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THE VISION FOR EDUCATIONAL TECHNOLOGY IN
ASHFIELD

Our vision encompasses a view that the students whom we serve 
should have equal access to high quality learning experiences which 
will prepare them for life beyond school by enabling them to be the best 
that they can be. 

The vision for Education Technology in Ashfield Girls’ High School is 
predicated on the following: 

• All students will have access to the requirements of the Entitlement 
Framework in a collaborative arrangement which affords breadth of 
choice, quality and support for learning 

• All students will have access to a range of technologies to enhance 
their learning

• All students can engage in positive learning experiences with other 
young people from communities other than their own 

• All students can become independent, autonomous learners 

• All students can succeed and achieve their potential 

• All students will have opportunities to grow as individuals – spiritually, 
morally, physically, emotionally and intellectually 

• All students can have opportunities to engage in activities which 
promote respectful interactions between people 

• All students can have opportunities to develop self-belief, self-esteem 
and self-confidence through educational achievement and positive 
school experiences

• All students can contribute to the well-being of the local, national and 
international communities through the life enhancing programmes 
which encourage active citizenship, participation and environmental 
awareness 
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THE AIMS OF EDUCATION TECHNOLOGY IN ASHFIELD

The following aims and objectives relate directly to the aims of Ashfield Girls’ 
High School and serve as a guide to our teaching and construction of 
Development Plans.  Fundamental to the aims of the School being achieved is 
a realisation that the learning and development of a pupil is a partnership 
between parents, teachers and pupil.  This policy reflects the views of the 
general school staff gathered through the ETStrategy Team and the 
documentation produced pertaining to the position of ICT within the NI 
Curriculum.  The aims and objectives should work to complement individual 
departmental aims and objectives, not to replace them.  They also serve to 
support and shape all other ET documentation. 

AIMS: 

1. To develop, maintain and stimulate pupils' curiosity, interest and 
enjoyment in ICT and to encourage pupils to have open, enquiring 
minds and to perceive ICT in the context of a wider body of knowledge, 
skills and vocabulary.  Pupils should ideally become autonomous users 
of ICT with the associated skills supporting life long study, the pursuit of 
personal interests and prospective employment in a modern 
technological society. 

2. To enable pupils to acquire appropriate, transferable ICT skills, 
knowledge and understanding - progression must feature in the 
acquisition of ICT skills.  All staff should then feel confident that pupils 
have a basic level of ICT capability which can be applied to pupils' 
learning in a specific area of the Curriculum.  Pupils should feel 
confident enough with their transferable skills that they are encouraged 
to use unfamiliar software. 

3. To enable all pupils to have equal access to ICT and to experience 
success in their work. 
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4. To support all staff in their need to develop confidence and strategies in 
using ICT within their teaching by: 

a). providing an ongoing INSET programme for staff appropriate to 
their needs, their pupils' needs and the needs of the Curriculum 
– see INSET policy; 

b). offering informal support to staff  

c). all subject teachers should be shown how ICT and their subject 
expertise fit together to enable the use and delivery of ICT as 
well as that of their own discipline. 

5. To implement the belief that ICT must feature in the overall Strategic 
Development Plan for the School and that appropriate resources must 
be allocated to it. 

6. To allow pupils to develop informed opinions about their ICT and to be 
able to support them by reasoned arguments. 

7. To encourage pupils to develop personal qualities such as politeness, 
perseverance, initiative, empathy, self confidence, independence and 
an ability to work effectively in a group. 
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STAFF RESPONSIBILITIES FOR EDUCATIONAL
TECHNOLOGY

ET STRATEGY GROUP

MEMBERSHIP 

Mrs A Mungavin (Principal) 

Mrs C Hoey(e-Learning Coordinator, Assistant Vice Principal) 

Mrs K Stuart (Head of ICT) 

Mr C McCausland (Senior ICT Technician) 

Mrs E McKenna (KS3 ICT Co-ordinator) 

ET STRATEGY GROUP BRIEF

The ETStrategy Group have undertaken the review and development of the 
ET policy for Ashfield in the light of the recommendations of the DENI 
Strategy for Educational Technology. 

This involved: 

• Undertaking annual ET Audits to assess the situation with regard to 
ICT use in the school. 

• Formulating a strategy for the development of both staff and pupils’ ICT 
skills and the assessment of these skills 

• Deciding how best to take advantage of Specialist Schoolsand other 
fundingto meet targets. 

• Ensuring that the use of ICT is embedded more comprehensively in the 
school curriculum and that adequate resources are made available 
from the school budget for this to happen. 

• Oversee whole school / Community events which have a focus on ICT. 
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E-LEARNING CO-ORDINATOR
Mrs C Hoey 

The Co-ordinator is responsible for the development of all aspects of e-
Learning throughout the school to include. 

• Supervision of Computer Technicians 

• Advising on hardware and software purchases 

• Chairing the ETStrategy Group 

• Advising on curricular use of ICT 

• Organisation of INSET on ET/ICT 

• Organising a yearly programme for Lead Practitioners 

• General supervision of ICT resources 

• Management of the School’s VLE (Fronter) 

COMPUTER TECHNICIANS
Mr C McCausland 

Mr G Kerr 
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DUTIES

Senior Technician

• Maintain website, booking system and reporting system. 

• Contributing to development of ICT throughout the school. 

• Responsibility for other ICT technicians. 

TASKS CARRIED OUT WITHOUT 
SPECIFIC INSTRUCTION

TASKS  CARRIED OUT UPON 
INSTRUCTION

Checking daily on all hardware and 
removal of faulty items, arranging for their 
repair under the terms of the servicing 
contract.

Checking on sufficiency of paper in printers 
and check operation.

Checking on staff e-mail for latest 
information.

Archiving of Server to protect against 
accidental loss of data.

Cleaning computer screens on a regular 
basis to cut down on static.

Carrying out minor hardware repairs.

Maintenance of file server and internet 
server

Installation of new hardware/software and 
ensuring the safekeeping of master discs.

Creating directories/sub-directories for 
pupils/teachers work.

Removing unwanted directories/sub-
directories.

Keeping stock details of new equipment

Configuring software for printer 
compatibility.

Assisting with Staff training in Information 
and Communications Technology.

Carrying out work on request from staff
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LEAD PRACTITIONERS

To share good practice with their own departments through the staff forum 

Provide information about training required by their department 

To inform ideas and developments for the ET Strategy group. 

HEADS OF DEPARTMENT (OVERSEEN BY VICE PRINCIPAL
CURRICULUM)

• To review, monitor and evaluate progress in ICT within their subject 

• To be aware of new innovations and programs which will enhance 
learning and teaching within their subject 

• To set clear ICT SMART targets and monitor progress 

• To ensure members of their department are implementing safe use of 
ICT

• To give the Lead Practitioner time to disseminate training 

HEADS OF YEAR (OVERSEEN BY THE HEAD OF PASTORAL
CARE)

• To review, monitor and evaluate progress in pastoral teams 

• To be aware of new innovations and programs which will promote 
personal development of pupils

• To develop the use of ICT, particularly SIMS, in their pastoral teams 

• To ensure members of their pastoral teams are encouraging pupils to 
safely use ICT, particularly outside of school 
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STAFF DEVELOPMENT

SECTION 1 - GENERAL INTRODUCTION 

Quality of work and staff morale are important therefore attention needs to be 
paid to the training and staff development needs of the School Staff.  In 
addition all teaching and non-teaching staff should attend regular training 
courses both inside and outside the School.  This is necessary to keep up to 
date, particularly when considering the role of ICT in the School, e.g. staff will 
require training in the use of ICT resources.  INSET and support for staff are 
vital if students are to progress in developing ICT capability.  When designing 
and implementing an in service training programme it is important to analyse 
the expressed needs of all staff involved.  There are three groups of people 
that need to be involved: 

(i) the ICT Staff;  

(ii) those involved in staff development and training; 

(iii) thoseresponsible for school management, including the School 
Governors.

SECTION 2 - INSET FOR STAFF

Typically classified as essential INSET provision is the attendance at courses, 
conferences and meetings concerned with: 

• new initiatives from the Government; 

• the introduction of new software and hardware into the School; 

• the effective implementation of current systems and procedures; 

• the effective delivery of the current scheme of work. 
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INSET provision typically classified as discretionary, includes: 

• attendance at BELB, regional or national conferences and meetings 
that are of interest and relevance but not to the point where they are 
deemed to be essential; 

• mentor training - which, at times of particular need may be considered 
essential;

• participation in courses leading to the award of a qualification that is of 
relevance. 

• “Snappy Training” and “Drop In” sessions offered throughout the year 
to address training needs 

As a general rule, following their attendance at any INSET activity, staff are 
required to disseminate any relevant information to their colleagues at a 
subsequent staff meeting, or by written report. 

SECTION 3 - IN SCHOOL PROVISION 

In addition to the range of INSET provision that is 'external' to the School, staff 
with expertise in particular hardware or software, often provides its own 
INSET, e.g. training teaching and non-teaching staff to use all ICT resources 
relevant to their Departmental requirements, e.g. 

• how and where to link Using ICT into a scheme of work; 

• how to teach a particular group of skills through a given topic; 

• general use of a specific piece of software; 

• familiarisation of use of peripherals, e.g. scanner, interactive 
whiteboard, control equipment, sense and measurement kits and so 
on.

A feature of good INSET is to plan for the training to take place when the need 
is imminent in order to allow for reinforcement to follow within a short period of 
time.  INSET is usually practical and hands-on.   

It may be based in a room equipped with C2K machines, or within a 
department resource area. Staff are encouraged to include one ET PRSD 
target per year, for which they receive support. 
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The INSET may be run by the E-Learning Co-ordinator, ICT staff, a member 
of the ET Strategy Team or Lead Practitioners Team, a member of staff with 
specific skill or interest, or personnel from the BELB CASS team.  The latter 
tends to be used when the need is for overall generic software and a large 
number of staff (>4) may be released together, where possible, for at least 2 
hours to make the course viable and cost effective.  Support is not a 
permanent feature of any teacher's timetable yet it is often requested and 
offered and it is seen to complement the INSET programme.

