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WHOLE SCHOOL ICT ACROSS THE CURRICULUM POLICY 
 
1. Preparatory Division 
 
1.1 Preparatory Division Introduction 

The teaching of ICT equips pupils to use computational thinking and creativity to understand 
and change the world.  In computer science pupils are taught the principles of information and 
computation, how digital systems work, and how to put this knowledge to use through 
programming.  Pupils  are equipped with the skills to find, explore, analyse, exchange and 
present information.  ICT skills are a major factor in enabling pupils to be confident, creative 
and independent learners. 

 
1.2 Preparatory Division Aims & Objectives 

The aims of ICT are to enable pupils: 
 to develop ICT capability in finding, selecting and using information 
 to use ICT for effective and appropriate communication 
 to monitor and control events, both real and imaginary 
 to use hardware and software to develop creative and appropriate uses of   

 information 
 to apply their ICT skills and knowledge to their learning in other areas 
 to use their ICT skills to develop their language and communication skills 
 to explore their attitudes towards ICT and its value to them and society in general;  

 for example, to learn about issues of security, confidentiality and accuracy 
 to be aware of the importance of e-safety, the potential for cyberbullying and   

 knowing what action to take if this occurs 
 to create programs 
 to ensure that pupils become digitally literate 

 
1.3 Preparatory Divisions Curriculum Planning 

The School uses a skills-based approach as the basis for its curriculum planning.  This has been 
adapted to the local circumstances of the School. 
 
The curriculum planning in ICT is in three phases (long-term, medium-term and short-term).  
The long-term plan maps the ICT topics that pupils study in each term during each Division.  
The ICT Subject Leader liaises with class teachers in each year group to develop this plan.  
Pupils often use ICT as part of their work in other subject areas.  The long-term plan shows 
how teaching units are distributed across the year groups and how these fit together to ensure 
progression within the curriculum plan.   
 
The medium-term plans, which have been adopted from the National Curriculum, give details 
of each unit of work for each term.  They identify the key learning objectives for each unit of 
work.  The plans are stored on the P-drive and the ICT Subject Leader is responsible for 
reviewing these. 
 
The Foundation Stage class teachers, Pre-Prep & 2 class teachers are responsible for writing the 
short-term plans for each ICT lesson using the School’s chosen scheme of work.  These plans list 
the specific learning objectives of each lesson.  The individual plans are available in classroom 
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planning folders (Foundation Stage and Pre-Prep) and the ICT suite (Preparatory Division), 
and are also accessible on the P-drive.  These are monitored by the ICT Subject Leader.  
 
The topics studied in ICT are planned to build upon prior learning.  Whilst opportunities are 
available for pupils of all abilities to develop their skills and knowledge in each unit, planned 
progression is also built into the scheme of work, so that pupils are increasingly challenged as 
they move up through the School. 
 
In Reception, ICT is taught as an integral part of the topic work covered during the year.  As 
Reception is part of the Foundation Stage of the National Curriculum, the ICT aspects of the 
pupils’ work are related to the objectives set out in the Early Years Foundation Stage which 
underpin the curriculum planning for pupils aged up to five.  The pupils have the opportunity 
to use the computers and technology equipment in their classrooms and in the computer suite. 

 
1.4 Preparatory Division Teaching & Learning Style 

As the aims of ICT are to equip pupils with the skills necessary to use Information Technology 
to become independent learners, the teaching style that is adopted is as active and practical as 
possible.  Although pupils are given direct instruction on how to use hardware or software at 
times, the main emphasis of the teaching of ICT is for individuals or groups of pupils to use 
computers to help them in whatever they are trying to study.  So, for example, pupils might 
research a history topic by using a piece of software, or they might investigate a particular issue 
on the Internet.  Pupils who are learning science might use the computer to model a problem or 
to analyse data.  Pupils are encouraged to explore ways in which the use of ICT can improve 
their work, 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. 
 
It is recognised that all classes have pupils with widely differing ICT abilities.  This is especially 
true when some pupils have access to ICT at home, whilst others do not.  Suitable learning 
opportunities are provided for all pupils by matching the challenge of the task to the ability and 
experience of the pupil.  This is achieved 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 pupils complete all tasks) 
 grouping pupils by ability and setting different tasks for each ability group 
 providing resources of different complexity that are matched to the ability of the pupil 
 using classroom assistants to support the work of individual pupils or groups of pupils in 

Foundation Stage and Pre-Prep. 
 
