Chapel-en-le Frith C of E VC Controlled Primary School
Information and Communication Technology Policy

INTRODUCTION
· This policy outlines the aims, principles and strategies for the teaching and learning of Information and communication technology (ICT) at Chapel Primary School.

· The policy has been drawn up as a result of staff discussion and has the full agreement of the Governing Body.  The implementation of this policy is the responsibility of all the teaching staff.

· The policy will be reviewed regularly. A schedule for the review is set out in the School’s Whole School development plan.

WHAT IS INFORMATION AND COMMUNICATION TECHNOLOGY?

ICT AND IT

Information and communications technologies (ICT) are the computing and communications facilities and features that variously support teaching, learning and a range of activities in education. Such ICT-related activities include, for example, the use of: 

· broadcast material or CD-ROM as sources of information in history; 

· micro-computers with appropriate keyboards and other devices to teach literacy and writing; 

· keyboards, effects and sequencers in music teaching; 

· devices to facilitate communication for pupils with special needs; 

· electronic toys to develop spatial awareness and psycho-motor control; 

· e-mail to support collaborative writing and sharing of resources; 

· internet-based research to support geographical enquiry; 

· integrated learning systems (ILS) to teach basic numeracy; 

· communications technology to exchange administrative and assessment data. 

The focus is on the subject being taught or studied, or the organisation being administered, rather than developing pupils' skills with, and knowledge of, the technologies themselves. 

Information technology (IT) comprises the knowledge, skills and understanding needed to employ information and communications technologies appropriately, securely and fruitfully

 in learning, employment and everyday life. IT is to ICT as literacy is to books, journals or screen displays. IT capability at school age includes:    

· understanding of how information is structured in a database; 

· skills in carrying out a search on the World Wide Web with sensitivity to meaning, accuracy of data and reliability of sources; 

· understanding of how computers can simulate real processes e.g. predator-prey relationships; 

· skills in using software e.g. word processing or e-mail to communicate effectively; 

· understanding that ICT can be used to control things; 

· knowledge of how to use ICT securely, with consideration of the feelings of other people, their rights to privacy and ownership of material. 
The focus of IT is on pupils' capability with ICT. This is why IT is the overall title used for the National Curriculum subject and qualifications. 

Not all IT learning will involve the use of computers. For example, teachers might ask pupils to: 

· sort real objects into different categories as an introduction to databases; 

· read a piece of printed text in order to identify the key words that might characterise it and help to retrieve it electronically if necessary; 

· develop paper-based models and simulations of situations; 

· consider the use of font sizes and print effects in newspapers and magazines as part of their work with word processors; 

· give each other instructions as a way of teaching about precision and control; 

· compare the use of IT tools and software with other ways of undertaking a design, composition or analysis task. 
AIMS
In IT our teaching should offer opportunities for children to: 

· develop IT capability, including their knowledge and understanding of the importance 

     of information and of how to select and prepare it; 

· develop their skills in using hardware and software to manipulate information in their processes of problem solving, recording and expressive work; 

· develop their ability to apply their IT capability and ICT to support their use of language and communication, and their learning in other areas; 

· explore their attitudes towards ICT, its value for themselves, others and society, and their awareness of its advantages and limitations.

· encourage pupils to take responsibility for their own learning.

· enjoy using IT and tackle all applications with confidence and a sense of achievement.

These aims and purposes are expanded below.

Knowledge And Understanding

Children will have opportunities to: 

· understand how ICT can be used to communicate and handle information, control and monitor events, and model real and imaginary situations. 
Processes And Skills

Children will have opportunities to: 

· acquire and develop the skills associated with using ICT to: 

· pass on ideas by communicating, presenting and exchanging information 

· find things out and handle information 

· make things happen by controlling and monitoring events 

· try things out by modelling real and imaginary situations 
· acquire and refine the techniques e.g. saving, copying, checking the accuracy of input and output needed to use ICT; 

· practise mathematical skills e.g. ordering numbers including negative numbers, measuring and calculating to an appropriate number of decimal places, drawing and interpreting graphs and bar charts in real contexts; 

· learn why numerical and mathematical skills are useful and helpful to understanding; 

· develop the skills of collecting first-hand data, analysing and evaluating it, making inferences or predictions and testing them, drawing and presenting conclusions, and use all these in their work with ICT. 

Language And Communication

Children will have opportunities to: 

· develop language skills e.g. in systematic writing and in presenting their own ideas; 

· use the appropriate technical vocabulary; 

· read non-fiction and extract information from sources such as reference books or CD-ROMs. 


