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TINSLEY Meadows Primary School 

COMPUTING POLICY 
 

Purpose 
 

This policy reflects the school values and philosophy in relation to the 

teaching and learning of and with Computing. It sets out a framework 

within which teaching and non-teaching staff can operate and gives 

guidance on planning, teaching and assessment. 

The policy should be read in conjunction with the scheme of work for 

Computing which sets out in detail what pupils in different classes and 

year groups will be taught and how Computing can facilitate or enhance 

work in other curriculum areas. 

This document is intended for: 

 All teaching staff 

 All staff with classroom responsibilities 

 School governors 

 Parents 

 Inspection teams 
 

Introduction Computing Policy Statement 
 

Computing has become part of the way in which we all work and 

entertain ourselves. Almost everything we do at school now involves the 

use of Computing : 

 online lesson research, teaching plans and resource materials;  

 lesson delivery via either overhead projector or interactive 

whiteboard; 

 communication by e-mail and fax; 

 document distribution and storage; 

 assessment information analysis;        

 production and editing of reports. 
 

Thus, through teaching Computing, we equip children to participate in a 

world of rapidly changing technology. We enable them to find, explore, 

analyse, exchange and present information. We also help them to develop 

the necessary skills for using information in a discriminating and 

effective way. This is a major part of enabling children to be confident, 

creative and independent learners. 
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Rationale 
 

Computing is a rapidly evolving subject in which constant advances in 

computer and control technology demand ever changing skills and 

knowledge from users. Computers are now part of everyday life and as 

well as being an important curriculum requirement, the ability to use 

Computing effectively is a vital skill in modern society.  

 

The policy of both schools is to provide every pupil with the opportunity 

to develop their skills, knowledge and understanding in Computing as 

part of a broad and balanced curriculum. 

 

Computing is more than ‘computers’ as it embraces peripherals such as 

cameras, scanners, projectors, white boards, control equipment and 

programmable toys. 

 

Vision 
At both schools we aim to provide a rich learning environment, enabling 

children to reach their full potential through the development of a desire 

for lifelong learning. We have a clear shared vision of Computing 

throughout the school where staff, governors, parents and children work 

together in partnership. We aim to offer a range of high quality, 

appropriate Computing resources to enhance and enrich teaching and 

learning across the curriculum, providing equal access to all. We aim to 

keep pace with educational developments in Computing and ensure that 

the best possible training and resources are available. 

 

We want the children and staff to become enthusiastic and independent 

users of technology. We aim to develop the children's Computing skills, 

knowledge, understanding and capability, and the confidence to share 

their Computing  learning experiences with their parents and carers 

outside school.We strive to create an environment where Computing is 

regarded as an integral part of our everyday practices and administration 

management, ensuring that staff are competent and confident in the use of 

Computing.  
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Aims of Computing 
 

At both schools our aims are that: 

 

   Computing  be presented as a creative and fascinating process in 

which children are encouraged to use their own initiative, 

imagination, reasoning and investigative skills; 

 

   Children appreciate the relevance of Computing in our society and 

that they see it as an essential tool for learning, communication, 

finding information and for controlling and understanding their 

environment; 

 

   Children receive equal opportunity to develop their Computing 

capability, with the use of Computing being planned for in line 

with its status as a core National Curriculum subject; 

 

   Differentiation is planned for in each area of the Computing 

curriculum so that children achieve to the best of their ability; 

 

   Children learn to work individually and collaboratively; 

 

   Children have a heightened interest and awareness of Computing 

through the regular display of their Computing enhanced work in 

the classrooms and around the school, and the positive attitude of 

staff towards the use of Computing. 

 

   Computing is cross curricular, ie opportunities for applying 

Computing are incorporated into all areas of the curriculum. 
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Present resource provision 
 

Background 

 

Due to intake expansion there is a need to remove the current IT suite 

(junior school) of 24 desktop computers to allow conversion of this space 

into a general classroom. The computers at the junior schools have been 

allocated to the different classrooms and nearly every classroom has 1 or 

2 desktop computers for the children to use plus an additional desktop 

computer for the teacher which is connected to the interactive 

whiteboard. 

