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ST MARY’S HIGH SCHOOL, NEWRY 
 

ICT Policy 
Revised September 2018 

      

Introduction  

 
This policy document sets out the school's 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 over the next three years. This policy has been shaped by the current developments in the 

educational use of ICT. 

 

Context: 
The stated vision of the Department of Education for Northern Ireland (DENI) is ‘To ensure that 

every learner fulfils his or her potential at each stage of his or her development.’ (DENI 2010) 

 

This has been enunciated in the overall aim of the Northern Ireland Curriculum (DE 2008), which 

says, ‘The N Ireland Curriculum aims to empower young people to achieve their potential and to 

make informed and responsible decisions throughout their lives.’  

The School Improvement policy document, ‘Every School a Good School,’ (DENI 2009) has 

outlined indicators of what will be recognised as effective performance under four headings: 

 

 Child centred provision 

 High quality teaching and learning 

 Effective leadership 

 A School Connected to its local community. 

Vision for ICT 
The management and staff in St. Mary’s High School recognise the unique contribution that 

Information and Communications Technology (ICT) makes to teaching and learning. It is our vision 

that we will offer pupils opportunities to use ICT in every subject. We strive to keep pace with 

educational developments in ICT and have a commitment to teachers having the necessary 

tools to do their jobs effectively, helping them to be confident and capable of creating effective 

and creative learning experiences for all pupils. It is our aim to ensure that our pupils and staff 

should be able to use digital and online technologies appropriately, effectively and creatively to 

acquire knowledge, to practice skills and to develop competencies: 

 As individuals; 

 As contributors to Society; 

 As contributors to the Economy; 

 As lifelong learners 
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Rationale 
In St. Mary’s we value and seek to develop: 

 

 young people, who will use technology to achieve independence in their learning, attain high 

standards, work creatively, and develop broad, transferable competencies for employment and 

lifelong learning; 

 e-confident teachers and support staff, who can effectively deploy education technologies in a 

range of approaches to teaching, for the benefit of all learners; 

 close links with the local community, especially parents and to build stronger links with the 

local business community. 

 

Aims  
The overall aim for Information and Communication Technology is to enrich learning for all pupils 

and to ensure that teachers develop confidence and competence to use Information and 

Communication Technology in the effective teaching of their subject. 

Information and communication technology offers opportunities to: 

 

 support learning and teaching across the curriculum at all levels; 

 keep staff IT skills and knowledge up to date; 

 enhance and individualise their educational experience, helping them to enjoy learning, 

improve their performance and raise standards; 

 improve their standards in literacy, numeracy and other areas of study; 

 meet the requirements of the Northern Ireland Curriculum for assessing and reporting the 

cross curricular skill ‘Using ICT’; 

 elevate pupil’s creativity, developing their digital and visual literacies; 

 personalise learning and improve arrangements for assessment for learning, record-keeping 

and reporting; 

 use an appropriate blend of non-technological and online methods of learning, connecting to 

other learners through online networks; 

 develop the skills needed to be economically active in the global knowledge economy; 

 consolidate and improve the partnership between the school, home and the community 

through the ICT Coordinator liaising with the parent engagement coordinator; 

 progress the new post-primary arrangements, including school leadership, the revised 

curriculum and the entitlement framework; 

 facilitate the celebration and showcasing of achievement; 

 effectively use SIMS computerised system to promote and enhance the effective management 

of administration, information gathering, analysis, decision-making and communication;  

 develop good Health and Safety attitudes and practice.  
 

Importance of Information and Communication Technology 
 

ICT for Learning should:  

 develop pupil’s ICT capability and understand the importance of information and how to 

select and prepare it; 
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 develop pupil’s skills in using hardware and software so as to enable them to manipulate 

information; 

 develop their ability to apply ICT capability to support their use of language and 

communication; 

 explore their attitudes towards ICT, its value for themselves, others and society, and their 

awareness of its advantages and limitations 

 promote social interaction and collaborative working; 

 support inclusive and innovative approaches to learning;  

 allow learners access so that they can study at any time and anywhere, e.g. using a range of 

devices and/or wireless technology;  

 provide access to high quality learning materials; 

 provide a safe environment, preventing access to unsuitable material and preventing 

inappropriate use of systems;  

 

ICT for Teaching should:  

 ensure that all staff are motivated and skilled in the use of ICT; 

 enable a culture of continuous development of ICT skills;  

 enable teachers to access a wide range of multimedia and digital resources;  

 enable ICT to be used in a wide range of learning spaces in the school and with variety of 

different group sizes  

 enable staff to make full use of resources available via Fronter, Learning Resources, the 

Internet and Learning NI; 

 enable teachers to create, use and adapt teaching resources created by themselves and others;  

 support planning, assessment arrangements, and monitoring academic and pastoral progress.  

