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The development of ICT capability at Little Marchmont includes:

· Communication through text, pictures, sound, and on-line

· Information handling using software CD-ROMs and the Internet

· An understanding of computer monitoring and control and how it relates to uses in the wider world

· An understanding of how the computer can be used to model real situations and the advantages this offers in the world of work

· An understanding of the use of ICT in the wider world and its impact on society

ICT is used to support teaching and learning across the curriculum and for school and teachers’ administration

Aims

Our aim is to produce learners who are confident and effective users of ICT. We aim to do this by:

· helping children to use ICT with purpose and enjoyment

· helping children to develop the necessary skills to exploit ICT

· helping children to become autonomous users of ICT

· helping children to evaluate the benefits of ICT and its impact on society

· meeting the requirements of the National Curriculum as fully as possible and helping all children to achieve the highest possible standards of achievement

Curriculum Organisation

We follow the QCA Scheme of work for ICT. This indicates clearly the content to be covered by each year group to ensure progression. The software for ICT is on each computer in the computer room. Each class has some CDs necessary for the delivery ICT across the curriculum but there is further software for cross-curricular ICT on the Computer room systems.

There is a collection of articles with ideas for using ICT in different subject areas in the Resource area. A list of CD-Roms linked to QCA activities is available from the ICT Coordinator.

All classes are booked in the computer room for 1 hour a week for ICT and a further hour for cross-curricular ICT.

To ensure that there is continuity and progression in ICT delivery once a term there will be the opportunity to share work and discuss levels across one of the ICT themes at a Monday Curriculum Meeting.

Teaching and Learning Strategies

Teachers are expected to employ a range of teaching strategies including:

· using the computer to demonstrate to a group of pupils or the whole class

· leading a group or class discussion about the advantages and limitations of ICT

· individual or paired work using worksheets and help-cards

· collaborative writing and design work in groups

Activities should be planned to allow for different levels of achievement – see outcomes in the QCA schemes of work. Teachers are expected to intervene where appropriate to reinforce an idea or offer opportunities for extension work. ICT should be used in support of inclusion  e.g. using software with different levels of access, using on-screen grids, using CD-ROMs which offer a range of search facilities, using specialist hardware, using sound output (See the SENCO for further advice).

Where children are sharing computers they will need to be clear about the expectations. Only one child should be using the keyboard at a time. Other pupils can discuss, check for accuracy, check against other resources. If any child is not actively involved they should be working away from the computer.

A record should be kept of children’s access to the computer to ensure an equal entitlement. There are examples in Mrs Hedge’s room.

Equal Opportunities

We try to provide an equal entitlement to access to the computer for all children by recording access in pupil diaries.

We check software and CD-ROMs to ensure that gender and ethnicity are reflected in a balanced way.

The SENCO and IT Coordinator jointly advise teachers on ICT support which can be provided to individual children with special educational needs, including high ability children.

Record Keeping and Assessment

The ICAA Assessment scheme is used by the school. This provides opportunities for awarding certificates to pupils at the end of a key stages 1 and 2. The ICT Coordinator is a trained ICAA Assessor and can provide details of the scheme. All teachers are expected to use the ICAA record sheets which are based on National Curriculum levels and are aligned to the QCA schemes of work. 

A portfolio of work is kept with examples of work at each National Curriculum level. Moderation meeting are held annually in year groups to check consistency in levels and to monitor progress.

Staff Development

(See staff development plan in SIP)

Staff Development priorities for ICT have been prioritised.  Whole school initiatives will be addressed through whole staff INSET bought in from the LEA.  The ICT Coordinator is pleased to help with individual software problems after school on Wednesdays. If staff have individual ICT needs these should be discussed with the Head Teacher.

Resource Management

Deployment of hardware and software is decided as a result of consultation between all staff following the annual audit of resources.

A budget of £1000 per year has been agreed by the Governors to be used for a rolling lease to enable us to update 2 machines every 4 years. In addition there is a budget of £250 per year for consumables. The ICT Coordinator keeps a stock of ink cartridges.

There are currently 2 computers in each classroom plus 15 in the computer room.

Repairs and maintenance

There is a repair log attached to each computer. If a computer breaks down please record the details in the log and return to the ICT Coordinator who will endeavor to investigate at the end of the day. The School buys into the County Contract for repairs. Repairs are only to be actioned by the ICT Coordinator who holds the records of computers under guarantee.

Teachers are responsible for keeping the screens and keyboards of computers clean, changing ink cartridges and paper. 

Health and Safety

The ICT Coordinator and Health and Safety Officer liaise on Health and Safety issues related to computer systems.

All staff should make quick visual checks whenever equipment is used e.g. for frayed or trapped leads.

Ensure that pupils sit correctly at computers and use both hands on the keyboard.

Seats and tables should be at the correct height. 

The mouse can be used on the left hand side!

Avoid reflections on the screen.

Ensure that cables do not trail across walkways.

A trolley should be used whenever transporting computers.

All equipment is checked for safety annually organised by the Health and Safety Coordinator.

Copyright

All software has been installed on the hard disk. With the exception of CD-Roms which can only be used on 1 machine other software should not be installed by anyone other than the ICT Coordinator.

A virus checker has been installed on each computer please check your own and children’s data disks before use.

You should generally assume that the copying of software is illegal unless you have a copyright license, which states otherwise. All staff and children need to be aware that copying of any software in school is forbidden. Master copies of disks and manuals are kept by the ICT Coordinator.

Data Protection

Any datafiles, which contain information about living identifiable individuals, must be registered under the Data Protection Act. Give the details of any such files to the Secretary who will register them with the LEA.

Computer pornography

If children pass around disks with pornographic materials or come across information on the Internet, which is pornographic, any materials should be confiscated and the matter should be reported immediately to the Headteacher.

Internet policy

There is a separate policy for use of the Internet by staff and children in the ICT Development Plan.

IT Coordinator’s role

Consultation with the Headteacher regarding monitoring and evaluation of the ICT curriculum.

Consultation with subject coordinators regarding National Curriculum coverage.

Liaising with the Secondary school re transfer issues.

Revising the ICT policy in conjunction with the teaching staff and presenting the policy to the Governors.

Arranging for the repair of computer systems.

Monitoring and evaluating planning, teaching, assessment and policy for ICT.

Working with staff to build up a resource bank for IT activities and Help-sheets.
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