 

There is a mini IT suite in Y6 which has a bank of 12 desktop PCs and 

these computers are used regularly by the Y6 children to support them in 

the learning. 

 

There isn’t an ICT suite at the infant school either and they hope to have 

adequate ICT provision by the end of the spring term due to financial 

constraints. However, there is a bank of 10 notebooks and some desktop 

computers in every class which children have access to. Again, there is an 

additional desktop pc for the teacher which is again connected to the 

interactive whiteboard.  

 

Upper Meadows School  

 

   Bank of desktop PCs (x12) in one of the year 6 classrooms (Jet 

class) 

   An interactive whiteboard in each classroom 

   Digital camera and an easy speak microphone is available for each 

class.  

   Each member of staff will have a personal laptop 

   Each member of Staff has a computer connected to their IWB in 

their class  

   2 sets of 16 laptops in storage trolleys 

   2 sets of 20 LearnPads Quartos (Premium Class Set). 

 

Mobile technology 

 

   All teaching staff will be provided with relevant training and 

guidance in using the laptops and learn pads. 

 

   A timetable will be drawn up (ICT Co-ordinator) allocating a 

weekly slot for each class for using the laptops.  
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   Staff must ensure they clearly mark on timetable if they wish to use 

the laptops during any sessions not allocated to classes. 
 

   A timetable will be drawn up (ICT Co-ordinator) allocating a 

weekly slot for each class for using the LearnPads.  
 

   Staff must ensure they clearly mark on timetable if they wish to use 

the LearnPads during any sessions not allocated to classes. 
 

   The trolleys will be kept in a secure room which will be locked at 

all times. The keys to the room and the trolleys will be kept in the 

main office. Emma Huntley will also have a spare copy in a secure 

place in her office. 
 

   All keys must be returned back to the office once you have opened 

the trolley. You must come and get the key at the end of your 

session so you can lock the trolleys once again and then return 

back to the room. 
 

   Laptops and LearnPads must not be carried around the school 

especially by children. If they do need to be moved around without 

the main trolley then you must use the small trolley. This trolley 

will be able to hold up to 6 laptops and 12 LearnPads at a time. It 

has a small handle and wheels which will make it quite easy to 

minimising the risk of damage.  
 

   Y4 mobile classrooms, the Den and Y6 must use the small trolleys 

to transfer the devices in to their classrooms safely. 
 

   Staff must ensure they plug the charger into every device correctly 

and safely when putting the laptops/LearnPads back into their 

trolleys.  
 

   You must ensure that when the trolleys are back in the room that 

the main plug from the trolley is plugged in to the main socket and 

switched on. This will ensure all the devices will begin charging 

for whoever uses them next. 
 

   Please ensure if you borrow the devices from 11.00-12.00 that you 

put them back into the trolleys and plug the main socket from the 

trolley into the main plug so socket. This will ensure that the 

devices will be charged for an hour. This will ensure that all 

devices have an adequate amount of battery life for those classes 

who wish to use them after dinner.   
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   Refer the laminated guidance notes attached to the trolleys to 

ensure you are following the correct procedures when taking and 

returning the devices and trolleys.  
 

   Iris Connect cameras are to be used across both schools, the 

equipment is kept with the laptop trolleys. Please ensure you book 

the equipment so it is charged and ready for use and that you sign 

in/out the equipment taken. There is two apple Ipads and stands, 

three microphones and one 360° camera called Lori. All equipment 

must be correctly and safely returned.  

