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1. Aims and objectives

i. Aims

Information & Communication Technology has an important role in the learning process at all levels within the school and across a range of activities. We aim to help students to develop knowledge about the nature of information and to improve practical skills through the use of new technology. 
The aims of the ICT Department are:

1. To develop, maintain and stimulate pupils' curiosity, interest and enjoyment in ICT and to encourage pupils to have open, enquiring minds and to perceive ICT in the context of a wider body of knowledge, skills and vocabulary. Pupils should ideally become autonomous users of ICT with the associated skills supporting life long study, the pursuit of personal interests and prospective employment in a modern technological society.

2. To enable pupils to acquire appropriate, transferable ICT skills, knowledge and

understanding - progression must feature in the acquisition of ICT skills. All staff

should then feel confident that pupils have a basic level of ICT capability which can be applied to pupils' learning in a specific area of the curriculum. Pupils should feel confident enough with their transferable skills that they are encouraged to use unfamiliar software.

3. To enable all pupils to have equal access to ICT and to experience success in their work.

4. To support staff in their need to develop confidence and strategies in using ICT within their teaching.
5. To promote the belief that ICT must continue to feature in the overall School

Improvement Plan for the School and that appropriate resources must be allocated to ICT.

6. To allow pupils to develop informed opinions about their ICT and to be able to support them by reasoned arguments.

2. Curriculum Delivery 

i. Key Stage 3
The Key Stage 3 curriculum is broadly designed to follow the English national strategy with an added focus on the acquisition of practical skills reflecting the difference between the GCSE and the IGCSE.
The curriculum is based around the following core skills areas:

· Databases

· Spreadsheets

· Word processing

· Presentations

· Desktop publishing

· Website development

The following units add breadth to the curriculum even though they are not examined in Key Stage 4:

· Control systems

· Programming in Logo

· Graphics editing

· Movie editing

v. Key Stage 4 – Year 10 and 11
International General Certificate of Secondary Education (IGCSE) syllabuses are designed as two year courses for examination at age 16-plus.

Information Technology is an applied subject and all candidates will require frequent access to computer and Internet facilities to develop their skills. The syllabus aims to give Centres the flexibility to cope with a wide variety of resources and ever-changing technology. The practical sections of this

course can be accomplished using any software packages that will allow the candidates to demonstrate ALL of the skills listed in the relevant sections of this syllabus. For this reason CIE does not prescribe particular software packages or particular hardware. Students will learn to use particular packages, but they should be encouraged to realise that, with the aid of a manual, they can transfer

their skills to other packages.

Aims

1. help students to develop and consolidate their knowledge, skills and understanding in Information Technology;

2. encourage students to develop further as autonomous users of Information Technology;

3. encourage students to continue to develop their Information Technology skills in order to enhance their work in a variety of subject areas;

4. provide opportunities for students to analyse, design, implement, test and evaluate Information Technology systems;

5. encourage students to consider the impact of new technologies on methods of working in the outside world and on social, economic, ethical and moral issues;

6. help students to grow in their awareness of the ways in which Information Technology is used in practical and work-related situations.

vi. Scheme of assessment

Paper 1 (2 hours)

A written paper of 120 marks assessing the skills in Assessment Objective B. The paper will contain mainly questions requiring a short response, a word, a phrase or one or two sentences, although there will be some questions requiring a more extended response. There will be no choice of questions. The questions will test sections 1 - 8 of the curriculum content.

Paper 2 (2 hours 30 minutes)

A practical test assessing skills in sections 9 - 16.

Paper 3 (2 hours 30 minutes)

A practical test assessing skills in sections 9 - 16.

Curriculum Content

Practical Topics
1 Components of a Computer System

2 Input and Output Devices

3 Storage Devices and Media

4 Computer Networks

5 Data Types

6 The Effects of Using IT

7 The ways in which IT is used

8 Systems Analysis and Design

Theory Topics
1 Components of a Computer System

2 Input and Output Devices

3 Storage Devices and Media

4 Computer Networks

5 Data Types

6 The Effects of Using IT

7 The ways in which IT is used

8 Systems Analysis and Design

vii. Grade Descriptors

A Grade A candidate is likely to:

• demonstrate a sound knowledge and understanding of the range and scope of information processing applications and of the techniques and systems needed to support them, some of which are outside their everyday experience;

• have a good grasp of terms and definitions and be able to contrast and compare related ideas;

• be able to apply general principles of information processing to given situations and to be able to abstract general principles from given examples.

• identify a range of needs and opportunities and analyse, design and evaluate the most appropriate ways of addressing these using information systems;

• be able to discuss methods of detecting the loss or corruption of electronic information and describe steps that minimise the likelihood of the abuse of personal information;

• be able to use competently a broad range of software packages to successfully complete a wide variety of practical work-related tasks.

A Grade C candidate is likely to:

• demonstrate knowledge and understanding of the range and scope of information processing applications and of the techniques and systems needed to support them;

• have a good grasp of basic terms and definitions and be able to contrast and compare related ideas;

• identify some needs and opportunities and analyse, design and evaluate appropriate ways of addressing these using information systems;

• be able to control Information Technology devices showing an awareness of efficiency and economy;

• demonstrate a clear sense of audience and purpose in their presentations;

• be able to use a range of software packages to complete a variety of practical work-related tasks.

