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TYWYN PRIMARY SCHOOL ICT POLICY  

INTRODUCTION 

The purpose of this policy is to ensure that all staff, parents and governors understand and agree on the school’s approach to ICT. 

The policy sets out the schools aims, principles and strategies for the delivery of Information and Communication Technology. It 

will form the basis for the development of ICT in the school. It was developed by the ICT subject leader in consultation with staff in 

November 2021. 

 The term “information communication technology” includes the use of any equipment which allows users to 

communicate or manipulate information electronically.  

 ICT capability refers to a child’s ability to draw on their knowledge and understanding of ICT and to apply it in a variety of 

contexts.  

THE SCHOOL’S AIMS  

The aims of Tywyn Primary School are to develop high standards in the learning and teaching of ICT and to:  

 Ensure all pupils and staff use technology safely and responsibly in accordance with Cymru 360 Online Safety Policy.  

 Stimulate, develop and maintain pupils' interest in and enjoyment of ICT.  

 Meet the requirements of the Foundation Phase and The New Curriculum for Wales and help all pupils achieve the 

highest possible standards of achievement.  

 Enable all pupils to have equal access to ICT.  

 Enable all pupils to become autonomous users of ICT.  

 Use information sources and ICT tools to solve problems and develop creativity and thinking skills and become 

independent learners.  

 Understand the implications of ICT for working life and society. 

Roles and Responsibilities  

Role of the subject leader  

The ICT Subject Leader has overall responsibility for implementing and monitoring this policy and will lead staff in raising 

standards of achievement in the learning and teaching of ICT. The ICT Subject Leader will evaluate, monitor and review the subject 

action plan annually to inform the school self-review cycle. The subject leader manages and distributes pupil usernames and 

passwords as well as organising pupil folders. Additionally the subject leader assists in the distribution of resources and is involved 

in the purchase and maintenance of devices and accessories.  

Role of the teacher  

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

of each teacher to plan appropriate ICT activities and to monitor and record pupil progress in ICT. All stakeholders will work 

together to ensure the implementation of the ICT policy and teach in accordance to the DCF. 

Teaching staff will work with the coordinator to develop a planned and coordinated online safety education programme. This will 

be provided through: 

 the Digital Competence Framework 

 personal and social education/sex and relationships education 

 assemblies and pastoral programmes 

 Through relevant national initiatives and opportunities e.g. safer internet day and anti-bullying week. 

School staff are responsible for ensuring that: 

 Pupils have access to their hwb accounts and password 

https://hwb.gov.wales/zones/keeping-safe-online/safer-internet-day/
https://www.anti-bullyingalliance.org.uk/anti-bullying-week


4 
 

 they have an awareness of current online safety matters/trends and of the current school Online Safety Policy and practices 

 they understand that online safety is a core part of safeguarding 

 they have read, understood and signed the staff acceptable use agreement (AUA) 

 they immediately report any suspected misuse or problem to their line manager for investigation/action, in line with the 

school safeguarding procedures  

 all digital communications with learners and parents/carers should be on a professional level and only carried out using 

official school systems  

 online safety issues are embedded in all aspects of the curriculum and other activities  

 ensure learners understand and follow the Online Safety Policy and acceptable use agreements, have a good understanding 

of research skills and the need to avoid plagiarism and uphold copyright regulations 

 they supervise and monitor the use of digital technologies, mobile devices, cameras, etc., in lessons and other school 

activities (where allowed) and implement current policies with regard to these devices 

 in lessons where internet use is pre-planned learners should be guided to sites checked as suitable for their use and that 

processes are in place for dealing with any unsuitable material that is found in internet searches 

 where lessons take place using live-streaming or video-conferencing, staff must have full regard to national safeguarding 

guidance and local safeguarding policies and should take note of the guidance contained in the live-streaming and video-

conferencing: safeguarding principles and practice guidance 

 they have a strong approach to incidents of online-bullying, sexual harassment, discrimination, hatred etc 

 they model safe, responsible and professional online behaviours in their own use of technology, including out of school 

and in their use of social media. 