 

Lower Meadows School  

 

   X10 notebooks 

   An interactive whiteboard in each classroom 

   Each member of staff will have a personal laptop 

   Each member of Staff has a computer connected to their IWB in 

their class 

   FS and KS1 IPADS- Staff use the IPADS for photographic and 

video evidence as part of the assessment procedure, but is stored 

safely 

 

A wide variety of software is available for all machines enabling staff to 

select a wide and appropriate range of resources to support their lessons. 

We are looking into ensure that the software available is inclusive and 

accessible by all children. The ICT Co-Ordinator will liaise with the MFL 

Co-Ordinator to find out how we can make our provision of Computing 

more inclusive for children who have very little or no English. 

 

To ensure that copyright laws are adhered to, staff, pupils and parents are 

not permitted to run software brought in from outside school on school 

machines. 

 

An Internet policy has been developed in order to allow the safe and 

efficient use of the Internet for both staff and pupils in an educational 

context. (Further information refer to E-safety policy which can be found 

on W:\StaffShare\POLICIES AND PROCEDURES\Policies 2014) 
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Present curricular plans 
 

The QCA Exemplar Scheme of Work has been implemented and adapted 
since September 1999.   

 

Resources are being continually developed to support the delivery of the QCA 
Exemplar Scheme of Work.  However, curriculum co-ordinators will need to 
identify any additional software required as we move towards delivering an 
increasing proportion of the whole curriculum through the use of Computing. 

 

Curriculum Development & Organisation 
 

The Computing curriculum in school aims to develop the children’s 
knowledge, skills, and understanding. The children will be given opportunities 
to develop a wide range of skills in the four aspects of Computing: Finding 
things out, Developing ideas and making things happen, Sharing information 
and finally reviewing, modifying and evaluating work as it progresses.   

 

Computing curriculum planning  
 

 Computing is a foundation subject in the National Curriculum. The 
school uses the national scheme of work for Computing as the 
basis for its curriculum planning. We have adapted the national 
scheme to the local circumstances of the school.  

 Our scheme of work sets out clear objectives to be achieved by the 
end of each year. These are broken down in to easy steps to be 
taught. 

 The class teacher is responsible for the short-term plans with the 
Computing component of each lesson. These plans list the specific 
learning objectives and expected outcomes for each lesson. The 
class teacher keeps these individual plans and s/he and the 
Computing subject leader often discuss them on an informal basis. 

 The topics studied in Computing are planned to build on prior 
learning. While we offer opportunities for children of all abilities to 
develop their skills and knowledge in each unit, we also plan 
progression into the scheme of work, so that the children are 
increasingly challenged as they move up through the school.  

 Parents and carers are required to give signed authorisation before 
their child can use the Internet, either in guided or in independent 
school work. Parents and carers are, however, assured that their 
child’s use of the Internet at school is always supervised. A record 
of those children who do not have permission to use the Internet at 
school is held by each class teacher and by the school office. 
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 Currently planning for Computing as a subject is being recorded on 
a separate planning sheet, as used for all subjects other than 
literacy and numeracy. However, the use of Computing within 
subjects should be recorded, or cross-referenced on the sheet for 
that subject. 

 Staff confidence and expertise will be developed through training 
sessions provided by the ICT Co-ordinator, and external agencies. 

 Support will be given, where possible, with Computing planning and 
teaching by the ICT co-ordinator. 

 The current Scheme of Work can be found on the shared drive at: 
W:\StaffShare\Curriculum\Computingcurriculum/ Sheffield Primary 
Computing Scheme of Work. The scheme has also been attached 
at the end of the ICT policy as well. (P21-29) 

 From September 2014 both schools have been teaching from the 
2014 national curriculum- computing.  

 

The Foundation Stage 
 We teach Computing in FS2 classes as an integral part of the topic 

work covered during the year. As the FS2 class is part of the 
Foundation Stage of the National Curriculum, we relate the Computing 
aspects of the children’s work to the objectives set out in the EYFS 
Guidancewhich underpin the curriculum planning for children aged 
nought to five. The children have the opportunity to use the interactice 
whiteboards, beebots, easy speaks, talk tins and many other forms of 
computing equipment. Then, during the year, they gain confidence and 
start using the computer to find out information and to communicate in 
a variety of ways. 

