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Information Communication Technology Policy
Introduction

Children are the focus of everything we do at Terrace Road Primary School. The Wordle below demonstrates that they are the main focus of this policy document:
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This policy document sets out the school’s aims, principles and strategies for the delivery of Information and Communication Technology (ICT).  It was formally adopted by all staff and governors. All teaching students and new staff members will be requested to read and adhere to the policy as they commence work in the school. 
This policy will be reviewed at regular intervals and updated as necessary by the ICT Co-ordinator. This policy is also available for parents on request. This policy is applicable to all that work within the school and any visiting guests who may use our ICT equipment. Any violation of the policy may lead to disciplinary action or even criminal prosecution.

The Significance of ICT
As well as being an important curriculum requirement, the ability to use IT effectively is a vital life skill. We interpret the term Information Communication Technology to include the use of any equipment, which allows users to communicate or manipulate information electronically.

Terrace Road School’s ICT Aims

As a school we recognise that we are educating children of the future, for the future and therefore we have a responsibility to ensure that we equip them with the skills that will help them learn more independently and become more responsible citizens. We believe ICT and the role it plays in teaching and learning is the key to achieving this.  It is our aim, by providing our pupils with quality ICT opportunities that the skills they acquire will have a positive impact on lifelong learning. 

The overall aim is to produce learners who are confident and effective users of Information Communication Technology and to ensure that teachers and pupils alike develop confidence and competence to use Information Communication Technology to facilitate effective teaching and learning.  Pupils and teachers should be given opportunities to:

· Use ICT with purpose and enjoyment

· Develop their ICT capability

· Become autonomous users

· Evaluate the benefits of ICT and its impact on society

· Become familiar with the everyday uses of ICT and understand the way in which it is used and abused in society

· Increase their independence, to use and develop their interests and abilities more effectively, regardless of special educational needs or disabilities.

· Meet the requirements of the Skills curriculum as fully as possible and achieve the highest possible standards of achievement

· Celebrate success in the use of ICT.
Role of the Co-ordinator
The subject co-ordinators will oversee the effective running of that particular area.

The co-ordinator will be responsible for:

· Maintaining (and updating where appropriate the scheme of work and policy statement)
· Monitoring standards of teaching and learning in that subject using relevant available data
· Ensuring that levels of work are appropriate to particular year groups
· Giving guidance on learning objectives, key questions, resources, assessment / recording and differentiation
· Ensure that termly plans follow the school scheme of work and that weekly plans follow termly plans
· Overseeing resources
· Keeping in touch with and relay developments
· Keeping a subject portfolio of standards / range throughout the school.  This should comply with a school standard-format and should match samples of work to ‘best-fit’, National Curriculum level descriptor criteria
· Presenting a brief annual report to Governors (on achievement and standards in the subject)
· The co-ordinators should ensure that strategies in a school development plan or action plan are appropriate and adhered to.  The co-ordinator should then regularly monitor progress and evaluate the process.
· The co-ordinators are leaders and a vital part of the school’s strategic management
· The co-ordinators should also be seen as a professional resource to colleagues and a ‘critical friend’

An effective co-ordinator will:
· Regularly monitor the appropriateness of the scheme of work
· Regularly monitor the planning of colleagues
· Give guidance on specific learning objectives and assessment
· Act as a ‘critical friend’ to colleagues
· Keep a portfolio of work samples which will indicate clear continuity of progression throughout the school (see above)
· Guide colleagues on new developments and resources
· Attend co-ordinator meetings / training courses (and feedback to colleagues)
· Use his / her initiative to drive the subject successfully

Co-ordinator Monitoring:

A monitoring proforma (J:/role of the coordinator) will be used by co-ordinators if classroom observations are carried out.  This will be for recording details during any classroom visits (It will also record details of planning and assessment).