SECTION 4 - THE INDUCTION OF NEW STAFF

Newly appointed staff joining the School meets with an ICT technician who will 
furnish them with a password for the C2K network and undertake induction on 
how to use the main systems in school as well as how to access departmental 
resources.  This is designed to help them to assess their needs and establish 
themselves reasonably quickly in the School.  On a more formal basis the 
newly appointed teacher would meet with the E-Learning Co-ordinator who 
would outline the school’s organisation, systems and structures, its values and 
ethos, its rules, routines and procedures, and its accommodation, and also 
sign the school’s ICT Code of Conduct (refer to Appendix 3).  As would be 
expected, experienced staff in the school offer support to newly appointed 
staff in every possible way.  Somewhat more formally, the Lead Practitioner 
within the appropriate department(s) arranges a programme of regular 
tutorials during the new staff's first year.  Collectively, these tutorials seek to 
reaffirm many of the procedures that are understood to be important 
contributors to competent, confident and effective use of ET. 

The Department's policy for INSET respectively incorporates policies 
concerned with the induction of a newly-qualified teacher (NQT) and with 
INSET provision generally, and in both cases, wherever appropriate, follows 
the overall policy of the School. 
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SECTION 5 - TECHNICIAN INSET

The technicians are encouraged to attend any relevant INSET sessions as 
and when they become available.  In addition, when relevant, technicians are 
encouraged to lead INSET sessions for teaching staff.  For example recent 
INSET sessions which have been led by our computer technicians are on how 
to use the school’s Virtual Learning Environment, online reporting system, 
online booking of ICT rooms and other equipment as well as how to use the 
laptop trolleys, use of generic and specialist software e.g.Photoshop and 
Comic Life. 

NETWORKING

All computers are provided under a managed service agreement with C2K.  
This provides staff access to their documents and Learning Resources 
anywhere in school and at home.  In addition this system provides filtered 
Internet access and links to further educational resources via Learning 
Resources and the school’s VLE.  Furthermore, there are C2K wireless 
enabled laptop trolleys which can be used by staff in their own classrooms.  A 
refresh of C2K desktop computers took place for the four ICT suites at the 
beginning of the academic year 2009/10, in line with the new build and every 
teacher computer has been replaced (as of September 2012).

We have had Meru wireless access points installed across the school.

EXTENDED PROVISION 

In addition to the computer suites and laptop trolleys, pupils have access to 
two pods furnished with desktop PCs. Furthermore, there are a set of laptops 
allocated for Sixth Form study. School has invested in iPads and is planning 
on continuing this until all staff have been furnished with an iPad and there are 
several class sets available.   

We have provided senior pupils the opportunity to bring their own devices to 
school for use during study.
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SOFTWARE 

Generic software is used in the school. The following programs are used on 
all machines in the school: 

PC
 

• Microsoft Office 2003 Enterprise Edition 

• Internet Explorer – web browsing software used for all Internet access 
via PC’s. 

• SIMS – available on all teachers’ workstations for administration 

• Activstudio 3 / Activ Inspire – available on all teachers’ workstations 

• Inspirations – mind mapping software 

• Adobe Photoshop 

• Audacity – Audio editing and podcast creation software 

• Elluminate – software for Video Conferencing 

• Department specific software 

• Comic Life 

APPLE MACINTOSH (SELF MANAGED)
 

• Microsoft Office 

• Safari – web browsing software used for all Internet access via MACs 

• i-Movie – software for editing movies 

• Comic Life- software for photo story creation 

• GarageBand – software for music creation 

• Audacity – Audio editing and podcast creation software 

• Photoshop 

• Department specific software 
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FUTURE PROVISION 

Many of the applications aforementioned will be updated throughout the 
school year 2013-2014 with the new Transformation Programme. 

For Apple Macintosh, we will continue to support the software updates 
through Apple’s user update agreements. 

PURCHASING SOFTWARE 

Software catalogues are stored in the ICT Resources Centre for reference by 
staff.  Software purchases should only be made after consultation with Mrs 
Hoey and Mrs Mungavin to ensure that the software is compatible with the 
existing systems and also to avoid duplication.  
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ICT ACROSS THE CURRICULUM

With staff development continuing through the Lead Practitioners Team 
departments will continue to be encouraged to build the use of ICT into their 
Schemes of Work. 

STAFF DEVELOPMENT 

STAFF ICT SKILLS 

To date all staff have had the opportunity for INSET on the following: 

• iPad training 

o Keynote 

o Explain Everything 

o Use of the camera roll 

• Cloud Computing 

• Using Microsoft Publisher 

• Adobe Photoshop 

• Comic Life 

• Using spreadsheets to assist record keeping within departments 

• SIMS 

• Introduction to Activstudio 3 and Inspire 

• Preparing Lessons using Activstudio 3 and Inspire 

• Quizdom 

• Good practice using Lap-top trolleys 

• Activ Expressions 

• The effective use of Virtual Learning Environments (Fronter) 

• Garage Band (Subject Specific) 

• Teachers2parents texting service 
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FORMAL TEACHING OF ICT

CURRENT SITUATION 2012 - 2013

YEAR 8 INTAKE

All Year 8 pupils are allocated one period per week throughout the year for 
Information and Communications Technology.  This is currently being 
organised on the basis of Health & Safety when using computers, Internet 
Safety, Cyberbullying, file management, introduction to Email, use of wikis, 
developing skills in the Microsoft Office suite and Scratch. Pupils are also 
taught how to use our Virtual Learning Environment (Fronter). 

YEAR 9
All Year 9 pupils are allocated one period per week through the year for 
Information and Communication Technology.  During Year 9 the girls will 
cover Internet Safety, hardware components, storage devices, spreadsheets, 
Game Maker / Kudo.  Application of these skills to curricular use. 

YEAR 10
All Year 10 pupils are allocated one period per week through the year for 
Information and Communication Technology. During Year 10 the girls will 
cover eSafety, copyright and plagiarism, networks and Green Foot as well as 
advanced skills in the Microsoft office suite. 

YEARS 11 & 12  
ICT is a compulsory subject for students at GCSE level. 

YEARS 13 & 14  
Pupils are offered Applied ICT Single Award over two years.   
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ICT PROVISION

ACCOMODATION AND HARDWARE

PC

• 104 (ICT Teaching Room) – 15 workstations with C2K laserjet mono 
printer

• 105 (ICT Teaching Room) – 20 C2K workstations, 2 laptops with a 
laserjet mono printer.

• 106 (Computer Technician Room) – 2 C2K workstations with C2K 
laserjet mono printer. 

• 107 (ICT Teaching Room) – 24 C2K workstations with a laserjet mono 
printer.

• 200 - 18 C2K workstations with a laserjet mono printer. 

• 201 - 18 C2K workstations with a laserjet mono printer. 

• Library– 12 C2K workstations with a laserjet photocopier with printing 
facilities.

• Science Prep Room - 1 C2K workstations with a laserjet mono printer. 

• Learning Zone - 2 C2K workstations and a mono photocopier with 
printing facilities. 

• Technology and Design – 15 C2K workstations with 2 A3 laserjet 
colour printers and 1 plotter. 

• Pods – we have two pods with 8 C2K workstations, available to pupils. 

All staff now have access to print directly to a photocopier. 
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APPLE MACINTOSH

• 204 (Media Studies Suite) - 16 Apple Macintosh computers. 

• 216/7 (Music Studio) 10 Apple Macbooks. 

PORTABLE COMPUTERS

• 6 Laptop Trolleys - >14 C2K enabled wireless laptops per trolley which 
are equally spread, 2 trolleys per floor.  

• 15 C2K laptops are available to borrow by the Sixth Form students, 
located in the Computer Technicians Suite. 

• 37 iPads allocated to staff. 

OTHER PROVISION 

• Each teacher has a PC on their desk 

• Staff Room – 1 C2K workstation 

• Five Photocopiers are located throughout the school, one of which is 
colour

THE ICT TECHNICIAN ROOM 

• Digital cameras 

• Digital recorders 

• Video recorders 

• Qwizdom Controllers 

• ActivStudio Controllers 
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HEALTH AND SAFETY

INTRODUCTION

The ICT Department's policy for 'Health & Safety' is consistent with, and so 
reinforces, the 'Health & Safety' policies of the School and BELB, which seek 
to promote safe and healthy working conditions, behaviour and procedures. It 
is intended to be applied when using an ICT suite or a laptop trolley in another 
room in the school. With regards to e-Safety the school has several 
procedures in place (Refer to the e-Safety Policy, Appendix 1).  All pupils sign 
an iCode (Refer to Appendix 2) Acceptable Use Outline and staff sign the 
Staff ICT Code of Conduct (Refer to Appendix 3). 

All members of staff recognise their duty: 

• to take care of their own 'Health & Safety' and the 'Health & Safety' of 
others who may be affected by their actions; 

• to be familiar with this policy and that of the School; 

• to co-operate with the School Management in promoting 'Health & 
Safety';

• to report damaged equipment/hardware or ineffective safety systems 
as soon as possible to a computer technician; 

• to be responsible for 'Health & Safety' matters within their normal 
teaching areas. 

The effective management of safety for the ICT Department can be seen as 
having four major components: 

1. Risk assessment and planning before a lesson. 

2. Organisation of routines during and between lessons to include: 

• reporting breakages and dealing with broken glass 

• reporting and dealing with accidents; 

• tidying up after the lesson. 

23 

3. Control to include: 

• where to find safety information; 

• regular safety checks; 

• safety training - to include all relevant staff and pupils.

• policy statement on 'Guidance for the use of ICT rooms by non-
ICT specialists' to be included in the staff induction programme 

• effective storage; 

4. Monitor and Review - including procedures for reporting 
hazards/suspected hazards and those for reviewing risk 
assessments and safety in general, e.g. reporting localised 
hazardous conditions to caretaking staff for immediate attention - 
wet floors, obstructions, loose floor tiles, etc. 

SECTION 1: RISK ASSESSING AND PLANNING LESSONS 

All Departmental staff are required to familiarise themselves with the Health 
and Safety Policies of BELB, the School and the Department.  Repeated 
referrals to Health and Safety circulars are not required once staff are familiar 
with the information, but staff need to be aware that the information is updated 
periodically. 

