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AIMS

The aim of the ICT programme is firstly, to encourage the understanding, appreciation and the use of ICT techniques by pupils and staff throughout the school; and secondly to identify and maximise the appropriate use of ICT across the curriculum in order to enrich pupils teaching and learning experiences.

OBJECTIVES

1. Knowledge, Understanding and Skills in ICT

Pupils should develop their knowledge and understanding of a wide range of information technology tools and the ways in which these can integrate with each other. Information technology tools include:-

· Word Processors, databases and spreadsheets;

· Those for Desktop Publishing, Design, Control, Image Processing and Sound Processing;

· Those for simulation and modelling languages and software;

· Those for Communication – Internet and Email.

2. Application of ICT

Pupils should develop the skills to select information technology tools appropriate to a variety of contexts and tasks, and to employ them effectively, taking account of their limitations.

3. Enhancing the Quality of Learning, Living and Working Through ICT

Pupils should demonstrate a knowledge and understanding that, when the skills and concepts which relate to information technology are used appropriately, effectively and with confidence, they can enhance the quality of learning, living and working. These skills and concepts include:-

· Developing, modifying and communicating ideas(communication);

· Creating, collecting, storing, retrieving, validating, changing, interpreting and presenting information(information handling);

· Manipulating, investigating and creating models of situations (modelling);

· Measuring and controlling elements of the physical environment (measurement and control).

4. Evaluating the Effectiveness of ICT

Staff should evaluate the effectiveness of ICT on the quality of their teaching and on pupil learning.

IMPLEMENTATION

The ICT programme in Glenlola Collegiate School will be implemented in the stages appropriate to the ages of the pupils. It will be delivered using a number of distinct strategies; 

PUPILS

At KS3:-

a) In Year 8 all pupils will be taught ICT basic skills in discrete ICT lessons mainly by IT Staff. The acquired skills will support the departmental collaborative projects as required by the new revised curriculum.  In order to determine pupil’s prior ICT knowledge and skills, a base line assessment will be completed for all Year 8 pupils at the beginning of the programme. Towards the end of the Year 8 programme consolidation tasks will be completed by pupils. These tasks will be created in collaboration with subject teachers.

The Year 9 programme will consolidate these skills and develop them further. The pupils will continue to be taught in discrete ICT lessons, but, the subject staff will provide appropriate course materials through which the ICT skills will be developed. Tasks will be specifically designed to encourage creative use of the technology.

In Year 10 pupils do not have discrete ICT lessons but will continue to consolidate, apply and extend these skills in subject contexts across the curriculum. 

b) Throughout the entire Key Stage, the 5 ICT Cross Curricular Skills- Explore, Express, Exchange, Evaluate, Exhibit will be completed within a range of subjects. 
At KS4:-

Pupils will continue to be encouraged to apply and extend their ICT skills in subject contexts across the curriculum. Pupils will also be offered the opportunity to study ICT at GCSE level. 

At KS5:-

All post16 pupils will follow a Key Skills Programme – most at Level 2.This will be in addition to, and complement the application and extension of their ICT skills in subjects.  An increasing number of pupils will be expected to achieve Level 3 Key Skills – (mainly those pupils who study ICT at KS4). ICT will continue to be a curriculum option offered at AS / A2 Level.

STAFF

All staff have completed NOF ICT training and have an appropriate range of ICT skills. These skills are updated regularly in keeping with developments in ICT. With the increased connectivity provided by the C2k managed network, staff will be expected to use ICT techniques in the following areas:-

· Formal classroom teaching as signposted within departmental work schemes.

· General administration and communication.

· For research, production, and presentation of teaching resources.

· For assessment and reporting on pupils’ work.

Monitoring the effectiveness of ICT
The implementation and development of the ICT programme and any required staff training & support is the responsibility of the designated ICT Coordinator with oversight by the Vice Principal.