Values And Attitudes

Children will have opportunities to: 

· work with others, listening to their ideas and expertise and treating these with respect e.g. co-operating and collaborating when using a computer as part of a group to ensure that all contribute; 
· acknowledge the ownership of ideas and recognise the value of information held on IT systems e.g. recognising how much work has gone into producing a computer file, and how easily careless access can destroy it; 

· be aware of the security of their own and other people's information in electronic form e.g. recognising that they should ask before reading or copying from others' work; 

· recognise the importance of printed output e.g. keeping examples of graphics work safe so that source files may be easily identified when work is developed at a later date; 

· be creative and persistent e.g. when assembling a computer file from a large amount of source material; 

· consider the origin and quality of information and its fitness for purpose; 

· evaluate critically their own and others' uses of ICT; 

· recognise the strengths and limitations of ICT and its users e.g. recognising that a word processor is an effective and efficient tool to help writing, but, on occasion, handwritten text is more appropriate; 

· develop knowledge and understanding of important ideas, processes and skills and relate these to everyday experiences; 

· learn about ways of thinking and of finding out about and communicating ideas; 

· explore values and attitudes through IT. 

HOW WE TEACH ICT
Areas around classrooms are available for 6 networked computers and are stationed so that children can work individually, in pairs or in groups and where the teacher can interact with them. Every classroom has access to at least three computers (with pre-installed software) and printers. The same software is available on all school computers. Progression comes from the way in which the software is used.
All class areas have access to the Internet. This must be used by children under strict supervision at all times at the moment.
Computers should be used by children in school, for class and schoolwork only and should be supervised by an adult at all times.
A digital camera and tape recorders are available in school.
I.C.T. will be presented in practical contexts which will be relevant to the children’s experiences. Pupils will have ‘hands on’ experience. 
The school’s I.C.T. scheme of work contains full details of the learning stages of I.C.T., the links across the National Curriculum and the skills that need to be developed in each year.

In the delivery of ICT there will be a range of whole-class instruction or demonstration, group teaching and individual practice. 
To provide adequate time for developing ICT skills each teacher will ensure every pupil has access to computers.
Ideally, children should be able to recognise when it is appropriate to use the computer to assist their work or further their studies. However, until they have a working knowledge of programs and are confident in their use it will be necessary to devise timed activities to ensure equality of experience.
The organisation within each classroom will have to be adapted to the program being used, taking into consideration the time children may need to fulfil a task. This is not to say that I. T. takes priority over other arrangements within the classroom but requires that teachers recognise that it has an integral part to play in their programme of activities.
Using the computer should enable children to feel free to make mistakes, to experiment, to draw upon experiences, to have a sense of ownership in what they are doing, to work co-operatively and to be able to select appropriate software to achieve success. 
Equipment and software will be reviewed annually. Updating and upgrading of equipment and software will be an implicit part of this review as will maintenance and servicing.
It is important to recognise that although most of the equipment for Information Technology is associated with computers, other equipment such as cameras and tape recorders also have their place.

Links With Other Areas Of The Curriculum
Links will be made to ICT within other subjects so pupils can develop and apply their ICT skills.
In the QCA scheme of work, which forms the basis of our scheme, IT is the main focus of each unit. Where there are opportunities for links with other areas of the curriculum these are being built into our Scheme of work. For example, the unit on branching databases provides opportunities for work on keys in science. 
Each unit offers children opportunities to develop their use of language. Both language development and learning in IT are reinforced and clarified by: 

· speculating, discussing, explaining and comparing; 

· listening and reading; 

· predicting, sequencing ideas and suggesting alternatives.

Some units provide opportunities for children to develop mathematical skills through working with numerical data relating to real situations and are highlighted in the National Numeracy Strategy.
Out-Of-Class Work And Homework
Work in ICT will provide opportunities for children to practice and consolidate their skills and knowledge and to develop and extend their techniques and strategies. Some children may use home computers to further their work. Some units provide opportunities for teachers to set worthwhile tasks that can be completed at home – many without the use of a computer. 
Suitable tasks include: 

· identifying and reviewing the use of IT in the wider world; 

· collecting data for processing; 

· producing first drafts and collecting source material.

Children may choose to practise some of the techniques taught within the short focused activities where they have access to computers at home. 
Floppy discs or CDRoms from outside school will not be used on school computers without permission from the coordinator.

TEACHING METHODS

A range of styles is necessary for the teaching of ICT. Approaches need to be related to the topic itself and to the abilities and experience of the pupils.