 

ICT for Management should:  

 be secure and integrated with curriculum and student recording systems;  

 allow for efficient administrative and financial systems including electronic filing and 

cashless financial transactions within the school;  

 allow for integrated personnel, timetabling, cover and associated arrangements;  

 provide access to achievement and target-setting data for individuals (including data about 

attendance and behaviour); 

 enable the aggregation and analysis of data to provide information about course effectiveness;  

 enable the use of pupil performance data to inform decisions about staff development and 

deployment;  

 support communication with parents about students' attendance, behaviour and attainment;  

 enable secure transfer of data with other schools; 

 

ICT for Parents should:  

 provide opportunities for parents to participate in their daughters’ education through the use 

of ICT – Fronter, School App and website; 

 provide access to resources to support learning out of school; Fronter, School App and 

website; 
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 to enhance on-line opportunities for parents to engage in effective communication methods. 

 provide up to date information on the wide and varied aspects of social media 

 

The ICT Infrastructure, Connectivity and Technical Support: 

 will strive to put in place a high standard of hardware, software and communication resources 

and equipment; 

 provide broadband to give effective access to the Internet and high quality digital resources; 

 ensure appropriate and efficient technical support will be in place to ensure the daily 

availability of the ICT resources.  

 will facilitate the efficient and effective online booking of ICT resources 

  

Child Centred Provision: 

 
‘A school culture of achievement, improvement and ambition exists with clear expectations  

that all pupils can and will achieve to the very best of their ability’ 

(Every School a Good School, June 2009) 

In St Mary’s, we aim to ensure through effective learning and teaching the needs of all pupils are met 

and they reach their full potential in ICT.   

 
Curriculum Provision and Organisation 

Across the curriculum, at a level appropriate to their ability, pupils will be given opportunities to 

develop ICT skills to:  

 

Explore  

 access and manage data and information;  

 research, select, process and interpret information;  

 investigate, make predictions and solve problems through interaction with digital tools;  

 understand how to keep safe and display acceptable online behaviour.  

Express  

 create, develop, present and publish ideas and information using a range of digital media 

 manipulate information and multimedia products using a range of assets.  

Exchange  

 communicate using a range of contemporary methods and tools;  

 share, collaborate, exchange and develop ideas digitally.  

Evaluate  

 talk about, review and make improvements to work, reflecting on the process and outcome;  

 consider the sources and resources used.  

Exhibit  

 manage and present their stored work;  

 showcase their learning 
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Key Stage 3 ICT: 

ICT lessons are timetabled at KS3 as part of a carousel and a structured programme of study is 

followed.  ICT is embedded in all subjects across KS3 and is signposted in Schemes of Work.  

The CCEA “Using ICT” Scheme becomes compulsory for all Year 10 pupils from September 2016.  

In 2012/2013 the school voluntarily participated in the CCEA KS3 ICT Accreditation scheme. In 

preparation for the introduction of that scheme, all departments wrote a task. 5 departments were 

selected and submitted tasks for approval to CCEA. These departments participated in the voluntary 

moderation process as part of the Accreditation scheme. An internal standardization process was 

established and levels were awarded accordingly. The moderator feedback was extremely positive 

and no changes were recommended. The scheme was suspended due to union action in the 2013/14 

academic year due to union action. The five departments were: Home Economics, Music, Art, 

Technology and Science and they will be the first departments to participate in the Using ICT 

initiative when it becomes compulsory in September 2016.  

Key Stage 4 ICT: 

Year 11 and 12 GCSE ICT is delivered. 

There is one OCN ICT group in Years 11 and in Year 12 (GCSE ICT). 

Key Stage 5 ICT: 
Applied GCE ICT is delivered to Year 14. 

GCE Moving Images Arts is also offered in collaboration with the Southern Regional College, St 

Colman’s, Newry High and St Mary’s. 

ICT Access   
 

Classrooms: 

All classrooms have an Interactive Whiteboard connected to a laptop or PC.  Each corridor of 

classrooms has access to a printer. Teachers can also book Apple TV for use with their teacher iPad. 

 

ICT Suites: 

There are five fully equipped ICT suites.   