The Coordinator’s role will encompass the management of ICT resources, provision of advice on the ICT contribution to the curriculum, provision of school based INSET, assistance to HODs re departmental staff and management of ICT support staff. 

ICT Staff

Mrs S Beck 

Vice Principal (Senior)
Dr C Larmour

Vice Principal 
Mrs J Heron
ICT Coordinator, C2k Administrator & Head of ICT Department

Mr Marc Wilson
Technical Support 


Glenlola Collegiate: Policy for the Acceptable Use of the Internet and Email Facility.

What is the Internet?

The Internet is an electronic information highway connecting many thousands of computers all over the world and millions of individual subscribers.  This global "network of networks" is not governed by any entity.  This means that there are no limits or checks on the kind of information that is maintained by, and accessible to, Internet users.  The educational value of appropriate use of information and resources located on the Internet is substantial however there are dangers that must be considered by parents, teachers and pupils.

Rationale for pupil use of the Internet

Glenlola Collegiate encourages use by pupils of the rich information sources available on the Internet, together with the development of appropriate skills to analyse and evaluate such resources.  On-line resources offer a broader range of up-to-date resources to pupils; provide an independent research facility; facilitate a variety of learning styles and abilities and encourage students to take responsibility for their own learning. Internet and email literacy are fundamental requirements for all pupils as preparation for the Information Age – an era where ICT is a dominant factor in work and home life.  

C2k (Classroom 2000) is responsible for the provision of an information and communications technology (ICT) managed service to all schools in Northern Ireland. It is funded by the Department of Education as part of the Education Technology Strategy for Northern Ireland. It provides Northern Ireland’s schools, with a managed service comprising some 40,000 networked computers, together with a rich mix of educational content and services. All are provided through an integrated and supported service, installed, maintained and upgraded by specialist providers. Glenlola has supplemented the C2k investment and currently has over 350 networked computers.

Networked Access to Internet

Pupils will be provided with appropriate training and guidance on how to use the Internet and email during KS3 ICT classes and will be expected to follow this guidance as they progress through school. 

Network Safety

The safety of the C2k online user community is paramount for C2k, which employs the most up-to-date online security technology to protect both its users and the integrity of the online service.

The C2k safety service:

· Provides all users with a unique user name and password.

· Tracks and records all online activity

· Filters and monitors all emails and attachments for inappropriate content and viruses.

· Filters access to websites.

· Provides appropriate curriculum software.

When will pupils have access to the Internet at Glenlola Collegiate?

•
In ICT lessons

•
Through subject use across the curriculum

•
In the after-school ICT club

•
In the Senior School Studies - Years 13 & 14 

In the Careers Suite - Year 14 only

•
In the Library - during normal school hours and also from 8.15am – 8.45am and 3.30pm - 4.30 each day

ICT provision within Glenlola Collegiate School is for educational use only.

What are the dangers in using the Internet?

Since the Internet is composed of information from a vast array of sources world-wide, it includes some material that is not of educational value in the context of the school.  This material includes information that may be inaccurate, abusive, profane, sexually oriented, racist or illegal.  In order to guard young people from any inherent dangers, it is the joint responsibility of school staff and the parent or guardian of each pupil to educate the pupil about his or her responsibility when using the Internet.  

The following sets out the policy for acceptable use of the Internet and Email at Glenlola Collegiate.

1.
For Staff and Pupils
a)
Pupils are responsible for good behaviour on the Internet just as they are in the classroom or a school corridor.  General school rules apply (Ref: School Positive Behaviour Policy). In addition, a number of rules relating to use of the Internet and email also apply. Staff and pupils should comply with these rules at all times.

b)
All internet access in Glenlola Collegiate will be a filtered Internet service provided by C2k using Websense Services. Filtering will take place both within school and also on access of the C2k active directory from home.

c)
Staff and pupils at Glenlola Collegiate should know and understand that no Internet user is permitted to:

· retrieve, send, copy or display offensive messages or pictures;

· use obscene or racist language;

· harass, insult or attack others;

· damage computers, computer systems or computer networks;

· violate copyright laws;

· use another user’s password;

· disclose  user details (especially their password) to anyone else

· trespass in another user’s folders, work or files;

· intentionally waste resources (consumables)

· use the network for unapproved commercial purposes.