E SAFETY AND INTERNET USE  

Pupils are taught what is and is not acceptable when using the Internet and are informed of the consequences of misuse. Pupils, 

parents and staff sign an Acceptable Use Policy. Pupils will be educated in the effective use of the Internet for research, including 

the skills of knowledge location and retrieval. At Tywyn Primary, the importance of e-safety underpins all our work in ICT. It is 

written into the scheme of work in line with the DCF Citizenship Strand. All staff, pupils and parents are fully aware of the Online 

safety policy, if issues occur; there is a clear system of recording and the relevant person will be informed and take the 

appropriate action in line with either the school’s discipline policy or child protection procedures. The use of Internet derived 

material by staff and pupils must comply with copyright law. 

When using communication technologies the school considers the following as good practice: 

 the official school e-mail service may be regarded as safe and secure and is monitored. Users should be aware that e-mail 
communications are monitored. Staff and learners should therefore use only the school e-mail service to communicate with 
others when in school, or on school systems (e.g. by remote access) 

 users must immediately report to the nominated person – in accordance with the school policy – the receipt of any 
communication that makes them feel uncomfortable, is offensive, discriminatory, threatening or bullying in nature and 
must not respond to any such communication  

 any digital communication between staff and learners or parents/carers (e-mail, chat, learning platform, etc.) must be 
professional in tone and content. These communications may only take place on official (monitored) school systems. 
Personal e-mail addresses, text messaging or social media must not be used for these communications 

 learners should be taught about online safety issues, such as the risks attached to the sharing of personal details. They 
should also be taught strategies to deal with inappropriate communications and be reminded of digital citizenship and the 
need to communicate appropriately when using digital technologies. 

 personal information should not be posted on the school website and only official e-mail addresses should be used to 
identify members of staff. 

 

 

 

 

https://hwb.gov.wales/zones/keeping-safe-online/live-streaming-and-video-conferencing-safeguarding-principles-and-practice/
https://hwb.gov.wales/zones/keeping-safe-online/live-streaming-and-video-conferencing-safeguarding-principles-and-practice/
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THE SCHOOL’S CURRICULUM ORGANISATION  

Our scheme of work for IT has been developed by the LA in line with the Foundation Phase and National Curriculum 

documentation for Wales ensuring full coverage of the programme of study for IT, Notably the term Digital Skills is used and the 

implementation of the DCF has informed planning and teaching. ICT is a key skill. The Foundation Phase, National Curriculum and 

Digital Competence Framework require that IT skills be applied in all subjects to enhance learning and teaching. Children should 

be given the opportunity to develop their ICT capabilities across the curriculum. At Tywyn Primary School each subject leader will 

identify opportunities for the use of ICT in their scheme of work.  

The 4 core purposes and areas of learning 

The new Wales curriculum will include the following 4 purposes: 

 Ambitions capable learners 

 Ethnical informed citizens 

 Healthy confident individuals 

 Enterprising creative contributors 

And 6 areas of learning: 

 Expressive Arts 

 Languages Literacy and Communication 

 Maths and Numeracy 

 Science and Technology 

 Health and Wellbeing 

 Humanities 

In addition to cross curriculum links to the area of learning, ICT skills will be used in these 6 areas and planned to complement 

these 4 purposes. 

Strategies for Learning and Teaching with ICT  

The class teacher is expected to employ a range of learning and teaching strategies to engage all children (see Learning and 

Teaching Policy). The DCF contains discrete statements relating to specific year groups or learning stages, these statements have 

clear learning objectives / outcomes. The coordinator can support teachers in delivering focused tasks. These DCF statements 

teach specific IT skills which are then applied in differentiated integrated activities. The DCF ensures progression and continuity. 

