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ICT POLICY 

 
Introduction 

ICT is changing the lives of everyone. Through teaching ICT we equip Children to participate in a rapidly-

changing world where work and leisure activities are increasingly transformed by technology. We enable them 

to find, explore, analyse, exchange and present information effectively. ICT skills are a major factor in enabling 

children to be confident, creative and independent learners. This policy reflects the School values and 

philosophy in relation to the teaching and learning of and with ICT. 

 

Aims 

At Hendre Infants School we aim to: 

 encourage children to develop positive attitudes to ICT and to understand its importance and relevance 

to today’s world; 

 encourage Children to use ICT independently; 

 enable all Children to enjoy using ICT purposefully; 

 build on and develop existing knowledge through skills taught in each year group to maintain continuity 

and progression; 

 use Children’s ICT skills to develop their language and communication skills; 

 develop Children’s ICT capability in finding, selecting and using information; 

 apply Children’s ICT skills and knowledge to their learning in other areas; 

 use ICT for effective and appropriate communication; 

 monitor and control events both real and imaginary; 

 apply hardware and software to creative and appropriate uses of information. 

 

Teaching and Learning/Organisation 

As the aims of ICT are to equip children with the skills necessary to use technology 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 in whatever they are trying to study. So, for 

example, children might research a history topic by using a CD-ROM, or they might investigate a particular 

issue on the Internet. Children who are learning science might use the computer to model a problem or to 

analyse data. We encourage the children to explore ways in which the use of ICT can improve their results, for 

example, how a piece of writing can be edited or how the presentation of a piece of work can be improved by 

moving text about etc. 

We achieve this in a variety of ways, by: 

 

 setting common 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. 

 

We recognise that all classes have children with widely differing 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.  

 

 
 



Staff use the computers provided to support the development of their ICT skills outside of school hours. Staff 

can also access the Internet and school Moodle sit for professional development purposes and personal 

communications.  

 

Children also have access to a number of computers based in the classroom areas. 

 

ICT Curriculum Planning  

Although the majority of ICT use is through other subject areas, new ICT skills will be taught discretely. 

Teachers use the DCF Framework to ensure progression throughout the School. Opportunities to practise the 

skills taught in ICT lessons should be given to our Children in enhanced provision-style activities. 

 

Equal Opportunities 

All of our Children should develop positive attitudes towards ICT, they should develop an understanding of the 

potential of ICT and show confidence and enjoyment in its use. 

Priority will be given to ensuring equality of access and quality of experience for all of our Children according to 

need and irrespective of race, gender, disability, age and class. Where ICT homework tasks are set, a suitable 

alternative should be available to families without computer or internet access at home. 

Those who are most proficient with the technology will be encouraged to share their expertise and confidence. 

Children who experience difficulty with mastering the technology or just work more slowly should be allowed 

extra time or opportunities to work with ICT. Specialised access software and hardware will be available for 

Children with special educational needs. Consideration should be given to the most appropriate input device for 

all Children but especially those with special needs.  

 

Y Cwricwlwm Cymreig 

At Hendre Infants School, pupils are given opportunities, where appropriate, to develop and apply knowledge 

and understanding of the cultural, economic, environmental, historical and linguistic characteristics of Wales. 

 

The Class Teacher 

Even though whole school co-ordination and support is essential to the development of ICT, it remains the 

responsibility of each teacher to plan and teach appropriate ICT activities and assist the co-ordinator in the 

monitoring and recording of pupil progress in ICT.    

 

Recording and Assessment 

Pupils' work in ICT is assessed and recorded in line with the school policy on assessment. A comment on each 

child’s progress and ability to use a computer with confidence and competence across a variety of applications is 

made in the annual report to parents. 

 

Monitoring 

Monitoring ICT will enable the ICT coordinator to gain an overview of ICT teaching and learning throughout the 

school.  When monitoring of the quality of ICT teaching and learning the ICT coordinator will scrutinise plans to 

ensure full coverage of the ICT skills, analyse children’s work, observe ICT teaching and learning in the 

classroom, hold discussions with teachers and analyse assessment data. 

