Information and Communications Technology Working Document

Introduction
This policy document sets out the school’s aims, principles and strategies for the delivery of Information Technology. It will form the basis for the development of IT in the school over the next five years.  As well as being an important curriculum requirement, the ability to use IT effectively is a vital life skill in modern society.

 We interpret the term ‘information technology’ to include the use of any equipment which allows users to communicate or manipulate information electronically. The work children do in ICT may be with tape recorders, video cameras, digital cameras, scanners, programmable robots, telephone and computers. 

ICT also plays a role in the way communication and documentation is accessed in the school through e-mail and internet access , and shared school files for staff.

The complexity of introducing and using new ICT hardware systems and their applications is recognised. Although the input  of funding for training initiatives has enhanced the school’s capacity and confidence for using ICT, all staff need time and opportunities to become familiar with current and future developments  and to develop their personal skills in using ICT and to allow such it will remain a priority in the school’s development plan in forthcoming years. 

Aims
It is our intention that our children will enjoy the experience of using a wide range of ICT hardware and software to support and enhance their learning, and grow in confidence and competence as they progress through the school. We aim to achieve this by

· Helping all children to use IT with purpose and enjoyment.

· Helping all children to develop the necessary skills to exploit IT

· Teaching them to evaluate the benefits of IT

· Following the Highland Council 5-14 ICT programme of work

· Meeting the requirement of 5-14 etc. as fully as possible and helping all children towards the highest possible standards of achievement.

· Using IT to develop partnerships beyond the school

As we develop programmes of study, schemes of work and policies, each will make reference to the inclusion of ICT.

We recognise that the potential and possibilities for ICT are enormous.

The school is:
· committed to promoting quality in learning and teaching for all through effective use of ICT.

· committed to continuing to develop, resource and support ICT to provide young people with the skills they will need later in life.

· committed to providing all members of staff with opportunities of personal development in ICT in general, and to enabling them to develop 

          specific skills to enrich and enhance the learning process

· committed to using IT to develop internal communication, ease documentation pressures, and enhance general school administration.

· committed to trialing innovative approaches to the use of technology and purchasing the latest equipment when possible.    

· is committed to supporting the links between home, curricular and administrative uses of ICT

· will endeavour to create policies on ICT which focus on the needs and requirements of the curriculum and keep these under review. 

Learning and Teaching Styles
We wholeheartedly accept the value of IT to the rest of the curriculum. Children should develop an awareness of when it is appropriate to use IT and when it is more important to use other methods

Access to the computer suite is timetabled, with two slots available for each class. One of these can be used to work through the Nelson Thornes ICT scheme, which will ensure coverage of the 5-14 Curriculum as well as allowing acquisition of skills in other curricular subjects, particularly in English, maths and science.  The other timetabled slot should also be used , when appropriate, to support pupil’s learning in other areas of the curriculum.  This is to ensure coverage of learning in ICT –which is the development of general skills, and learning through ICT - which is the use of ICT to improve pupil’s knowledge, understanding and skills in a range of curriculum areas. 

Integrating ICT into other curricular areas and schemes of work, will also help children  appreciate the usefulness of appropriate ICT use and gain experience in deciding when ICT is the most appropriate tool. This combined with access in the classroom to computers, scanners, digital cameras etc. should ensure exposure to a wide variety of software and hardware.

Quality of the teaching process
Whether teaching a discrete ICT element or using an aspect of ICT to develop another curricular area the teacher will:

· be well prepared and confident in the use of the equipment and software

· have clear and appropriate objectives

· use a range of strategies

· pupil involvement should be active not passive, and pupils should be given a high degree of responsibility for developing their own learning by exploring and ‘trial and error’

· take due account of the skills  pupils have developed at home

· ensure equality of opportunity in access

· be aware that technology sometimes fails and it is important to be prepared for this eventuality!

Quality of the Learning Process
Pupils will respond best when:

·  they can see the relevance and purpose of tasks

· they are motivated, challenged and required to think for themselves

· they are set tasks that encourage co-operation and collaboration

· tasks take into account children’s  skills, interests and experiences.

· pupil involvement focuses on activity rather than passive observation

· pupils are given a high degree of responsibility for developing their own learning.  

The ICT 5-14 document and Highland Council programme of work  will provide a framework that teachers can use to define their expectations as part of the planning process. However, to quote the guidelines, ‘It is unlikely that pupils will experience ICT or develop ICT capability stand by strand and level by level as set out in the National Guidelines framework. What is important is that the pupils make progress and develop an ICT capability over time at a pace that provides suitable challenge.’