Every activity is assessed for risk including working with display units, carrying 
books, trays of equipment/hardware and pushing trolleys.  We attempt to 
balance the desire to eliminate risk with the need to maintain activities. 
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BEFORE A LESSON STARTS STAFF SHOULD:

a). Carry out a risk assessment.  This is a process that has several 
components: 

i. Identify hazards 

These can be routine, e.g. working at the computer, connecting 
hardware peripherals or cutting paper with scissors – each activity 
carries an element of risk.  If those activities are well-managed, and the 
pupils concerned are well behaved, carefully supervised, and employ 
good practice then any element of risk can be minimised or removed 
altogether.  For details of working safely with computer keyboards, 
display units, etc.  see 'Advice for healthy use of displays, keyboards 
and other hardware' in Section 2. 

ii. Remove hazards where possible by looking at 'cause and effect' and by 
'examining methods of working'.  Good classroom management and 
supervision are prerequisites to the effective removal of hazards. 

e.g. looking at 'cause and effect' - a large class size may adversely 
affect the safety of the people in a room.  Therefore the number of 
pupils allocated to any one group should ideally be restricted to help 
enable adequate and safe use of the equipment/facilities in each room.  
The same considerations with respect to class size and safety should 
be given when timetabling classes into a small room. 

e.g. 'examining methods of working' - in each of the ICT rooms certain 
major areas should be clearly defined, i.e. 

• where pupils work; 

• where large items of equipment/hardware are sited; 

• where equipment/hardware is stored; 

• where work is displayed. 

In addition good body posture and the correct use of ergonomic 
hardware must be encouraged. 
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Both the floor and work surfaces must be kept clean and dry, and good 
ventilation and adequate lighting (in terms of its location and 
brightness), must be provided.  Strict safety measures must be taken in 
respect of electricity. 

iii. Investigate the safety literature for advice. 

iv. Estimate any costs incurred in changing practice and obtain or request 
relevant funding. 

v. Implement new practices. 

vi. Review the changes - is the element of risk better or worse? 

vii. Assess your own competence and that of the pupils in the use of 
particular equipment/hardware.  Members of the Department and other 
teachers/school ancillary staff in the establishment will need to 
demonstrate their competence and safety awareness to the Head of 
Department before they are permitted to fit a plug or work inside a 
computer or other piece of hardware.  All plugs used in the Department 
are to BS1363.  No Pupil under 18 Years of age is permitted to fit a 
plug or work inside a computer or other piece of hardware attached to 
the mains electrical supply. 

b). Know how and when to use particular facilities and equipment/hardware.  
If necessary a room swap should be arranged beforehand if the 
assessment deems this to be appropriate or necessary. 

c). Staff and technicians should have a record of the quantity and condition 
of all equipment/hardware that is used by the pupils. 
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d). In case of accident or emergency staff should already: 

• be familiar with evacuation procedures in case of fire or other 
emergency;

• know the location of, and how to use, fire fighting 
equipment/hardware; 

• know the location and identity of the officer trained in first aid; 

• know the location of, and how to control, the mains services, eg 
electricity.

When making a risk assessment consideration should be given to pupils with 
Special Educational Needs.  All staff must be suitably trained to be able to 
make risk assessments and must have ready access to professional advisers 
for advice on the management of individual pupils with special educational 
needs (SEN).  Specific hazards for SEN pupils can be related to: 

• the pupil's disability; 

• the pupil's perception of the task; 

• the area in which the pupil may be working; 

• the pupil's behaviour patterns, eg an unpredictable behaviour 
pattern is likely to be a significant factor in increasing the level of 
risk.

After the risk assessment the Department maintains the right to deny access 
to a pupil if it is considered that the pupil's health, behaviour or disability 
places that pupil or others at risk.  The risk assessment should identify the 
need for any additional teaching or ancillary support and any provision of such 
support must be allocated in order to minimise the risks.  For some SEN 
pupils individual risk assessments may be required for each identified activity. 

Notices and warning systems appropriate to a wide range of special needs 
should be provided.  Care should be taken to ensure the readability and clarity 
of signs and notices.  All signs used in the Department conform to the 1996 
Safety Signs and Signals Regulations, BS5378, BS5423 and BS5499. 

The working environment should be arranged to allow full access to pupils 
with physical disabilities. 
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SECTION 2: ORGANISATION OF ROUTINES 

Teachers should make frequent references to the rules and procedures 
applicable to a particular ICT room or technique.  A list of the Department's 
general rules and procedures, together with a list of those specific to the 
room, must be prominently displayed in each room (See Appendix 1).  Each 
pupil is given a copy of the following 'Safety Code' and 'Advice for healthy use 
of displays, keyboards and other hardware' in their 'Introduction Booklet' when 
they first attend the School. 
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ADVICE   FOR   HEALTHY   USE   OF   DISPLAYS,   KEYBOARDS   AND  
OTHER  HARDWARE 

WORKING IN A SUITABLE ENVIRONMENT

A work room must be well ventilated and illuminated.  It should also be 
comfortable in terms of temperature, humidity and noise level.  It must be 
feasible to reduce glare from windows and other reflections to a safe level.  
Work tables should be suitable in terms of height, leg room and space 
available for hands to effectively operate the keyboard.  SEN pupils will be 
provided with specially adapted work tables if this is deemed necessary – this 
can involve cutting an insert into the work table for wheel chair access and/or 
lowering of the table height. 

The operators' chairs should be comfortable, stable and adjustable for height, 
tilt and back support.  Display screens must be adjustable for height, tilt, 
swivel, and there should be an effective way of reducing the glare and 
reflections.

ACHIEVING A GOOD 'SITTING POSTURE'

The Department uses adjustable chairs which give support to the lower back.  
The chairs should be adjusted by the operator so as he/she obtains: 

• a straight back; 

• horizontal upper legs; 

• feet flat on the floor (for smaller/younger children a foot rest may 
be employed to make up for the gap between the feet and the 
floor;

• upper arms at right angles to the forearm/hands. 

Regular changes in activity and/or short rests should be used to reduce eye 
strain, muscle tension, stress and tiredness.  Operators should be encouraged 
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to stand up from their seats and to walk around the room if they are involved 
in lengthy sessions working on a computer. 

Keyboards that respond to a light pressure should be used and wrist supports 
are available in the Department.  Document stands are used to hold 
worksheets and texts, etc. 

USING THE MONITOR CORRECTLY

a). The monitor should be placed so that the top of the screen is at eye level 
when the operator is in a 'good sitting posture' - see above.  The neck 
muscles should be kept relaxed and the head not allowed to hunch 
forward.  The actual monitor screen should be about 50 to 70 cm away 
from the operator.  The monitors can be rotated, turned or moved to 
reduce glare and reflections – to this end all ICT rooms can be blacked 
out to remove intense glare and reflections.  In addition the screens are 
cleaned regularly and the actual monitor settings for brightness and 
contrast are reduced to acceptable minima.  All our monitors are MPR II 
compliant.

b). Teachers should insist that pupils are inducted into a real sense of safety 
awareness and good practice; e.g. pupils must work with a 'good body 
posture'.  Pupils are also expected to use the correct names of 
equipment/hardware when talking to staff and peers and they should be 
aware of the storage location of common equipment/hardware.  Each 
cupboard has its contents clearly labelled on the cupboard door. 

c). Pupils should be encouraged to develop a strong sense of 'health and 
safety' for themselves and others, and to become familiar with the general 
and room specific rules and procedures.  Pupils must heed the teacher's 
advice on how to avoid any potential risks when using particular 
equipment/hardware.  They are required to behave sensibly at all times, 
and should be reminded regularly of the dangers of running. 

d). Doors must be locked if staff leave the ICT room.  Pupils are not allowed 
to enter or work in an ICT room unless actively supervised. 
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e). Pupils and staff are not to eat or drink in an ICT room - this includes break 
and lunch times. 

f). Particular care should be given to the distribution and collection of small 
items of equipment/hardware, the number and condition of which should 
be checked at both the beginning and the end of an activity or a lesson.  
Pen Drives, CD ROMs and paper are examples of materials that require 
extra vigilance. 

g). Tidying/clearing up after a lesson should be an accepted part of a lesson 
and time always needs to be allowed for this to take place safely and 
effectively.  The type of work, number of pupils present, the variety of 
equipment/hardware used and the proximity of storage facilities will 
dictate the time that is needed, but clearing up should never be left until 
the very last minute.  The major safety consideration is that 
equipment/hardware is stored in its designated locations so that the next 
lesson is not compromised, and equipment/hardware will not be found by 
subsequent classes in an unsafe condition, or in locations which might 
cause injury. 

Excessive dust from 'walked in' dirt (clay particles) contributes to respiratory 
problems and can seriously affect the operation of the laser units in CD ROM 
drives.  Therefore the dust should be removed by vacuuming on a regular 
basis rather than by normal sweeping.  Filters on warm air central heating 
systems should be checked and cleaned regularly in particularly dusty 
environments.

At the end of a lesson staff are to ensure that all equipment/hardware has 
been switched off.  If equipment/hardware is to be left unattended then 
cleaners must be notified and adequate notices must be deployed.  The 
notices must not be removed except by those authorised to do so. 

Staff should ensure that the pupils leave the area in an orderly manner.  If fire 
exits are used this can reduce the congestion, which is often heavy, in the 
corridors.
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At the end of the day and particularly at weekends, all storage cupboards 
should be locked, mains electricity supply isolated, and all appropriate 
electrical equipment/hardware turned off.  It should never be assumed that the 
caretaker or cleaning staff will notice that the room is in an unsafe condition - 
it is the responsibility of the teacher in charge of the room to make sure that all 
systems are safe.

h). Dealing with accidents and emergencies 

i. Accidents 

In the event of a pupil injuring themselves, dealing with that incident 
must take priority.  All work in the ICT room must STOP and pupils must 
be asked to sit quietly without working or using equipment/hardware 
further, until the incident has been dealt with and the welfare of the 
injured party has been organised.  Pupils must be made aware of the 
circumstances leading up to the accident and an appropriate short 
discussion about the incident should serve as an example to others. 

Refer all cuts and abrasions to the School Nurse or a First Aider. All 
rooms have telephone access to the office or relevant member of staff.  
All accidents however minor should be reported by completion of a 
SCHOOL ACCIDENT FORM by the end of the day on which they occur.  
The accident book must then be countersigned by the Headteacher.

A photocopy of the accident form entry must be forwarded to the HOD 
so that any incident involving faulty or dangerous 
equipment/hardware/situations can be dealt with at the earliest 
opportunity.   

Pupils should be encouraged to report all injuries however minor and 
should be reassured that no punishment or sanctions will be taken 
against them.  Pupils should also be reminded at regular intervals about 
the course of action that they should take immediately following a 
personal injury.   