Room 4: 23 Networked PCs; Room 21: 22 Networked PCs; Room 22: 22 Networked PCs; Room 23: 

24 Laptops with Wifi access Science 3 15 Networked laptops and 8 non C2K Laptops 

The ICT Suites are available to pupils before school and after school until 4:30pm.  An on-line 

booking system is available through the school intranet. This is set up in a way that allows the 

tracking of ICT across the curriculum. 

 

Library: 

The Library has 8 laptops and 5 Netbooks for pupil and teacher use, offering Internet and library 

search facilities.   

 

Post 16 Study Suite: 

The study suite has 4 networked laptops and 20 Non C2K Netbooks and one networked 

photocopier/printer for A’ Level pupil use.   
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SEN Department: 

Access to laptops, iPads, Netbooks. 

 

Internet Access: 

We encourage pupils to access the rich information sources available on the Internet and develop 

appropriate skills to analyse and evaluate such resources.  On-line resources offer a broader range of 

current information for pupil use.  Teachers will give pupils opportunities to develop their skills in 

using the Internet for research purposes. 

Please refer to the school Internet Policy and the Parental Permission Letter.  

ICT Equipment: 
The school has forty-five Netbooks, sixteen Kindles and twenty-five iPads available to all staff for 

classroom use. Each teacher also has an iPad. The Maths Department has 15 iPads. 

 

High Quality Teaching and Learning: 
‘Assessment and other data is used to effectively inform teaching and learning 

across the school, in the classroom and to promote improvement’ 

(Every School a Good School, June 2009) 

 

Learning and Teaching Strategies 

Class teachers use a wide range of teaching strategies including effective questioning, self and peer 

assessment, group work, ICT and individual work to challenge pupils’ thinking and understanding. 

‘Teachers, drawing on their professional expertise, will use a variety of teaching strategies including 

whole-class teaching, co-operative small group work and individual work, differentiated where 

appropriate’ (Count, Read: Succeed paragraph 5.3).  

 

ICT is used to support learning and teaching in lessons across the curriculum.  Every classroom has 

an Interactive Whiteboard and ICT Suites are available on request.  iPads, Kindles and Netbooks are 

available for use in classrooms.  Subject specific software packages and Fronter are used to support 

independent learning. Every teacher has an iPad and have been offered the opportunity to upgrade. 

 

Assessment and Target Setting: 

Annually, SLT set SMART targets, in consultation with the ICT Coordinator and ICT Department 

for GCSE and A’ Level ICT based on end of year exam statistics, baseline data and annual target 

setting information.   

 

KS3: 

Assessment and reporting requirements of the Northern Ireland Revised Curriculum are developed 

and implemented. Progress is assessed using the key objectives for Levels of Progression in Using 

ICT across the curriculum. ICT achievement is celebrated through display, digital media, Intranet and 

virtual learning environments and assemblies.  

 

Assessment and Reporting at KS3 

Assessment plays a key role in helping schools improve outcomes. Knowing how each pupil is 

performing allows teachers to implement strategies to help individuals improve. This in turn 

promotes improvement at class level, then at school level, allowing the school to set meaningful and 

challenging targets in the School Development Plan. Summative assessment plays an equally 
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important role. It allows schools to monitor the progress of individual pupils, keeping parents and 

pupils informed about their progress, particularly at important key stage transitions.  

 

From September 2016, statutory assessment and reporting of the cross Curricular Skill ‘Using ICT’ at 

KS3 will take the form of teacher assessment with moderation.   

A number of departments will engage in the process of internal standardisation which is a 

collaborative process by which teachers consider work produced by each Year 10 pupil and, using 

pre-determined criteria, reach a common agreement on standards as being typical of work at a 

particular level. Using ICT, along with Communication and Using Mathematics, is one of three 

statutory Cross-Curricular Skills that form part of the Northern Ireland Curriculum.  To meet the 

requirement, schools will be required to use The Levels of Progression.  

The expected levels set the context for what coverage schools will need to provide in terms of Using 

ICT.  All pupils must be assessed in every school year on their acquisition and development of Using 

ICT. 

At the end of KS3, assessment with reference to the Levels of Progression in Using ICT must include 

a numerical level. 

For Year 10 pupils, this will involve: 

 using a range of assessment tasks;  

 using the task approval process;  

 giving pupils opportunities to carry out Using ICT tasks and record their evidence in e-

portfolios;  

 using this evidence to assign a level to each pupil; and  

 forwarding the assigned levels to CCEA for moderation.  