A Grade F candidate is likely to:

• demonstrate a basic knowledge and understanding of familiar, simple information processing applications and of the techniques and systems needed to support them;

• have some knowledge of some of the basic terms and definitions;

• respond to needs and opportunities and evaluate ways of addressing these using information systems;

• manipulate and interrogate previously stored information;

• use Information Technology to present work and demonstrate how it contributes to the development of their ideas;

• be able to use software packages to complete some simple practical work-related tasks.

viii. Keystage 5 - Year 12 and 13 

IB Information Technology in a Global Society – Standard Level

The Diploma Programme information technology in a global society (ITGS) course is the study and evaluation of the impact of information technology (IT) on individuals and society. It explores the advantages and disadvantages of the use of digitized information at the local and global level. ITGS provides a framework for the student to make informed judgments and decisions about the use of IT

within social contexts. 

Although ITGS shares methods of critical investigation and analysis with other social sciences, it also considers ethical questions found in the study of philosophy. Students come into contact with IT on a daily basis because it is so pervasive in the world in which we live. This widespread use of IT inevitably

raises important questions about social and ethical issues that shape our society today. ITGS offers an opportunity for a systematic study of these issues, whose range is such that they fall outside the scope of any other single discipline.

The nature of the subject is defined by the use of fundamental ITGS terms. For the purpose of the ITGS syllabus the following definitions apply. Information technology is the acquisition, processing, storage, manipulation and dissemination of digital information by computing or telecommunications or a combination of both. Social impact includes the economic, political, cultural, legal, environmental, ergonomic, health and psychological effects of IT on human life. Ethical considerations refer to the responsibility and accountability of those involved in the design, implementation and use of IT. An information system is a collection of people, information technologies, data, methods and policies

organized to accomplish specific functions and solve specific problems.

viii. IB Syllabus 

IT Systems (Technical Issues)

2.1 Basics: hardware and networks

2.1.1 Systems fundamentals

In order to study and evaluate the social and ethical issues involved in the use of IT systems, the student must have an understanding of related technological concepts. These may include:

· key terms—data, information, hardware components, for example, input devices, output devices, processing, storage, memory (RAM, ROM), MHz, dpi, bit, KB, MB, GB, TB, ASCII, compatibility, OCR, OMR, bar code, baud, verification and validation, encryption/decryption, firewall, virus, Trojan horse, worm, logic bomb, platform, peripheral

· use, advantages and disadvantages of analogue and digital data

· operating systems (multitasking, boot) and utilities, for example, defragment, disk format, virus scan programs

· responsible computer use (for example, regular back-ups, virus checking, security, storage, housekeeping)

· a responsible and systematic approach to implementing or upgrading IT systems, for example, analysis, design, implementation, testing, evaluation, training, policies and standards.

2.1.2 Networks

In order to study and evaluate the social and ethical issues involved in the use of networks the student must have an understanding of related technological concepts. These may include:

· key terms—LAN, WAN, client, server, Ethernet, access, access permissions, login, password, firewall, system admin, UPS, EDI

· types of intrusion, for example, viruses, hacking

· security measures

· network types, for example, Intranet, Internet, VPN

· encryption and SSL

· e-commerce.

2.2 Applications

2.2.1 Software fundamentals

In order to study and evaluate the social and ethical issues involved in the use of software, the student must have an understanding of related technological concepts. These may include:

· key terms—software (application), shareware, public domain, freeware, commercial software, integrated software, user manual, registration card, serial number, warranty, copyright, licence (multi-user, single user, site licence), compression/decompression, back-up, back door (trapdoor), upload/download, wizard, template

· GUI, command-line interface, voice recognition.

2.2.2 Databases and spreadsheets

In order to study and evaluate the social and ethical issues involved in the use of databases, the student must have an understanding of related technological concepts. These may include the following.

Design and creation concepts

· Key terms—field, key field, record, search, query, sort, database management system, mail merge

· Flat-file database versus relational database

· Paper files versus electronic files

· Data redundancy and data integrity

· Updating data

Storage and access concepts

· Data transfer between a database and a spreadsheet

· Search and the use of the Boolean operators (AND, OR and NOT)

· Data mining/data matching

Presentation concepts

· Report generation

· Special-purpose databases, for example, personal information managers, encyclopedias, library systems

In order to study and evaluate the social and ethical issues involved in the use of spreadsheets, the student must have an understanding of related technological concepts. These may include the following.

Design and creation concepts

· Key terms—cell, cell format (number, text, value, function, calculation, date, currency), row, column, label, macro, replicate, template, worksheet, “what if” questions, range, absolute and relative reference

· Paper files versus electronic files

· Reliability and integrity of data

Storage and access concepts

· Data transfer between a database and a spreadsheet

Presentation concepts

· Select, print and display area of a worksheet

· Use of the appropriate graph or chart for the meaningful representation of information

· Special-purpose spreadsheets, for example, inventory, budget

2.2.3 Word processing and desktop publishing

In order to study and evaluate the social and ethical issues involved in the use of word processing and desktop publishing, the student must have an understanding of related technological concepts. These may include:

· key terms—formatting, template, spell check, grammar check, ASCII/unicode, PDF, RTF, text

· word processing versus page layout

· appropriate use of templates

· effective use of word processing functions to streamline production of documents

· use of appropriate fonts, white space and line spacing to create output that communicates effectively.

