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Policy on Information and Communication Technology (ICT) 
(see also Communications; Health, Safety and Welfare) 

1  Aims and objectives 
1.1 ICT has become part of the way in which we all work and entertain ourselves. Almost 

everything we do at the academy now involves the use of ICT: 

• online lesson research, teaching plans and resource materials;  
• lesson delivery via either overhead projector or interactive whiteboard; 
• communication by e-mail and fax; 
• document distribution and storage; 
• assessment information analysis; 
• production and editing of reports. 
 

 Thus, through teaching ICT, we equip children to participate in a world of rapidly 
changing technology. We enable them to find, explore, analyse, exchange and present 
information. We also help them to develop the necessary skills for using information in 
a discriminating and effective way. This is a major part of enabling children to be 
confident, creative and independent learners. 

1.2 Our objectives in the teaching of ICT are: 

• to facilitate the finding, selection and use of information; 
• to teach the use of ICT for effective and appropriate communication; 
• to enable the monitoring and control of events, both real and imaginary; 
• to teach the application of ICT to children’s learning across the curriculum; 
• to explore the value of ICT, both to children and to society in general; 
• to examine issues of security, personal safety, confidentiality and accuracy; 
• to develop the cross-curricular use of ICT in all subjects.  

2  Teaching and learning style 
2.1  As an objective of teaching of ICT is to equip children with the technological skill to 

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

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



St. John the Evangelist Policy on ICT/E-Safety 

 

• setting tasks which are open-ended and can have a variety of responses; 
• setting tasks of increasing difficulty (not all children complete all tasks); 
• grouping children by ability in the room, and setting different tasks for each 

ability group; 
• providing resources of different complexity that are matched to the ability of 

the child; 
• using classroom assistants to support the work of individual children or groups of 

children. 

3  ICT curriculum planning  
3.1  ICT is a foundation subject in the National Curriculum. The school uses the national 

scheme of work for ICT as the basis for its curriculum planning. We have adapted the 
national scheme to the local circumstances of the academy.  

3.2  We carry out the curriculum planning in ICT in three phases (long-term, medium-term 
and short-term). The long-term plan maps the ICT topics that the children study in 
each term during each key stage. The ICT subject leader devises this in conjunction 
with teaching colleagues in each year group, and the children often study ICT as part 
of their work in other subject areas. Our long-term ICT plan shows how teaching units 
are distributed across the year groups, and how these fit together to ensure 
progression within the curriculum plan. 

3.3  Our medium-term plans, which we have adopted from the national scheme of work, 
give details of each unit of work for each term. They identify the key learning 
objectives for each unit of work, and stipulate the curriculum time that we devote to 
it. The ICT subject leader is responsible for keeping and reviewing these plans. As we 
have some mixed-age classes, we do our medium-term planning on a two-year rotation 
cycle. In this way, we ensure that we cover the National Curriculum without repeating 
topics.  

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

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

3.6 Parents and carers are required to give signed authorisation before their child can 
use the Internet, either in guided or in independent school work. Parents and carers 
are, however, assured that their child’s use of the Internet at the academy is always 
supervised. A record of those children who do not have permission to use the 
Internet at the academy is held by each class teacher and by the academy office. 
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4  The Foundation Stage 
4.1  We teach ICT in reception classes as an integral part of the topic work covered 

during the year. As the reception class is part of the Foundation Stage of the 
National Curriculum, we relate the ICT aspects of the children’s work to the 
objectives set out in the Early Learning Goals (ELGs) which underpin the curriculum 
planning for children aged three to five. The children have the opportunity to use the 
computers, a digital camera and a floor robot. Then, during the year, they gain 
confidence and start using the computer to find out information and to communicate 
in a variety of ways. 

5  The contribution of ICT to teaching in other curriculum areas 
5.1  The teaching of ICT contributes to teaching and learning in all curriculum areas. It 

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

5.2  English 

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

5.3  Mathematics 

 Children use ICT in mathematics to collect data, make predictions, analyse results, 
and present information graphically. Screen robots allow pupils to give exact 
instructions for a particular route, or to use their knowledge of angles to draw a 
range of polygons. 

5.4 Science 

 Software is used to animate and model scientific concepts, and to allow children to 
investigate processes which it would be impracticable to do directly in the classroom. 
Data loggers are used to assist in the collection of data and in producing tables and 
graphs.  

5.5 Personal, social and health education (PSHE) and citizenship 

 ICT makes a contribution to the teaching of PSHE and citizenship in that children in 
ICT classes learn to work together in a collaborative manner. They also develop a 
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sense of global citizenship by using the Internet and e-mail. There is consequently an 
Internet Proficiency Scheme for Key Stage 2 pupils. The scheme aims to develop a 
set of safe and discriminating behaviours for pupils to adopt when using the Internet 
and other technologies. Through discussion of safety and other issues related to 
electronic communication, the children develop their own view about the use and 
misuse of ICT, and they also gain an insight into the interdependence of ICT users 
around the world. 