Additionally, the coordinator provides a more explicit set of skills for each year group related to the four areas of the DCF; 

 Citizenship 

 Communicating 

 Producing 

 Data and Computational Thinking 

Opportunities to further develop these skills will include:  

 Using the computers, Chromebooks, iPads or interactive screens to support learning;  

 Leading a group or class discussion about the benefits and limitations of ICT; 

 Using the suite of resources available on HWB 

 Using the Pupil folders system on J2e 

 Using the file sharing features on j2e 

 Modelling tasks on the screen 

All pupils have a HWB login and password which grants them access to a range of resources including J2e and office 365. Pupils 

are given the opportunity to work individually, in pairs and in groups.  

Resources  
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Each classroom has at least one computer system connected to the network and an interactive whiteboard or touchscreen. The 

School has over 40 laptops, over 150 ChromeBooks and over 160 iPads. Wireless technology is accessible throughout the school 

and uses the PBSA internet filtering which is updated remotely on a regular basis by the ICT Support team. Additionally teaching 

staff have access to their own laptop.  

Management of Resources  

The school subscribes to the Neath Port Talbot ICT Support Schools and Learning team for all technical support. Technical 

problems will be reported via the email system at itservicedesk@npt.gov.uk   

Additionally, the school employs iTeach who manage the iPads and Apple Tv units within the school. Through the Moysle 

management system iTeach update and install applications. A profile is also installed on each iPad which restricts the 

installing/removing of applications by pupils and disables features which are not needed such as messaging.  

Access to the curriculum  

All pupils shall have the opportunity to develop ICT capability. The strength of ICT is that it can provide equality of access to the 

curriculum for all children, which allows them to function at their optimum level, either as an aid to communication or a means of 

controlling their environment, as well as an integrated aid to learning. The provision of resources should also take into account 

the needs, abilities and interests of individual children, especially:  

 Children with physical and sensory difficulties 

 Children who experience difficulties learning  

 Children who have a special skill or talent  

 Children who speak a language other than English 

 Children from all social and ethnic backgrounds  

 Offering equality of opportunity for both girls and boys  

Cwricwlwm Cymreig 

 To enable children to develop their knowledge of their Welsh heritage and culture, IT tasks will be identified to support this aim, 

e.g. 

 editing Welsh text, 

 the development of multimedia presentations through a Welsh theme,  

 research of a Welsh topic using the Internet,  

 creating databases on Welsh subjects such as castles, cities, Welsh personalities, sports teams and census material.  

 Interacting with Welsh apps or resources 

Assessment, recording and reporting 

All pupils’ ICT work undertaken on ChromeBooks will be saved to the pupil’s folders on j2e. ICT work on iPads will be saved locally 

on the device to be uploaded later or printed. Staff will assess pupil’s work against the ICT learning objective. Samples of pupil’s 

work will be collected to develop a subject portfolio for moderation purposes. ICT assessments are recorded on Inserts before 

being reported to parents at the end of each academic year. The ICT subject leader will monitor standards of pupil’s work, 

planning and systems on a regular basis. The findings will be used to plan and further develop the teaching and learning and 

management of the subject.  

Monitoring and review  

It is the responsibility of the ICT subject leader to monitor ICT in accordance with the school’s monitoring and review policy. The 

use of ICT as a key skill across the curriculum is the responsibility of all staff to ensure that opportunities to use ICT are identified. 

The scheme of work for IT is reviewed annually by the ICT subject leader. This policy will be reviewed annually or in line with other 

technological changes.  

 

mailto:itservicedesk@npt.gov.uk
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STAFF ACCEPTABLE USE POLICY AGREEMENT  

SCHOOL POLICY 

New technologies have become integral to the lives of children and young people in today’s society, both within schools and in 

their lives outside school. The internet and other digital information and communications technologies are powerful tools, which 

open up new opportunities for everyone. These technologies can stimulate discussion, promote creativity and stimulate 

awareness of context to promote effective learning. They also bring opportunities for staff to be more creative and productive in 

their work. All users should have an entitlement to safe access to the internet and digital technologies at all times.  

