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Record of Policy Amendment / History 
The original policy was created by Sue Barnett in 1996 and revised annually, a copy of this is available to view. A whole new policy was 
created in July 2014 by Sarah Cooper to reflect the new Computing curriculum which will be in effect in September 2014.  

Version/ Issue Date Author Reason for Change 
New version 1 08/07/14 S.Cooper  In place for the new Computing curriculum 

in September 2014.  

2nd Version  11/09/15 S.Cooper  No changes  

3rd Version  12/10/16 S.Cooper  No changes  

4th Version  25/01/17 S.Cooper  Software changes, addition of school app, 
change of assessment provider, new log-in 
system 
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5th Version 21/06/18 C. Hancock Changes to ICT Management, Coordination 
& Technicians  

 

Introduction  
 
Computers are now part of our everyday life. For most of us, technology is essential to our lives, at 
home and at work. ‘Computational thinking is a skill children must be taught if they are to be ready 
for the workplace and able to participate effectively in this digital world.’  
 
The new national curriculum for computing has been developed to equip young people in England 
with the foundation skills, knowledge and understanding of computing they will need to use for the 
rest of their lives.  
Through the new programme of study for computing, they will learn how computers and computer 
systems work, they will design and build programs, develop their ideas using technology and 
create a range of content.  
 

Simon Peyton-Jones, Chairman, Computing At School  
‘Computing in the national curriculum’ 2013   

 

Aims  
 Elmsleigh School will deliver an ICT experience for all pupils in accordance with the 
 requirements of the National Curriculum, ensuring a progression of ICT skills throughout the school. 
 

 In order to enable pupils to develop their skills and confidence in ICT, the school will endeavour to 
provide access for all pupils, to a range of ICT equipment available in the modern world. 
 

 The school uses ICT to enhance and support learning in all curriculum areas when 
 appropriate. 

 

ICT and Computing, the Curriculum 
 
The school has developed a framework for ICT, which outlines the ICT skills to be introduced in each year 
group and ensures progression throughout the school.  
There is a scheme of work for ICT that builds on the progression of skills for ICT and takes into account the 
cross-curricular nature of ICT using integrated tasks.   

Each subject scheme of work, there will have references to specific opportunities for the use of 
ICT, which will ensure that ICT skills are used in appropriate context for each subject. 
 
ICT skills will be demonstrated either in a whole class introduction or in short sessions with a teacher or TA, 
with groups or whole classes in Years 1 and 2 as appropriate. These skills are developed in the classroom 
where children can work individually or in pairs at a computer, laptop or with an iPad. In the foundation 
stage pupils will have experiences of ICT that will lead into specific taught ICT sessions towards the end of 
the foundation stage.  
 
The school will ensure continuity and progression of ICT experiences and skills through the use of a 
common core of software that can be used and configured appropriately at different age and ability levels 
throughout the school.  
 

 Textease or Word for Word Processing  

 Dazzle/Revelation Natural Art for Graphics  

 The use of Pixies, Beebots and Roamer for control and monitoring.  

 Subscription to PurpleMash for online resources and educational games  

 Subscription to Education city for online resources and educational games  

 Subscription to Sumdog to support maths progression  
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 Subscription to Letterjoin to support cursive letter formation  

 Subscription to Phonicsplay to support phonics teaching and learning.  
 
There is also a bank of subject specific software and online resources to support learning in all the 
curriculum areas, as well as approved and recommended apps on iPads. 
 
An After-School Computer Club or iPad Club gives some children in Year 1 and 2 a chance to use and 
extend their computer skills. The club currently runs for two six-week sessions each year.  
 
At present the school is developing their school website to ensure good communication to parents/carers, 
governors, perspective parents and the wider community. The website has links to enable parents to view 
newsletters, to purplemash for pupils to develop their learning and we hope to add more areas in the near 
future.  
The school is using a twitter feed, ‘Our School’ app and text messaging service to help the lines of 
communication stay open and up to date.  
 
In support of the schools policy on Equality of Opportunity, teachers will ensure that all pupils have equal 
opportunity to access ICT and to develop their individual skills.  
 

Special Educational Needs  
The school has a particular commitment to children with special educational needs and ICT will be used as 
appropriate to support pupils with special educational needs (see also SEND Code of Practice Policy).  
 
In conjunction with the LEA, the school will maintain, where the need arises, a variety of appropriate 
devices e.g. designated computers, tracker balls, Talking and Interactive software, and touch screens to 
enable children with Special Educational Needs to access the curriculum. We also have a range of 
software to support SEN children in literacy and numeracy.  
 
When purchasing new ICT resources, we shall give due consideration to the needs of children with Special 
Educational Needs.  
 

Equal Opportunities 
ICT resources and activities are available to all pupils on an equal basis regardless of gender, race, 
educational needs etc. 
 

Assessment  
The school currently use Classroom monitor assessment tool to record progress in ICT for all pupils in line 
with other subjects. There is a section for achievement in ICT in the annual report to parents.  
 