Personal chargers or electronic items which required to be plugged into 
a socket should not be used in school unless it has been PAT tested. 
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ii. ILLNESS & SICKNESS DURING LESSONS 

Pupils must be encouraged to report that they are feeling unwell during 
a lesson if it is likely that their condition would cause them to loose 
concentration or become faint.  They should have confidence in 
knowing that such matters are regarded seriously from a health and 
safety point of view, e.g. the unwell pupil may have an increased 
chance of an accident.  Opportunities must be afforded in such 
circumstances for the pupil to leave the room (if possible accompanied) 
to visit the cloakroom, get some fresh air, have a drink of water, etc.  
and the advice of the school nurse or a First Aider should be sought if 
there is cause for concern, or if it is thought that the incident is not 
genuine.

However, pupils must not leave the ICT room without first informing the 
member of staff of the situation and then being issued with an EXIT 
CARD.

iii. EMERGENCY PROCEDURES 

In the event of accidents or faults with electrical equipment/hardware - 
it is important that the equipment/hardware be disconnected from the 
power supply and an 'EQUIPMENT OUT OF USE' sign secured to the 
equipment/hardware.  Portable electrical equipment/hardware, e.g. 
power packs, should be removed from the room and locked away until 
such time that the equipment/hardware has been inspected and/or 
repaired.Amey FM should be notified immediately if the sockets or 
electrical wiring is the cause for concern.

Pupils must be made aware of all incidents where damage occurs to 
equipment/hardware so that they are not tempted to use such items, 
and they should always be encouraged to report any situation or 
equipment/hardware which appears to present a hazard. 

i). Jewellery (except closely fitting and non protruding ear studs) should not 
normally be worn to school. 
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SECTION 3: CONTROL 

a). Where to find information: 

i. In the school office 

• the School's 'Health and Safety Policy'.  It contains amongst 
other information a list of safety representatives and details of 
how to liaise with them; 

• BELB.'s 'Health and Safety Policy'.  It contains amongst other 
information a list of safety circulars. 

ii. Location of equipment/hardware handbooks and instruction manuals.  
These are stored in a clearly labelled box in the Resources Centre. 

iii. Teachers need to be familiar with the procedures for reporting 
accidents, particularly those that constitute an emergency.  Notices 
clearly stating the action to be taken in the case of a fire or someone 
receiving an electric shock, must be prominently displayed throughout 
the Department's accommodation. 

iv. The qualified first aiders at the School are Nurse Bell, Mrs Christy, Mrs 
Cripps, Mrs McClintock, Mrs Treon and Mr Patterson. 

b). Regular safety checks 

i. Electrical equipment/hardware is regularly monitored by teaching staff 
and the technician(s).  In addition the whole stock of electrical 
equipment/hardware is checked/maintained annually by BELB 
appointed personnel who are classed as competent to perform 
Portable Appliance Testing (PAT). 
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ii. Maintenance of fire fighting equipment/hardware.  Annual inspection 
and maintenance of our full range of fire fighting 
equipment/hardware is carried out. 

iii. The technician(s) regularly clean/maintain all equipment/hardware.  
In order to facilitate the regular review/maintenance of equipment the 
technician(s) is provided with a 'work diary' where the specific jobs 
can be entered at appropriate times. 

iv. A first-aid box, which must be readily accessible and suitably 
maintained in accordance with DENI guidelines is available in the 
nurse’s office (in addition to several locations throughout the school) 
and should only be used by the Nurse or a trained First-Aider. 

v. Electrical integrity of each ICT room is checked/maintained regularly 
by registered electrical engineers. 

c). Effective storage 

 This contributes to good Health and Safety practice.  Large items of 
equipment/hardware and trolleys that cannot be centrally stored, 
should be located in the safest possible position in the room, taking 
account of the amount of space needed to operate them. 

d). Safety Training 

 Student teachers and new teaching staff are given an induction 
programme that includes training in safety procedures.  All of the 
Department's staff are trained in the use of new equipment/hardware 
and must become familiar with the contents of this safety policy. 
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i. Safety Training For Staff 

It is expected that staff will make every effort to attend any training 
courses which are run from time to time by BELB or other qualifying 
authority.  Funding for training which involves an element of safety 
training will be given priority over other courses wherever possible and 
particularly in the case of training urgently needed in order that a 
member of staff can use equipment/hardware required for National 
Curriculum pupil entitlement. 

It is expected that members of the Department will make it known to the 
HOD if they feel that their experience does not extend to 
equipment/hardware or facilities which they are expected to use in the 
course of their employment.  The HOD will endeavour to arrange 
informal instruction/safety sessions to ensure adequate safety cover and 
familiarity until a recognised course becomes available. 

ii. Safety Training For Pupils 

A major Health and Safety input is conducted in Year 8 when pupils 
enter the Department and constant reference is made regularly 
thereafter, and on every occasion when a new method/technique or 
piece of equipment/hardware is introduced.  They are made aware of 
their responsibility for their own health and safety and their general 
responsibility to others.  Particularly important is the consideration of 
situations which do not always appear to be dangerous, but which often 
are, and of which pupils must be made aware – this should help prepare 
the pupils for work in a modern technological society. 
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Examples include 

• incorrect body posture or use of hardware/peripherals leading to 
stress, fatigue, discomfort, eyestrain and possibly physical injury 
to elbows, wrists, hands and fingers (RSI); 

• things which are unusually heavy; 

• things which have sharp edges 

• things which stick out from under benches; 

• things which are very hard and which they can fall against (table 
corners);

• things which may overbalance (items on top of monitors); 

• things which can trip them up (trailing cables); 

• things which they can slip on (water/liquids on the floor); 

• things which can cause electric shock (exposed contacts); 

• things which can damage eyesight (having a poor resolution 
monitor or one set at too bright a level); 

More general safety matters will include reference to Section 2 a) of this policy 
and specifically to: 

General Behaviour: 

• no running, chasing, fighting or unruly behaviour; 

• no throwing of books or equipment/hardware; 

• no excessive noise so that instructions can be heard; 

• always obeying instructions. 
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Good practice: 

• tidiness in working; 

• careful handling of equipment/hardware; 

• never using electrical equipment/hardware with wet hands; 

• overbalancing due to incorrect placing of equipment; 

• insecure fixings and fixtures; 

• exposed electrical wiring. 

REPORTING DAMAGE AND BREAKAGES

Pupils must be encouraged to report all breakages/damage to 
equipment/hardware or problems with their work, at the earliest opportunity.  
They should have confidence in knowing that they will not be criticised or 
disciplined, provided that the damage has been caused accidentally and 
during the course of their work. 

It is departmental policy that pupils are not charged or criticised for breakages 
that occur normally during the course of their work.  This is so that repairs and 
replacements can be put in hand immediately rather than finding the evidence 
later.  The need for co-operation and mutual trust between staff and pupils in 
the room must be stressed. 
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SECTION 4: MONITOR AND REVIEW

PROCEDURES FOR REPORTING SAFETY MATTERS

e.g. a suspicion/reporting of faulty/inadequate equipment/hardware including 
fire fighting apparatus: 

i. Always inform the technician(s) and Head of ICT Department.  Also 
inform the Headteacher or the Safety Representative (Mrs Treon) as 
appropriate.  Once the technician has been informed it will be his/her 
responsibility to make appropriate decisions, e.g. 

• immediately taking the relevant piece of equipment/hardware out 
of service and report the fault to C2K. 

• organising a replacement or repair of the item of 
equipment/hardware. 

ii. Safety matters are regular items on the agendas of the Department 
Meetings.
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USE OF ROOMS BY NON-ICT SPECIALISTS

1. The ICT rooms and laptop trolleys are to be kept locked at all times 
when they are not occupied.  Pupils are therefore not to enter a room, 
or take a laptop from the trolley until a member of staff has arrived. 

2. Good advice on the supervision of pupils in ICT departments states 
that:

"Staff should actively ensure that there will be adequate levels of 
supervision in such areas at all times."  Therefore it is not acceptable 
for a member of staff to leave pupils in an ICT room whilst the member 
of staff goes to collect resources, etc.  Thorough planning and 
organisation is vital in order to avoid difficulties in complying with this 
directive.

3. Staff must ensure that pupils do not interfere with equipment/hardware 
of any kind.  

4. No eating, drinking or chewing is to take place in an ICT room. 

5. Staff must lock the door to the ICT room at the end of the lesson. 

USE OF LAPTOP TROLLEYS 

1. The laptop trolleys are to be kept locked and stored in the appropriate 
place at all times when they are not in use.  Pupils are therefore not to 
take a laptop from the trolley until a member of staff has arrived. 

2. The teacher in charge must ensure all laptops are signed in and out 
and faults recorded in accordance with the schools policy.  

3. Good advice on the supervision of pupils in ICT departments states 
that:
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"Staff should actively ensure that there will be adequate levels of supervision 
in such areas at all times."  Therefore it is not acceptable for a member of staff 
to leave pupils in charge of a laptop whilst the member of staff goes to collect 
resources, etc.  Thorough planning and organisation is vital in order to avoid 
difficulties in complying with this directive. 

4. Staff must ensure that pupils do not interfere with equipment/hardware 
of any kind.  

5. No eating, drinking or chewing is to take place when using a laptop. 

6. Staff must lock the laptop trolley and ensure it is safely stored away at 
the end of the lesson. 

A “Laptop Trolley Guidelines” document has been placed on each trolley and 
been given to each member of staff. Refer to Appendix 5.  Sixth Form Laptop 
usage information is also outlined (Appendix 6). 
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ABSENCE

UNPLANNED ABSENCE

The class teacher will, under normal circumstances, inform the Department 
what he/she wishes the classes to work on during his/her absence.  Details 
may be given over the telephone to the school secretary or emailed through.  
In an exceptional case where work is unable to be set the HOD will make 
suitable arrangements. 

Where possible the work set for an unknown absence will be from the 'self 
directed' aspect of the course - see the Scheme of work.  This allows the 
students to continue to work on their course and towards their identified 
targets with, one hopes, minimal help until the teacher returns.  The HOD 
supports the cover teacher by locating any resources needed and talking to 
any students who need help before the lesson begins.  Any comment with 
respect to the behaviour of the class are passed to the HOD who will deal with 
it if it needs immediate attention (to support the cover teacher) or passed to 
the class teacher on their return. 