· bring any indecent/obscene/offensive messages or images into school via USB drives, mobile phones, email attachments etc. 

d)
Access to the Internet requires parental permission and a signed declaration by pupils agreeing to the school rules for use of the Internet and email facility.

e)
Glenlola Collegiate will ensure that all pupils understand how they are to use the Internet appropriately and why the rules exist. All pupils will be given a copy of the ‘Responsible Use of the Internet and Email Rules’ and further copies will on display at all computer workstations throughout the school.

f)
The Internet is provided for pupils to conduct research and communicate with others. While the use of information and communication technologies is a required aspect of the statutory Northern Ireland Curriculum, access to the Internet remains a privilege and not a right.  It is given to pupils who act in a considerate and responsible manner, and should be withdrawn if they fail to maintain acceptable standards of use.

g)
During school hours teachers will guide pupils towards appropriate materials.  Outside school hours families bear responsibility for such guidance as they must also exercise with information sources such as television, telephones, movies, radio, and other potentially offensive media. 

h)
When using the Internet / Email at Glenlola Collegiate, all users must comply with all copyright, libel, fraud, discrimination and obscenity laws.

2.
Examples of Acceptable and Unacceptable Use
a.
On-line activities which are encouraged include, for example:

· The use of email and computer conferencing for communication (related to academic study only) between colleagues, between pupil(s) and teacher(s), between pupil(s) and pupil(s), between schools and industry;

· Use of the Internet to investigate and research school subjects, cross-curricular themes and topics related to social and personal development;

· Use of the Internet to investigate careers and Further and Higher education;

· The development of pupils’ competence in ICT skills and their general research skills.

b.
On-line activities which are not permitted include, for example:

· Searching, viewing and/or retrieving materials that are not related to the aims of the curriculum or future careers;

· Copying, saving and/or redistributing copyright protected material, without approval;

· Subscribing to any services or ordering any goods or services, unless specifically approved by the school;

· Playing computer games or using other interactive ‘chat’ sites, unless specifically directed  by the teacher;

· Using any other email service other than that provided by c2k
· Publishing, sharing or distributing any personal information including photographs, about a user (such as:  home address; email address; phone number, etc).
· Any online activity that could bring the school’s name into disrepute.  This could include posting derogatory information about pupils, teachers or the school.

· Any activity that violates a school rule.

3.
Sanctions
a)
Violation of the above rules will result in a temporary or permanent ban on Internet and email use.

b)
Additional disciplinary action may be added in line with existing school rules on inappropriate language or behaviour. (Ref: Positive Behaviour Policy)

c)
Any incidents of misuse should be reported to the VP and if necessary to Designated Teacher for Child Protection – Mrs M Aiken. 

Where applicable, police or local authorities may be involved. (Ref: Child Protection Policy)
4.
Location and Supervision
a)
Internet access for pupils at Glenlola Collegiate is located in designated ICT classrooms, computer clusters distributed throughout the school, including Home Economics Department, Art Department, the Library, Careers Suite and Senior School Study Areas. In most cases computers are in full view of people circulating in the area. 

b)
While using the Internet at school, pupils should, where possible, be supervised directly by a member of staff or indirectly by a technician, study supervisor, teacher librarian/library assistant. Independent electronic research requires specific teacher permission and research must be conducted in designated curricular areas only. All independent Internet access is logged by pupils and monitored by ICT & Senior Staff on a regular basis. In all cases, pupils should be reminded of their responsibility to use these resources in line with the school policy on acceptable use.

c) Users will be made aware that the ICT department has the ability to review files and communications to ensure that users are using the system responsibly. Where appropriate, staff will use RM Tutor to assist the monitoring process during classroom activity. All uses of the Internet are logged and all sites visited by individual users are recorded.  While normal privacy is respected and protected by password controls, users, both staff and pupils, must not expect files stored on school servers to be absolutely private. Senior ICT Staff conduct regular documented checks on both staff and pupil files, folders and web sites visited. 