The pupils are taught to print work to add to their personal folder during the year when appropriate. Work 
can also be saved into their own folder on the school network.  Selected work is saved in a school portfolio 
to show progression and levels.   
 

Roles and Responsibilities 

The Head teacher has overall responsibility for the delivery of the National Curriculum, which includes ICT.  
 
The ICT Coordinator has overall responsibility for ICT in the curriculum and ensuring ICT resources are 
maintained and used effectively.  
 
Jointly with the ICT Coordinator, subject Coordinators have responsibility for identifying opportunities to 
apply ICT in their subject areas and incorporating ICT into Schemes of work.  
 
Class teachers have responsibility for monitoring the use of ICT in the curriculum. Class teachers are 
responsible for ensuring that there is an appropriate ICT experience for their pupils in line with the ICT 
policy and framework, school and subject policies, and schemes of work.  
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The ICT named governor, in conjunction with the Head teacher and the ICT Coordinator contributes to the 
following aspects of the ICT policy:- 

1) Contribute to the formulation of the ICT policy and plans. 
2) Monitor the development of ICT as a curriculum subject. 
3) Ensure that the school receives value for money in its negotiations with ICT 
     Contractors for hardware, software, training and maintenance. 
4) Liaise with, and provide support to the school via regular review meetings with the ICT 
Coordinator and the Head teacher. 

 

Planning and Development  
 
The school has an ICT Development Plan, which plans for ICT developments for the next 3 years and 
identifies specific short term and medium term ICT developments in the school. 
 
The school will endeavor to maintain the ratio of computers to pupils in line with current government 
standards 1:8 and where possible raise this to meet new targets. It also hopes to introduce new ICT 
developments in line with the ICT development plan. 
 
PC’s will be repaired if they are still able to deliver the appropriate ICT curriculum and run appropriate 
software. If they are found to be dated and too slow or too expensive to repair they will be replaced. The 
school is currently using ‘WestWon’ to lease out new computers to ensure the ratio is maintained and 
continued.  
 
The ICT Coordinator is responsible for keeping abreast of developments in computer hardware for schools 
and advising on the purchase of new equipment. 
 
The ICT Coordinator will assist the Staff Development Coordinator in identifying opportunities for 
professional development for all staff and the subsequent dissemination of expertise. The ICT Coordinator 
will keep in touch with the LEA in order to keep abreast of developments and services available from the 
LEA and attend relevant courses and feedback to staff as appropriate. 
 

Organisation and Resources  
 
Hardware  
At present the computer/pupil ratio at Elmsleigh is 1:8. 
 
Key Stage 1 have a total of 8 computers all connected to the network, 4 in each classroom area. This can 
be all desktop PC’s or a mixture of pupil laptops/netbooks for more mobile learning.  
Each classroom in Key Stage 1 has an Interactive Whiteboard, a visualizer, keyboard and mouse.  
 
Reception have 8 PCs all connected to the network 4 in each classroom.  Each classroom has an 
Interactive Whiteboard and wireless keyboard and mouse. 
 
Nursery, are currently working with 2 PC’s and have an Interactive Whiteboard in a teaching bay. 
 
The Rainbow room (special needs /autistic children) has 2 PC’s connected to the network, both are 
touchscreen so they are more accessible. One is a smaller touchscreen computer and the other is a mobile 
‘visi-lift’ which can be moved between areas, height and position adjustable so it is accessible to all.  
 
The school now has a bank of 12 iPads which are kept in a central place and can be booked out for specific 
group work. Every class can have access to these iPads.  
.  
 All classrooms have a desktop attached to the interactive whiteboard to ensure continuous use regardless 
of illness, supply cover or job shares. All staff have a leased laptop. There are also several spare older 
laptops which are used where needed. Teacher laptops are updated on a rolling program so that no laptop 
is older than 3 years. 
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All PCs are connected to the hall photocopier, with a back-up in the heads office in case of emergencies. 
 
All areas have use of digital cameras and iPads to record events.  
 
There are 4 Pixies (Programmable floor Turtles.) in school together with appropriate resources and 3 
Roamers based in Year 1 that can be used by any Year group. There are also 20 Bee-Bots available in 
Foundation Stage and Year 1.  1 Pro-Bot is available to extend learning in Year 2.  
 
There is a list of programmable toys used in Foundation Stage and other year groups. 
 
In the hall there is a projector and screen and facilities to enable a laptop to be connected for use in 
lessons and assemblies. There is also an internet connection.  
 
In the reception area we now have a new signing in screen for staff, parents and visitors to use to ensure 
the school have a log of all visitors to the school.  
 
The school has invested in visualizers which every class has access to.  
 