PLANNED ABSENCE

Work details are written on the standard form and saved in Private 1, cover 
folder.  Any problems may be referred to the HOD orVice Principal. 

If possible work is set with clear instructions and considering appropriateness 
to the students, the resources available and whoever is doing the cover.    The 
HOD oversees the management of the work set and liaises with the cover 
teacher.  At the end of the lesson the file is placed in the pigeon hole of the 
class teacher to help a record to be maintained. 
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LONG-TERM ABSENCE

The HOD and Assistant Vice Principal, with responsibility for cover, will aim to 
use a specialist to cover lessons. 

The supply teacher is introduced to the main departmental policies which the 
HOD believes may support him/her while in school: Behaviour Plan etc.  The 
supply teacher is shown where the main resources are kept.  Details of work 
covered to date are given/explained to the supply teacher to help him/her to 
build on this in the lesson.  Work is set by the HOD if the class teacher is 
unable to do so.  With the specialist supply teacher the group will continue to 
work through the prescribed scheme of work.  If no specialist teacher is 
available the HOD will work with the Department to arrange for class swaps to 
ensure the group receives some specialist teaching. 
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LITERACY

Research has shown that most pupils experience increased levels of 
motivation and interest if learning is supported by the use of ICT in all areas of 
experience.  ICT offers a differentiated medium through which many 
traditional learning styles can be employed, e.g. open-ended/problem
solving/project work, to enhance the acquisition of literacy skills.  All pupils, 
especially those with special educational needs can develop better literacy 
skills by using ICT and multi-media systems as they can: 

1. Provide partial or complete solutions to specific and general learning 
difficulties by: 

a. patiently teaching and practising important skills such as: 

i. sequencing; 

ii storage, retrieval and manipulation of information, e.g. 
information can be associated with an image, a sound, and a 
hand movement to maximise recall; 

iii. recognising the difference between left and right; 

iv. organisation and planning of their thoughts and work. 

b. stimulating the senses and helping to develop reflexes and motor control 
especially via educational games, e.g. senses can be enhanced by 
improving the degree of discrimination between different symbols and 
sounds;

c. giving a pupil a feeling of achievement and in so doing providing that pupil 
with a higher degree of motivation and self-esteem. This can be done by 
allowing them to check and correct their work before presenting it.  
Exercises which were repetitive, boring and possibly embarrassing for the 
learner can become positive experiences offering interaction between the 
learner and the computer; 

d. developing social skills, e.g. 
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1. Provide partial or complete solutions to specific and general learning 
difficulties by: 

a. patiently teaching and practising important skills such as: 

i. sequencing; 

ii storage, retrieval and manipulation of information, e.g. 
information can be associated with an image, a sound, and a 
hand movement to maximise recall; 

iii. recognising the difference between left and right; 

iv. organisation and planning of their thoughts and work. 

b. stimulating the senses and helping to develop reflexes and motor control 
especially via educational games, e.g. senses can be enhanced by 
improving the degree of discrimination between different symbols and 
sounds;

c. giving a pupil a feeling of achievement and in so doing providing that pupil 
with a higher degree of motivation and self-esteem. This can be done by 
allowing them to check and correct their work before presenting it.  
Exercises which were repetitive, boring and possibly embarrassing for the 
learner can become positive experiences offering interaction between the 
learner and the computer; 

d. developing social skills, e.g. 
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i. learning through ICT often requires active interaction between a 
pupil, teacher and computer (through the screen display and print-
outs);

ii. pupils can collaborate, interact and support one another when there 
is a focal point to their work. 

e. developing communication skills (in addition to speech), e.g. 

i. quality and/or speed of handwriting; 

ii. quality of spelling; 

iii. quality and/or speed of reading; 

iv. quality of the presentation of their work; 

v. by presenting information in a variety of ways. 

For these reasons ICT is well integrated into our scheme of work and 
continues to be an ever-increasing element in our curriculum - multimedia 
computers and software are always available. 

45 

NUMERACY

Research has shown that most pupils experience increased levels of 
motivation and interest if learning is supported by the use of ICT in all areas of 
experience.  More specifically ICT offers a differentiated medium through 
which many traditional learning styles can be employed, e.g. open-
ended/problem solving/project work, to enhance the acquisition of Numeracy 
skills.  All pupils, especially those with special educational needs can develop 
better numeracy skills by using ICT and multi-media systems as they can: 

1. Provide partial or complete solutions to specific and general learning 
difficulties by: 

a. patiently teaching and practising important skills such as: 

i. sequencing; 

ii. storage, retrieval and manipulation of information, e.g. 
information can be associated with an image, a sound, and 
a hand movement to maximise recall; 

iii. arithmetic and multiplication tables; 

iv. recognising the difference between left and right; 

v. organisation and planning of their thoughts and work. 

b. stimulating the senses and helping to develop reflexes and motor 
control especially via educational games, e.g. senses can be enhanced 
by improving the degree of discrimination between different symbols 
and sounds; 

c. giving a pupil a feeling of achievement and in so doing providing that 
pupil with a higher degree of motivation and self-esteem. This can be 
done by allowing them to check and correct their work before 
presenting it.  Exercises which were repetitive, boring and possibly 
embarrassing for the learner can become positive experiences offering 
interaction between the learner and the computer; 
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NUMERACY
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b. stimulating the senses and helping to develop reflexes and motor 
control especially via educational games, e.g. senses can be enhanced 
by improving the degree of discrimination between different symbols 
and sounds; 

c. giving a pupil a feeling of achievement and in so doing providing that 
pupil with a higher degree of motivation and self-esteem. This can be 
done by allowing them to check and correct their work before 
presenting it.  Exercises which were repetitive, boring and possibly 
embarrassing for the learner can become positive experiences offering 
interaction between the learner and the computer; 
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d. developing social skills, e.g. 

i. learning through ICT often requires active interaction between a 
pupil, teacher and computer (through the screen display and 
print-outs);

ii. pupils can collaborate, interact and support one another when 
there is a focal point to their work. 

e. developing communication skills (in addition to speech), e.g. 

i. quality of the presentation of their work; 

ii. by presenting mathematical information in a variety of ways. 

For these reasons ICT is well integrated into our scheme of work and 
continues to be an ever increasing element in our curriculum - multimedia 
computers and software are always available.
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DIFFERENTIATION

Differentiation occurs when there is planned intervention by the teacher with 
the intention of maximising the achievements of students based on their 
differing individual needs.  Differentiation can be described as having five 
main components i.e. 

1.  Resources 2.  Tasks 3.  Response 4.  Support 5.  Group Structure

When using ICT, differentiation can often be addressed by using the structure 
and content of the software used.  This policy is set to run alongside and to 
complement the Differentiation Policies of all other departments within the 
school.  It has been written to assist ICT teachers in realising their aims, within 
the five components listed above, particularly when working in a network 
room.

The majority of teachers feel confident in using one or two computers within 
their classroom to help them to differentiate the work for their students.  This 
may be seen as being similar to asking one or two groups to carry out an 
experiment in one part of the room while others are completing a related task 
on paper somewhere else within the classroom.  It is when the entire class is 
taught in the network room concern is expressed by staff.  Their concern often 
relates to the fact that they feel their own level of expertise as a user of ICT is 
only just developing.  It has also been seen as a major concern for teachers 
who, in the past, have conducted most of their lessons within the confines of 
their own classrooms. 

The proven increase in motivation and achievement for students when using 
ICT emphasises the need to plan work appropriately and fairly. 

Each of the five components of differentiation is explored in detail below and 
exemplars of current good practice within the Department are noted. 
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1. Resources should: 

a). have an appropriate readability level. 

Any prompt or help sheets provided are reading age tested.  Staff aim 
to use familiar language and everyday examples in discussions with 
the students. 

b). be easy to use. 

All literature used by pupils is typed or word-processed.  Instructions 
are clear to understand and to carry out - often using innovative text 
and graphics to aid clarity. 

c). be well designed. 

We provide students with attractive full colour textbooks and DTP 
quality worksheets/booklets.  We use our own and published materials. 

d). be in many different forms. 

Texts (laboratory and library) worksheets, booklets, Internet, CD ROM, 
Tape/Video recording and 'Sense & Control' equipment may all used 
during ICT lessons. 

e). have a scheme of work that indicates a planned use of available 
resources and that shows progression and continuity within the course. 

These features were central in the construction of our scheme of work - 
see Schemes of Work. 

f). be kept in well managed storage/retrieval systems. 
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2. Tasks should: 

a). show variety throughout a module and within a lesson if possible. 

See the scheme of work for a list of suggested activities. 

b). be suitable for the abilities of the students. 

Both written and spoken questions/vocabulary are structured to enable 
students of all abilities to understand and respond. 

c). have a structure that enables the student to stay on task. 

Lists of the tasks can be written on the board/OHP.  We provide 
structured worksheets. 

d). identify possible outcomes. 

Work done by other students can be used to illustrate possible 
outcomes and to inform and motivate students.  Project work should be 
accompanied by a brief to illustrate the areas that must be covered and 
to show the types of outcome that might arise, e.g. a poster, a report, a 
presentation, a script for a play, a game, a magazine. 

e). allow for some choices to be made by the student. 

Students may, with the teacher's guidance, make choices related to 
many aspects of their work, e.g. graded tasks may be set in English 
highlighting the aspects of the software that each task requires the 
student to demonstrate - it may be that the whole class is working on 
writing a short story or newspaper report.  The individual tasks 
set/negotiated may be to: 

i. write, spell check, save and print the file. 

ii. complete task (i) and format fonts, change the margins. 

iii. complete task (ii) and include their names as a footer, format 
paragraphs or use two columns. 

iv. to include a well placed and relevant illustration imported into the 
file or create a border around the heading. 

v. to import the file into a desktop publishing package and use the 
extra features available to make the story even more appealing 
to the audience, e.g. A folding A5 booklet perhaps. 

vi. produce a short critique to explain why the document in (v) is 
better than one produced using only a word-processor. 
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NB  the student may also chose the appropriate software and/or 
tools/methods to be used. 

g). allow the teacher to build a learning route through a study topic. 

The scheme of work is designed to allow for continuity and 
progression.  The teacher can pick his/her own route through the 
module.

3. The Response should: 

a). make course objectives clear to students. 

This is done by clear instructions and exemplar material being shown 
to students. 

b). make assessment criteria clear to the students. 