2.2.4 Images, sound and presentations

In order to study and evaluate the social and ethical issues involved in the use of images, sound and presentations, the student must have an understanding of related technological concepts. These may include the following:
Design and creation concepts

· Key terms—animation, bit-map versus vector graphics, object-oriented, clip art, CAD, hypermedia, hypertext, pixel, resolution, MP3, MIDI, morph

· Data integrity

· Consistency in design elements

· Use of appropriate fonts, sound, images, video to convey a specific message

Storage, processing and access concepts

· File formats, for example, storage requirements, loading time, portability

· Sound, image and video capture and editing

· Updating and combining sounds or images at a later point in time to create a new work of art

2.2.5 Modelling and simulations

In order to study and evaluate the social and ethical issues involved in the use of modelling and simulations, the student must have an understanding of related technological concepts. These may include:

· key terms—model, simulation, feedback loop

· faulty or hidden assumptions

· extent and effect of the simplification of reality

· extent to which the phenomenon being modelled is understood

· processing power needed to create complex models

· visualization of information

· correspondence of the model with reality.

2.2.6 Tutorials, training and wizards (assistants)

In order to study and evaluate the social and ethical issues involved in the use of tutorials, training and wizards, the student must have an understanding of related technological concepts. These may include:

· key terms—tutorial software, training software, wizards and assistants, help menu and help features, “Read Me” files

· using wizards, assistants and online assistants in the design and creation of a product, for example, desktop-published documents, slideshows, web sites.

2.3 Communication systems

2.3.1 The Internet

In order to study and evaluate the social and ethical issues involved in the use of the Internet, the student must have an understanding of related technological concepts. These may include:

· key terms—Internet protocols, for example, HTTP, FTP, TCP/IP, cookies, listserv, web cam, Internet languages, netiquette, Intranet, URL, hyperlink, bandwidth, WWW, browser, search engine, e-mail

· means for blocking access to information

· features of a web browser

· comparison of Internet and Intranet

· encryption methods

· the limiting effect of bandwidth

· e-mail

· viruses

· features of a web page

· global databases

· online services, e-commerce, banking, health, libraries

· use of appropriate search engines.

2.3.2 Personal and public communications

In order to study and evaluate the social and ethical issues involved in the use of personal and public communications, the student must have an understanding of related technological concepts. These may include:

· key terms—convergence, teleconferencing, videoconferencing, telecommuting, digital television, push–pull technologies

· mobile phone and associated services and uses

· digital entertainment versus live entertainment

· contents of digital entertainment, for example, violence, pornography and realism

· features of telecommuting, for example, environmental aspects, flexibility, productivity, business and social relationships

· face-to-face communications versus communications via technology

· minimum requirements to enable realistic teleconferencing and videoconferencing

· undetected intrusions into IT systems, for example, phone tapping

· personal mobile devices, for example, PDA, laptop

· emerging technologies as the result of convergence of computers and communications technology

· public information systems, for example, traffic control, security camera systems, public transfer information systems.

2.4 Integrated systems

2.4.1 Robotics

In order to study and evaluate the social and ethical issues involved in the use of robotics, the student must have an understanding of related technological concepts. These may include:

· key terms—robot, android, cyborg, sensors

· determining situations in which it is more appropriate to use a robot than a human being

· types of input/output peripherals used in various situations, for example, arms, fingers, voice, wheels

· reasons why robots are/are not designed as androids with human-like form

· the capabilities and limitations of robots with respect to vision, touch, sound and movement

· processing power in relation to the capabilities and limitations of robots.

2.4.2 Artificial intelligence and expert systems

In order to study and evaluate the social and ethical issues involved in the use of AI and expert systems, the student must have an understanding of related technological concepts. These may include:

· key terms—AI, Turing test, parallel processing, machine learning, natural language, common-sense knowledge, agent, pattern recognition, expert system, knowledge base, inference engine, heuristics, fuzzy logic, knowledge engineer, domain

· storage requirements for common-sense knowledge

· processing requirements for AI

· collection/creation of a knowledge base

· creation of an inference engine (for example, if/then rules, fuzzy logic)

· identifying domains that are suitable for expert systems.

IT Systems (Social Issues)

2.1 Basics: hardware and networks

2.1.1 Systems fundamentals

Students must study and evaluate the social and ethical issues involved in the use of IT systems. These may include:

· the economic value of information

· environmental issues related to the production of computer components and supplies

· environmental issues related to the disposal of obsolete hardware and computer supplies

· health issues and ergonomics related to the use of hardware

· password protection, security, biometrics and authorized access

· issues related to viruses on both stand-alone and network systems

· greater dependence of organizations on IT

· increase in teleworking and the virtual office

· the need for ongoing training and retraining

· the economic and psychological implications of planned IT obsolescence in hardware, software and services, which has been forced on consumers by the IT industry

· organizational policies and standards, for example, e-mail, surveillance and monitoring policies.

2.1.2 Networks

Students must study and evaluate the social and ethical issues involved in the use of networks. These may include:

· vulnerability of networks to intrusion

· ability to implement different levels of access

· implications of network failure, for example, banks, transportation, hospitals, schools

· implications of collaboration, groupware and data sharing

· threat of compromising data integrity in shared databases

· additional threats to privacy on a network compared with stand-alone computers

· the need to authenticate information

· intellectual property protection on networks, for example, site licences, file access

· equality of access for different groups and individuals

· ability to monitor users (surveillance); concerns of people regarding monitoring

· ability to filter incoming data

· ability to control personal, business, military, government operations over a wide geographical area

· increased globalization, for example, EFT, EDI, e-commerce

· need for interface standards

· need for network use policy.

2.2 Applications

2.2.1 Software fundamentals

Students must study and evaluate the social and ethical issues involved in the use of software. These may include:

· bug-free software

· software piracy

· interfaces adapted for the disabled

· language independence of GUIs, making computers accessible to a very wide range of users, including those with special needs, and very small children

· use of password protection to prevent unauthorized access

· globalization of software.