THIS ACCEPTABLE USE POLICY IS INTENDED TO ENSURE: 

 

 that staff and volunteers will be responsible users and stay safe while using the internet and other communications 
technologies for educational, personal and recreational use  

 that school systems and users are protected from accidental or deliberate misuse that could put the security of the 
systems and users at risk  

 that staff are protected from potential risk in their use of technology in their everyday work.  
 

The school will try to ensure that staff and volunteers will have good access to digital technology to enhance their work, to 

enhance learning opportunities and will, in return, expect staff and volunteers to agree to be responsible users. 

ACCEPTABLE USE POLICY AGREEMENT  

I understand that I must use school systems in a responsible way, to ensure that there is no risk to my safety or to the safety and 

security of the systems and other users. I recognise the value of the use of digital technology for enhancing learning and will 

ensure that learners receive opportunities to gain from the use of digital technology. I will, where possible, educate the children 

and young people in my care in the safe use of digital technology and embed online safety in my work with children and young 

people.  

FOR MY PROFESSIONAL AND PERSONAL SAFETY: 

 I understand that the school will monitor my use of the school digital technology and communications systems 

 I understand that the rules set out in this agreement also apply to use of these technologies (e.g. laptops, e-mail, VLE etc.) 

out of school, and to the transfer of personal data (digital or paper based) out of the school. 

 I understand that the school digital technology systems are primarily intended for educational use and that I will only use 

the systems for personal or recreational use within the policies and rules set down by the school.  

 I will not disclose my username or password to anyone else, nor will I try to use any other person’s username and password.  

 I will immediately report any illegal, inappropriate or harmful material or incident, I become aware of, to the appropriate 

person.  

I WILL BE PROFESSIONAL IN MY COMMUNICATIONS AND ACTIONS WHEN USING SCHOOL SYSTEMS: 

 I will not access, copy, remove or otherwise alter any other user’s files, without their express permission. 

 I will communicate with others in a professional manner. I will not use aggressive or inappropriate language and I 

appreciate that others may have different opinions.  

 I will ensure that when I take and/or publish images of others I will do so with their permission and in accordance with the 

school’s policy on the use of digital/video images. I will not use my personal equipment to record these images, unless I 

have permission to do so.  

 I will only use social networking sites in the school in accordance with school policies.  

 I will only communicate with learners and parents/carers using official school systems. Any such communication will be 

professional in tone and manner.   

 I will not engage in any online activity that may compromise my professional responsibilities. 

THE SCHOOL HAS THE RESPONSIBILITY TO PROVIDE SAFE AND SECURE ACCESS TO TECHNOLOGIES AND ENSURE THE 

SMOOTH RUNNING OF THE SCHOOL: 
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 When I use my personal mobile devices in school, I will follow the rules set out in this agreement, in the same way as if I 

was using school equipment. I will also follow any additional rules set by the school about such use. 

 I will not open any hyperlinks in e-mails or any attachments to e-mails, unless the source is known and trusted, or if I have 

any concerns about the validity of the e-mail (due to the risk of the attachment containing viruses or other harmful 

programmes). 

 I will ensure that my data is regularly backed up, in accordance with relevant school policies.  

 I will not try to upload, download or access any materials which are illegal (child sexual abuse images, criminally racist 

material, terrorist or extremist material, adult pornography covered by the Obscene Publications Act) or inappropriate or 

may cause harm or distress to others. I will not try to use any programmes or software that might allow me to bypass the 

filtering/security systems in place to prevent access to such materials. 

 I will not try (unless I have permission) to make large downloads or uploads that might take up internet capacity and 

prevent other users from being able to carry out their work.  

 I will not install or attempt to install programmes of any type on a machine, or store programmes on a computer, nor will 

I try to alter computer settings, unless this is allowed in school policies.  

 I will not disable or cause any damage to school equipment, or the equipment belonging to others. 