Help sheets and self assessment sheets are used by students. 

c). create an atmosphere where students discuss their own and each 
others work. 

Lessons are conducted in a secure and supportive environment. 

d). be given to students in small groups. 

This is facilitated by students working in pairs on a computer. 

g). reflect what the student has achieved and consider the student's 
previous achievements. 

We endeavour to use constructive criticism and advice at all pertinent 
opportunities.

4. Support can be: 

a). from other adults and students. 

We currently have sixth formers who wish to do community work 
supporting staff in the Department.  We encourage students who finish 
a task quickly to help others.

b). from the teacher. 
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This can occur during a lesson or often in staff's own time eg at break 
times and lunch times.  Indeed staff sometimes support students after 
school on a mutually agreed basis. 

c). from appropriate resources. 

Texts & worksheets, booklets, Internet, CD ROM, Tape/Video 
recording are all integrated into the scheme of work, e.g. Guide cards 
are available near the computers to assist the students and teachers 
with the main features of the software and operation within the network 
room.

d). by celebrating achievement. 

We celebrate achievement in many different ways - for further details 
see the Department policy on assessment.  We regularly display 
student's work in the network rooms and classrooms. 

5. Group Structure can support differentiation if: 

a). we examine structure of the teaching groups. 

Setting is seen as a major way in which we group students with some 
respect to their potential ability to understand ICT concepts.  It allows 
groups of students to work together on the more challenging aspects 
and increase their rate of work whilst allowing other groups to reinforce 
knowledge and skills, work at a slightly slower pace and/or gain the 
extra support they need from slightly smaller classes.  In Year 8 and 9 
we currently try and keep the lowest ability set size down to about 
thirteen students. 

b). we teach students in small groups. 

Students work in groups of 2 or 3, rather than individually, so having 
the benefit of peer support.  With 14 stations to observe it is normally 
manageable to assess the work carried out by each individual in each 
group.  When moving around the classroom each teacher monitors and 
intervenes if necessary to make sure the ICT is used by each student, 
if this is appropriate to the task set. 

c). we are flexible within the group when setting the task and responding 
to individual's needs. 

Project work can be produced by larger groups e.g. four students if the 
teacher thinks that this is desirable and as long as the students know 
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their own role in producing the project.  One collaboratively produced 
piece of work helps to encourage commitment and responsibility in the 
students.

d). we allow individual work. 

For the less able or less confident student, teachers aim to allow them 
to work on their own on the computers when, in their professional 
judgement, this would serve to boost their confidence and/or reduce 
their feelings of inadequacy. 
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APPENDIX  1    SCHOOL  ESAFETY  POLICY  

 

TEACHING AND LEARNING 

Why the Internet and digital communications are important  

The Internet is an essential element in 21st century life for education, business and social 
interaction. The school has a duty to provide students with high-quality Internet access as part 
of their learning experience.  Internet use is a part of the statutory curriculum and a necessary 
learning tool for staff and pupils.  

How does Internet use benefit education? 

• access to worldwide educational resources including museums and art galleries; 
• educational and cultural exchanges between pupils worldwide; 
• vocational, social and leisure use in libraries, clubs and at home; 
• access to experts in many fields for pupils and staff; 
• professional development for staff through access to national developments, 
• educational materials and effective curriculum practice; 
• collaboration across networks of schools, support services and professional 

associations; 
• improved access to technical support including remote management of networks and 
• automatic system updates; 
• access to learning wherever and whenever convenient.

Internet use will enhance and extend learning  

The school Internet access will be designed expressly for pupil use and will include filtering 
appropriate to the age of pupils.  

Clear boundaries will be set for the appropriate use of the Internet and digital communications 
and discussed with staff and pupils.  

Pupils will be educated in the effective use of the Internet in research, including the skills of 
knowledge location, retrieval and evaluation.  

Pupils will be taught how to evaluate Internet content  

Schools should ensure that the use of Internet derived materials by staff and by pupils 
complies with copyright law.  

Pupils should be taught to be critically aware of the materials they read and shown how to 
validate information before accepting its accuracy.  
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Staff  Code of Conduct and eSafety Code for students– Refer to Appendix 2 and 3 

 

MANAGING   INTERNET  ACCESS  

Information system security  

• School ICT system security will be reviewed regularly.  

• Virus protection will be installed and updated regularly.

• Security strategies will be discussed with BELB.  

E-mail

• Students may only use approved e-mail accounts on the school system.  

• Students must immediately tell a teacher if they receive offensive e-mail.

• In e-mail communication, students must not reveal their personal details or those of 
others, or arrange to meet anyone without specific permission.  

• Incoming e-mail should be treated as suspicious and attachments not opened unless 
the author is known.  

• The network administrator will make the decision to release filtered emails based on 
their content  

• The forwarding of chain letters is not permitted.  

Published content and the school web site  

• Staff or student personal contact information will not generally be published.  The 
contact details given online should be the school office.  

• The eLearning Co-ordinator will take overall editorial responsibility and ensure that 
published content is accurate and appropriate.  
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Publishing students’ images and work  

• Photographs that include students will be selected carefully so that individual pupils 
cannot be identified or their image misused.  

• Students’ full names will not be used anywhere on a school Web site or other on-line 
space, particularly in association with photographs.  

• Written permission from parents or carers will be obtained before photographs of 
students are published on the school Web site.  

• Work can only be published with the permission of the student and parents/carers.  

Social networking and personal publishing  

• Students are unable to access social networking sites such as Facebook through the 
C2K network. 

• Teachers who learn of students accessing social networking sites via a ‘backdoor’ 
should alert the ICT technician immediately to have the site banned. 

• A school YouTube and Twitter account have been set up to promote that positive 
work of the school.  This is managed by the E-Learning Co-ordinator and ICT 
Technician. 

When using social networking sites outside of school pupils will be advised: 

• Never to give out personal details of any kind which may identify them, their friends or 
their location.  

• Not to place personal photos on any social network space without considering how 
the photo could be used now or in the future.  

• Students should be advised on security and encouraged to set passwords, to deny 
access to unknown individuals and to block unwanted communications. Students 
should only invite known friends and deny access to others.  
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Managing filtering  

• The school will work in partnership with C2K, Becta, Internet Service Provider and 
advice from CEOP to ensure that systems to protect pupils are reviewed and 
improved.  

• If staff or students discover an unsuitable site, it must be reported to the ICT Co-
ordinator or MrMcCausland.  

• Senior staff will ensure that regular checks are made to ensure that the filtering 
methods selected are appropriate, effective and reasonable.  

Managing videoconferencing  

• IP videoconferencing should use the educational broadband network to ensure 
quality of service and security rather than the Internet.  

• Students should ask permission from the supervising teacher before making or 
answering a videoconference call.  

• Videoconferencing will be appropriately supervised for the Students’ age.  

Managing emerging technologies  

• Emerging technologies will be examined for educational benefit and a risk 
assessment will be carried out before use in school is allowed.  

• The senior leadership team should note that technologies such as mobile phones 
with wireless Internet access can bypass school filtering systems and present a new 
route to undesirable material and communications.  

• Mobile phones will not be used during lessons or formal school time, unless 
supervised or for the use in the lesson, under guidance. The sending of abusive or 
inappropriate text messages is forbidden.  

• Games machines including the Sony Playstation, Microsoft Xbox and others have 
Internet access which may not include filtering. Care is required in any use in school 
or other officially sanctioned location.  

• Staff will be issued with a school phone where contact with students is required.  

• Staff must ensure that if YouTube is being accessed for class demonstration that the 
video has been preview to check its’ content. 
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Protecting personal data  

• Personal data will be recorded, processed, transferred and made available according 
to the Data Protection Act 1998.  

Authorising Internet access 

• All staff must read and sign the ‘Staff Code of Conduct for ICT’ before using any 
school ICT resource.  

• The school will maintain a current record of all staff and pupils who are granted 
access to school ICT systems.  

• Students must apply for Internet access individually by agreeing to comply with the 
Responsible Internet Use statement.  

• Parents/carers will be asked to sign and return a consent form (iCode). 

Assessing risks  

• The school will take all reasonable precautions to prevent access to inappropriate 
material. However, due to the international scale and linked nature of Internet 
content, it is not possible to guarantee that unsuitable material will never appear on a 
computer connected to the school network. The school cannot accept liability for any 
material accessed, or any consequences of Internet access.  

• The school should audit ICT use to establish if the e-safety policy is adequate and 
that the implementation of the e-safety policy is appropriate and effective.  

Handling e-Safety complaints  

• Complaints of Internet misuse will be dealt with by a senior member of staff.  

• Any complaint about staff misuse must be referred to the Principal.  

• Complaints of a child protection nature must be dealt with in accordance with school 
child protection procedures.   

• Students and parents will be informed of the complaints procedure.  
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Community use of the Internet  

• The school will liaise with local organisations to establish a common approach to e-
Safety.

Communicating e-Safety  

Introducing the e-safety policy to pupils  

• e-Safety rules will be posted in all rooms where computers are used.  

• Students will be informed that network and Internet use will be monitored.  

• A programme of training in e-Safety will be developed, possibly based on the 
materials from CEOP.  

Staff and the e-Safety policy 

• All staff will be given the School e-Safety Policy and its importance explained.  

• Staff must be informed that network and Internet traffic can be monitored and traced 
to the individual user.

• Staff that manage filtering systems or monitor ICT use will be supervised by senior 
management and work to clear procedures for reporting issues.  

• Staff should understand that phone or online communications with pupils can 
occasionally lead to misunderstandings or even malicious accusations. Staff must 
take care always to maintain a professional relationship.  

Enlisting parents’ and carers’ support  

• Parents’ and carers’ attention will be drawn to the School e-Safety Policy in 
newsletters, the school brochure and on the school Web site.  

• The school will maintain a list of e-safety resources for parents/carers.  
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APPENDIX  2    ESAFETY  CODE    

At Ashfield Girls’ High School we encourage you to use all of the Information 
Communication Technology (ICT) available to you – this will help you to enhance your 
learning. You need to use this technology in a responsible way and make sure that you do 
not put your own or others’ safety at risk. 

For my own personal safety: 

• I understand that the school will monitor how I use ICT systems. 
• I will keep my username and password safe and will not use others’ log in details. 
• I will make sure that I know who I am talking to online (“Stranger Danger”).  
• I will not share personal information about myself or anyone else when online.  This includes 

sharing others’ email addresses, usernames or mobile phone numbers. 
• I will tell an adult if I see any unpleasant, inappropriate material or messages online.  
• I will only open attachments from people I know and will try my best to make sure that there 

are no viruses on pen drives that I may use in school. 