1.5 Preparatory Division Contribution of ICT to Teaching in other Subjects 

ICT contributes to teaching and learning in all curriculum areas.  For example, graphics work 
links in closely with work in art, and work using databases supports work in Mathematics, the 
Internet proves to be a very useful tool in the research of humanities subjects.  ICT enables 
pupils to present their information and conclusions in a variety of ways. 
 
1.5.1 English 

ICT is a significant resource in the teaching of English.  Through the development of 
keyboard skills and the use of computers, pupils learn how to edit and revise text.  They 
have the opportunity to develop their writing skills.  They learn how to improve the 
presentation of their work by using desk-top publishing software. 
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1.5.2 Mathematics 

Many ICT activities build upon the mathematical skills of the pupils.  Pupils use ICT in 
Mathematics to collect data, make predictions, analyse results and present information 
graphically.  They also acquire measuring techniques involving positive and negative 
numbers, and decimal places. 

 
1.5.3 Personal, Social and Health Education (PSHEE) and Citizenship 

ICT makes a contribution to the teaching of PSHEE and Citizenship as pupils learn to 
work together in a collaborative manner.  They develop a sense of global citizenship by 
using the Internet.  Through the discussion of moral issues relating to electronic 
communication, pupils develop a view about the use and misuse of ICT, and they also 
gain a knowledge and understanding of the interdependence of people around the world. 

 
1.6 Preparatory Divisions Teaching of ICT to Pupils with Learning Difficulties and/or 

Disabilities and Special Educational Needs 
At New Hall Preparatory Divisions, ICT is taught to all pupils, whatever their ability.  ICT  
forms part of our School curriculum policy to provide a broad and balanced education for all 
pupils.  Learning opportunities are provided which match the needs of pupils with learning 
difficulties.  Access to ICT during Learning Support lessons is available to pupils. 

 
1.7 Preparatory Divisions Assessment & Recording 

Pupils’ work in ICT is assessed both formally and informally.  Records are kept by the class or 
subject teacher. 

 
1.8 Preparatory Divisions Resources 

There are computers available in every classroom, a computer suite with a network of 
computers and a mobile bank of iPads in the library along with a set of iPads available in each 
classroom and a set for the pupils in early years.  In addition, a computer is kept in the library 
and a laptop is kept in the School Hall.  All computers have access to the Internet and the 
School network and, with the exception of the hall laptop, all are connected to printing 
facilities.  Resources for ICT, including software, are kept centrally by the IT Technicians and in 
the computer suite. 
 
Along with the computers, the School has the following: 
 
Hardware 
 interactive whiteboards 
 colour printers 
 scanners 
 visualisers 
 iPads 
 digital cameras 
 video recorder 
 electronic keyboard 
 calculators 
 remote controlled toys 
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 control interface with buzzers etc. 
 
 

Software 
 Microsoft Office 
 painting/drawing software 
 clip art 
 a music composition package 
 a multimedia programme 
 database programmes 
 control programme 
 simulations 
 subscriptions to internet packages 

 
1.9 Preparatory Divisions Monitoring & Review 

The monitoring of the standards of the pupils’ work and of the quality of teaching in ICT is the 
responsibility of the ICT Subject Leader.  The ICT Subject Leader is also responsible for 
supporting colleagues in the teaching of ICT, for keeping them informed of current 
developments in the subject and for providing a strategic lead and direction for the subject in 
the School.  The ICT Subject Leader gives the Headteacher an annual summary report in which 
s/he evaluates the strengths and weaknesses in the subject and indicates areas for further 
improvement. 

 
1.10 Preparatory Divisions Policy for the Use of the Internet by Pupils 

 Filtered Internet access is currently provided via an in-house server.   
 Staff supervision is provided for pupils and staff are expected to look at the material 

accessed by pupils.  However, it is impossible to inspect every computer all the time so 
pupils will be taught sensible access to the Internet and are expected to abide by the Internet 
access agreement that they signed on entry to the School and are reminded about regularly.  

