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ICT  Policy


Mission Statement

In order for the Burrow School to be effective as an educational institution, we must keep in line with educational trends worldwide.  ICT provides enormous opportunities for children to explore, be creative and learn and the ability to use ICT effectively is a vital life skill in modern society. Our aim is to produce learners (both pupils and teachers) who are confident, responsible and effective users of ICT. 



Rationale – Why does our school require ICT?

At the Burrow School we seek to provide the best possible primary education for our pupils.  We endeavour to bring forward the best current practices in education.  We acknowledge the contribution to education that ICT can bring.  We use IT in all areas of the curriculum and with all classes.  It enhances the learning process and acts as a major tool to support and extend subject matter taught in the classroom. We believe that technology greatly enhances presentation and acts as a motivator to learning. 





Aims

All classes have access to iPads in our school.  We aim to make our pupils and teachers more confident and effective in their use of ICT and to encourage our teachers to use a range of different technologies in their planning, teaching and assessment of children’s work.

We aim to:
· Learn about ICT: teachers and children develop skills and knowledge in the potential uses of ICT to support learning and plan for the future development and improvement of ICT.
· Learn with ICT: teachers and children use ICT resources to support the classroom curriculum in all subject areas.
· Learn through ICT: teachers and children use ICT to transform the process of teaching and learning, and learning in new ways.



Where will ICT be used?
 
· School Administration – Aladdin software, letters & booklists etc to be sent to parents through the Aladdin App.
· Activpanels in each classroom used daily to enhance teaching and learning.
· Educational games that stimulate higher order thinking skills and problem solving – Mathletics & Reading Eggs.
· Station teaching with educational games, online audio books etc
· STEM activities – coding with Scratch, Beebots for directional language and spatial awareness
· Research on the internet
· Assessment in a variety of subject areas – Drumcondra tests, ALPACA assessments for junior classes.
· SEN - For use with children with additional needs to provide extra support in a specific learning area.


Our Digital technologies infrastructure

Each classroom has an Activpanel which is used every day for all curricular areas.   Every teacher has a laptop that is linked to the Activpanel, and the central printer.


The school has 44 iPads. 32 are stored in a charging trolley in the SEN room and can be used by all classes in their own classrooms. A timetable is drawn up at the start of each school year and each class uses them at least twice a week. There is also a class set of headphones that can be used with the iPads. There is an iPad for use by the principal and in the Junior & Senior infant classrooms there is a set of 6 additional iPads that can be used for station teaching. There are 6 Beebots and 6 Blubots for coding activities. 





Special Education Needs

The Special Education Teachers have access to 5 iPads for use with pupils with Special Education Needs. There are a variety of apps available to enhance the learning opportunities for pupils with special education needs. Some children require essential specialist equipment in order to fully access the school curriculum and so have their own laptop.
Enrichment

ICT can be used to challenge and extend the educational opportunities for pupils with above average attainment. The iPads will provide stimulation for exceptional students also, using specific coding apps and digital literacy apps.


Continuing Professional Development

Staff are encouraged to attend ICT courses for up-skilling and for continuous professional development. Croke Park hours can also be used for IT training, for example, extra training on how to get the best from the Activpanels.

School Website / Aladdin Frame

The school hosts a website at http://burrowschool.ie/ which provides information such as school policies and the school calendar. Children’s work and photographs are not published on the school website. The teachers send out updates and photographs via the app at least 3 times a term using Aladdin Frame.

Acceptable Use Policy

As part of the school’s education programme, we offer pupils supervised access to the Internet. This allows students access to a large array of online educational resources that we believe can greatly enhance students’ learning experience. However, access to and use of the Internet requires responsibility on the part of the user and the school. Although the school takes active steps to promote safe use of the Internet, it recognises the possibility that students may accidently or deliberately access inappropriate or objectionable material. 


The aim of our Acceptable Use Policy is to ensure that pupils will benefit from learning opportunities offered by the school’s internet resources in a safe and effective manner. Internet use and access is considered a school resource and privilege. Therefore, if the school AUP is not adhered to this privilege will be withdrawn and appropriate sanctions will be imposed.


All parents have to sign the Acceptable use Policy, which when returned is kept on each pupil’s individual file. The school respects each family’s right whether or not to allow their children access to the Internet as defined by the school’s Acceptable Use Policy. Before the enrolment form is signed, this policy should be read carefully to ensure that the conditions of use are accepted and understood. It is assumed that the parent accepts the terms of the AUP unless the school is specifically notified.


