St Winifred’s* School Policy for Use of the ICT Facilities


This document is a statement of the aims, principles and strategies for teaching and learning of cross curriculum use of ICT facilities including the use of the internet.

Aims
· Extend safe use of the internet into all curriculum subjects

· Use the skills learnt in ICT lessons to enhance other subjects 

· make the pupils more aware that the skills learnt in these lessons can be used through out their every day tasks

· help to develop confidence and understanding in the use of technology as a tool to enhance learning 

Management of the ICT facilities
· Use of the resources room should be included on the school timetable. 
· Pupils should view the ICT suite as a place for teaching and learning.

· Equipment should be treated with care and respect at all times. 

· The need for safe use of the equipment should be discussed regularly by staff and pupils informed of acceptable behaviour.

· All users of the ICT suite must adhere to the school’s Acceptable Use of the Internet policy.

· Pupils must not use the Internet without adult supervision.

· Pupils should reinforce learning through individual and group work.

· During the plenary, printouts or on-screen outcomes should be used to reinforce learning objects.

· Pupils should close all programs and leave the computer logged off after each session.
· The use of the Undo/Redo functionality of computers should be taught early in the academic year as a basic ICT tool.

· Pupils should be aware of the school’s policy on behaviour in the ICT suite.

· Safe use of the internet should be discussed and advocated at all appropriate times

· Access to the internet is through CBBC website – ALL searches MUST be conducted through this website
· Google is NOT to be used.

Printing 
· Pupils should have their work checked before printing and then print it out immediately in order to minimise printing queues at the end of each lesson.

· Pupils should be encouraged to use the drop-down menus when printing as they are usually then presented with an ‘OK ‘ button, ensuring that they have made a printing request.

· Printed work should be collected by the teacher or adult support unless otherwise instructed.

· Pupils should add their name to their work before printing out.

· A variety of paper should be accessible for easy refilling of printer paper trays.

Saving files  
· The pupils should use a consistent format for saving work.

· Starting the file name with the pupil’s name or initials enables quick sorting of files for retrieving work. Alternatively pupils learn to create and save into individual pupil folders
Technical issues to be followed by all staff
· The computers, where files are being saved, should remain on at all times for network access to shared folders.

· The computers with printers attached should remain on at all times for network printing.

· Technical issues should be recorded using the ICT Technicians book situated in the Heads office or reported to the school office or Head before Thursday each week when the technician is on site.

· It is the teachers responsibility at the end of each lesson to ensure that the computers have been logged off correctly by the pupils and that the room is left ready for the next class to use.

· Staff  must unsure the Teacher Administration User is logged off every time after use

· If any additional CD-Roms need to be installed the ICT Technician should be given a reasonable times notice to set up the resource.

· Up-to-date antivirus software is installed on all the computers and updated at regular intervals. This update is checked regularly by the ICT Technician.

· Important work should be backed up at appropriate intervals to keep a record of pupil’s work. 
· Records should be kept of pupils achievements

*‘St Winifred's’ refers to and includes St Winifred's School, EYFS, April House Nursery, After School Care and Before School Care
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