For my own and others’ learning: 

• I will respect others’ work and property and will not access, copy, remove or change 
someone else’s files. 

• I will take care while using the school’s ICT equipment to prevent it being damaged. 
• I will be polite and responsible when communicating with others. 
• I will not take or send images of ANYONE without their permission or post photos of pupils 

in school uniform to social networking sites.  
• I will not “Check In” or refer to Ashfield Girls’, on social networking sites. 
• I will only use my hand held devices (i.e. iPods) in school, when I have permission. 
• I will not install or download programmes to school computers. 
• I will not alter computer settings or access blocked websites whilst using the school network. 
• When using Fronter, I realise that I must use this to improve my subject knowledge and 

skills.
• I will only use the printer when I have checked my work and am totally happy, as it will help 

to save the environment. 

I understand that I am responsible for my actions, both in and out of school: 

• I understand that school has the right to take action against me if I break these rules or am 
involved in incidents of inappropriate behaviour, that are covered in this iCode.   

• The school may be obliged to report my or others’ actions to the police if a young person’s 
safety is in danger. 

• I understand that I may lose access to the school network if I fail to follow the requirements 
of this iCode. 

Please sign below if you understand the above and agree to follow these guidelines when:
• I use the school ICT systems and equipment (both inside and outside of school), 
• I use my own equipment in school, or in a way that is related to me being a member of this school 

community (I.e. using school email or Fronter). 

Signed (Pupil)     Signed (Parent)     Date  



ET Policy

60
 

APPENDIX  3    STAFF  ICT  CODE  OF  CONDUCT  
(Staff: Teaching, Non-teaching and Board of Governors)

To ensure that members of staff are fully aware of their professional responsibilities 
when using information systems and when communicating with pupils, they are asked to 
sign to say that they will adhere to this code of conduct. Members of staff should consult 
the school’s e-safety policy for further information and clarification.

I understand that it is a criminal offence to use a school ICT system for a purpose not 
permitted by its owner.

I appreciate that ICT includes a wide range of systems, including mobile phones, PDAs, 
digital cameras; email, social networking and that ICT use may also include personal 
ICT devices when used for school business.

I understand that my use of school information systems, Internet and email may be 
monitored and recorded to ensure policy compliance.

I will respect system security and I will not disclose any password or security information 
to anyone other than an authorised system manager.  

I will not install any software or hardware without permission. 

I will ensure that personal data is stored securely and is used appropriately, whether in 
school, taken off the school premises or accessed remotely.

I will respect copyright and intellectual property rights. 

I will report any incidents of concern regarding children’s safety to the e-Safety 
Coordinator, the Designated Teacher / AVP for Pastoral care or Principal.    

I will not look at pupils’ profiles on Social Networking Sites to investigate reports of 
bullying etc.  This should be reported to the e-Safety Coordinator the Designated Child 
Protection Coordinator or Principal who will pass it onto the relevant authorities.

I will promote e-Safety with student’s in my care and will help them to develop a 
responsible attitude to system use, communications and publishing.  

I understand communication with pupils, by whatever method, should take place with 
clear and explicit professional boundaries.
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APPENDIX  3    STAFF  ICT  CODE  OF  CONDUCT  
(Staff: Teaching, Non-teaching and Board of Governors)
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I understand that my use of school information systems, Internet and email may be 
monitored and recorded to ensure policy compliance.

I will respect system security and I will not disclose any password or security information 
to anyone other than an authorised system manager.  

I will not install any software or hardware without permission. 
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responsible attitude to system use, communications and publishing.  

I understand communication with pupils, by whatever method, should take place with 
clear and explicit professional boundaries.

 

I will ensure all communications are transparent and open to scrutiny. 

I will not engage, via Social Networks or private email with any pupils currently at 
Ashfield Girls’ High School. 

I understand it is illegal to It is illegal to possess, distribute, show and make indecent 
images of children. 

I will not give personal contact details, including my mobile telephone number, to pupils.

I will only use equipment provided by the school to communicate with pupils.

I understand I have a duty to protect my password(s), changing them on a regular basis 
and using strong passwords i.e. a password which contains letters, symbols and 
numbers e.g. a$hf13ld.

I understand I should lock the workstation or log off the network when leaving 
workstations unattended. 

I understand the Acceptable Use Policy for Staff is regularly reviewed and consistently 
enforced.

The school may exercise its right to monitor the use of the school’s information systems 
and Internet access, to intercept e-mail and to delete inappropriate materials where it 
believes unauthorised use of the school’s information system may be taking place, or 
the system may be being used for criminal purposes or for storing unauthorised or 
unlawful text, imagery or sound.

1 This includes the wider use of technology such as mobile phone, text messaging, emails, digital 
cameras, videos, web-cams, websites and blogs. 

2 Where a member of staff feels this is necessary, it must be approved by the Principal. 

3 Except where you have been given permission, by the Principal, to use your own equipment e.g. mobile 
phone or through logging on at home to your C2K account.
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EMAIL

• Do include your designation / title. 
• Do include a relevant subject for your message. 
• Do remember to be careful with spell checkers.  
• Do make any request early in the email – you can’t assume people will make it all 

the way to the end. 
• Do consider whether this is the most appropriate medium to use.  Tricky subjects 

are best dealt with face-to-face or over the telephone – this includes 
communication with parents or outside agencies. 

• Do think before you press the send button. 
• Do be careful what you say – you cannot control who will read the contents. 

o Do not enter into dialogue with students via email.  Keep your messages 
to the point and ask students to come and see you face-to-face if there are 
any queries about the content. 

• Do not send insulting emails. 
• Do not write anything you would be embarrassed for others to see. 
• Do not use abbreviations others might not know e.g. BTW (By the way) 
• Do not discuss sensitive issues, especially about pupils. 
• Do not send inappropriate material – it could be misunderstood. 
• Do not include pupil’s forename and surname in an email.  A way around this, 

which would still allow the student to be identified, would be initials and form or 
first name only and form. 

• Do not use private email accounts to communicate with pupils. 

REMEMBER

• Email is insecure.  Compare it to sending a post card – anyone who receives it 
can read it. 

• Emails are hard to destroy.  Don’t assume that deletion means it’s gone forever.
Electronic documents are backed up and recoverable. 

• According to the BELB Internet and email usage policy: You have a responsibility 
not to: 

o Waste time or resources; 
o Expose the network to a risk of corruption; 
o Breach any law or statute; 
o Bring BELB into disrepute. 

 

SOCIAL NETWORKING 

Many school employees use the web and social-networking services such as Facebook, 
Flickr, YouTube and Twitter for work-related projects or for personal use. While school 
employees are private individuals, they also have professional reputations and careers 
to maintain. Additionally, employees are required not to do anything to endanger the 
health and safety of their colleagues or others.  To this end we would request that you: 

• Do not make comments about work via Social Networking sites, these 
comments can be very easily misinterpreted, particularly if you have registered 
your work place details. 

• Be wary of accepting past pupils / parents as friends / followers on these 
sites.

• Ensure that personal social networking sites are set at private and pupils 
are never listed as approved contacts.

• It is your responsibility to ensure that you keep up-to-date with the changes 
in privacy settings on Social Networking sites you have membership of.

Staff are strongly advised, in their own interests, to take steps to ensure that their 
personal data is not accessible to anybody who does not have permission to access it. 
All staff also need to be aware that many employers and other agencies now carry out 
web and social-network-service searches to find online information about staff — 
background, interests, career experiences and self-presentation.  

Managing personal information effectively makes it far less likely that information will be 
misused.  Therefore before you make your next post or tweet – think about:

• When publishing information about yourself or having conversations with 
other online, be mindful of how you present yourself, who can see your content, 
and how you manage this appropriately 

• When publishing information, personal contact details, video or images,
ask yourself if you would feel comfortable about a current or prospective 
employer, colleague, pupil or parent, viewing your content. 

• Who is allowed to view your content on the sites that you use – and how to 
restrict access to your account where necessary.  If you are not clear about how 
to restrict access to your content to certain groups of people, regard all of your 
content as publicly available and act accordingly. 
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YOUTUBE 

YouTube is accessible to staff.  Remember the following when using it in class: 

• Be prepared – search for the appropriate clips prior to your lesson.  You should 
never do this in full view of the class as there is a danger inappropriate content 
may appear. 

• Do not give pupils access to YouTube from your workstation. 
• View content fully before showing it to your class, to ensure it is appropriate. 
• If you would like a video uploaded to the school YouTube Channel, this must be 

approved by the AVP for e-Learning and the Principal. 
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APPENDIX  4  –  PROCEDURE  FOR  A  SEXTING  INCIDENT  

Definition of ‘sexting’
For the purposes of this advice sexting is simply defined as: 

Images or videos generated 
• by children under the age of 18, or 

• of children under the age of 18 that are of a sexual nature or are indecent. 

These images are shared between young people and/or adults via a mobile phone, 
handheld device or website with people they may not even know. 

We recognise there are many different types of sexting and it is likely that no two cases 
will be the same. We realise the importance of carefully considering each case on its 
own merit and applying a consistent approach to help protect pupils, staff and the 
school.

1. What to do if a child makes a disclosure about a sexting, or suspected sexting 
incident:

Whatever the nature of the incident, ensure school safeguarding and child protection 
policies and practices are adhered to. (Child Protection Policy) 

• Act Promptly 

• Do not investigate yourself

• Contact the designated teacher 

• Report your concerns and make full notes. 

2. Searching the device 

Devices should not be searched unless the pupil is in immediate danger. Otherwise 
schools should follow the guidance from the DfE. Section 15 of ‘Screening searching 

and confiscation – Advice for head teachers, staff and governing bodies’ (2012) provides 
statutory guidance on searching electronic devices. 

If indecent images of a child are found staff should: 

• Report the incident to the Designated Child Protection Teacher (following the 
child protection procedures set out in the school’s Child Protection policy). 

• The Designated teacher should assess the risk to the child or young person and 
make referrals as appropriate, taking advice from the Child Protection Team at 
BELB, if necessary. 

• If the image has been shared on the school network, social network or website 
the school should: 
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o Block the network to all users and isolate the image. 

o Images should not be moved, sent or printed. 