 

Resources 

The School Business Manager arranges for the purchase of ink and toner cartridges for all printers and issues 

them when needed. Responsibility for ICT equipment such as video and sound recorders, microphones, televisions 

and electronic toys etc. lie with the purchasing coordinator. The ICT Coordinator will offer advice and INSET on 

new equipment and technologies and support their introduction into classrooms use. Any faults or breakages with 

ICT equipment should be reported to the School Business Manager who can arrange for the appropriate 

Contractor to repair it. The ICT Coordinator will complete an annual ICT resource audit. 

Each class should have at least one computer with an internet connection available to Children at all times. 

 

iPads and Laptops 



The ICT Coordinator is responsible for the management of iPads, laptops and cameras. Other Staff are 

expected to adhere to routines in place to ensure the security and ongoing quality of ICT equipment. All iPads 

and laptops are to be stored in the locked trollies.  

 

All teaching Staff have been allocated a laptop or desktop computer and an iPad. These devices will be 

maintained by the school but staff should take reasonable care in their handling . School laptops and iPads used 

at home should not be used for any activity in contravention of the school’s acceptable internet use policy, such 

as illegal file sharing.  

 

The school will install anti-virus software but any Internet connections for use at home are the responsibility of 

the staff member. Staff should carry out any updates when requested by the school or hand the laptop or iPad 

into the school for updating when requested. Staff are encouraged to take their assigned laptop or iPad home in 

order to prepare resources and develop personal competence and confidence in the use of ICT. The school’s 

insurance policy will not cover any equipment while it is at the teacher’s home or in the teacher’s car, even if in 

use on school business.  

 

iTunes 

All School iPads are linked to the School’s iTunes account. The ICT Coordinator is responsible for the 

management of this account, including the authorisation by the Headteacher of top-up payments. Staff iPads 

can be linked to the School iTunes account and the Teacher’s personal iTunes account. However the purchase of 

any material for the Teacher’s personal use should be using their personal itunes account and of an appropriate 

nature. 

 

School Website 

The ICT Coordinator is responsible for overseeing the maintenance and upkeep of our School website. Class 

Teachers are responsible for updating their class/year group pages. Teachers are asked to do this as often as 

possible. Photographs of Children should be checked against the image consent list before being uploaded.   

 

Staff Training 

We recognise the need for, and will endeavour to provide ongoing staff training to encourage professional 

development and ensure a well balanced delivery in the classroom. Staff training is incorporated into the ICT 

Action Plan, taking into account the needs of the school and staff. Whole School Staff training sessions are led 

by the ICT Co-ordinator when the need arises. 
 

Access and Privacy 

(see also Acceptable Internet Use Policy) 

The school’s computers should not be used at any time for downloading, copying or storing illicit or offensive 

material, nor should video, music or other files which take up a large amount of space be stored on our server. 

Users wishing to download and copy large files to a CD should discuss it with the ICT Coordinator. No user 

should attempt at any time to install any software of any kind onto the school’s network or onto any workstation 

connected to it, including screensavers. If a member of staff wishes to have software installed the agreement 

of the ICT Coordinator or Headteacher should first be sought, the licence checked and the relevant media 

handed to the ICT Coordinator to arrange for installation.  

All users of the network must be aware that their user areas and individual files may on occasion be accessed by 

the network administrators and files which contravene any part of this policy may be removed. All use of the 

school’s ICT resources should be in line with this policy and the rules laid out in the school’s Acceptable 

Internet Use Policy. 

 

Health and Safety 

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

encouraged from the earliest age to consider and adjust their posture when using the keyboard in order to avoid 

strain to the arms and back. Staff should consult the SENCO and ICT Coordinator with regard to any 

implications of the use of ICT for known medical conditions e.g epilepsy, visual impairment. Staff using digital 

projectors should be made aware of the safety guidelines and follow the safety guidelines in them. 

 


