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Information Technology (IT) has become part of the way we all work, learn, communicate, socialise and 
play.  Almost everything we do at school now involves the use of some kind of IT. 

St Blaise Church of England Primary School 

Achieving together  
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Aims 

In our school we aim to: 

 enable all stakeholders to use IT with purpose and enjoyment 

 to enable all users to evaluate the benefits of IT and its impact on society 

 create the atmosphere and levels of resource to encourage all members of the school 
community to be confident, competent and independent users of IT 

 reduce the amount of paper and ink used throughout the school 

 foster care for and respect equipment 

 share resources and information throughout the school community 

 keep all users safe in school and educate them about the dangers caused by IT 

 

Roles & Responsibilities  

The headteacher is responsible for overseeing all aspects of IT.  

The governors finance sub-committee ensures adequate funding is allocated to cover equipment and all 
necessary contracts. 

The designated computing co-ordinator oversees IT planning within the school. The co-ordinator is 
responsible for informing the rest of the staff about new developments and, where appropriate, for 
organising (and at times providing) appropriate training.  

The computing co-ordinator monitors IT resources, they will also liaise with 123ICT technicians to ensure 
hardware and software is working and updated.   

The school website is used by all staff members who have a responsibility to update it and ensure that 
material is current.  The Headteacher will ensure that it is Ofsted compliant in conjunction with the Clerk 
of Governors and ICT123.  

Online Safety 
 
See Online safety policy. 

Internet access is planned to enrich and extend learning activities and is part of the statutory curriculum. 
Staff regularly share useful professional Internet sites with each other. 

Pupils are taught to be critically aware of the materials they read and are shown how to validate 
information before they accept its accuracy. Pupils receive guidance when using the Internet and are 
supervised. 

Pupils are taught about online safety through a whole school dedicated and planned online safety 
assemblies. They learn what is acceptable and what is unacceptable in their own behaviour and that 
they may encounter from others. Pupils are taught to immediately report to a responsible adult, any 
offensive materials which they may encounter. They are given clear objectives and guidelines for 
Internet use. To guard against accidental access to materials which are inappropriate we access the 
Internet by means of Exa education Surf Protect which provides an appropriately filtered service. 
Teachers inform the computing co-ordinator or Headteacher immediately should they find offensive 
material on the Internet. The co-ordinator will contact 123 ICT to alert them to the offending site. Pupils 
are also taught about Intellectual Property Rights and Copyright associated with Internet use. 

Our school informs parents that their children will use the Internet. This letter contains details about 
responsible Internet use and how to safeguard  against online bullying, which we ask the parents to 
endorse. The parents are regularly informed if useful websites to support their own online safety 
monitoring. 

Any photographs of pupils used on the school web site will not include the name(s) of pupils and any 
photographs of pupils included will be in appropriate dress. Parental permission is requested via the IT 
Code of Conduct agreement prior to photographs being displayed. In September basic computer 
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behaviour will be discussed and the children and staff will sign the Code of Conduct.  Parents are also 
asked to read the Code with their children at home and sign related documents. (Appendix 1).   

 A copy of the County Security Guidelines is available in the staff room. It is also available from the 
county intranet: 
 http://portal.oxfordshire.gov.uk/content/public/corporate/AtWork/Policies/HR_ICT_Policy_Booklet.
pdf 

E-mail 

Teachers’ e-mail addresses will remain private; e-mail contact with school is made via the office. 
Teachers should generally avoid entering into one to one correspondence with parents via e-mail. If 
parents contact teaching staff directly with a query, teachers should forward the message to the office 
who will reply on the teacher’s behalf. When e-mail contact with staff has been made through the 
school office, members of staff will discuss an appropriate response with their line manager who may 
wish to be copied in the reply. The school endeavours to respond to e-mail messages from parents 
within seven days. When a staff member receives a copy of an e-mail that is not directly addressed to 
them, it should be considered for information only; they need not respond. 

E-mail messages containing pertinent information about a child’s education are printed off and added to 
the pupil’s profile. Other important messages, e.g. complaints and relevant responses, are printed off 
and filed until they are considered irrelevant. E-mail responses to parental messages are only used when 
considered appropriate and reflect the school’s policy on written correspondence to parents. Any 
matter concerning child welfare and protection is not to be communicated by e-mail.  

Teachers are discouraged from using their personal e-mail addresses for school business to protect their 
privacy. Members of staff may use their OCN e-mail addresses for appropriate personal use. Parents’ e-
mail addresses will be sought by letter when families join the school and are primarily used for 
information and newsletter dissemination. The school office holds them on record; they are not given 
out. 