The contribution of Computing to teaching in other 
curriculum areas 

 The teaching of Computing contributes to teaching and learning in all 
curriculum areas. It also offers ways of impacting on learning which are 
not possible with conventional methods. Teachers use software to 
present information visually, dynamically and interactively, so that 
children understand concepts more quickly. For example, graphics 
work links in closely with work in art, and work using databases 
supports work in mathematics, while role-play simulations and the 
Internet prove very useful for research in humanities subjects. 
Computing enables children to present their information and 
conclusions in the most appropriate way. Much of the software we use 
is generic and can therefore be used in several curriculum areas. 

English 

 Computing is a major contributor to the teaching of English. Children’s 
reading development is supported through talking stories. As the 
children develop mouse and keyboard skills, they learn how to edit and 
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revise text on a computer. They have the opportunity to develop their 
writing skills by communicating with people via e-mail, and they are 
able to join in discussions with other children throughout the world 
through the medium of video conferencing. They also learn how to 
improve the presentation of their work by using desktop publishing 
software. There is in addition a variety of software which targets 
specific reading, grammar and spelling skills. 

Mathematics 

 Children use Computing in mathematics to collect data, make 
predictions, analyse results, and present information graphically. 
Beebots and programmable toys allow pupils to give exact instructions 
for a particular route. 

Science 

 Software is used to animate and model scientific concepts, and to allow 
children to investigate processes which it would be impracticable to do 
directly in the classroom.  

Personal, social and health education (PSHE) and citizenship 

 Computing makes a contribution to the teaching of PSHE and 
citizenship in that children in Computing classes learn to work together 
in a collaborative manner. They also develop a sense of global 
citizenship by using the Internet and e-mail. Through discussion of 
safety and other issues related to electronic communication, the 
children develop their own view about the use and misuse of 
Computing, and they also gain an insight into the interdependence of 
computing users around the world. 

 

 

 

 

 

 

 

 

 

 

 

 



10 | P a g e  

 

 

 

Teaching & Learning 

As an objective of teaching of Computing is to equip children with the 
technological skill to become independent learners, the teaching style that we 
adopt is as active and practical as possible. While, at times, we do give 
children direct instruction on how to use hardware or software, the main 
emphasis of our teaching in Computing is for individuals or groups of children 
to use computers to help them to progress in whatever they are studying. So, 
for example, children might research a history topic by using role-play 
software that engages them in a highly visual way, or they might place 
themselves in a historical setting by manipulating a digital photograph, or they 
might investigate a particular issue on the Internet.  

We recognise that all classes have children with a wide range of computing 
abilities. This is especially true when some children have access to 
Computing equipment at home, while others do not. We provide suitable 
learning opportunities for all children by matching the challenge of the task to 
the ability and experience of the child. We achieve this in a variety of ways: 

 Setting tasks which are open-ended and can have a variety of 
responses; 

 Setting tasks of increasing difficulty (not all children complete all 
tasks); 

 Grouping children by ability in the room, and setting different tasks 
for each ability group; 

 Providing resources of different complexity that are matched to the 
ability of the child; 

 Using classroom assistants to support the work of individual 
children or groups of children. 
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Equal Opportunities 

 

It is our policy to ensure all children follow the Scheme of Work for 
Computing: 

 Keeping a record of children’s Computing use to ensure equal access 
and fairness of distribution of Computing resources 

 Providing curriculum materials and software which are in no way class, 
gender or racially prejudice or biased. 

We are currently investigating ways in which parents can be supported in 
developing their knowledge of curriculum requirements for Computing and 
how they can support their children. 