ICT is not a recognised Area of Learning (a subject) within the Northern Ireland Curriculum. Instead, 

all subjects have a statutory requirement to contribute to pupils' acquisition and development of 

Using ICT. There is explicit reference to this in the Statement of Minimum Requirements for each 

Key Stage 3 subject. 

All teachers must provide pupils with opportunities to acquire, develop, understand, demonstrate and 

apply ICT concepts and processes appropriately in a variety of contexts. ‘Using’ the skills will 

involve opportunities to transfer knowledge, understanding and skills in meaningful ways across the 

curriculum. 

 

The requirements for Using ICT in the Levels of Progression are set out under the headings Explore, 

Express, Exchange, Evaluate and Exhibit. 

CCEA will provide feedback to schools in advance of reporting outcomes to parents.  After levels 

have been finalised, parents will receive the annual report indicating the level awarded for Using ICT 

with written comments. 

Link to Levels of Progression in Using ICT: 

 

http://www.nicurriculum.org.uk/key_stage_3/skills_and_capabilities/uict/using_ICT/lop.asp#top
http://www.nicurriculum.org.uk/key_stage_3/skills_and_capabilities/uict/using_ICT/using_ict.asp##
http://www.nicurriculum.org.uk/key_stage_3/skills_and_capabilities/uict/using_ICT/using_ict.asp##
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http://www.nicurriculum.org.uk/docs/skills_and_capabilities/cross_curricular_skills/new_levels

/UICT/UICT_Levels_1-7.pdf 

 

Key Stage 4: 

Information and Communication Technology (ICT) prepares pupils to participate in a rapidly 

changing world in which work and other activities are increasingly transformed by access to varied 

and developing technology. Pupils use ICT tools to find, explore, analyse, exchange and present 

information responsibly, creatively and with discrimination. They learn how to employ ICT to enable 

rapid access to ideas and experiences from a wide range of people, communities and cultures. 

Increased capability in the use of ICT promotes initiative and independent learning; with pupils being 

able to make informed judgements about when and where to use ICT to best effect, and consider its 

implications for home and work both now and in the future.  ICT is reported upon at KS4 through 

Science. 

 

External Assessment at KS4 

GCSE ICT: Pupils are entered for either Foundation or Higher GCSE ICT.  Pupils complete a 

Controlled Assessment worth 60% and a two hour Exam Paper worth 40% (Year 12 – June). 

 

Today’s work environment depends increasingly on a range of technologies. This qualification 

provides learners with the IT skills required to function successfully in the world of work and the 

wider environment.  Skills and knowledge are developed using a wide range of software applications. 

 

OCN IT: Pupils complete coursework units worth 100%. 

 

Internal Assessment at KS4 

At the beginning of Year 11 each pupil is awarded a target grade in ICT and other subjects based on 

data such as Key Stage 3 Results, previous assessments and teacher professional judgment and this 

grade will be used as a benchmark to identify pupil attainment and progress.  Teachers will use 

twelve standardised department assessments at identified times throughout the two year GCSE 

course.  Assessment Manager (C2k) will be used by all departments to monitor pupil attainment.   

Intervention strategies will be initiated for those pupils who have been identified as underachieving 

in a number of subject areas.  Mrs Hughes (Raising Standards Leader) will liaise with Subject 

Leaders, Year Tutors and the School Mentor to coordinate the programme. 

 

Key Stage 5: 

External Assessment at KS5 

 

Cambridge Technical IT  

Cambridge Technical IT focuses on skills, knowledge and understanding that today’s universities and 

employers demand.  Practical skills and knowledge will be further developed using a broad range of 

software, in preparation for further study, Higher Education or the workplace.  
 

Assessment  
Practical and theoretical assessments. 

100% Coursework.   

 

http://www.nicurriculum.org.uk/docs/skills_and_capabilities/cross_curricular_skills/new_levels/UICT/UICT_Levels_1-7.pdf
http://www.nicurriculum.org.uk/docs/skills_and_capabilities/cross_curricular_skills/new_levels/UICT/UICT_Levels_1-7.pdf
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A2 Level:  ⅔ Portfolio (Unit 9: Web Development; Unit 8: Database Design) 

      ⅓ Exam (Unit 7: Systems Analysis) 

 

Effective Leadership: 
‘School Leaders monitor and evaluate effectively school outcomes, policies, 

practices and procedures and the School Development Plan itself’ 

(Every School a Good School, June 2009) 

 