 Pupils should not be left to use the Internet in an unstructured or unsupervised manner. 
 Lessons on internet safety, responding to cyber-bullying and the appropriate use of emails 

and other online communication methods are delivered as part of the ICT and PSHE 
curriculum. 

 
1.11 Preparatory Divisions Management 

The IT Manager and the ICT Subject Leader will be required to be constantly vigilant of DfE 
requirements and advise the Foundation Stage, Pre-Prep and Preparatory Division Class 
Teachers as to what is considered good practise. 
 
It is expected that maintenance contracts are in place and repairs and replacements happen 
within a set time scale as funded by a central budget.  All faults are to be reported as soon as 
possible, via the online logging system and to the IT Manager. 
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2. Senior Divisions 
 
2.1 Senior Division Aims 

The School aims to respond to new developments in Information Technology.  This enables the 
students to develop the skills to become independent learners for life. 
 
ICT is important for staff to allow them to enhance their teaching skills, and for students to 
allow them to gain maximum possible skills from their curriculum in a world where 
technology has a high profile. 
 
ICT can be used in any part of the curriculum but should not be used if there is a more 
appropriate way of achieving the goal. 
 
ICT can enhance the quality, accuracy and presentation of a student’s work and give a sense of 
satisfaction particularly to students who have been penalised for poor presentation. 
 
ICT can encourage research skills and provide access to richer sources of material. 
 
ICT should encourage students to review, modify and evaluate their work as it progresses. 
 
ICT provides opportunities for students to exchange and share information and ideas. 
 
ICT can make learning fun both for the individual and for groups. 

 
2.2 Senior Division Staff 

All departments and individuals are provided with an iPad and a laptop.  They are therefore 
able to access the student database, grade and report databases and other staff room files.  They 
also have access to the Internet and email facilities.  Computing facilities are also available in 
the Staff Common Room.  
 
All teachers must be confident in the use of ICT in delivering their subject. 

 
2.3 Minimum ICT skills required for all teaching staff: 

 word processing: basic word processing, cut & paste, text boxes, tables, use for reporting 
 effective use of Smartboards or equivalent 
 spreadsheets: basic use, sorting, charts (e.g. simple mathematics using columns) 
 databases: the ability to use the iSAMS student database , SOCS for extra curricular and 

SiSRA for data analysis. 
 construct pages and set tasks including all study on Firefly 
 Presentation Software: ability to produce simple presentations 
 Internet: communication using email, searches & refining search.  Simple legal and ethical 

knowledge.  
 computer programs: the ability to make use of online subject specific resources, simulations 

and other programs 
 other forms of ICT: as appropriate to their teaching, e.g. video presentations 
 An understanding as to how an iPad can be used as a teaching aid to improve learning 
 awareness of what students could do in presentations, e.g. video, music 
 knowing when not to use ICT! 
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2.4 Professional Development 

Heads of Department (HoDs) are responsible, as line managers, for ensuring that their staff 
have the appropriate skills to achieve this.  They must ensure that all members of their 
department evaluate their training needs and gain sufficient training to enable them to achieve 
a minimum standard, such that all staff will comply with Government guidelines.  Training 
must be arranged, in consultation with the IT Manager, when this is deemed necessary.  
 
Staff are advised to keep a portfolio of examples of the successful use of ICT in their teaching. 
 

2.5 Cross-curricular ICT 
All staff are encouraged to consider the cross-curricular possibilities of  ICT in their teaching. 
However, it is the School’s policy that ICT will be taught as a separate subject to an appropriate 
level in all year groups.  This will provide the basic skills upon which other subjects can build 
as appropriate to their requirements.  Additionally, the delivery of ICT is achieved through an 
embedded use of ICT within each department and with a departmental focus.  This is currently 
under review and is subject to development through the teaching years 2017-2018. 

 
2.6 Senior Division Curriculum 

Computer Science is taught as a specialist subject from Year 7 and as an option choice at GCSE.  
Computer Science is also offered at A Level. 