Software  
 
There is a comprehensive list of all the software available in school, these are kept and maintained by the 
ICT coordinator. Every computer is attached to a shared network which is monitored and maintained by the 
ICT coordinator and the ICT technician. Staff do not have access to the administrator’s password so are 
unable to download any of their own software without prior permission granted. Permission is only granted 
if it abides by copyright law, the correct number of licenses are purchased and its use has been approved 
by senior leaders. The server pushes out all the same programs to the computers so everybody has access 
to all the available software and only one list is needed. Where only a few licences are held, a separate list 
is kept to say which machines that product is on. The software and site licenses are kept in a locked 
cabinet until required. As more and more companies move to online hosting, less physical software is 
stored at school. We have entered into annual subscriptions to enable the school to access other online 
learning sites such as purplemash and education city.  
 
All computers and laptops have a software audit at regular intervals and a check list is signed and dated 
when this event occurs. 
 
All Software installed on computers have appropriate licenses. All new software will be recorded and the 
ICT Coordinator informed before it is installed. The Co-coordinator is responsible for purchasing ICT 
equipment and consumables within the budget identified by the Head teacher. 
 

Health, Safety and Security 
 
The school has a full security alarm system and consequently all computers are kept in classrooms.  Blinds 
are closed at night for added security. 
 
Where necessary, computers and sockets have power breakers, and are regularly maintained. 
 
Laptops and cameras are kept in lockable cabinets. 
Most computers are now sited on tabletops as these are at the appropriate height for the pupils.  
 
There is a list of safety procedures for use of Interactive Whiteboards displayed next to each board.  
Children are warned about the dangers of looking at the projector bulbs. Interactive Whiteboards have 
steps installed in Year 1, 2, Reception and Nursery to allow children to use to boards safely. 
 
The ICT Coordinator will inform the governors of any redundant hardware so that they can arrange the safe 
and environmentally friendly disposal of the equipment in line with county guidelines. (See below) A Parent 
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and pupil Acceptable Use Policy sets out conditions under which pupils will be allowed access to the 
Internet, as well as Pupil Rules displayed in ICT areas for pupils to refer to.  
Access to web sites will be filtered and parents must agree to the Acceptable Use Policy. All pupils have 
access to the Internet under supervision and will be taught to use it purposefully.  
 
Disposal of ICT Resources 
 
The school will dispose of any ICT resources in line with current DCC protocol. Computers or equipment 
that may contain sensitive files will have hard drives wiped. Our current technical support, offer this service 
and are experienced in doing so. The ICT hardware audit will be updated as well as entries in the school 
inventory when old hardware is disposed of.  
 

Contingency Planning / Disaster Recovery 
 
Backing up 
 
Administration System 
 
The Pupil/Staff Data system (MIS) the school uses is Integris.  This system is internet based and is backed 
up via cloud.  Similarly the SAP payroll and invoice system is internet based.  There is no requirement 
therefore to back up systems via encrypted memory sticks. 
 
 
Curriculum System 
 
The school’s technician has set up an external hard drive for the systematic back up of non-administrative 
data which is then backed up again to that company’s system. This is completed on a regular basis so that 
the recovery of pupils’ work can be managed in the event of loss of data files or system failure.  
 
All management hardware and software are covered by a maintenance contract with Derbyshire County 
Council IT Services Division. All software and hardware is replaced and reloaded in the event of system 
failure, theft etc. 
 
All curriculum computers are covered under a maintenance agreement with Derbyshire IT Support Services 
for Interactive Whiteboards, laptops, and projectors.  
 
All computers, printers, equipment etc. are listed on the School Inventory and separately on the ICT Audit 
Inventory with serial numbers and other relevant information. These inventories are maintained regularly by 
the administrator and ICT technician. Software licenses are listed and maintained in an office filing cabinet. 
 

Contacts in the event of a system failure. 
 
Network Manager (Curriculum): Daniel Cockayne / Paul Livingstone 0779 523 8237 
 
 
Administration:  Corporate Helpline 01629 580000 ext. 7777/ School Admin IT Helpline 01629 536789 

 
MONITORING AND EVALUATION  
 
The ICT teaching is evaluated each half term along with all other areas of the curriculum by the class 
teachers. The Head teacher then monitors these evaluations and any key points are brought to the 
attention of the ICT Coordinator.  
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Half Termly “Embedding ICT Sheets” are completed by teaching staff to include websites, software and 
other ICT used in each subject. These are available in a folder on the shared site so that information can be 
shared with other members of staff. 
 
Other methods of monitoring ICT learning includes a portfolio of leveled work, photographs of displays and 
pupils work and notes from staff meetings.  
 
Regular classroom observations are carried out which monitor the use of ICT across the curriculum 
throughout the school. 
 
The ICT Coordinator regularly attends LA ICT Briefings and training to keep updated and in touch with work 
in other schools. 

 
 
POLICIY REVIEW  
 
The Head teacher and ICT Coordinator will review this policy annually in consultation with all staff. 
 
Miss Lewsley & Miss Hancock  
ICT Coordinator & Technician  

 