The SLT and the ICT Curriculum Team are responsible for the management of the ICT Strategy in 

St. Mary’s.  Mr Adam Twohig (ICT Coordinator) will lead the ICT Team through the 

implementation of the ICT Strategy and Action Plan.  The ICT Curriculum Team attend a fortnightly 

timetabled meeting led by Mr Twohig.  Heads of Departments are responsible for ensuring that they 

embed ICT in their subject area Scheme of Work and encouraging members of the Department to 

implement the use of ICT in their everyday teaching.  The ICT Coordinator will promote and 

coordinate ICT across the curriculum.  KS3 ICT teachers will continue to be primarily responsible 

for developing pupil’s ICT skills however ICT must be supported in all subject areas.  All subjects 

can include some meaningful opportunities for pupils to apply their ICT skills.  All members of staff, 

therefore, have a responsibility to develop and promote ICT within their subject area. ICT 

Ambassadors support the promotion of ICT across the school. 

 

ICT Posts of Responsibility: 

Mrs Geraldine Williams Head of ICT 

Mr Adam Twohig  ICT Coordinator 

Miss Denise Crawley  C2K Coordinator 

Mr Eugene Magee  Media Technology Coordinator 

 

ICT Curriculum Team (2018-2019):   

Mr Adam Twohig  C2K/ICT Coordinator/Team Leader 

Mrs Geraldine Williams Head of ICT 

Mrs Susan Tennyson  Head of Music 

Mrs Shauna Barry  Business Studies Teacher 

Miss Ciara Doyle  ICT Technician  

 

 

Roles and Responsibilities: 

Senior Leadership Team: 

The Senior Leadership Team have overall responsibility for developing effective practices within the 

school for ICT.  The Senior Leadership Team will: 

 Monitor, evaluate and review the whole school ICT and associated policies; 

 Identify key priorities in ICT as outlined in the School Development Plan which includes 

relevant professional training; 

 Ensure the school meets all statutory requirements in relation to ICT across all Key Stages; 

 Make effective use of SIMS modules such as Data Analysis, Curriculum Modelling, 

Personnel, Behaviour Management, Examination and Assessment to support the decision 

making process.  
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 Analyse assessment data e.g. Key Stage 3, GCSE and GCE results to monitor pupil 

attainment and progress against whole school ICT targets; 

 Ensure assessment systems are effective and disseminate data throughout the school to 

facilitate self evaluation and target setting; 

 Ensure consistent whole school approach towards assessment, recording and reporting ‘Using 

ICT’ from September 2013; 

 Monitor, evaluate and review the whole school ICT Strategy in line with school policy and 

statutory requirements. 

 

ICT Coordinator: 

 Consult with Governors, SLT, HOD’s, SENCO, staff and external agencies (including CCEA 

and DENI); 

 Coordinate the implementation of the KS3 ICT Accreditation Scheme; 

 Coordinate the assessment, recording and reporting of ‘Using ICT’ from September 2013; 

 Provide leadership, guidance and direction for the delivery of ICT across the curriculum; 

 Encourage improved standards, understanding and competence in ICT; 

 Take a lead in ICT Policy development in consultation with SLT; 

 Devise the whole school ICT Action Plan and ensure the actions are fully implemented in 

consultation with the ICT Team; 

 Purchase ICT resources and share with relevant departments; 

 Coordinate the implementation of ICT related projects between relevant departments; 

 Organise and plan relevant Staff Development Training. 

 

C2K Coordinator: 

 Liaise with Capita in relation to all aspects of C2K as and when necessary; 

 Liaise with the ICT Technician in all aspects of C2K issues or concerns; 

 To attend relevant INSET training in preparation for the introduction and implementation of 

new C2K system; 

 To identify training needs and liaise with the Head of ICT, ICT Coordinator and ICT 

Technician on relevant staff development and training; 

 

Head of ICT: 

 Provide leadership, guidance and direction for the delivery of ICT within the department;  

 Devise, implement and monitor department policies in line with the whole school policy; 

 Effectively use assessment and whole school data, both internal and external, to facilitate 

target setting and self evaluation within their department; 

 Identify relevant training opportunities for department members in relation to aspects of ICT; 

 Develop effective department ICT strategies for those pupils who have Special Educational 

Needs; 

 Collate and analyse relevant formative and summative assessment data within the ICT 

Department and report to the Principal and SLT in relation to all aspects of assessment when 

required. 
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Heads of Department: 

 Devise, implement and monitor the Departmental ICT Policy in line with the whole school 

policy; 

 Ensure ICT is embedded in their subject area Scheme of Work and encourage members of the 

Department to implement the use of ICT in their everyday teaching; 

 Effectively use assessment and whole school data, both internal and external, to facilitate 

target setting and self evaluation within their department; 

 Identify relevant training opportunities for department members in relation to aspects of ICT; 

 Develop effective department ICT strategies for those pupils who have Special Educational 

Needs; 

 Collate and analyse relevant formative and summative assessment data within the department 

and report to the Principal and SLT in relation to all aspects of assessment when required. 