 I will only transport, hold, disclose or share personal information about myself or others, as outlined in the school/LA 

Personal Data Policy (or other relevant policy). Where digital personal data is transferred outside the secure local network, 

it must be encrypted. Paper based documents containing personal data must be held in lockable storage. 

 I understand that data protection policy requires that any staff or learner data to which I have access, will be kept private 

and confidential, except when it is deemed necessary that I am required by law or by school policy to disclose such 

information to an appropriate authority.  

 I will immediately report any damage or faults involving equipment or software, however this may have happened. 

WHEN USING THE INTERNET IN MY PROFESSIONAL CAPACITY OR FOR SCHOOL SANCTIONED PERSONAL USE: 

 I will ensure that I have permission to use the original work of others in my own work 

 Where work is protected by copyright, I will not download or distribute copies (including music and videos). 

I UNDERSTAND THAT I AM RESPONSIBLE FOR MY ACTIONS IN AND OUT OF THE SCHOOL: 

 I understand that this acceptable use policy applies not only to my work and use of school digital technology equipment in 

the school, but also applies to my use of school systems and equipment off the premises and my use of personal equipment 

on the premises or in situations related to my employment by the school. 

 I understand that if I fail to comply with this acceptable use agreement, I could be subject to disciplinary action. This could 

include a warning, a suspension, referral to Governors and/or the local authority and in the event of illegal activities the 

involvement of the police.  

I have read and understand the above and agree to use the school digital technology systems (both in and out of the school) and 

my own devices (in the school and when carrying out communications related to the school) within these guidelines.  

 

STAFF/VOLUNTEER NAME:       

 

SIGNED:         

 

DATE:          
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LEARNER ACCEPTABLE USE AGREEMENT FOR KS2 TYWYN PRIMARY  

 

These rules will help us to stay safe when we are on the internet. 

FOR MY OWN PERSONAL SAFETY: 

 

 I will only visit sites that adults have told me are safe to visit 

 I will keep my username and password secure 

 I will not share my personal information online  

 I will immediately tell an adult if I see anything that makes me feel uncomfortable 

 I will close any webpage I am not sure about 

 I will only e-mail people I am told to 

I WILL LOOK AFTER THE DEVICES I USE, SO THAT THE SCHOOL AND EVERYONE THERE CAN BE SAFE: 

 

 I will handle the devices carefully 

 I will tell an adult if a device is damaged 

I WILL THINK ABOUT HOW MY BEHAVIOUR ONLINE MIGHT AFFECT OTHER PEOPLE:  

 I will not copy anyone else’s work or files 

 I will be polite and responsible when I communicate 

 I will not take or share images of anyone without permission.  

I KNOW THAT THERE ARE OTHER RULES THAT I NEED TO FOLLOW:  

 

 I will not use my own personal devices in the school. 

 When I am using the internet to find information, I should check that the information is accurate.  

I UNDERSTAND THAT I AM RESPONSIBLE FOR MY ACTIONS, BOTH IN AND OUT OF SCHOOL: 

 I know that I am expected to follow these rules in school and that I should behave in the same way when out of 

school as well.  

 

 

 

LEARNER ACCEPTABLE USE AGREEMENT FORM  

Name of Learner:      

Date:       

PARENT/CARER COUNTERSIGNATURE (optional) 
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LEARNER ACCEPTABLE USE POLICY  

FOR FOUNDATION PHASE 

 

THIS IS HOW WE STAY SAFE WHEN WE USE COMPUTERS: 

 

 I will ask a teacher if I want to use the computers/tablets. 

 

 I will only use activities that a teacher or has told me to use. 

 

 I will take care of equipment. 

 

 I will ask for help from a teacher if I am not sure what to do. 

 

 I will tell a teacher if I see something that upsets me. 

 

 I know that if I break the rules, I might not be allowed to use a 

computer. 

 

 

NAME OF CHILD:         

 

 

SIGNED (PARENT):               

 