 
Students should develop information technology skills in a range of activities which will:   
 develop confidence and satisfaction in the use of information technology  
 broaden the students’ understanding of the effects of using information technology 
 encourage the flexibility necessary to take advantage of future developments in information 

technology 
 encourage students to take a greater responsibility for their own learning 
 allow access to the various computer equipment in their own time and at times when help is 

available. 
 

Students should have suitable access to the ICT equipment to allow them to make maximum 
use of the facilities.  They are required to adhere to the Acceptable Use of Technology Policy for 
Students. Use of ICT should be utilised for project work, coursework and controlled 
assessment, as appropriate. By the end of Year 9 it is expected that all students will have 
covered basic skills in word processing, spreadsheets, databases and desk top publishing. 

 
2.7 Senior Division Resources 

New purchases requests will be discussed with the IT Manager and Head of ICT & Computer 
Science.  They are then reviewed, prioritised and presented to SMT for approval.  All hardware 
purchases are to be made by the IT Manager as the approved School hardware purchaser. 
 
ICT provision is planned for and funded using a twin budget system, new equipment and 
replacement or upgrading of equipment.  There is a strategy in place for replacing and 
upgrading of equipment on a regular basis.  Staff laptops are replaced on a three year rolling 
programme. 
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All students and staff are provided with an Apple iPad.  This allows students and staff the 
ability to access online resources via the internet and apps in lessons, study and during the 
School day.  Control software is provided in order that teachers can control the available 
content on the iPad as they require.  Students and staff are able to take their iPads home in 
order to continue to maximise the benefit for School related work. 
 
All hardware should be security marked with the School name and post code by the IT 
technicians. 
 
All PC's will be virus-protected by having virus-check software loaded onto them; funded by a 
central budget.  Members of staff and students are required to check their disks for viruses and 
to clean them before use on any School PC.   
 
Copyright and DPA rules apply to computer use throughout the School. 
 

2.8 IT Support 
The School has 3 fulltime IT Technicians and who report to the IT Manager.  If a problem arises 
outside of the working hours the IT Manager is the point of contact. 
 
If staff or students have any IT problems they can visit the IT Technicians office for assistance.  
Alternately they can log a support call which is stored on a computerised helpdesk.  This 
enables staff the track the status of their helpdesk request for a more efficient service.   

 
2.9 Senior Division Software 

All software loaded onto New Hall devices must comply with software copyright legislation.  
Only properly licensed software may be loaded onto School devices.  All software added to 
School devices must be reported to the IT Manager, and all orders for software must be 
countersigned by the IT Manager, who will ensure that this information is added to the licences 
database.  It is the responsibility of the Head of Department (HoD) to ensure that computers 
within their area comply with this requirement. 

 
All devices will undergo periodic auditing to ensure compliance. 

 
School software may not be transferred to other computers since this will contravene the terms 
of the licences. 

 
When computers are decommissioned, all software must be deleted prior to disposal, unless 
transfer has been agreed by the IT Manager, in accordance with the licence agreement.  

 
A copy of all software licences and invoices must be handed to the IT Manager for safe-
keeping. 

 
Any person (whether staff or student) who loads unlicensed software onto a School computer 
will be liable to disciplinary action. 
 
Any attempt to by-pass the the iPad’s operating system or install harmful apps will be liable to 
disciplinary action. 
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2.10 Senior Division Access 
All students have internet access via their own iPad throughout the School day.  Access is 
restricted and monitored according to the Schools filters and monitoring systems. 
 
KS3 – during lessons and supervised computer activity time during lunchtime and after School.  
 
KS4 - Years 10 and 11 have access to computer facilities at all times when facilities are not being 
used for lessons. 
 
Sixth Form - in the light of the skills built up in the first five years by the Sixth Form the skills 
should be inherent in their production and presentation of work.  Sixth Form students will have 
the opportunity to develop their ICT skills through the tutorial programme, and the ECDL is 
also offered. 

 
2.11 Senior Division Management  

The IT Manager and the Head of ICT and Computing will be required to be constantly vigilant 
of DfE and QCA requirements and advise departments as to what is considered as good 
practice. 
 
It is expected that maintenance contracts are in place and repairs and replacements happen 
within a set time scale as funded by a central budget.  All faults are to be reported as soon as 
possible via the on line logging system to the IT Manager. 