 

Subject Teachers: 

 Implement the whole school and department ICT Policies; 

 Make use of SIMS Modules for recording Attendance, Achievements and Behaviours, 

Assessment and Reporting; 

 Promote meaningful opportunities for pupils to apply ICT knowledge and develop ICT within 

their subject area; 

SENCO: 

 Liaising with other staff, identify pupils with Special Educational Needs and assess their 

specific ICT needs; 

 Working with other staff, develop and support appropriate assessment arrangements for 

pupils on the SEN register; 

 Ensure statutory requirements are met to support pupils on the SEN register during external 

examinations; 

 Monitor and evaluate the performance of pupils on the SEN register, reporting to parents and 

other stakeholders at set times throughout the year; 

 Lead whole staff training in relation to assessment arrangements for special needs pupils. 
 

ICT Technician: 

 Maintain all ICT/C2K equipment in school; 

 Liaise with C2K and Northgate in relation to all aspects of C2K equipment and software 

issues; 

 Liaise with the C2K Coordinator in all aspects of C2K issues or concerns; 

 To develop and maintain the school’s website and school App as an effective means of 

communication and to promote the schools successes and achievements; 

 To support the ICT Coordinator in the implementation of ICT as a cross curricular skill; 

 To promote e safety in line with current Child Protection guidelines; 

 To liaise with the SLT, Head of ICT, ICT Coordinator, ICT Team and Staff in the 

development of ICT at whole school level; 

 To develop the effective use of the school VLE to promote independent learning and to 

support learning and teaching; 

 Support the ICT Coordinator with the integration of ICT and on-line learning into subject 

areas in preparation for the assessments of ICT at KS3; 
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 To attend relevant INSET training in preparation for the introduction and implementation of 

new C2K system; 

 To identify training needs and liaise with the Head of ICT, ICT Coordinator and C2K 

Coordinator on relevant staff development and training; 
 

Staff Development 
Staff are encouraged to develop their ICT competence and the ICT training needs of staff are met 

through whole school ICT Training led by the ICT Curriculum Team or external agencies.  It is the 

school’s aim to encourage ‘Building ICT Capacity’ in school so as to empower teachers to develop 

their own ICT skills and those of their colleagues.   

Time will be allocated during INSET Training Days and Directed Time for staff ICT development.  

This will be agreed by Senior Leadership in consultation with the ICT Coordinator and Head of ICT 

at the beginning of each year.   

 

Training Priorities for 2018-2019 

 Effective use of school Fronter area  

 External Training for the Wholeschool ICT team 

 Refine ICT Audit   

 
Community Links 

‘Good relationships that facilitate engagement and communication between the  

school and its parents and the wider community that it serves’ 

(Every School a Good School, June 2009) 

As a result of being awarded Specialist Schools Status in Mathematics and Business and as an 
Extended School, St Mary’s has established quality, sustainable links with our Partner Primary and 

Post Primary School, local businesses and community groups.  These links develop a collaborative 
learning culture which enhances the curricular and extra curricular opportunities and the learning and 

teaching experience of pupils in all key stages.  We have contributed to the development of an 

enterprise culture, in line with current government policy exemplified through the CEIAG, STEM 

and curriculum provisions across all key stages.   

Parents: 

 Annual Parent Teacher Meetings (Terms 1 and 2); 

 Year 11 Transition Seminar (August); 

 ICT Department Area on school website (www.stmarysnewry.com); 

 ICT Support Class for parents. 

Primary Schools: 

 A’ Level pupils design local Primary School websites as part of their coursework; 

 ICT Coordinator working with feeder primary schools on ICT themed transition project. 