6 ICT and inclusion 
6.1 At our academy, we teach ICT to all children, whatever their ability and individual 

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

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

6.3  Intervention through School Action and School Action Plus will lead to the creation of 
an Individual Education Plan (IEP) for children with special educational needs. The IEP 
may include, as appropriate, specific targets relating to ICT. In some instances, the 
use of ICT has a considerable impact on the quality of work that children produce, by 
increasing their confidence and motivation. 

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

7  Assessment for learning 
7.1  Teachers will assess children’s work in ICT by making informal judgements during 

lessons. On completion of a piece of work, the teacher assesses the work, and uses 
this assessment to plan for future learning. Written or verbal feedback is given to 
the child to help guide his/her progress. Older children are encouraged to make 
judgements about how they can improve their own work. 
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7.2  The subject leader keeps samples of the children’s work in a portfolio. This 
demonstrates the expected level of achievement in ICT for each age group in the 
school.  

8  Resources 
8.1  Our academy has the appropriate computer-to-pupil ratio, and Internet access. Most 

software is already installed on laptops. Some software is installed only on the class 
laptop.  

8.2 We buy-in to the services of the “Evolve” to keep our equipment in good working 
order. Members of staff report faults in the book provided for that purpose in the 
ICT suite. Employees of Evolve will also set up new equipment, and install software and 
peripherals.  

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

9  Monitoring and review 
9.1  The coordination and planning of the ICT curriculum are the responsibility of the 

subject leader, who also: 

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

• gives the principal an annual summary report in which s/he evaluates the 
strengths and weaknesses in ICT and indicates areas for further improvement; 

• uses specially allocated regular management time to review evidence of the 
children’s work, and to observe ICT lessons across the academy. 

 
9.2 The quality of teaching and learning in ICT is monitored and evaluated by the 

headteacher as part of the school’s agreed cycle of lesson observations. 

9.3 This policy will be reviewed at least every two years. 

 

Signed: 
 

 

Date: 
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Internet Safety (E-Safety) 
Internet access is planned to enrich and extend learning activities. The school has 
acknowledged the need to ensure that all children are responsible and safe users of the 
Internet and other communication technologies. An E-Safety policy has thus been drawn up 
to protect all parties. 
This policy forms appendix A of this policy.  
Although St. John the Evangelist Catholic Academy offers a safe online environment through 
filtered internet access we recognise the importance of teaching our children about online 
safety and their responsibilities when using communication technology. E-safety has now 
been incorporated in to our ICT scheme of work. 
 
Management Information Systems (MIS) 
ICT enables efficient and effective access to and storage of data for the academy’s 
management team, teachers and administrative staff.  
The academy complies with the LA requirements for the management of information in 
schools. We currently use SIMs which operates on the school’s administrative network and is 
supported by Evolve 
Only trained and designated members of staff have authority and access rights to input and 
to alter the data. St. John the Evangelist Catholic Academy has defined roles and 
responsibilities to ensure data is well maintained, secure and that appropriate access is 
properly managed with appropriate training provided. 
 
Assessment & Recording 
We assess children’s work in ICT by making informal judgements as we observe them working 
during lessons. On completion of a task, the file will be saved to the children’s area on the 
Network.  
Parents are provided with a written report at the end of the school year outlining areas of 
success and a development point. 
The ICT Co-Coordinator keeps samples of children’s work in a portfolio. This demonstrates 
the expected level of achievement in ICT for each age group in the school. 
 
Resources 
We have a set of 15 laptops stored on a trolley on each site.  
Every classroom has an Interactive Whiteboard (Smartboard) operated by a driver and a 
digital projector.  
Every member of teaching staff has access to a laptop. 
Internet access is available in every room/teaching space/staffroom in the school. 
All peripheral resources, including software, are kept centrally. 
 
Monitoring & Review 
The ICT Co-Coordinator is responsible for monitoring the standard of children’s work and 
the quality of teaching. The ICT Co-Coordinator is also responsible for supporting colleagues 
in the teaching of ICT, for being informed about current developments within the subject, 
and for providing a strategic lead and direction for the subject in the academy. The ICT Co-
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Coordinator gives the Head teacher an annual subject review in which she evaluates the 
strengths and weaknesses within the subject and indicates areas for further improvement. 
The areas for further improvement will be incorporated in to the ICT action plan. We 
allocate monitoring time for the vital task of reviewing samples of children’s work, carrying 
out planning scrutiny and lesson observations. 
 