2.2.2 Databases and spreadsheets

Students must study and evaluate the social and ethical issues involved in the use of databases and spreadsheets. These may include:

· privacy of information in different cultures

· rights of individuals with respect to the storage of personal data

· social consequences of outdated or incorrect data stored in databases

· social consequences of the release of sensitive data stored in databases

· legislation on access and use of database information in different countries

· responsibility for the security of data stored in databases from different perspectives, for example, the developer, the user and the management of an organization

· accountability for the negative social effects caused by insecure databases

· ethical issues related to the collection and use of personal data

· ethical issues related to the selling of data stored in databases.

2.2.3 Word processing and desktop publishing

Students must study and evaluate the social and ethical issues involved in the use of word processing and desktop publishing (DTP). These may include:

· effects of DTP on the right to publish, for example, freedom of the press, free exchange of ideas

· economic effects of DTP on business

· intellectual property issues associated with reproduction and/or transformation of digitized text

· effects of word processing and DTP on the workplace, for example, job loss, deskilling, surveillance

· ergonomics/health impacts of word processing and DTP in the workplace

· social impact of speech-enabled input/output.

2.2.4 Images, sound and presentations

Students must study and evaluate the social and ethical issues involved in the use of images, sound and presentations, for example, multimedia, slideshows, virtual reality, games. These may include:

· intellectual property relating to the copying and modifying of text, images, sound and video (fair use policies)

· copyright issues

· printed versus electronically published information

· health issues related to virtual reality

· multimedia solutions for disabled persons

· multilingual selection possibilities of CD-ROMs and DVD

· surveillance and privacy

· global access to information available on CD-ROMs versus Internet

· use of virtual actors in films

· biased information

· reliability of data

· social and ethical issues related to games.

2.2.5 Modelling and simulations

Students must study and evaluate the social and ethical issues involved in the use of modelling and simulations. These may include:

· reliability of predictions based on computer models, for example, weather, global warming

· economic effects of the use of models to design and test new products

· security issues involved in military simulations

· social impact of reliance on simulations to examine issues of public policy

· responsibility of the designer for accuracy of assumptions underlying the model

· ethical considerations involved in deciding when to use models or simulations to ensure human safety.

2.2.6 Tutorials, training and wizards (assistants)

Students must study and evaluate the social and ethical issues involved in the use of tutorials, training and wizards. These may include:

· the balance in responsibility between an individual and an organization for training

· the need for IT companies to consider global and cultural diversity when preparing training and tutorial software

· the requirement of organizations to provide training when implementing change.

2.3 Communication systems

2.3.1 The Internet

Students must study and evaluate the social and ethical issues involved in the use of the Internet. These may include:

· reliability and authenticity of information

· social consequences of addiction to the Internet

· social impact of global viruses

· social impact of dependence on the Internet

· etiquette rules for appropriate behaviour when using the Internet

· social impact of the domination of English as the main web language

· social impact of theft of identity through the Internet

· social impact of open access to unsuitable material on the Internet

· ethical issues related to misuse of the Internet, for example, spamming

· ethical considerations of IT-rich versus IT-poor nations as a result of differing access

· ethical considerations relating to the use of encryption

· ethical considerations relating to workplace monitoring.

2.3.2 Personal and public communications

Students must study and evaluate the social and ethical issues involved in the use of personal and public communications. These may include:

· the psychological consequences of people being in permanent contact

· ethical considerations of control as the result of using communications technologies

· social impact on health of the use of mobile devices

· effect on personal productivity of personal communications devices

· effect on the environment of personal communications devices

· social effects of telecommuting

· social effects of the widespread use of teleconferencing and videoconferencing

· social and environmental impact and ethical considerations of telecommuting

· social impact and ethical considerations of: distance learning, digital entertainment, global media and public information systems.

2.4 Integrated systems

2.4.1 Robotics

Students must study and evaluate the social and ethical issues involved in the use of robotics. These may

include:

· social and economic effects of replacing people with robots in the workplace

· ethical decisions regarding the use of robots in situations that might endanger human beings

· social impact of human interaction with robots, for example, artificial pets, robots for the disabled and elderly

· social impact and ethical considerations regarding the use of robotics in medicine, for example, robotic surgery, computer-controlled prostheses

· reliability of robotic devices, particularly in life-threatening situations.

2.4.2 Artificial intelligence and expert systems

Students must study and evaluate the social and ethical issues involved in the use of artificial intelligence (AI) and expert systems. These may include:

· responsibility for the performance of an expert system—knowledge engineer, informant, programmer, company that sold it, the buyer/consumer

· value of the development of AI as a field, for example, whether it is an appropriate place to put economic resources

· ethical issues of various applications of AI, for example, replacement of human workers, handing decision-making tasks to a computer

· social impact of the use of “smart” machines on everyday life

· ethical issues related to military applications of AI, for example, smart weapons, reconnaissance, decision making

· implications of creative production by computers using AI, for example, Aaron, an expert system, creates visual art

· access to the knowledge base underlying an inference engine in an expert system, for example, whether people affected by decisions made using an expert system should have access to the rules by which the decision was made.

Standard Level Assessment 

Paper 1 - 1 hour 25%

Four compulsory short-answer questions that assess in an integrated way sections 1 and 2 of the syllabus:

social and ethical issues and IT systems in a social context.

Paper 2 - 2 hours 45%

Six structured questions that assess in an integrated way sections 1, 2 and3 of the syllabus: social and

ethical issues, IT systems in a social context and areas of impact.

The paper is divided into two parts.