Post Primary Schools: 

 Head of ICT shares good practice with other ICT Departments in the ALC; 

 ICT Coordinator liaises with and shares good practice with ICT Coordinators in other 
schools; 

 ICT Coordinator presents a workshop at ALC sharing good practice event annually 

 ICT Team researches and trial new technologies; 

 Staff Development: ICT Department share good practice with other ICT Departments in Area 
Learning Community. 

http://www.stmarysnewry.com/
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Local Businesses and Training Organisations: 

 AMMA Centre support A’ Level Moving Images Course 

 AMMA Centre facilitate staff ICT Training 

 AMMA Centre working with staff on focused school programme at KS3 

 INTEL staff training the ICT Ambassadors on eSafety 

 Link to First Derivatives used to identify the use of Financial Software;  

Extended Curriculum: 

 After school GCSE and GCE ICT booster classes; Remove - GW 

 Educational Visits; 

 Mini Enterprise Club. 

 After school gaming club 

 Coding Club 

 Digital Age Project – Linking Generations 

 

Related Whole School Policies: 
This policy is set within the broader school context of Curriculum and as such should be 

implemented in conjunction with the following school policies: 

 e Safety and Internet Policy 

 Learning and Teaching Policy 

 Child Protection Policy 

 Assessment Policy 

 Marking and Presentation Policy 

 SEN Policy 

 Literacy Policy 

 BYOD Policy 

All policies are available from the school website www.stmarysnewry.com. 

 

Monitoring, Evaluation and Review: 
As ICT Coordinator, Mr Twohig is responsible for monitoring, evaluating and reviewing the 

promotion of ICT across the curriculum.  The whole school ICT Policy and Action Plan will be 

revised on an annual basis in line with statutory requirements.  Mr Twohig will report annually to the 

Principal and SLT on the development and progress of ICT based on the success of the Action Plan 

and targets set.  

 Heads of Departments will ensure that ICT is incorporated in schemes of work; 

 Heads of Department will ensure that their departments’ ICT Action Plan has been revised in 

line with whole school policy; 

 The Curriculum Team will monitor and evaluate the implementation of the ICT Policy;  

 The ICT Coordinator will be responsible for evaluating the progress of whole school 

approaches to ICT; 

 The ICT Coordinator will be responsible for reporting progress under this policy to the 

Principal on an annual basis. 

 

 

 

http://www.stmarysnewry.com/
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ICT Health and Safety Policy 
St Mary’s High School recognises its responsibility to ensure ICT equipment is used correctly and 

safely based on the 'e Safety Policy’. Parents and pupils are made aware of the school’s policies at the 

beginning of each school year. All pupils and parents are required to sign the Acceptable Use of ICT 

contract. KS3 pupils follow an ICT Internet Safety programme as part of their ICT discrete lessons. 

The PSNI deliver an Internet Safety presentation to all Year 8 pupils and a Cyber Bullying 

presentation to all Year 10 pupils. Annual assemblies take place in the areas of E-safety, Cyber 

bullying and Internet Safety Day. The school’s STAMP code, devised by The Rights Respecting 

School Team, is displayed in all rooms. The schools Personal Development Programme also offers 

access to strong and essential ICT content and messages. 

 

The Health and Safety at Work Act (1 January 1993), European Directive deals with requirements for 

computer positioning and quality of screen. This directive is followed for all administration staff. 

Whilst this legislation only applies to people at work we seek to provide conditions for all children 

which meet these requirements.  

Aims 

It is the aim of St Mary’s High School to comply with the relevant acts/regulations: 

 Health and Safety (Display Screen Equipment) Regulations 1992 – governing the use of VDU 

screens 

 Electricity at Work Regulations 1989 – safety of electrical equipment 

 

General Provisions 

 It is the responsibility of the ICT Coordinator to ensure that all aspects of this Policy are 

communicated to staff and pupils at St Mary’s High School. 

 Any issues that arise under the auspices of this policy should in the first instance be reported 

to the ICT Coordinator who will respond immediately to the concerns raised. 

User Comfort and Safety 

 Workstations are designed to enable all users to reach all necessary equipment without 

stretching and are clear of obstruction 

 Pupils are instructed in the correct operation of workstations, seat and monitor adjustment, log 

on/off procedures, the Health and Safety checklist and rules of ICT room during first use of 

equipment.  These instructions are reinforced during subsequent sessions. 