 

Inclusion 

 

At our school, we teach computing to all children, whatever their ability and 
individual needs. Computing forms part of the school curriculum policy to 
provide a broad and balanced education to all children. Through our 
Computing teaching, we provide learning opportunities that enable all pupils 
to make good progress. We strive hard to meet the needs of those pupils with 
special educational needs, those with disabilities, those with special gifts and 
talents, and those learning English as an additional language, and we take all 
reasonable steps to achieve this. For further details, see separate policies: 
Special Educational Needs; Disability Discrimination; Gifted and Talented 
Children; English as an Additional Language (EAL).  

 When progress falls significantly outside the expected range, the child 
may have special educational needs. Our assessment process looks at 
a range of factors – classroom organisation, teaching materials, 
teaching style, and differentiation – so that we can take some 
additional or different action to enable the child to learn more effectively 
(e.g. a lot of software can be differently configured for different ability 
ranges). Assessing progress against the National Curriculum levels of 
attainment allows us to evaluate each child’s progress against 
expected levels. This ensures that our teaching is matched to the 
child’s needs.  

 We enable pupils to have access to the full range of activities involved 
in learning Computing. We have a range of software which is designed 
to include all learners, e.g. grid clicking. Our hardware can accept a 
range of input devices catering to pupils with specific difficulties. Where 
children are to participate in activities outside the classroom, e.g. a visit 
to an Computing exhibition, we carry out a risk assessment prior to the 
activity, to ensure that the activity is safe and appropriate for all pupils. 

 

We recognise Computing offers particular opportunities for pupils with special 
educational needs and gifted and/or talented children and/or children with 
English as an additional language. Computing can cater for the variety of 
learning styles which a class of children may possess. 
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Using Computing can: 

 increase access to the curriculum; 

 raise levels of motivation and self-esteem; 

 improve the accuracy and presentation of work; 

 Address individual needs. 

 

We aim to maximise the use and benefits of Computing as one of many 
resources to enable all pupils to achieve their full potential. If the situation 
arises, the school will endeavour to provide appropriate resources to suit the 
specific needs of individual or groups of children. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Roles & Responsibilities 
 

Senior Management 

The overall responsibility for the use of Computing rests with the senior 
management of a school. The Head Teacher, in consultation with staff: 
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 determines the ways Computing should support, enrich and extend the 
curriculum; 

 decides the provision and allocation of resources ; 

 decides ways in which developments can be assessed, and records 
maintained ; 

 ensures that Computing is used in a way to achieve the aims and 
objectives of the school; 

 Ensures that there is an Computing policy, and identifies an ICT co-
ordinator. 

 

ICT Co-ordinator 

There is a designated ICT Co-ordinator to oversee the planning and delivery 
of Computing within the school. 

The ICT coordinator will be responsible for: 

 leading staff in raising standards in ICT and Computing. 

 facilitating the use of ICT across the curriculum in collaboration with all 
subject coordinators; 

 providing or organising training to keep staff skills and knowledge up to 
date; 

 advising colleagues about effective teaching strategies, managing 
equipment and purchasing 

 resources; 

 monitoring the delivery of the Computing curriculum and reporting to 
the Head on the current status of the subject. 

 
The Classroom Teacher 

Even though whole school co-ordination and support is essential to the 
development of computing capability, it remains the responsibility of each 
teacher to plan and teach appropriate Computing activities and assist the co-
ordinator in the monitoring and recording of pupil progress in Computing. 

 

 

 

Health and Safety 
Also see our Health Safety Policy 

 

We will operate all Computing equipment in compliance with Health & 

Safety requirements.  
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Children should not be responsible for moving heavy equipment around 

the school. They may load software but should not be given the 

responsibility of plugging in and switching machines on without a 

member of staff present. 

 

Food and drink should not be consumed near ICT equipment. 

 

It is the responsibility of staff to ensure that classroom ICT equipment is 

stored securely, cleaned regularly and that their class or themselves leave 

the ICT equipment clean and tidy after use. 

