
 1

 

HORLEY INFANT SCHOOL 
 
 
 
 
 

 
 
 
 

Computing Policy 
(ICT- Information Communication  

Technology) 
 
 
 
 
 
Initially Approved On:  September 2012 

Reviewed On:  Spring 2019 

Staff Link:  Anusha Doolly 

Link Governor (statutory policies only):  Richard Rogerson 

 

 

Policy Status 

Statutory Non-Statutory Annual Review Bi-annual Review Triennial Review 

 ���� ����   

 

Next Review Date:  Spring 2020 

 
 
 
 

 



 2

 
COMPUTING POLICY 

 
 
Aims 

• To allow all pupils access to a range of computing resources, equipment and the internet. 

• To promote initiative and independent learning to prepare pupils to participate in the rapidly 
changing technological world. 

• To develop strategies of: Finding things out, exchanging ideas and sharing information, 
developing ideas and making things happen, reviewing, modifying and evaluating work as it 
progresses. 

 
Organisation 

Computing is an integral part of all curriculum planning; this ensures that children see 
computing and technology as part of the normal classroom resources.  

• Pupils work individually, in pairs, in small groups and as a whole class; they will be 
encouraged to display information and present it effectively in order to share with others.  

• Progression of pupil’s skills, knowledge and understanding will be planned for, differentiated 
and monitored through the National Curriculum and the Early Years Foundation Stage.  

 
Resource Management 

• All classrooms have an interactive whiteboard and visualizer to aid teaching and learning 
and interactive participation by pupils.   

• There are ten ipads kept in school; these are securely stored in teacher’s classrooms. 

• There are wireless laptop computers housed in two moveable laptop trollies to facilitate 
independence of learning.  

• Reception and Year 1 classes have a small bank of pupil laptops. 

• Every class laptop has age appropriate software (including 2Simple, word, Espresso, 
MathsBase) and access to the internet.  

• Children will be supervised when using the internet, in-line with the E-safety policy.  

• Every classroom has a digital camera which is regularly used by both adults and pupils. 

• All teachers (including the head teacher) have a laptop with access to the internet, SIMS 
and a school e-mail address; laptops are used in accordance with the E-safety and 
acceptable use policy. Laptops are used for managerial purposes and class use. Laptops 
are encrypted.  

• An audit of ICT hardware and software is carried out annually; staff inform the ICT leader 
and technician of damaged or broken resources; this helps to prioritise resources that need 
up-dating and continues the rolling programme of renewal. 

• The administrative staff use three computers which are equipped with SIMS. School 
financial records and data are kept on these computers. The offices have an independent 
server and are networked with access to the internet; these are encrypted.  

• The Home/School Link Worker has a laptop for record keeping. The laptop is equipped with 
SIMS to access attendance data and is encrypted.  

• Sunrise and Sunset Club staff use a laptop which has access to the internet; this is used for 
the Club’s financial records and data. The Club also has games consoles the children use. 

• Resources, including peripheral equipment is distributed according to identified needs or 
held in a central location. 

• Any technical problems are noted and reported to the Computing leader. Teachers are 
responsible for informing the technician, by recording it on the Excel Spreadsheet on the     
S Drive > Computing & IT > IT Technician Jobs, and problems will be rectified as soon as 
possible. Urgent problems can be emailed to it@horley.surrey.sch.uk  
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Equal opportunities 

• Every child has equality of opportunity regardless of gender, culture and language or special 
educational needs. All children will be set appropriate challenges according to their needs 
and are given equal access, unless parents request otherwise. 

 
Assessing, Recording and Reporting 

• Teachers keep records of pupils ICT skills.  Assessments are linked to the Early Years 
Foundation Stage (‘Understanding the World’ - Technogy) and the National Curriculum 
levels of attainment.  

• In Reception, assessments in Computing are recorded as per Development Matters criteria.  

• In Year 1 and 2 pupils are assessed using the National Curriculum and curriculum 
progression document.  

• There will be opportunities for sampling pupil’s work so that coverage and progression can 
be moderated. Any relevant printed work is placed in children’s individual folders and a 
school portfolio of Computing work is kept with the Computing leader. 

 
Monitoring, Evaluation and Review 

• Computing is monitored in long and medium term plans; short-term/weekly plans are saved 
on the shared drive in the relevant year group’s folders. 