ICT teaching at all levels will include demonstrations to the whole class, group work and individual work.                                                                                                           

Long-, medium- and short-term planning

The scheme of work for IT covers long- and medium-term planning and goes some way towards short-term planning. 

Long-term planning for IT is in the context of each school's overall curriculum plan, which reflects the needs of all children. The long-term plan shows how teaching units are distributed across the years of the key stage in a sequence that promotes curriculum continuity and progress in children's learning. The units for each year reflect the balance of the programme of study. They may be linked to work in another subject. 

The medium-term plan identifies learning objectives and outcomes for each unit and suggests activities enabling these to be achieved. The medium-term plan shows a sequence of units that will promote progression and an estimate of the time each unit will take. 

Short-term planning is the responsibility of individual teachers, who build on the medium-term plan by taking account of the needs of the children in a particular class and identifying the way in which ideas might be taught to the children in the class.
Training

The introduction of new hardware and software has implications for in-service training and it will be part of the school's development plan to address the needs of all staff in the use of I. T.  A programme of in service training will be established and help documents will be available for all teachers for pre loaded software. 

An annual audit will be undertaken to establish the availability and use of programs and it will be the specific duty of the named I. T. Co-ordinator to ensure that all staff are suitably equipped and informed of any developments. It will also be the responsibility of the co-ordinator to ensure that planned advice and assistance is given throughout the school.

By nature the I.C.T. curriculum is liable to change frequently. The plan for developing the curriculum and managing changes is outline in the school’s I.C.T. Implementation Plan, which is updated regularly by the I.C.T. coordinator. It includes proposals for future development of the curriculum, use of resources, staff training needs and long-term replacement of hardware. Not all the required changes can be made in the short term because of the cost of training time and hardware involved. The Implementation Plan sets out tentative proposals for the forthcoming years.

RECORD KEEPING AND ASSESSMENT
Assessment will be used to inform teaching in a continuous cycle of planning, teaching and assessment.  

Assessment will be an informal part of every lesson to check pupils’ understanding and give information which will then inform day-to-day lesson plans.  

Pupils’ saved work – hard copy or on disc – will provide a portfolio of their attainment.

Teachers will keep a class record sheet of key objectives covered. Where a child's progress differs markedly from that of the rest of the class, teachers will make a note of this and of the reasons for the difference. This provides a straightforward method for passing on information about children to the next teacher. 

Teachers will draw upon their class record of attainment against key objectives and supplementary notes and knowledge about their class to produce a summative record.  Accurate information will then be reported to parents and the child’s next teacher.

Equal Opportunities and Differentiation

The school Equal Opportunities Policy applies to the teaching of ICT, as to all other subjects.  All pupils will be encouraged to work to the best of their abilities.

How we cater for pupils who are more able

More able pupils will be taught with their own class and stretched through differentiated group work and extra challenges. The differing backgrounds children have in IT capability offer a significant challenge. Children who have access to ICT outside school often have greater skills in handling hardware and software. However, they may not have the full range of IT capability expected in the programme of study. By observing children's developing IT capability, teachers will be able to ascertain what tasks and expectations would best support their learning.


 How we cater for pupils with special educational needs and individual education plans

All pupils are to have access to the use of I.C.T. regardless of gender, race, cultural background or any physical or sensory disability. Where the use of a computer proves difficult for a child because of a disability, the school will try to provide specialist equipment and software so that the pupil may have access (i.e. lower case lettering on keyboards, concept keyboards,). Pupils with learning difficulties can also be given greater access to the whole curriculum through the use of I.C.T. Their motivation can be heightened and they are able to improve the accuracy and presentation of their work. This is turn can raise self-esteem. In some cases the use of a specific computer programme may form part of an IEP.

HEALTH AND SAFETY

The school Health and Safety Policy applies to the teaching of ICT as to all other subjects.  

Staff should be aware of some specific safety aspects of using computers e.g. 

· computers will not be placed near radiators or in front of heaters 

· they will not have trailing flexes which can be tripped over 

· no food or drinks will be allowed near computers  

· pupils will not normally work for more than half an hour in front of a computer screen.
INTERNET ACCESS AND AUDIT CONTENT

Internet access and adult content filtering is administered by our ISP (Internet Service Provider), the East Midlands Broadband Consortium (EMBC) as directed by Derbyshire County Council.  There are very rare occasions when inappropriate sites may be visited accidentally.  These are reported to the ICT co-ordinator and direct filtering of that particular site is reported to EMBC.
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