 

Staff should ensure that the children are seated at the computers 

comfortably and be aware of the dangers of continuous use (e.g. eye/wrist 

strain etc). 

 

An adult should always supervise children when they are accessing 

information via the Internet. The service provider does filter information 

but staff are ultimately responsible for information accessed by pupils. 

 

The disposal of obsolete or damaged beyond repair equipment will be 

environmentally friendly and take place through LEA recommended 

agents. 

 

ICT equipment should be treated with the same care as any other 

electrical equipment. 

 

Pupils should be encouraged from the earliest age to consider and adjust 

their posture when using the keyboard in order to avoid strain to the arms 

and back. 

 

Staff should consult the SENCO with regard to any implications of the 

use of ICT for known medical conditions e.g. visual impairment. 

 

Staff using digital projectors should be made aware of the safety 

guidelines and follow the safety guidelines in them. 

 

 

Internet Safety  
Also see our e-Safety Policy 

Internet access is planned to enrich and extend learning activities. 

The school has acknowledged the need to ensure that all pupils are 
responsible and safe users of the Internet and other communication 
technologies. An e-Safety Policy has thus been drawn up to protect all parties 



15 | P a g e  

 

and rules for responsible internet use will be displayed next to each computer 
with Internet access. 

Although the school offers a safe online environment through filtered internet 
access we recognise the importance of teaching our children about online 
safety and their responsibilities when using communication technology. 

 

Management Information Systems (MIS) 
Also see our Data Protection Policy and E-Safety Policy 

ICT enables efficient and effective access to and storage of data for the 
school’s management team, teachers and administrative staff. 

The school has defined roles & responsibilities to ensure data is well 
maintained, secure and that appropriate access is properly managed with 
appropriate training provided. 

The school has taken appropriate measures to ensure data is secured in line 
with the Data Protection Act.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessment and record keeping 
 

   Computing is assessed both formatively and summatively.  

Formative assessment occurs on a lesson by lesson basis based on 

the lesson objectives and outcomes in the Scheme of Work. These 
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are conducted informally by the class teacher and are used to inform 

future planning. 

 

   Computing Capability is assessed on a half termly basis. A 

commentary sheet is used to record details of the assessment 

activity.  This commentary also records comments by the teacher 

and assesses against the National Curriculum level descriptors. 

 

   We aim to build on this process by developing and maintaining 

electronic portfolios of pupils work, holding moderation meetings 

and using the summative assessments to assign levels to pupils work 

at the end of each key stage. 

 

   Progress is assessed using the key objectives for Computing. 

 

   Practitioner judgements are supported through agreement trialling 

and a portfolio of evidence. 

 

   Children are encouraged to evaluate their own and others’ work in a 

positive and supportive environment. 

 

   Information is shared with appropriate stakeholders through display, 

celebration events, newsletters, reports, and relevant websites.  
 

Assessment for learning 

 

   Teachers will assess children’s work in Computing by making 

informal judgements during lessons. On completion of a piece of 

work, the teacher assesses the work, and uses this assessment to plan 

for future learning. Written or verbal feedback is given to the child 

to help guide his/her progress. Older children are encouraged to 

make judgements about how they can improve their own work. 

 

   The subject leader keeps samples of the children’s work in a 

portfolio. This demonstrates the expected level of achievement in 

Computing for each age group in the school.  
 

 

Links to the School Development Plan (SDP) 
 

   The ICT Co-ordinator produces an action plan each year outlining 

the targets for that year which feeds into the school’s SIDP. 

 



17 | P a g e  

 

   An audit of resources is undertaken yearly to ensure that hardware 

and software are kept as up to date as possible and that obsolete or 

broken machines are scrapped or repaired. 