School Strategies

The school employs several strategies in order to maximise learning opportunities and reduce risks associated with the Internet. These strategies are as follows:
· Internet sessions will always be supervised by a teacher.
· Filtering software and/or equivalent systems will be used in order to minimise the risk of exposure to inappropriate material.
· The school will regularly monitor pupils’ Internet usage.
· Pupils and teachers will be provided with training in the area of Internet safety.
· Uploading and downloading of non-approved apps will not be enabled or permitted.
· Virus protection software will be used and updated on a regular basis.
· Pupils will observe good “netiquette” (i.e., etiquette on the Internet) at all times and will not undertake any actions that may bring the school into disrepute.
· Children are not to use the iPads unsupervised. 
· Parental permission is requested for any online platforms in school such as Class Dojo, Showbie or Google Workplace for Education.

Internet

· Pupils will use the Internet for educational purposes only.
· Pupils will be familiar with copyright issues relating to online learning.
· Pupils will never disclose or publicise personal information or other people’s personal details.
· Pupils will be aware that any usage, including distributing or receiving information, school-related or personal, may be monitored for unusual activity, security and/or network management reasons.
· Pupils will not intentionally visit Internet sites that contain obscene, illegal, hateful or otherwise objectionable materials
· Downloading by pupils of materials or images not relevant to their studies is in direct breach of the school’s acceptable use policy.
· Children cannot record images or video of other pupils or staff without permission.

Email

· Pupils will not have access to email facilities at school. Any emails to other children/schools, will be sent through the school email address.

iPads

· Students should never leave their iPad unattended when in use.
· Students should follow teacher’s instructions, accessing only the applications to which the teacher has agreed.
· Recordings taken at school cannot be transmitted, broadcast or transferred without the teacher's permission.
· The camera and audio recording functions may only be used under the teachers’ direction.
· Identity theft (Pretending to be someone else) is in direct breach of the school’s acceptable use policy.
· In the event of a child accidentally accessing inappropriate material or images during a lesson, the student will immediately minimize the page and report the incident to the class teacher without attracting the attention of other students.
· iPads must be handled with care at all times.
· Any damage to the device must be reported immediately to the teacher.

Support Structures

The school will inform pupils and parents of key support structures and organisations that deal with illegal material or harmful use of the Internet. Teachers will give instructions on appropriate use of the internet and how to use it safely. We also provide workshops on internet safety for pupils and their parents. We follow the advice and programmes provided by webwise.ie

Sanctions

Misuse of the Internet may result in disciplinary action, including written warnings, withdrawal of access privileges and, in extreme cases, suspension. The school also reserves the right to report any illegal activities to the appropriate authorities.







Roles and Responsibilities.
The IT co-ordinator:  
· Liaises with the Principal and staff in the drawing up of a whole school policy for ICT.
· Develops the Digital Learning Plan with the IT team.
· Informs staff of IT plan for the year and of any new available apps.
· Advises staff on ICT training and support which is available to them.
· Supports, guides and motivates colleagues in the use and development of ICT across the curriculum.
· Draws up iPad timetable.
· Oversees the maintenance of hardware and makes sure the iPads are charged and updated regularly.
· Attends to any minor problems with hardware.
· Reports any technical problems to the principal. 
· Manages the Reading Eggs & Mathletics subscription and completing the pupil turnover every September.
· Ensures that students have signed the necessary documents at the start of the school year.

Each class teacher is responsible for 
· Caring for their laptops and ensuring they are stored safely
· Integrating ICT throughout the curriculum.
· Reading the schools internet acceptable use policy
· Informing the ICT post-holder of any technical problems and resources which need replacing.
· Collecting the iPads and ensuring that they are returned to the SEN room.
· Sending posts to parents via Aladdin frame 3 times a term.

Use of AI (Artificial Intelligence)

As a school we are aware of the valuable potential that artificial intelligence (AI) has for schools.  Staff may use Artificial Intelligence as a tool for teaching, learning, and assessment - especially in making resources. While doing this they will follow the 4P approach by OIDE: 

· Purpose: Know why you are using AI to help students learn.
· Planning: Connect AI to your school's digital plan and staff training.
· Policies: Make sure your AI use is within the school IT policy guidelines.
· Practice: Check everything AI makes before using it in class.

Teachers must review, fact-check, and edit all AI-assisted content before it is introduced to the primary classroom or handed out to pupils. Staff must never input identifiable pupil data or sensitive school records into public, unapproved GenAI systems.
Currently our pupils do not use AI in school. In the senior classes pupils will be taught about the use and benefits of AI and that AI must act as a scaffold for learning—helping to explain concepts, generate ideas, or support accessibility— but never as a substitute for their own effort and creativity.
At home, children may use AI as a research tool to help them find out about new topics and ideas. They may not use AI tools to write their homework or complete projects, where AI-generated text is presented as their own work. Pupils will be encouraged to look at primary sources of information and fact check rather than just looking at AI for their information.

