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St. Andrew’s Primary & Nursery Class 

Digital Technology Policy 
 

 

“Education should prepare young people for jobs that do not yet exist, using 

technologies that have not yet been invented, to solve problems of which we are not 

yet aware.”  
(Richard Riley, Former Secretary of Education) 

 

 

 
Vision 

At St. Andrew’s Primary, we strive to deliver the highest quality, fully inclusive curriculum through learning and 

teaching experiences, enhanced through the use of digital technologies and techniques embedded in our pedagogy. As a 

staff, we believe the use of digital technologies should permeate all areas of the curriculum to enrich, support, 

supplement and challenge learning and teaching in our endeavour to close the attainment gap. As with Literacy, 

Numeracy and Health and Wellbeing, Digital Literacy is placed at the heart of learning across the curriculum in our 

school. We recognise and understand the technological needs of our pupils and how, through its use, we can enrich the 

teaching and creative learning opportunities that we offer them.  

 

 

Creativity is a process which generates ideas that have value to the individual. It involves looking at familiar things 

with a fresh eye, examining problems with an open mind, making connections, learning from mistakes and using 

imagination to explore new possibilities.  

(Education Scotland, 2013) 

 

 

In an ever-changing technological society, it is our aim to develop pupil’s digital capabilities and ensure they are all 

given opportunities to develop the knowledge and skills needed for life, learning and work in an evolving digital future. 

We will embrace new technological developments to equip our pupils with employability skills that are often required 

in our ever increasing digitised world.   

 

At St. Andrew’s Primary we endeavour to develop responsible, rights respecting digital citizens who can communicate 

and participate safely and respectfully in the ever growing online global community. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hi! I’m Doc the Laptop – St. 

Andrew’s Primary’s Digital 
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Overview  

This policy provides clear guidance on acceptable use of technology and the school network. It sets out our digital 

pedagogy vision for the effective use and implementation of digital technologies to enhance, enrich, extend and support 

teaching and learning at all stages whilst also developing skilled, confident and responsible digital citizens.  

  

This policy applies to all members of St. Andrew’s Primary school’s community (including staff, pupils, volunteers, 

parents / carers, visitors and external agency staff) who have access to and are users of school ICT systems, both in and 

out of the school. 

 

 

Aims 

The aims of this Digital Pedagogy Policy are strongly underpinned by the 4 objectives of Education Scotland’s Digital 

Learning and Teaching Strategy (2016) to; develop the skills of our educators, improve access, enhance the 

curriculum and assessment delivery, and empower leaders. 

 

At St. Andrew’s, we are committed to achieving these objectives through the following aims: 

 

Develop the skills of our educators, parents/carers and pupils: 

 Develop a whole school approach to the effective use of digital technology incorporating the seven principles of 

design – challenge and enjoyment, breadth, progression, depth, personalisation and choice, coherence and 

relevance. 

 Ensure that digital technology is a central consideration in all areas of curriculum and assessment delivery.  

 Ensure and encourage opportunities for CLPL in the use and delivery of digital technology for all staff 

 Model and share good practice 

 Provision of in-house support to increase understanding and confidence in using digital technology for all staff 

through digital leaders 

 Frequent drop-in sessions for staff, parents and carers to support their use of digital technology 

 Direct staff, parents and carers to digital learning platforms, online tutorials, webinars and technology guides 

 Enable children to become confident, independent and responsible users of digital technology, who are empowered 

to lead change.   

 

Improve access: 

 Continue to embrace and invest in digital technology for school use and beyond 

 Track pupil access to digital learning platforms and make provisions for those with no access 

 Ensure that all learners, including those with additional support needs, are provided with access to digital 

technology appropriate to their needs 

 Develop sound e-safety and cyber resilience procedures to ensure safe access for all 

 Seek out and provide skills development opportunities for digital leaders and learners 

 Maximise the use of digital technology in developing and maintaining links with other schools, parents, the local 

community and other agencies.   

 

Enhance the curriculum and assessment delivery: 

 Promote digital learning and digital literacy throughout all stages of the school and across the curriculum 

 Provide support to staff for the implementation of an inclusive and progressive digital curriculum 

 Support/challenge children with additional support needs through the use of appropriate apps, websites, hardware 

and software. 