 All computer equipment remains on during the day and all equipment switched off at end of 

day 

 Each workstation is fitted with a height-adjustable chair, sufficient space for working at and a 

suitable distance from the monitor 

 Seats, monitors and keyboards are fully adjustable 

 Peripheral Devices Eg. printers and scanners are located in easily accessible locations 

 It is recommended that users should not work continuously at a computer for more than 20 

minutes without some form of break/intervention by teacher 

 Teachers and pupils are made aware of the risk of eye strain from excessive use of VDUs; the 

risk of Repetitive Strain Injury (RSI) from over use/improper use of keyboards and the 

possibility of stress caused by working with unfamiliar equipment 
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Personal Safety 

 

Clothing, jewellery, hair etc. can become trapped in fast moving parts.  Care should be taken to avoid 

such problems. 

All printers should only be serviced by C2K and printing jams should be referred to an ICT specialist 

to resolve. 

Bags should be tucked under desks and floor and desks should be kept free from clutter. 

Any problems with equipment should be immediately referred to the C2K Coordinator or ICT 

Technician. 

Software 

 

All software is designed to promote user confidence, ease of use and enjoyment.  Users are fully 

instructed in the use and features of software to minimize stress and maximize purposeful usage. 

 

Fire 

Fire extinguishers and rules governing fire evacuation procedures are clearly displayed in all ICT 

rooms.  First Aid and fire evacuation procedures form part of a First Aid Policy. 

Electrical Safety 

 

 The dangers of electrocution from electrical equipment should not be underestimated 

Teachers should ensure all pupils who enter the room are free from rain water and that all wet 

coats and bags are not placed near electrical equipment.  

 No pupil is allowed to connect or unplug electrical equipment unless under direct supervision 

of a teacher.  All pupils are instructed to keep fingers away from live electrical points.  Under 

no circumstances should a pupil open, dismantle or interfere with electrical equipment 

 The danger of stray leads, trailing flexes are well known so all cabling/leads etc should be 

properly stored and managed.  Where cabling is in evidence it is kept to a minimum and 

where possible incorporated within ducting.  Where this proves impracticable, cable ties are 

used to minimize risk to pupils 

 Regular checks are made for frayed leads, damaged plugs and daily checks are made for 

spillage, dust and accidental damage to equipment 

 All electrical equipment is tested annually for compliance with Electricity at Work 

Regulations, 1989 

 

Noise 

 All computer equipment is purchased to comply with internationally accepted noise standards 

 School printers are laser or inkjet to minimize noise output 

 Headphones, with volume controls, can be fitted to all computers 

 

Heat 

All electrical equipment gives off heat.  Heat build-up can be a problem.  At St. Mary’s High School 

this is managed by: 

 Air Conditioning Units in Rooms 21 and 22 

 Where necessary ventilation is provided by windows to afford natural ventilation 

 The provision of temperature controlled heating, alongside these measures, facilities effective 

heat management 
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Light 

 All ICT suites are fitted with blinds to reduce glare from computer screens 

 VDU screens are cleaned regularly 

 Diffused overhead lighting has been provided to avoid direct screen glare and lighting is used 

to provide an alternative light source at all times 

 Work surfaces are non-reflective and are cleaned regularly 

 

Space 

 Workstations have sufficient space to enable two students to be comfortably seated at a 

workstation with room for working at and away from the workstation 

 Books and other materials are placed under the desk when not in use to ensure walkways are 

kept free from clutter and to afford mobility around classroom for teachers and pupils 

 

Transport/Movement of ICT Equipment 

Heavy or bulky items should be moved on trolleys with more than one person assisting with lifting 

and movement of equipment where necessary. 

 

Hazardous Substances 

 Toners and print cartridges contain fine dust/ink.  Careful handling of toner cartridges and ink 

cartridges.  This procedure should be carried out by the ICT Technician 

 Inhalation and skin/eye contact should be avoided 

 When cleaning equipment check the fluids used are not flammable 

 Care should be taken to ensure adequate ventilation is used during cleaning 

 Storage of these substances should be away from a direct heat source 

 

Inclusion  
All pupils shall have the opportunity to develop ICT capability. The school will promote equal 

opportunities for computer usage and fairness of distribution of ICT resources. Pupils with a 

computer at home are encouraged to use it for educational benefit and parents are offered advice 

about what is appropriate. Sixth form students can bring their own device to use in school. As long as 

they have signed the school’s BYOD policy. The school recognises the advantages of the use of ICT 

by pupils with Special Educational Needs. Using ICT can address children's individual needs, 

increase access to the curriculum and enhance language skills.  

 

Copyright and Licensing  

 
St Mary’s High School has signed and abides by the C2K service agreement and follows all 

Copyright and Licensing Regulations. Staff are made aware of these through the staff handbook, and 

communications with the Principal and Vice Principal.  

      

 