3. Deciding on a response 

It is important to remember that it won’t always be appropriate to inform the police; this 
will depend on the nature of the incident. However, as a school it is important that 
incidents are consistently recorded. It may also be necessary to assist the young person 
in removing the image from a website or elsewhere. 

• Act in accordance with your child protection and safeguarding policy, e.g. notify 
Safeguarding team (Principal, Designated teacher, AVP for eLearning). 

• Store the device securely 

• Carry out a risk assessment in relation to the young person (Use Annex 1 and 2 
of the report ‘Sexting’ in schools: advice and support around self-generated 
images)

• Make contact with parents to inform them of the issues (where appropriate) 

• Make a referral if needed 

• Contact the police (if appropriate) 

• Put the necessary safeguards in place for the student, e.g. they may need 
counselling support, immediate protection and parents must also be informed. 

4. Contacting other agencies 

If the nature of the incident is high-risk, we will contact Gateway Social Services Team. 

Depending on the nature of the incident and the response you may also consider 
contacting your local police or referring the incident to CEOP. 

5. Care provided after the incident 

The school will support the emotional and social well-being of the child / children who 
have been involved through: 

• Monitor and support their return to school  

• Refer to outside agencies where appropriate e.g. Barnardo’s ‘Safer Choices 

Programme’.

• Offering access to a counselling service (where appropriate) 

 

APPENDIX  5  –  SAFETY  CODE  (ICT  DEPT)  
 
The ICT rooms are much safer places to work if you follow this code: 

BEFORE THE LESSON ST ARTS YOU MUST:

1. Never go into an ICT room without permission. 

2. Always walk into the ICT room and never run or push anyone. 

3. Always remove/secure your coat, watch, jewellery, etc.  as appropriate. 

4. Always put your bag under the table or where your teacher tells you to put it. 

DURING THE LESSON YOU MUST:

1. Always follow the guidelines for good body posture and the use ergonomic hardware correctly. 

2. Always know exactly what you are doing.  If not, ask your teacher. 

3. Always obey your teacher's instructions. 

4. Always work sensibly and quietly to minimise hazards and in order that instructions can be heard. 

5. Always put your chair under the table if you leave your seat for any reason. 

6. Always report an accident or breakage immediately. 

7. Always use a foot rest or wrist rest if you need one. 

8. Never put anything in your mouth.  Do not eat, drink or chew. 

9. Never work with wet hands. 

10. Never interfere with equipment/hardware. 

 Never touch a monitor with your fingers or a pen.  To point at something on the screen use the 
blunt end of a pencil or preferably the mouse pointer. 

11. Never sit on tables unless instructed to do so for demonstration purposes. 

12. Never place bags, books or other objects on or in front of hardware as it can obstruct cooling 
vents.

AT THE END OF THE LESSON:

1. Always leave the ICT room clean and tidy. 
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ET Policy

68
 

APPENDIX    5    LAPTOP  TROLLEY  GUIDELINES  

Booking: 

Laptops can be booked online via the Staff Area on the School website.  Please ensure that you enter 
your booking on to the system, which means the laptop trolley usage can be monitored.  When booking 
take into consideration that the laptops may have been in use for extended periods prior to your session. 
Therefore, it is advisable to have at least one period of charge for every three periods of continuous use. 
Priority will be given to classes undertaking Controlled Assessment Tasks and Applied Subjects. 

Stations

The laptop trolleys are stationed in the following rooms and should be returned at the end of the lesson: 

Trolley Station

1 Room 317 (Geography) 

2 Room 118 (HE) 

3 English Store 

4 Room 215 (Music Department) 

5 Science Prep Room 

6 Room 116 (Learning for Life and Work) 

Keys: 

Keys / Lock Combinations for Trolleys 1-6 have been distributed to designated members of staff within 
each department where the trolley is based.  This key will travel with the trolley between classes 
throughout the day, but must be removed from the door prior to trolley movement. 

Movement: 

A member of staff should supervise the movement of the trolley.  Please ensure there are no keys or 
cables attached before moving the trolley.  The trolleys should not be moved between floors and pupils 
must not carry laptops up and down stairs. (Only in exceptional circumstances should trolleys be moved 
between floors by prior arrangement with the ICT Technicians).  

The trolley should be returned to the collection area at the end of every booked session – 
including the last class period for overnight charging. 

Charging: 

When returning the laptop trolley to the collection area, please check all charging cables inside the trolley 
are placed into the individual laptops (once they have been fully switched off and are not in standby).  This 
allows the laptops to obtain a charge for the next booked class.  Please ensure that the external cable is 
switched off at the socket and disconnected prior to trolley being moved.    

Technical Assistance: 

Please contact the ICT base if any technical issues occur or you notice any of the laptops are missing.  
This allows faults to be rectified quickly ensuring that the trolleys remain in use.  Any necessary updates 
will be undertaken by the ICT Technicians.   
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APPENDIX  6  –  SIXTH  FORM  LAPTOP  CODE  

• Laptops are an educational tool and should be used in that capacity only 

• Once issued, you are responsible for the laptop at all times 

• If you are bringing your own device, you must use this with the same respect as you would use a 

school computer. 

Borrowing and Returning the Laptop 

• Leave your card in the card holder of the laptop you have borrowed 

• You can only borrow one laptop at a time 

• You cannot borrow a laptop on behalf of someone else – the cardholder is responsible for the 

equipment 

• Laptops should not be on loan during break or lunch time 

• Laptops should be returned to Room 105 before the beginning of break and lunch time 

• Room 105 is a working environment and you must enter quietly – please show respect to the 

technicians 

Looking after the Laptop 

• Laptops should be switched off when being carried to the study area 

• Do not carry the laptop by the screen – they should be carried using both hands, with the screen 

closed 

• Only use the laptop on a flat, stable surface in the canteen/study area 

• Avoid touching the screen 

• Do not rest pens/pencils/keys etc on the keyboard 

• Do not eat/drink near the laptop 

• The cost of the repairing any laptop is ultimately the responsibility of the student who borrowed the 

laptop.

I agree to the above code of conduct  

Signed: _______________________________________  Date:  ___/____/_____ 

Print Name:  _________________________  Parent Signature:  ____________________ 
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APPENDIX  7    VIDEO  CONFERENCING  
 

A Guide for Students 

At Ashfield Girls’ High School Year Sixth Form students may study subjects through a video conference 
system, in partnership with Nelson Thornes.  

All students are expected to be responsible for their own learning.  While video link teaching and learning 
can provide a high level of interaction between lecturers and students it requires full co-operation from 
students in order to be successful. Tutors will explain how video conferencing will operate in each subject. 

This guide provides information about basic technical terms, trouble shooting and managing the video 
conferencing learning experience it also provides a space to fill in immediate contact details of relevant 
staff contacts. It is suggested that you keep this booklet as an ongoing reference. 

WHY IS VIDEO CONFERENCE LEARNING DIFFERENT TO FACE TO FACE LEARNING? 

Video conferencing requires you, the student, to be more committed to collaborative learning (sharing 
learning experiences and working closely with your fellow students) than in a face-to-face situation, 
especially as the tutor is teaching from another location. If you rely on the presence of the tutor to 
determine your own attendance and participation the experience will not be successful. You need to work 
hard in a video conference setting to form a group, share information and facilitate the smooth running of 
the sessions. 

As well as your distance learning tutor you will have a link teacher, in school, who you can go to for help 
and support.  The roles of your tutor and link teacher are outlined here, as well as expectations of you, the 
distance learning student: 

Your Link Teacher

Your link teacher will undertake the following:

• To collect assignments and send these to your tutor 
• To monitor your attendance and general progress 
• To observe your tutorials on a regular basis 
• To be your first point of contact if you have any problems 
• To offer advice on the course. 



ET Policy

71

 

Your Tutor

Your tutor will undertake the following:

• They will take you for your one-hour tutorial each week and are responsible for taking your 
through your course.  

• They will actually visitAshfield twice, throughout the year.   Onceat the beginning of the course 
and once just before your examinations in May/June. 

• Set reading and activities to be completed for the following week. 
• Assignments   Your tutor will also set regular assignments which resemble examination type 

questions.   
• Examinations Your tutor will also set and mark mock examinations in January which you will sit 

under examination conditions and the marks will form part of a written report on your progress 
which is sent to your parents, along with reports on your other A level subjects, at the end of 
January.   

You, the Student 

• Preparation for class   You must ensure the work, set by your tutor, has been completed each 
week.  This should be done in your allocated periods for your subject in readiness for the tutorial.   

• Arrive on time and prepared for class with any necessary pens / paper or other material 
required.

• Complete assignments, set by your tutor, by the due date. These should be handed in to your 
link teacher who will then forward them to your tutor.   

IMPORTANT CONTACTS 

Make sure you fill in the information below about who to contact.  

Subject

Tutor

Email

Telephone 

Link Teacher 

Email
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Tips for participating in a video link class: 

• When communicating using a video link you need to know that there is a slight delay in the 
response from the other end (this is only unusual the first time). Once you have adjusted your 
conversation patterns it is easy to communicate in the video conferencing setting. 

• Where possible let others finish what they are saying and try not to talk over them. 

• It will be important to develop a collaborative and co-operative relationship with your fellow 
students to ensure the smooth running of tutorials. 

• It will be in everybody’s interest to get to know one another as a group. Shared responsibility for 
the tutorial is encouraged. For example, prior discussion concerning queries about content or the 
course in general will make better use of the video conference time as students will have 
prepared questions to ask the tutor. 

• Being punctual to the session is very important as the link is pre-booked and, therefore, not very 
flexible.

• While you are waiting for the session to start you could discuss issues you want to raise with your 
tutor. One student can do this on behalf of the group. 

• An agreed method for distributing additional notes is advised. You will need to ask your tutor how 
they plan to get additional course materials to you. 

• Use email for communication with lecturers and tutors. All students are issued with an email 
account from school.  

NB: When the cameras are set and the volume adjusted it is important to check that the tutor can 
see and hear you. 

HOW DO I GET HELP? 

If something should go wrong with the video conference, or if people are unsure of how to operate certain 
facilities, you should contact MrMcCausland in room 105, ext 229. 

Some occasions in which you will need to get assistance may include: 

• The video conference does not start at the expected time. 
• Access to the room is denied. 
• The equipment is malfunctioning. 
• More than one class turns up at the same time
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