5. Procedure to be followed in the event of a breach of Internet Filtering.


In the very rare event of a pupil assessing any materials which they 
know are inappropriate they should be aware of the following procedure:

· The pupil must inform the teacher/ supervising staff immediately.

· The teacher will switch off the computer monitor immediately.

· The ICT technician should be called to note relevant details and should then request an immediate block on the website by C2k.

· The teacher should log the event on the appropriate proforma and inform the C2k manager who will update SMT and the Headmaster.

6.
Printing Facilities

All pupils have access to black / white or colour printing facilities. In order to help pupils monitor and manage their paper use, they are allocated a printing credit limit. (Ref: Printing Policy)

6. Health & Safety Issues

Staff should be aware of health & issues regarding the use of ICT technology.

· Monitors

· Interactive Whiteboards & Digital Projectors

All interactive whiteboards & Data Projectors, if misused, have the potential to cause eye injury, particularly if children stand in front of the beam. The following guidelines should be followed:-

· Users should not stare directly into the beam of the projector.

· When entering the beam, users should not look towards the audience for more than a few seconds.

· Users should try to keep their backs to the projector beam when standing in it.

· Children should be supervised at all times when a projector is being used.

· Ergonomics

Computers should be used with a correct posture by ensuring that the chair, keyboard, screen and mouse are properly set up and positioned.

· Staff should be made aware of pupils who have special needs e.g. those who have photosensitive epilepsy or any other health conditions.(Ref: Health & Safety Policy)

Information for Parents
Parents are informed in writing of the school policy on acceptable use of the Internet and Email facility, and asked to give permission for their children to use the Internet.  The policy and additional information is available on the school website.

USEFUL WEBSITES FOR PARENTS

www.thinkyouknow.co.uk 

www.childline.org.uk/Info/Pages/OnlineSafety.aspx
www.ceop.gov.uk/
www.parentscentre.gov.uk/usingcomputersandtheinternet
www.bbc.co.uk/chatguide/
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Rules
Responsible Use of the Internet and Email Facility

We use the school computers, Internet connection and Email facility for learning.  These rules will help us to be fair to others and keep everyone safe.

· I will ask permission from a teacher or member of staff before I use the Internet or Email facility.

· I will only access the computers with my own username and password, which I will keep secret.  I will not use someone else’s password or access their folders and files.

· I will not give my full name, home address, telephone number, location of my school or photograph to anyone online.  I will not arrange to meet any one I contact over the Internet.
· I will use the Internet and Email facility for academic purposes only.  For example homework or project work. 

· I will not respond to any message that makes me feel uncomfortable.  I will show it to my teacher immediately.

· I will not use Internet chat.

· I will ask a teacher before I print anything out from the Internet.

· I will not use the school Internet facility to subscribe to any services nor buy or sell goods. 

· I will not use work from the Internet as if it were my own.  I will give credit to the sources of materials included in my work and I will not violate copyright laws.  

· I will not download software from the Internet.

· I will not create, download, copy, send or display any indecent/obscene/offensive message or image. I will report any such material immediately to the member of staff in charge.
· I will not bring any indecent/obscene/offensive messages or images into school via USB drives, mobile phones, email attachments etc. 
· I understand that I should back up important work and that the school is not responsible for work or data lost due to any problems with the system.

· I will not damage computers or any computer equipment.  

· I am aware that C2k and the School monitor all user areas including the use of the Internet and Email.  Any use deemed to be inappropriate will be reported to the Headmaster.

I understand that if I deliberately break these rules, I will have the privilege of using the Internet and Email facilities removed.
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