Health and Safety 
We will operate all ICT equipment in compliance with Health & Safety requirements. Children 
will also be made aware of the correct way to sit when using the computer and the need to 
take regular breaks if they are to spend any length of time on computers. The Health and 
Safety at Work Act (1 January 1993), European Directive deals with requirements for 
computer positioning and quality of screen. This directive is followed for all administration 
staff. Whilst this legislation only applies to people at work we seek to provide conditions for 
all children which meet these requirements. 
The academy has an alarm system installed throughout. The files and network system are 
backed up regularly. The virus checker is updated regularly. 
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Appendix A 

E-SAFETY POLICY 
 

20013/2014 
 
 
Writing and reviewing the e-safety policy 
The e-Safety Policy is part of the Academy Development Plan and relates to other policies 
including those for ICT, bullying and for child protection.  
• The school will appoint an e-Safety coordinator.  
• Our e-Safety Policy has been written by the school, building on best practice and 
government guidance. It has been agreed by senior management and approved by governors.  
• The e-Safety Policy and its implementation will be reviewed annually.  
 
 
Teaching and learning 
Why Internet and digital communications are important 
The Internet is an essential element in 21st century life for education, business and social 
interaction. We have a duty to provide students with quality Internet access as part of their 
learning experience.  
Internet use is a part of the statutory curriculum and a necessary tool for staff and pupils. 
 
Internet use will enhance learning 
• The academy Internet access is provided by Staffordshire County through the RM 
contract and includes filtering appropriate to the age of pupils.  
• Pupils will be taught what Internet use is acceptable and what is not and given clear 
objectives for Internet use.  
• 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 shown how to publish and present information appropriately to a wider 
audience.  
 
Pupils will be taught how to evaluate Internet content 
The academy will seek to ensure that the use of Internet derived materials by staff and by 
pupils complies with copyright law. 
Pupils will be taught to be critically aware of the materials they read and shown how to 
validate information before accepting its accuracy. 
Pupils will be taught how to report unpleasant Internet content e.g. Hector Protector.  
 
Managing Internet Access 
Information system security  
Academy ICT systems security will be reviewed regularly.  
Virus protection will be updated regularly. 
Security strategies will be discussed with the Local Authority. 
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E-mail  
Pupils and staff may only use approved e-mail accounts on the school system. 
Pupils must immediately tell a teacher if they receive offensive e-mail. 
Pupils must not reveal personal details of themselves or others in e-mail communication, or 
arrange to meet anyone without specific permission. 
Staff to pupil email communication must only take place via a school email address or from 
within the learning platform and will be monitored. 
Incoming e-mail should be treated as suspicious and attachments not opened unless the 
author is known.  
The academy will consider how e-mail from pupils to external bodies is presented and 
controlled.  
The forwarding of chain letters is not permitted.  
Published content and the school web site 
The contact details on the Web site should be the academy address, e-mail and telephone 
number. Staff or pupils personal information will not be published.  
The head teacher, ICT Co-ordinator and ICT technician will take overall editorial 
responsibility and ensure that content is accurate and appropriate.  
Publishing pupil’s images and work  
Photographs that include pupils will be selected carefully and will not enable individual pupils 
to be clearly identified. The school will look to seek to use group photographs rather than 
full-face photos of individual children.  
Pupils’ full names will be avoided on the Web site or learning platform, as appropriate, 
including in blogs, forums or wikis, particularly in association with photographs. 
Written permission from parents or carers will be obtained before photographs of pupils are 
published on the school Web site or any other publication. 
Parents should be clearly informed of the school policy on image taking and publishing, both 
on academy and independent electronic repositories  
Social networking and personal publishing on the school learning platform 
The academy will control access to social networking sites, and consider how to educate 
pupils in their safe use e.g. use of passwords.  
Newsgroups will be blocked unless a specific use is approved. 
Pupils will be advised never to give out personal details of any kind which may identify them 
or their location.  
Pupils must not place personal photos on any social network space provided in the school 
learning platform. 
Pupils and parents will be advised that the use of social network spaces outside school brings 
a range of dangers for primary aged pupils.  
Pupils will be advised to use nicknames and avatars when using social networking sites.  
 
Managing filtering 
The academy will work in partnership with Evolve to ensure systems to protect pupils are 
reviewed and improved. 
If staff or pupils come across unsuitable on-line materials, the site must be reported to the 
e-Safety Coordinator.  
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Senior staff will ensure that regular checks are made to ensure that the filtering methods 
selected are appropriate, effective and reasonable.  
Managing emerging technologies 
Emerging technologies will be examined for educational benefit and a risk assessment will be 
carried out before use in the academy is allowed. 
Mobile phones and associated cameras will not be used during lessons or formal school time 
except as part of an educational activity. The sending of abusive or inappropriate text 
messages is forbidden. 
Staff will use a school phone where contact with pupils is required. 
The appropriate use of Learning Platforms will be discussed as the technology becomes 
available within the school.  
 