Progression of Skills

	Junior & 
Senior Infants

	· iPad familiarity
· Learning how to use their QR code to log into reading eggs and select the correct programme – either fast phonics or maths seeds.
· Learning how to log out at the end of the session.
· Learn about Internet Safety
· Entering, exiting and closing apps
· Using touch screen and swiping
· Navigate the interactive whiteboard using the wand

	1st & 2nd Class

	· As per previous classes
· Logging in and signing out of Reading Eggs using QR codes/ passwords
· Develop basic coding skills using programmes such as Daisy Dinosaur and Scratch Jr
· Using the Beebots to improve coding, spatial awareness and use situational language.
· Assessment – Kahoot
· Internet Safety – HTML heroes from Webwise
· Digital Literacy – using Book Creator


	3rd & 4th Class

	· As per previous classes
· Internet Safety – HTML Heroes from Webwise
· Coding  -Scratch Jr and Scratch 
· Fact finding / Research – Kiddle, duck duck go


	5th & 6th Class

	· As per pervious classes 
· Internet Safety – Webwise  - Digitown / Switched on 
· Coding - Scratch – log in to individual profiles
· Digital Literacy - Greenscreen activities - SEE topic
· Chromebooks - typing
· Google for Education - logging in, google docs and slides












Guidelines for Parents and Pupils for Remote Learning
· If the school needs to revert to remote learning this will be provided to the children using the online platforms  “Showbie” and/or Google Classroom
· Staff members will communicate with pupils and their families using “Showbie” and/or Google Classroom.
· Staff, families and students are expected to behave in an appropriate, safe, respectful, and kind manner online.
· It is the duty of the parents/guardians to supervise children while they are working online and to ensure that any content submitted to their teacher is appropriate and their own work.
· Remote teaching will include a combination of assigned work and pre-recorded lessons. In addition, class teachers, SET and SNA’s will use Zoom on a regular basis to engage with the children and to provide extra support.

Guidelines for parents and pupils using Zoom calls which are hosted by a Burrow member of staff
· Parents should set up the meeting in a space in the home where an adult is present for the duration of the meeting.
· The class will be joined by a teacher at all times.
· Please be on time so that we can start and finish on time.
· Please only use the chat box if the teacher has instructed you to do so.
· On entry, everyone will be muted. Please un-mute to greet your classmates.
· Please make sure you are muted unless it is your turn to speak during the call.
· Everyone will have the chance to speak during the call.
· All of our classroom rules, such as turn taking and listening to others, still apply on Zoom calls!
· Photos, screenshots or recordings of any kind must not be taken during the call.

Zoom Settings – Teachers must check the following settings have been applied
· A password is required to join the meeting.
· Participants cannot join the meeting before the host (teacher).
· The waiting room is enabled.
· Only the host can share the screen.
· Rules for those joining the meeting should be set out in advance.
· Mute all participants on entry. Participants should be encouraged to mute themselves when they are not speaking.
· Only the host can record (the call must not be recorded for any reason).
· Host ends meeting for all.






 

Home and School Use of School Owned Assistive Technology Policy


Introductory statement

This policy, the terms and conditions and attached agreement were compiled in line with Department of Education and Skills Circular 10/13 in relation to essential assistive technology equipment for pupils with physical or communicative disabilities.

The Rationale:

The purpose of this policy is to illustrate guidelines for the use of specialised equipment which has been allocated by the National Council for Special Education (NCSE)
As outlined in the circular ‘under the Assistive Technology scheme, funding is provided to schools towards the cost of computers and specialist equipment, which are required for educational purposes. Equipment is provided under this scheme for children with more complex disabilities who, in order to access the school curriculum, require essential specialist equipment which they do not already have, or which cannot be provided for them through the school’s existing IT provision.

Any equipment purchased by the school under Department of Education and Youth Guidelines remains the property of the school, should normally be kept in school and is subject to inspection of the Department of Education and Youth. However, the Board of Management may allow the use of equipment in the pupil’s home if deemed necessary by the teaching staff. 
This agreement will ensure the safe custody and handling of the equipment when in the care of the pupil outside of the school. 

Procedure to allow Pupil to take Assistive Technology home.
1. Parent/Guardian must write a brief reason why they believe it is necessary for the pupil to bring the laptop home.
2. This letter will be brought to the attention of the Board of Management, and a decision will be made and communicated to the Parents/Guardians.
3. Parent/Guardian will be required to read in full and agree to the Terms and Conditions attached to this policy.