Copies of the observation / monitoring proforma should be given to:
· The observed colleague
· The Headteacher
· The co-ordinator’s own monitoring file

Terrace Road School’s ICT Vision

ICT MUST BE FUN
(Vision statement devised and adopted by Terrace Road Primary School pupils, staff and governors)

This statement, we would immediately acknowledge, is not exactly visionary! It was a theme though that came out of discussions with our children, staff and governors and one which we felt we could use to represent something that ICT ought to be about. Therefore each of the letters stands for something more:
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I – Information

C – Communication

T – Technology

M – Monitored
U – Useable

S – Safe

T – Training

B – Bilingual

E – Educational 

F – Future
U – Uniting

N - Networks

As a Primary School we felt it was crucial that our ICT vision statement could be understood and remembered by even the youngest children – and yet it could be used to mean something more powerful for all concerned with it. 
The first three letters are self explanatory in the context of ICT
Monitored

The school has the facility to monitor all computer activity on the network and all users are made aware of this informally and via a visual statement displayed upon logging in. Monitoring use in this way is to ensure the safe and responsible use of computers networked in the school. It is the responsibility of each staff member to instruct pupils in the safety procedures as instructed within this policy.

Monitoring of the curriculum is carried out by the Head Teacher and the IT Co-ordinator, in the following ways:

· Informal discussion with staff and pupils

· Observation of ICT displays

· Collection of pupils’ ICT work

· Classroom observation

Useable

As a Primary school we need to cater for the needs of children from the Nursery through to Year 6. Their needs are extremely diverse. Each year it is our intention, in evaluating the impact that ICT has had on learning and teaching, to ensure that we have resources the match the needs of our learners. They need to be up to date and user friendly. ICT is by nature an ever developing subject – at Terrace Road we believe it has the potential to have a major impact on learning and therefore we will continue to invest in it and ensure we have the best possible resources to meet our children’s needs. 

The school is located in a mixed catchment area. Some of our parents are unable to afford computers or more specifically broadband in their homes. We are committed to supporting those children and all pupils, regardless of race, gender, culture or disability to give them the opportunities to develop their ICT capability.  The school will promote equal opportunities for computer usage and fairness of distribution of ICT resources.  Children with a computer at home are encouraged to use it for educational benefit and to share their experiences in school. Further to this we shall commit to running lunch time clubs for ICT in order to ensure that specifically disadvantaged children have the informal environment to practise and build upon their ICT skills.

In Terrace Road school we believe that our children with Special Educational Needs or children with English and an Additional Language can benefit from using ICT as it enhances access to the curriculum, and this in turn encourages motivation and the development of skills.

ICT resources in the school will reflect the needs of all our students and the IT co-ordinator will work with the Special Needs Co-ordinator to develop ICT resources to support the needs of specific children in the school.

Safe

Much of what we would consider to be safe practice is covered under the heading of Monitoring. 

We believe it is important that it is given a heading in its own right in the policy document because the children all indentified it as being of paramount importance in the subject of ICT. Children recognise that e-safety is a fundamental skill in today’s technological world. At Terrace Road we recognise that e-safety is not about teaching children about dangerous e-content because the content will change tomorrow. Rather we see it as crucial to a child’s development that they are taught e-safety skills that will keep them as safe as possible when using technology. 
As a school we have signed up to the LEAs Service Level Agreement which has been designed to keep children as safe as possible through the monitoring of specific content going onto school machines and firewalls that guard against possible unsafe material from internet sites. For further information regarding our Internet policies please see the Terrace Road Primary School Internet Policy document.
Training

ICT has a major training implication year on year as technology continues to advance in ways which are often unpredictable. It is our policy to train our staff that they in turn may teach our children ICT skills that they can apply throughout their learning. 

Training will take place formally through INSET days, ADDS sessions, lunchtime workshops at various points within an academic year. Informally training will continue on an almost daily basis through the full-time ICT technician employed in the school and the ICT co-ordinator. Further to this ICT training will be administered by subject specific coordinators where they have an expertise in a particular piece of software or hardware or web based content that would be beneficial to the rest of the teaching and / or non-teaching team. 
Bilingualism

At Terrace Road School we aim to promote bilingualism through ICT. We aim to encourage the children to communicate effectively in English, Welsh and in their home language at a level appropriate to their age and ability. 

ICT is incorporated in the planning of each subject scheme of work and is the responsibility of individual subject co-ordinators along with the support of ICT staff to develop this within their own subject.

When planning lessons involving the use of ICT, teachers identify activities in which the emphasis is on both the development of ICT skills and the subject being supported.
Educational
Literacy & Numeracy across the Curriculum – LNF

The LNF provides a framework for understanding the progress learners make in developing and applying their literacy and numeracy skills. "Literacy and numeracy skills are absolutely essential in order for young people to reach their potential whether they are planning to enter further or higher education or the employment market".