It is important to recognise that pupils will bring greatly varied levels of skill and prior learning to this area. It is also important to bear in mind that research is beginning to show that pupils who have computers at home make more use of computers at school than those who do not. It is important to try and avoid the perpetuation of this imbalance. 

Roles and responsibilities
The management team will 

· encourage a sense of shared responsibilities

· monitor the delivery of ICT across the curriculum

· evaluate classroom practice

· disseminate aspects of good practice to staff

· organise the development of policies and programmes of study

· manage the provision and deployment of resources

· identify ICT training needs

· liaise with feeder schools and local Secondary

· oversee equipment maintenance

Class teachers will

· ensure the consistent implementation of ICT policy

· ensure ICT planning, balance and progression across the curriculum

· ensure familiarity with software

· share success and good practice with colleagues

· monitor and evaluate pupil progress in ICT

· review policies

Curriculum Administration

Teachers are expected to employ a range of teaching and learning strategies and to use their professional judgement to decide on the most appropriate way to support and extend more effective learning opportunities.

These will include:

· using LCD Projector to demonstrate to groups or to the whole class

· individual or paired work

· collaborative writing and design

· discussions about benefits and limitations of ICT for particular tasks.

· extension work away from the computer 

Equal Opportunities
· all children have equal access to ICT

· when working as groups we endeavour to ensure their hands-on experience is equitable

· we check CD Roms, software and documentation to ensure that gender and ethnicity are reflected in a balanced way without stereotyping

· advice and resources are available for individual children with particular educational needs

Resources

1  Human

Staff training needs will be identified through the formal process of Staff Development and Review and through the practice of audit and monitoring. Every effort will be made to address training priorities.   

2 Technical Support

Technical problems should be reported to the HT and logged in the ICT Problems Log in the staff room. If the problem is related to a computer in the computer suite please note it’s number.

3 Resources

Resources will also be identified through Staff Development and Review and monitoring, and through pupil feedback. The school already has excellent provision, and is committed to maintaining this, and whenever feasible, allowing children access to the latest in new technologies. We are also dedicated to applying for external funding for innovative schemes and practice.

Assessing and Recording
Class / group assessment will be recorded on the Highland Council ICT 5-14 programme of work/forward planner. This should be kept up to date and then forwarded to the next teacher. When class teachers are confident pupils have achieved all the targets for a particular level, this information should be passed to the office for recording in the pupils profile, in order to allow tracking and reporting of pupil performance.

The weekly lessons in the Nelson Thornes Scheme have clear learning objectives presented at the beginning of the lesson and on the workcards. At the end of the lesson pupils have a Target Sheet to complete with a series of ‘can do’ statements related to the skills they have been learning. These single lesson targets build into a unit target every six weeks. – e.g. a lesson target of ‘cut and paste’ is part of the larger unit target of ‘editing text’. Simple to complete Teacher Assessment sheets,  are available for monitoring these targets.

Each lesson, in addition, provides a list of the opportunities teachers have to assess pupils’ success, including plenary discussions, completed computer tasks and completed pupil Target sheets. 

Five Year Projection
It is recognised this represents a possible analysis at this point in time and much of the detail may quickly be replaced  by the facilities offered by emerging technologies, software and services.

2001 –2002

· complete staff Ngfl Action Plans

· all staff trained in use of digital cameras and scanners

· purchase an ICT Programme of Work

· publish nursery web site

· trial the use of an interactive SmartBoard with nursery children

· ensure access to First Class in all classrooms

· encourage internal communication via E – mail 

· encourage record keeping and planning to be completed electronically

· reading records converted to electronic format

· policies to be sent as attachments and stored on desktops

· produce and adopt an ICT policy and internet access policy

· offer parents the opportunity of accessing EDL training initiative

· offer parents and parents of our three year old partner centres access to the computer suite.

2002 – 2003

· continue to identify and meet staff training needs, possibly including use of SmartBoards and digital video cameras.

· publish school web site

· trial SmartBoard throughout school

· begin ongoing programme of Smartboard purchasing

· implement and monitor use of Nelson Thornes Scheme throughout school

· incrementally examine schemes of work and programmes of study with a view to building in ICT

· produce an ‘ICT in other areas’ policy

· increased use of ICT for administration, documentation and communication

· offer access to computer suite to wider community 