 

Staff training needs will be met by: 

 

   Auditing staff skills and confidence in the use of Computing 

regularly; 

 

   Arranging training for individuals as required; 

 

   The ICT Co-ordinator should attend courses and support and train 

staff as far as possible. 
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Monitoring 
 

Monitoring Computing will enable the ICT coordinator to gain an overview of 
Computing teaching and learning throughout the school. This will assist the 
school in the self-evaluation process identifying areas of strength as well as 
those for development.  

In monitoring of the quality of Computing teaching and learning the ICT 
coordinator will: 

 scrutinise plans to ensure full coverage of the Computing curriculum 
requirements; 

 analyse children’s work; 

 observe Computing teaching and learning in the classroom; 

 hold discussions with teachers;  

 Analyse assessment data. 

There is an annual review of this policy by the ICT co-ordinator. 

A major review involving all staff will take place every three years. 

 

The coordination and planning of the Computing curriculum are the 
responsibility of the ICT coordinator, who: 

 supports colleagues in their teaching, by keeping informed about 
current developments in Computing and by providing a strategic lead 
and direction for this subject; 

 gives the head teacher an annual summary report in which s/he 
evaluates the strengths and weaknesses in Computing and indicates 
areas for further improvement; 

 Uses specially allocated regular management time to review evidence 
of the children’s work, and to observe Computing lessons across the 
school. 

 

The quality of teaching and learning in Computing is monitored and evaluated 
by the head teacher as part of the school’s agreed cycle of lesson 
observations. 

This policy will be reviewed at least every two years. 
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Home School Links 
 

Children are given the option to complete some homework tasks, when 
appropriate, using Computing out of school. Teachers are sensitive to the fact 
that children may not have access to Computing or may not wish to use it to 
complete tasks out of school. Any work brought into school must be scanned 
for viruses. 

 

Resources 

 
Effective and Efficient Deployment of Computing Resources 

 Computing resources are deployed throughout the school to maximise 
access, to enhance teaching &learning and to raise attainment. 

 To enable regular and whole class teaching of Computing the school 
has two laptop trolleys timetabled, which all classes in Foundation 
Stage and Key Stage 1 to develop their ICT skills. 

 To support the cross curricular nature of computing at least two 
computers are also located in each class. One of these is also used for 
additional tasks which require the use of computing as well as 
presenting teaching materials for those classes with a digital projector. 

 Our school has the appropriate computer-to-pupil ratio, and Internet 
access. Most software is already installed on PCs. Some software is 
installed only on the class PC.  

 We employ a technician to keep our equipment in good working order. 
Members of staff report faults on the IT Helpdesk which can be found 
on your desktop. The technician will also set up new equipment, and 
install software and peripherals.  

 In order to keep our school computers virus-free, no software from 
home will be installed on school computers. Pupils bringing in work on 
portable storage disks must first have it scanned, but it is easier if the 
work is e-mailed to the teacher concerned. Where teachers are 
transferring files between their home and school, they must have up-to-
date virus protection software on their home computers.  

 

Software 
All software loaded on school computer systems must have been agreed with 
the designated person in the school. 

All our software is used in strict accordance with the licence agreement. 

We don’t allow personal software to be loaded onto school computers. 

Please refer to the school’s Data Protection Policy. 
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Review and evaluation procedures 
 

The ICT coordinator is responsible for reviewing and updating the 

School’s policies relating to Computing, monitoring standards of 

achievement and progression, induction of new staff, the coordination of 

assessment and the direction and supervision of the work of the ICT 

Technician, much of which will involve maintenance of the school 

network, the management of the school’s hardware and software and the 

coordination of repairs.  The ICT Coordinator will also offer advice on 

and demonstrate new peripherals as well as appropriate software when 

requested or appropriate, liaise with other curriculum coordinators to 

ensure effective use of Computing in their areas and keep abreast of new 

software, particularly that which could be appropriate for our research 

project work or pupils with Special Needs. 

 

 

Reviewed 

Olivia Latham 

ICT Co-ordinator (November 2014) 

 

 

November 2014
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