(The National Literacy & Numeracy Framework: Document No; 120/2013; issued January 2013)

The key aims of the LNF are to: 

•
help teachers of all subjects to identify and provide opportunities for learners to apply literacy and numeracy across the curriculum, and is broken down by year group;

•
describe, with precision, the annual national expectations for literacy and numeracy for learners 5–14, and progression indicators for learners with additional learning needs.

What is Literacy?

Literacy is the use of language skills in daily activities at school, at home, at work, and in the community. It involves both using literacy skills and knowing how to use English and Welsh. Literacy describes a set of skills, including speaking, listening, reading and writing, which enable us to make sense of the world around us. Literacy is not narrowly about the mechanics of being able to decode the words on a page or write a grammatically correct sentence, although these are essential skills in their own right. It is about the skills needed to understand written and spoken language, to interpret what has been written or said, and draw inferences from the evidence that surrounds us. It is also about being able to communicate in our turn – fluently, cogently and persuasively. Literacy is based on reading, writing and oral language development across all subject areas. The literacy component is designed to assess learners’ abilities to use the oracy, reading and writing skills they have learned to address realistic and age-appropriate tasks and problems.

The literacy strands:

Strand 1 – Oracy across the curriculum 

Strand 2 – Reading across the curriculum

Strand 3 – Writing across the curriculum

What is Numeracy?

Numeracy refers to the application of mathematical understanding in daily activities at school, at home, at work, and in the community. There is more to numeracy than teaching the rules and procedures of mathematics. However, it is imperative that the fundamental mathematical techniques are taught to a standard that allows learners to be numerate. Numeracy describes the set of skills needed to tackle real-world problems in a variety of situations by applying numerical reasoning in order to plan how to solve the problem, and then carrying out the mathematical procedures to find the solution. 

The numeracy strands:

The LNF focuses on four strands of numeracy, with distinct elements within those strands:

Strand 1 – Developing numerical reasoning 

Strand 2 – Using number skills 

Strand 3 – Using measuring skills 

Strand 4 – Using data skills 

At Terrace Road Primary School coordinators will refer to the LNF and work alongside staff to identify and provide opportunities to ensure that all children develop their Numeracy and Literacy skills through their learning in Mathematics.
Continuing Progression
A portfolio of pupil work will be stored on the school server under the ‘T’ drive and in the folder of ICT. Work is available for printing or observation at any time when required for assessment and monitoring purposes. This portfolio will be carried over at the end of the academic year ensuring that there is evidence of continuity and progression.

Future
Our aims are about preparing our children for their roles in life in a world we don’t yet know or understand. It is with these sentiments in mind that we ensure we continue to teach the skills that can be transferred into hundreds of contexts and will support our children in their lifelong learning. 
We will continue to provide the most future proof education that we can possibly envisage. We believe that our focus needs to be on web-based content that can more readily meet individual learning needs and support teachers in this through more focussed assessment for learning. We have already invested time and money in the development of a Virtual Learning Environment for the School. 
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Uniting
This word was chosen as it forms a fundamental part of our 
mission statement ‘United through Learning.’ 

We aim for ICT to continue to play a central role in uniting 

children, staff, governors and parents of Terrace Road School 

in learning. The many ways in which we believe ICT can unite us 

are demonstrated under the heading of Networks.
Networks
It is our aim that the school provides the focus for multiple networks. Each group below is a network in their own right and through their relationship with the school is able to access every other network. It is in this model that we see ourselves as ‘United through Learning.’











Monitoring of the Policy

The practical application of this policy will be reviewed annually or when the need

arises by the coordinator, the Head Teacher and the nominated governor.

Linked Policies

· Safeguarding & Child Protection

· E-safety Policy
· Mobile Device Policy

· Acceptable use policy

Monitoring, Evaluation and Review

The e-Safety Policy is part of the School Development Plan 2015/16 and relates to other policies including those for ICT and for child protection. The school’s e-Safety Coordinator is also the ICT Coordinator. He works in close co-operation with all stakeholders. 

Our e-Safety Policy has been written by the school. It has been agreed by the staff and governors.

J. Davies / A. Evans

September 2015
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