Part A: one compulsory question on business and employment.

Part B: five questions, one on each of the other areas of impact. Students are required to answer two

questions from this section, each one on a different area of impact.

Project 30%

An IT solution to a problem set in a social context. Students must produce:

• a product developed through the integration of IT skills

• a written report (2,000–2,500 words)

• a log book.

x. Grade Descriptors

Grade 7 Excellent performance

Demonstrates: conceptual awareness, insight, and knowledge and understanding which are evident in the skills of critical thinking; a high level of ability to provide answers which are fully developed, structured in a logical and coherent manner and illustrated with appropriate examples; a precise use of terminology which is specific to the subject; familiarity with the literature of the subject; the ability to analyse and evaluate evidence and to synthesize knowledge and concepts; awareness of alternative points of view and subjective

and ideological biases, and the ability to come to reasonable, albeit tentative, conclusions; consistent evidence of critical reflective thinking; a high level of proficiency in analysing and evaluating data or problem solving.

Grade 6 Very good performance

Demonstrates: detailed knowledge and understanding; answers which are coherent, logically structured and well developed; consistent use of appropriate terminology; an ability to analyse, evaluate and synthesize knowledge and concepts; knowledge of relevant research, theories and issues, and awareness of different perspectives and contexts from which these have been developed; consistent evidence of critical thinking; an ability to analyse and evaluate data or to solve problems competently.

Grade 5 Good performance

Demonstrates: a sound knowledge and understanding of the subject using subject-specific terminology; answers which are logically structured and coherent but not fully developed; an ability to provide competent answers with some attempt to integrate knowledge and concepts; a tendency to be more descriptive than evaluative although some ability is demonstrated to present and develop contrasting points of view; some evidence of critical thinking; an ability to analyse and evaluate data or to solve problems.

Grade 4 Satisfactory performance

Demonstrates: a secure knowledge and understanding of the subject going beyond the mere citing of isolated, fragmentary, irrelevant or ‘common sense’ points; some ability to structure answers but with insufficient clarity and possibly some repetition; an ability to express knowledge and understanding in terminology specific to the subject; some understanding of the way facts or ideas may be related and embodied in principles and concepts; some ability to develop ideas and substantiate assertions; use of knowledge and understanding which is more descriptive than analytical; some ability to compensate for gaps in knowledge and understanding through rudimentary application or evaluation of that knowledge; an ability to interpret data or to solve problems and some ability to engage in analysis and evaluation.

Grade 3 Mediocre performance

Demonstrates: some knowledge and understanding of the subject; a basic sense of structure that is not sustained throughout the answers; a basic use of terminology appropriate to the subject; some ability to establish links between facts or ideas; some ability to comprehend data or to solve problems.

Grade 2 Poor performance

Demonstrates: a limited knowledge and understanding of the subject; some sense of structure in the answers; a limited use of terminology appropriate to the subject; a limited ability to establish links between facts or ideas; a basic ability to comprehend data or to solve problems.

Grade 1 Very poor performance

Demonstrates: very limited knowledge and understanding of the subject; almost no organizational structure in the answers; inappropriate or inadequate use of terminology; a limited ability to comprehend data or to solve problems.

3. Administration and Internet Policies
i. Resources

Within the department there are 2 ICT suites (A13 & A14) equipped with 14-16 PCs running a variety of software including Office 2000 and subject-specific programs, providing a large range of software and hardware to enable effective delivery of most aspects of courses up to IB level. The school has recently updated the machines in the department rooms, to include faster processors to cope with multimedia and web page design.

Additional resources include: 2 printers, 2 projectors and a range of ICT text 
books.
ii. Booking procedures

Staff wishing to book a class into a room should complete the space on the sheet. Times are very limited given the full timetable of the ICT department. 
On limited occasions it may be possible to swap rooms, when Yr 12 or Yr 13 ICT are having theory lessons. The department is also willing to be flexible; for example when Yr 12 or Yr 13 have practical lessons it may be possible to accommodate other small sixth form groups.

In addition to the booking procedures, pupils can gain access to a computer room during lessons using a permission slip completed by their subject teacher. 
This is dependent upon free spaces being available in the ICT rooms and the nature of the work happening in ICT lessons.

iii. Usage policies and internet security issues

This is an important issue for the department, given the fact that we manage two the school’s ICT suites.
The school does not have an open access policy; it is not acceptable to have students using the ICT suites without supervision. Therefore whenever students are using the room staff a member of staff should be supervising.

ICT rooms should be locked when not occupied. 
Internet 

This policy outlines our purpose in providing e-mail facilities and access to the Internet in the BISI Secondary Department and explains how the school is seeking to avoid the potential problems that unrestricted Internet access could give rise to.

Internet access in school
Providing access to the Internet in school will raise educational standards and support the professional work of staff.

Teachers and pupils will have access to web sites world-wide (including museums and art galleries) offering educational resources, news and current events. There will be opportunities for discussion with experts in many fields and to communicate and exchange information with students and others world-wide.

In addition, staff will have the opportunity to access educational materials and good curriculum practice, to communicate with support services, professional associations, and colleagues in the U.K.

In the longer term the Internet may also be used to enhance the school’s management information and administration systems.

All Staff and any other adults involved in supervising children accessing the Internet, will be provided with the School Internet Access policy, and will have its importance explained to them.

Our School Internet Access policy will be available for parents and others to read on demand.