The following disclaimer is added to all of our official outgoing e-mails:  
This e-mail and any attachments are intended only for the recipients listed. If it has come to you in error 
please delete it and let us know. This message and its attachments have been scanned for viruses but we 
cannot guarantee them to be virus free. 

Use of mobile phones in school 

Please read the school Mobile phone policy. 

Social networking 

As a school we follow the following OCC guidance: 

https://www.oxfordshire.gov.uk/cms/sites/default/files/folders/documents/childreneducationandfamili
es/workingwithchildren/networking.pdf 

A copy of this is available in the policy files. 

Support 

Any faults with the computers or other IT equipment are recorded in a fault notebook. The school 
employs a third party technician which visits every two weeks. This technician endeavours to respond to 
each issue on his regular visits to the school, but occasionally makes extra visits to address urgent or 
lingering problems. 

All computers are covered by a three year extended warranty. After this warranty has expired in general 
equipment will be replaced rather than repaired. 

The school technician is responsible for the monitoring automatic backing up function of the network 
server, and stores the tapes safely in the office.  

All computers are password protected for the relevant user groups. User names and passwords are set 
up by the IT co-ordinator and school technician. 

http://portal.oxfordshire.gov.uk/content/public/corporate/AtWork/Policies/HR_ICT_Policy_Booklet.pdf
http://portal.oxfordshire.gov.uk/content/public/corporate/AtWork/Policies/HR_ICT_Policy_Booklet.pdf
https://www.oxfordshire.gov.uk/cms/sites/default/files/folders/documents/childreneducationandfamilies/workingwithchildren/networking.pdf
https://www.oxfordshire.gov.uk/cms/sites/default/files/folders/documents/childreneducationandfamilies/workingwithchildren/networking.pdf
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Maintenance contracts and licences are filed in the office. 

 

Security 

The school has an alarm system installed throughout. Computers and other IT equipment are all security 
marked.  Staff are advised to cover lap tops at night and lock the coded trolley. iPads are stored in 
locked charging units. 

Each computer system is accessed through a password system providing security against unauthorised 
access to the management system.  

 

Health and Safety 

All pupils are constantly reminded about how to adjust the brightness and contrast settings of monitors 
as well as the correct keyboard and seating position. Pupils also receive instruction on the correct 
procedure for using a mouse and are regularly reminded not to look directly into the projector beam 
when using the interactive whiteboard. 
  
When using the IT technology all staff will make a visual check of equipment specifically to ensure that: 

 a fire extinguisher suitable for electrical fires is in place and undamaged 

 there are no trailing cables or leads which could constitute a health hazard 

 there are no daisy-chained, multi-block electrical sockets in use 

 there are no damaged chairs or other faulty and/or potentially hazardous equipment 
Lessons involving the use of IT should be structured to ensure that there are periodic breaks where 
pupils’ attention is directed away from the monitor to a distant object such as the teacher or interactive 
whiteboard. 
  
Computers located in classrooms are positioned, wherever possible, away from light reflection and 
glare. The optimum position is at right angles to the natural source of light.  All equipment is checked 
annually under the Electricity at Work Regulation 1989.  A detailed inventory is kept up to date by the 
bursar who ensures all equipment is checked. New equipment is added to the inventory on arrival.  
Regular Risk Assessment surveys are conducted by the designated H&S representative; faults are logged 
and appropriate action taken.  The Health and Safety at Work Act (1 January 1993), European Directive 
deals with requirements for computer positioning and quality of screens. This directive is followed for all 
administration staff. Whilst this legislation only applies to people at work, we seek to provide conditions 
which meet these requirements for all users. 
 

Management Information Systems 

By developing its use of electronic Management Information Systems (MIS), e.g. Assessment Manager 
and the SENCO module, the school saves teachers' time, whilst providing effective electronic availability 
of individual pupil tracking data, both within school and at transfer at the end of Key Stage. 
  

MIS also enables us to track and transfer records for "nomadic" pupils with greater ease. The 
administrator and headteacher update the MIS. 
  

The office network is supported by a next day contract with 123ICT and telephone support with OCC 
Schools Service Desk. 
 
 
 

 

Conclusion 

This policy will be reviewed every two years.   
Relevant Policies and Documentation  
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This policy should be read in conjunction with these documents: 

 Safeguarding Pupils Policy and associated documents 

 Equality statement 

 Freedom of information statement 

 Social network policy 

 Mobile phone policy 

 E-safety policy 

 

 

 

 

 

 

 

 

 

 

 