Protecting personal data 
Personal data will be recorded, processed, transferred and made available according to the 
Data Protection Act 1998. 
 
Policy Decisions 
Authorising Internet access 
All staff must read and sign the ‘Staff Code of Conduct for ICT ’ before using any school 
ICT resource. 
The academy will maintain a current record of all staff and pupils who are granted access to 
school ICT systems.  
At Key Stage 1, access to the Internet will be by adult demonstration with directly 
supervised access to specific, approved on-line materials.  
Parents will be asked to sign and return a consent form.  
Any person not directly employed by the academy will be asked to sign an ‘acceptable use of 
school ICT resources’ before being allowed to access the internet from the academy site.  
 
Assessing risks 
The academy will take all reasonable precautions to prevent access to inappropriate material. 
However, due to the international scale and linked Internet content, it is not possible to 
guarantee that unsuitable material will never appear on an academy computer. Neither the 
academy nor Evolve can accept liability for the material accessed, or any consequences of 
Internet access.  
The academy will 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.  
Pupils and parents will be informed of the complaints procedure. 
Pupils and parents will be informed of consequences for pupils misusing the Internet.  
Community use of the Internet 
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All use of the academy Internet connection by community and other organisations shall be in 
accordance with the school e-safety policy. 
 
Communications Policy 
Introducing the e-safety policy to pupils 
Appropriate elements of the e-safety policy will be shared with pupils 
E-safety rules will be posted in all networked rooms.  
Pupils will be informed that network and Internet use will be monitored. 
Curriculum opportunities to gain awareness of e-safety issues and how best to deal with them 
will be provided for pupils  
Staff. 
All staff will be given the academy e-safety Policy and its importance explained. 
Staff should be aware that Internet traffic can be monitored and traced to the individual 
user. Discretion and professional conduct is essential.  
Staff that manage filtering systems or monitor ICT use will be supervised by senior 
management and have clear procedures for reporting issues. 
 
Enlisting parents’ support 
Parents’ and carers attention will be drawn to the Academy e-safety Policy in newsletters, 
the school brochure and on the school web site. 
Parents and carers will from time to time be provided with additional information on e-
safety. 
The academy will ask all new parents to sign the parent /pupil agreement when they register 
their child with the academy.  
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Appendix B 
 

 Staff, Governor and Visitor Acceptable Use Agreement / Code of 
Conduct 

ICT and the related technologies such as email, the internet and mobile devices are an 
expected part of our daily working life in school.  This policy is designed to ensure that all 
staff are aware of their professional responsibilities when using any form of ICT.  All staff 
are expected to sign this policy and adhere at all times to its contents.  Any concerns or 
clarification should be discussed with St. John the Evangelist Catholic Academy’s eSafety 
coordinator.  
 Ø I will only use the academy’s email / Internet / Intranet / Learning Platform and any 
related technologies for professional purposes or for uses deemed ‘reasonable’ by the 
Principal or Board of Directors. 
Ø I will comply with the ICT system security and not disclose any passwords provided to me 
by the school or other related authorities. 
 Ø I will ensure that all electronic communications with pupils and staff are compatible with 
my professional role. 
Ø I will only use the approved, secure email system(s) for any academy business. 
Ø I will ensure that personal data (such as data held on SIMS) is kept secure and is used 
appropriately, whether in academy, taken off the school premises or accessed remotely.  
Personal data can only be taken out of school or accessed remotely when authorised by the 
Head or Governing Body. 
Ø I will not install any hardware or software without permission of Mrs H. Butter or Mr P. 
Turner. 
Ø I will not browse, download, upload or distribute any material that could be considered 
offensive, illegal or discriminatory. 
Ø Images of pupils and/ or staff will only be taken, stored and used for professional purposes 
inline with academy policy and with written consent of the parent, carer or staff member.  
Images will not be distributed outside the school network without the permission of the 
parent/ carer, member of staff or Principal. 
Ø I understand that all my use of the Internet and other related technologies can be 
monitored and logged and can be made available, on request, to my Line Manager or Principal. 
Ø I will respect copyright and intellectual property rights. 
Ø I will ensure that my online activity, both in school and outside school, will not bring my 
professional role into disrepute. 
Ø I will support and promote the academy’s e-Safety policy and help pupils to be safe and 
responsible in their use of ICT and related technologies.  
 
 
User Signature I agree to follow this code of conduct and to support the safe use of ICT 
throughout the academy. 
Signature …….………………….………… Date …………………… 
 
Full Name ………………………………….........................................(printed) 
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