not have individual addresses. They send and receive mail via a class account.

8.0 Summary of ICT Co-ordinators’ role

8.1 Line manager to technician

8.2 Website/intranet developer

8.3 ISP and E-mail account administration

8.4 Software licensing

8.5 Scheme of work appraisal

8.6 Monitoring of standards

8.7 Training

8.8 ICT & NGfL budget planning 

8.9 Resource management

9.0 Significant resources additional to PCs & printers

9.1 Digital cameras x 7

9.2 Video camera

9.3 Datalogger

9.4 Interactive whiteboards

9.4.1 Wall-mounted, in suite

9.4.2 Mobile x 2

9.5 ISDN Videoconferencing hardware

9.6 Scanner

10.0 Useful information

10.1 School website: www.hawkesfarm.e-sussex.sch.uk
10.2 Intranet: \\Hawkes_nt\InetPub\wwwroot\default2.htm
10.3 Office e-mail: enquries@hawkesfarm.e-sussex.sch.uk
10.4 e-mail: username@mail.hawkesfarm.e-sussex.sch.uk
10.5 EasyMail: http://mail.mail.hawkesfarm.e-sussex.sch.uk
To create a shortcut to the EasyMail Login page, right-click your desktop, select New, Shortcut then in the command field enter the above url. Rename the New Internet Shortcut. 
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