Ensuring Internet access is appropriate and safe
In common with other media such as magazines, books and video, some material available on the Internet is unsuitable for pupils.  The school will take every practical measure to ensure that children do not encounter upsetting, offensive or otherwise inappropriate material on the Internet. The following key measures have been adopted to help ensure that our pupils are not exposed to unsuitable material:

· The School operates a “firewall” filtering system intended to prevent access to inappropriate material;

· children using the Internet will normally be working in one of the ICT laboratories during lesson time or the Secondary Library and will be supervised by an adult (usually the class teacher or librarian) at all times;

· staff will check that sites pre-selected for pupil use are appropriate to the age and maturity of pupils;

· staff will be particularly vigilant when pupils are undertaking their own search and will check that the children are following the agreed search plan;

· pupils will be taught to use e-mail and the Internet responsibly in order to reduce the risk to themselves and others;

· our Acceptable Use Policy will be posted near computer systems;

· the Head of ICT will monitor the effectiveness of Internet access strategies;

· all Internet access is logged and the Head of ICT will ensure that regular checks are made on the logs and general files to monitor compliance with the school’s Internet Access Policy;

· the Head Teacher will ensure that the policy is implemented effectively;

It is the experience of other schools that the above measures have been effective. However, due to the international scale and linked nature of information available via the Internet, it is not possible to guarantee that particular types of material will never appear on a computer screen. The School cannot accept liability for the material accessed, or any consequences thereof.

A most important element of our policy is that pupils will be taught to tell a teacher immediately if they encounter any material that makes them feel uncomfortable.

If there is an incident in which a pupil is exposed to offensive or upsetting material the school will wish to respond to the situation quickly and on a number of levels. Responsibility for handling incidents involving children will be taken by the Head of ICT and the appropriate Head of Department in consultation with the Head Teacher and the class teacher. All the teaching staff will be made aware of the incident at a staff meeting if appropriate.

· If one or more pupils discover (view) inappropriate material our first priority will be to give them appropriate support. The pupil’s parents/guardians will be informed and given an explanation of the course of action the school has taken. The school aims to work with parents/guardians and pupils to resolve any issue;

· If staff or pupils discover unsuitable sites the Head of ICT will be informed. The Head of ICT will report the URL (address) and content to the Head Teacher.

Pupils are expected to play their part in reducing the risk of viewing inappropriate material by adhering to the policies which have been designed to help protect them from exposure to Internet sites carrying offensive material. If pupils abuse the privileges of access to the Internet or use of e-mail facilities by failing to follow the rules they have been taught or failing to follow the agreed search plan when given the privilege of undertaking their own Internet search, then sanctions consistent with our School Discipline policy will be applied. This may involve informing the parents/guardians. Teachers may also consider whether access to the Internet may be denied for a period.

Maintaining the security of the school ICT network

We are aware that connection to the Internet significantly increases the risk that a computer or a computer network may be infected by a virus or accessed by unauthorised persons.

The ICT technician will up-date virus protection regularly, will keep up-to-date with IT news and developments and work with the Head of ICT and Head Teacher to ensure system security strategies to protect the integrity of the network are reviewed regularly and improved as and when necessary.

Using the Internet to enhance learning

Pupils will learn how to use a web browser and be taught to use suitable web search engines. Staff and pupils will use the Internet to find and evaluate information. Access to the Internet will become a planned part of the curriculum that will enrich and extend learning activities and will be integrated into class schemes of work.

As in other areas of their work, we recognise that pupils learn most effectively when they are given clear objectives for Internet use.

Different ways of accessing information from the Internet will be used depending upon the nature of the material being accessed and the age of the pupils:

· access to the Internet may be by teacher (or sometimes other-adult) demonstration;

· pupils may access teacher-prepared materials, rather than the open Internet;

· pupils may be given a suitable web page or a single web site to access;

· pupils may be provided with lists of relevant and suitable web sites which they may access;

· older, more experienced, pupils may be allowed to undertake their own Internet search having agreed a search plan with their teacher; pupils will be expected to observe the Acceptable Use policy and will be informed that checks can and will be made on files held on the system and the sites they access.

Pupils accessing the Internet will be supervised by an adult, normally their teacher or the librarian, at all times. They will only be allowed to use the Internet once they have been taught the Acceptable Use policy and the reasons for these rules. Teachers will endeavour to ensure that these rules remain uppermost in the children’s mind as they monitor the children using the Internet.

Using information from the Internet
We believe that, in order to use information from the Internet effectively, it is important for pupils to develop an understanding of the nature of the Internet and the information available on it. In particular, they should know that, unlike the school library for example, most of the information on the Internet is intended for an adult audience, much of the information on the Internet is not properly audited/edited and most of it is copyright.

· Pupils will be taught to expect a wider range of content, both in level and in audience, than is found in the school library or on TV;

· teachers will ensure that pupils are aware of the need to validate information whenever possible before accepting it as true, and understand that this is even more important when considering information from the Internet (as a non-moderated medium);

· when copying materials from the Web, pupils will be taught to observe copyright;

· pupils will be made aware that the writer of an e-mail or the author of a web page may not be the person claimed.

Internet access and home/school links

Internet access in pupils’ homes is approaching 100% for our student population and some parents may be grateful for any advice/guidance that the School can offer – especially with regards to safe access for children. The ICT department are willing to offer advice and suggest alternative sources of advice on the understanding that neither he/she nor the school can be held responsible for the consequences of such advice. Further:

· school guidelines on issues such as safe Internet use will be made available to parents together with printed information and Internet sites providing information for parents about safe access or children;

· in the future it is possible that suitable educational and leisure activities that make responsible use of the Internet will be developed with parents.