• Help and advice is given where appropriate by the Computing leader and technician  

• The development of Computing through the National Curriculum will be reviewed in 
accordance with the SDP to evaluate its effectiveness in the teaching and learning of 
Computing. 

• Computing monitored by the Computing leader through a programme which is outlined on 
the school long term monitoring plan. 

• The computing leader meets periodically with other Computing leaders within the Horley 
Learning Partnership to help share good practice and  

 
Safety 

• There is a separate e-safety policy. 

• Children will be taught to use electrical equipment safely and to follow our E-SMART rules in 
order to prevent damage to themselves, others and the equipment.   

• A ‘school device agreement’ form has also been created for the use of teacher laptop 
computers both in school and at home. 

• The implementation of a website strategy ensures that the Horley Infant School Website will 
be developed with the utmost importance of pupils’ safety and security.  
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Horley Infant School Website Strategy 
 

Aim of the Web Site: 

• To stimulate parental interest by making school life more accessible. 

• To encourage parents to participate in the educational activities of the school. 

• To create a link with the outside world. 

• To enhance public awareness of the school. 

• To create an information source which will reach a larger number of prospective parents. 

• To share work and resources with a much wider audience. 

• To link Horley Infants with the local community and the wider world. 

• To raise awareness and status of Computing amongst the whole of the school 
community. 

 
What should be included on the web site? 
 
Admissions 
Information on school’s admissions arrangements, including selection and oversubscription 
criteria, published admissions number (PAN) and the school’s process for application through 
the local authority. 
Curriculum 
Information about Horley Infant School’s curriculum, content and approach, by academic year 
and by subject. Also included should be our approach to phonics and reading.  
Ofsted 
Links to school’s Ofsted report and DfE School Performance Tables, including latest Key Stage 
attainment and progress measures. 
Policies 
School’s policies in relation to behaviour (discipline, exclusions and anti-bullying), charging 
(details of all the curriculum under which the school will make charges and the level of such 
charges for school activities and school trips) SEN and disability provision. 
Pupil Premium and Sports Premium 
Information about pupil allocation, current plans on how to spend pupil premium in the current 
year. How pupil premium was spent in the previous year’s allocation and the impact it had on 
the educational attainment of those pupil for whom it was allocated. 
School Values 
A statement outlining the school ethos and values. 
 
General information including; 

• Newsletters. 

• Friends news. 

• Events and diary dates. 

• Children’s work page  

• Governors information. 
 

At all times, the aims of the web site will be adhered to, when deciding whether or not any 
material should be included. 
 
Website Audience 

• Ofsted 

• Existing parents. 

• Horley Infant children. 

• Prospective parents. 

• Local community. 

• General public who are interested in the school. 
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• Governors and staff. 

• Other schools. 
Website Image 

• Adult orientated. 

• Easy to navigate. 

• Informative and up-to-date. 

• A source of up-to-date information for parents. 
 
The responsibility for the content of the web site lies with the Head teacher; the Head teacher is 
responsible for the day to day management and approval of content. The Governing Body have 
overall control of the website strategy. The school will comply with any statutory LA or National 
regulations that may govern the content of school web sites. 
 
Security 

• The security of the pupils is foremost in any decisions that are made regarding the 
school web site.  

• When photographs are used, no names will be given on the site. 

• When deciding what shall be put on the web site, attention shall be given to the ultimate 
aims of the web site. 

• The school will continue to obtain general, written parental consent for each child to use 
the internet within the school. Parental consent will be obtained for the use of children’s 
photographs on the web site when pupils enter the school. The school will respect the 
wishes of any parent who does not agree. 

• Monthly inspection of the web site will take place, to check unauthorised material 
appearing (this will be carried out by the Computing leader or website administrator).  

 
Standard of work. 
Before it is put on the website, the standard of work will have to satisfy the Head teacher. The 
site should be professional and quick to download. 
 
Up-date – frequency 
Some web pages will be up-dated regularly for example class work, diary dates etc., although 
some pages need only be up-dated annually depending on their content, for example the 
prospectus.  
Any new changes to the web site will be down-loaded and printed and a copy will be given to 
the Head teacher. 
 