Terms and Conditions for the use of Assistive Technology in the home.
1. The laptop/tablet remains the property of Burrow School.
2. Should the designated pupil change school, the school will consult with the SENO regarding the transfer of the device with the pupil where it is still appropriate for the pupil’s assessed needs. The final decision regarding the transfer will be a school decision.
3. The laptop/tablet will be used solely by the designated pupil and will not be used by a third party.
4. The parent will remind and teach their child to always take care of the laptop/tablet when transporting and handling the device: It is not to be left unattended in a public place, in the classroom or other place in the school. All laptop/tablet leads must be unplugged from sockets and all accessories are to be stored safely in the laptop/tablet case with the laptop/tablet is complete. It is not to be left in plain view in an unattended or unsecured vehicle but kept out of sight in the locked boot. It is not to be interfered with, tampered with or altered by a third party.
5. The laptop/tablet will be used solely to assist with typing skills and other school related activities. Only school approved programmes, packages/applications and websites may be used.
6. The laptop/tablet must be returned to school in good working order on or the last day of school year or earlier as requested by the school.
7. The laptop/tablet is covered under school insurance when on school property, but the equipment must be covered by home insurance if taken off the school premises. Pupils and parents must take care to avoid damage or loss.
8. Use of the laptop/tablet and including all internet usage will be supervised by a parent/guardian.
9. The laptop/tablet will be used lawfully and in accordance with the school’s Acceptable Use Policy regarding the use of technology, use of legal software, use of the internet and protection of personal data.
10. The laptop/tablet will be kept in good working order. All laptop/tablet faults, defects or malfunctions while in the care of the pupil are to be reported to the Principal or Class Teacher who will inform the member of staff with responsibility for the servicing and upkeep of the laptop/tablet.
11. Any repairs necessary due to damage caused to the laptop/tablet while in the care of the pupil will be arranged by the school and paid for by the parent of the pupil.
12. If the laptop/tablet is lost/stolen or damaged the parent will advise the Principal and the Gardaí as soon as possible. 
Note: Please note that should the assigned pupil change school, the school should consult the SENO/Visiting Teacher with regard to the transfer of the Assistive Technology with the pupil or, alternatively, in relation to its retention in your school. Retention of technology may be considered where there is another child enrolled/enrolling and in respect of whom the school would have to apply to the SENO for the same technology.

Storage of Assistive Technology laptops in school:

The laptops are stored in the bottom drawer of the locked filing cabinet in the SET room. Each morning the drawer is opened by the SET teacher and the children come to pick up their laptop and laptop bag. The SET teacher checks each evening that all laptops are returned. Each child has their own email address, which the parents must provide for their children to access Microsoft account. 


Timeframe for Review

The ICT Policy will be reviewed on a regular basis.


Responsibility for Review

The responsibility for arranging a review lies with the ICT coordinator in conjunction with the principal.   All staff will be consulted and involved in the review process.


The Board of Management ratifies this policy.

Reviewed: September 2026



Appendix:

The following permission form is part of the enrollment form that parents read and sign before starting school. This form will be kept on file until each child is finished in the Burrow School.

	6.
	Internet Use:
Having read the “Acceptable Use Policy”, I agree that our child has permission to access the internet under school supervision.

Signed:

	7.
	Use of School Work Photographs:
I give permission to the school to use my/our child’s schoolwork or their photograph for inclusion on the school newsletter and, on occasion, to be featured on other media outlets eg.GAA, FAI or Fingal.

Signed:










Acceptable Use Policy for students in 1st to 6th class of the Burrow School to sign at the start of the school year.


	My name is ____________________

	In the Burrow School::
	✔

	1. I only use the devices I’m ALLOWED to and always ask permission first.
	

	2. I CHECK before I use new sites, games or apps.
	

	3. I ASK for help if I’m stuck.
	

	4. I KNOW people online aren’t always who they say.
	

	5. I am CAREFUL what I click on.
	

	6. I use school’s internet and devices to LEARN and have fun.
	

	7. I am RESPONSIBLE and take great care of all equipment. 
	

	8. I RESPECT people’s work and only edit or delete my own work.
	

	9. I am a RESEARCHER online. I use safe search tools that I have permission to use.

10. I RESPECT the school’s ipads and don’t change the home screen wallpaper without permission.
	

	
	







Agreement for Signing by Pupil and Parent
Re: The Home Use of School Owned Assistive Technology
	Laptop Make/Brand
	

	Laptop Serial Number
	

	Value of Laptop
	

	List of Software installed

	

	Value of Software installed

	

	List accompanying equipment 
(e.g. microphone, headphone etc.) please describe each item (brand etc)
	

	Value of accompanying equipment (please list in full)
	

	I confirm that I accept responsibility for taking into my possession a laptop/tablet which is the property of Burrow School, Sutton, after school when my child requires it.

I confirm that I have read, fully understand, and accept the Terms and Conditions attached to this policy and agreement and other relevant policies as determined by Burrow School, Sutton.

	Name of Pupil (Block Capitals)

	

	Pupil’s Class when this agreement was signed.

	

	Pupil’s Teacher when this agreement was signed.

	

	Signature of Pupil

	

	Name of Parent/Guardian
	

	Address of Parent/Guardian


	

	Date:
	

	Signature of Parent/Guardian:
	

	Signature of Principal:
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