As noted above, it is not possible to be certain of the originator of an e-mail message, and for this reason the school is unable to accept an e-mail as parental authorisation of a pupil absence.

Online setting and submission of homework

This year the ICT department has initiated a policy of setting and receiving homework online. The department maintains three wikis, one for each of Key Stage 3, IGCSE and IB ITGS, through which lesson notes and homework are disseminated. Students submit their homework by email.
iv. Acceptable Use Student Policy
I understand that using the computer network is a privilege and that when using the school computers I will:

· always behave in a sensible, mature way, respecting others at all times 

· only log on using my own username and keep my password secret 

· report any suspected breach of network security (whether by myself or others) to a member of staff 

· refrain from accessing any newsgroups, links, web pages or other areas of cyberspace that would be considered offensive because of pornographic, racist, violent, illegal or illicit content 

· take responsibility for monitoring and appropriately rejecting any such newsgroups, links, web pages or other areas of cyberspace accessed by me 

· never use valuable school computer time playing non-educational games or accessing information which is not part of my school work 

· always be courteous and use appropriate language both to those around me and those I contact through the network 

· never use obscene, harassing or other abusive language and will report any cases of such usage against me 

· not allow copyrighted material to enter the school 

· not download/upload software, games, music, graphics or video without first checking copyright and asking my teacher 

· use any downloaded material in an appropriate manner in my work, listing its source in a bibliography and clearly specifying any directly quoted material 

· never reveal personal information including names, addresses, credit card details, telephone or fax numbers and photographs of myself or others 

· never subscribe to auto-mailing systems 

· only use the school address where I have permission and will never give other school details, including telephone numbers 

· not interfere with or damage the school computers or peripherals, the school systems or network in any way 

· report any accidental damage immediately to a member of staff within the ICT Department

· report any suspected breach of network security or misuse of the Internet or email to the ICT Department
vi. Acceptable Use Staff Policy
All adults working with ICT equipment within BISI must ensure that they have read and agreed to abide by the Acceptable Use Policy.

When using ICT equipment I will not;

· give anyone access to my login name or password 

· introduce floppy disks without first having them checked for viruses 

· open other people’s files without express permission 

· corrupt, interfere with or destroy any other user’s information 

· release any personal details of any colleague or pupil over the Internet 

· reproduce copyright materials without the owner’s permission 

· reproduce copyright materials without acknowledging the source 

· use the school internet access for business, profit, advertising or political purposes 

· forget to log out when I finish a session 

When using e-mail I will;

· observe ‘netiquette’ on all occasions. E-mail should not be considered a private medium of communication 

· not include offensive or abusive language in my messages nor any language which could be considered defamatory, obscene, menacing or illegal 

· not use language that could be calculated to incite hatred against any ethnic, religious or other minority 

· make sure that nothing in messages could be interpreted as libellous 

· not send any message which is likely to cause annoyance, inconvenience or needless anxiety 

· not send any unsolicited promotional or advertising material nor any chain letters or pyramid selling schemes 

When using the Internet I will;

· ensure that all web activities conform to the norms of moral decency 

· watch for accidental access to inappropriate materials and report any offending site so that action can be taken 

· not download/upload software, games, music, graphics, videos unless for personal use

· check copyright before publishing any work and ensure that any necessary permissions are obtained 

· ensure that children cannot be identified from photographs 

· report any breaches of the Internet policy 

4. Strategies
i. Teaching and Learning strategies
The department engages in a full range of teaching and learning strategies, for example:

Group work

Independent learning / research

Problem solving

Whole class or teacher led discussion

Demonstrations

Student presentations

Video

ii. Homework Policy

The department follows the whole school homework policy. However there are some aspects of the department’s courses that require further consideration.

1. If homework is not given in appropriate action is taken as detailed in the whole school homework policy. If at all possible, detentions should be given as closely as possible to the lesson, e.g. at break & lunch if possible, but after-school detentions require 24hrs notice unless they end at or before 3.30pm.

2. Homework tasks should be commensurate with the ability of the students and vary:

a) Revise in preparation for a test (not always written);

b) Reinforce work covered in class to be sure all students are able to complete such work independently;

c) Complete an exercise started in class, e.g. writing up notes;

d) carry out project/investigation work as this tends to take at least two classworks and a homework to complete. This often involves the whole family in the discussion;

e) Carry out preparatory work for a forthcoming task or lesson-activity, e.g.

acquiring information from a library;

f) Help in assessment and planning of future targets;

g) Support the development of independent learning using a variety of tasks and techniques outlined in the scheme of work.

iii. Gifted & Talented students

Gifted & Talented ~ Identifying the Cohort.

The gifted & talented student at BISI will be: a child who has potential or ability

in any one area or in several areas so that s/he needs more than the teacher usually provides in the way of extension activities and resources.

Information and Communication Technology - A Departmental Checklist

Gifted or talented learners may:
· demonstrate ICT capability significantly above that expected for their age

· learn and apply new ICT techniques quickly

· use initiative to exploit the potential of more advanced features of ICT tools

· transfer and apply ICT skills and techniques confidently in new contexts

· explore independently beyond the given breadth of an ICT topic

· initiate ideas and solve problems, use ICT effectively and creatively, develop systems that meet personal needs and interests

Departmental additions:

· quickly master new software almost as if by intuition

· be ergonomic in using short cut keys and mouse functions

· utilise more sophisticated aspects of software

· be able to explain to others how to use software

· look for solutions to software or hardware problems before asking for help

· be aware that it is not always appropriate to use ICT

· be capable of using information from a variety of sources

· present ideas in a variety of ways, demonstrating a clear sense of audience
· show understanding in the use of ICT based models to make predictions 
· assess the validity of information by comparing various sources

· discuss the wider impact of ICT on society

· develop, trial & refine sets of instructions to monitor, measure & control

     events, demonstrating efficiency & economy in framing instructions.

The gifted & talented will be identified by:

· Academic results of KS2, KS3, Reports, standardised reading & spelling


tests

· Teacher evaluation & observation
· Assessment of ICT work in Year 7 - 9 ICT
· Other departments’ use of ICT, including observations whereby students

     produce exceptional work using ICT

ICT lessons are differentiated for G&T students in the following ways:

· Use of open-ended questions and directed questions to appropriate students
· Some open-ended tasks later in modules to allow higher level response from

     G&T students

· Use of extension tasks, especially in the early stages of modules
· During paired/group work G&T students may be placed together to allow

     higher order discussions
· The use of different learning styles

· Teacher demonstration via MM Projector

· Students demonstrate their work at all levels

· Class/group discussions

· Differentiated worksheets
· Homework tasks are open ended, so pupils can respond at their appropriate

     level.

iv.  Gifted and Talented Policy

A Gifted & Talented Student may:

· Quickly master new software.

· Utilise more sophisticated aspects of software.

· Look for solutions to software or hardware problems before asking for help.

· Be aware of situations when the use if ICT is appropriate/inappropriate.

· Ask appropriate and challenging questions to develop their own understanding of ICT.

A Gifted & Talented Student may also:

· Independently use information from a variety of sources.

· Present their ideas in a variety of ways, demonstrating a clear sense of audience.

· Use ICT based models accurately to make predictions and vary rules with them.

· Assess the validity of information by comparing various sources.

· Understand the wider impact of ICT on society.

· Develop, trial and refine sets of instructions to monitor, measure and control events, demonstrating efficiency and economy in framing these instructions.

· Evaluate their own and others’ work, by developing appropriate criteria.

The Gifted & Talented Student in ICT will be identified by:

· Teacher observation.

· Assessment of ICT work.

· Academic results of KS2 & KS3.

· Other departments’ use of ICT, including observations whereby students produce exceptional work using ICT.

v. Differentiation

The department is committed to providing ICT education for students of all abilities. We have particular issues regarding the difficulty of enabling access to the curriculum by ESL students, many of whom have very low ability in English. These students are sometimes placed with students who speak the same language, but only if there is no adult support.

Here are some examples of differentiation used to support our students.
1. Resources
We provide a variety of resources, at an appropriate level for their ability. 
2. Tasks
We provide students with a variety of tasks which are suitable for their abilities, match their interests, and allow students to make some choices.

3. Response
We aim to give responses which make course objectives and assessment criteria clear to students, and encourage them to discuss their and others’ progress.

4. Support. 

Support is given in many forms: from other students, from the teacher according to need, from texts and worksheets, by teaching as a co-operative team, and by celebrating achievement and significant progress.

5. Group Structure
Within the department we teach mixed ability groups, however within these groups we structure our working arrangements flexibly to allow students to work at an appropriate and level. This is left to the professional judgement of the teacher, so that students may be working in small groups to gain peer support or individually if this helps their confidence.

6. Pace
Pupils cover the same work and at the same level but work at their own pace.

7. Outcome
Pupils undertake the same general task as others in the group but respond at their own level.

vi. Whole school issues

Health & Safety

The department is aware of the school’s Health & Safety Statement and a copy is in the school handbook.

We operate a number of rules/procedures :

1. The ICT teacher in charge of the room checks equipment regularly and any required maintenance is acted upon.

2. No food or drink is allowed in the ICT rooms.

3. Staff and students are encouraged to report equipment faults either to the appropriate teacher in charge of the room, who will take action.

4. Mobile phones are banned from use by students in the classroom.

5. Gangways and corridors need to be kept free from clutter.

6. Equipment should only be moved by a member of staff or the IT technician.
7. Students are encouraged to keep the rooms as tidy as possible.

vii. Assessment Policy

Staff should refer to the whole school assessment and marking policy, and follow ICT as far as possible.

We aim to formally assess students’ work at least once per unit, in addition to observation assessment that takes place each lesson. In practice checking and marking work should take place every week, or more often if work is progressing at a faster pace.
5. Students

i. Standards of behaviour

We expect, and usually receive, high standards of behaviour in our lessons.

The department follows the school’s code of conduct as set out in the school’s behaviour policy. Should any student break the code of conduct, then the teacher should use his or her professional judgement in deciding the action to take. If it is not possible to resolve the situation, then the first referral should be to the Head of department, in line with the school guidelines. In the few cases where this does not resolve the issue, a pink slip can be forwarded to the Dean of Students.
ii. Rewarding students

Praise is the reward most often used and the department to recognise positive work and behaviour. Blue slips and yellow slips are regularly awarded to celebrate achievement or significant progress. The department is working towards the whole school policy on rewards and commendations.
iii. Supporting staff

Staff receive support in the department in many ways, such as through staff development opportunities, lesson observation and line management.
iv. Contacting parents

In the case of behaviour problems, the first point of contact is the Head of Department. If necessary, then further action should be taken via the Tutor and Dean of Students. Parents need only be contacted after discussion with the Tutor/Dean of Students, as they may have important information which staff may need. Attendance and punctuality issues should also be followed up via the appropriate school procedures.

v. Classroom management, grouping

Groups in the department are mixed ability.

Teachers in the department should use their own professional judgement in deciding their seating arrangements in line with the school’s policy.
.
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