 Ensure digital literacy permeates all areas and stages of the curriculum through monitoring activities  

 Develop the use of digital learning platforms for pupils to create, engage with parents, feedback etc. 

 

Empower leaders: 

 Develop a pupil ‘Tech Team’ and establish ‘Digital Leader’ roles and responsibilities 

 Establish, train and support staff digital leaders 

 Identify staff skills and expertise and use these to help develop the digital skills of others 
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Resource Management – Access to Digital Technology  

  

All classes (nursery, LCSC and mainstream) have immediate access to digital technology to support, challenge and 

enhance learning across the curriculum whilst developing a range of transferable technological skills:  

 Area of the School Devices 

Nursery 2 x Smartboards 

2 x desktop computer 
iPads 

Primary  
(per class, dependent on class size) 

1 x Promethean/BenQ or Smartboard 
1 x desktop computer minimum 

4+ Laptops 

3+ iPads 

 

In addition to this, each week, classes have 2 timetabled opportunities (appendix 1) where technological skills are 

taught or developed before being embedded across the curriculum with their class teacher using the following devices 

 Area of the School Devices 

Primary  

(per class, dependent on class size) 

20 x desktop computers 

8 x Laptops 

22 iPads 

   

There is access to the following devices for general use across all sectors of the school:   

Area of the School Devices 

HT  Office 1 x Mac desktop computer 

Main Office 2 x PC’s 

Cosy Cottage 1 x Mac desktop computer  

1 x Smartboard 

Rainbow Reading Room 1 x Mac desktop computer  

1 x PC 

DHT Room 2 x PC’s 

Staff Room 1 x Mac desktop computer 

Gym Hall 1 x Laptop 

1 x Projector Screen 
2 x Projectors 

1 x Sound System 

1 x Lighting System 

 

Storage and Maintenance:   

 All laptops should be stored in their designated classroom space, turned off and plugged in when not in use.   

 All class iPads should be turned off and charged each evening in their classrooms, in a pre-agreed location.  

 Shared iPads should be switched off and plugged into the charging trolley in Base 1 

 Desktop computers and laptops in the Digital Learning Suite should be shut down completely each night  

 When borrowing iPads or laptops from class and/or the Digital Learning Suite, teachers should ensure they are 

returned to their correct location by referring to our allocation records which are displayed in classes and on Teams. 

 The digital leaders are responsible for ensuring the iPads are in correct locations, charged and maintained. They 

will routinely check, tidy and organise digital equipment throughout the school on a weekly basis. 

 Pupils and staff are aware of who to contact if there are any issues with regards to software/ hardware.   

 

All staff and pupils have been given clear guidelines on the cleaning of ICT equipment, in line with current COVID-

19 guidelines. Hygiene posters are displayed in classrooms and our Digital Learning Suite (appendix 2a/b). 

 

 

Enhancing Curriculum and Assessment Delivery  

In St. Andrew’s Primary, the use of digital technology should be a central consideration in the planning and delivery of 

teaching and learning within and beyond the classroom. Learners should have countless opportunities to develop a 

range of digital skills across the curriculum. Glow, Microsoft Teams and Seesaw should be regularly accessed for 

teaching, independent/collaborative learning, target setting, sharing learning and assessment purposes. It should also be 

used to save and share all documents, as required. 

 

 

Champion of Digital Learning 

St. Andrew’s has an appointed Champion of Digital Learning, as required by NLC. The school-based roles and 

responsibilities of the Champion of Digital Learning are agreed with Senior Management Team in line with school 

improvement priorities and currents needs. The Champion of Digital Learning is also responsible for working 

collaboratively with other school Champions to develop a Digital Pedagogy using the newly established Digital School, 

supporting the development and delivery of quality remote learning and assessment. 
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Learning and Teaching 

Teachers plan and assess progressive, cohesive and engaging programmes of work, permeated with digital pedagogy in 

accordance with experiences and outcomes from the Curriculum for Excellence, NL Digital Learning Progression 

Framework 2015 document and our Digital Technology Progression document. Digital technologies are used to present 

work, support and enhance learning and teaching, and to consolidate and assess knowledge and skills of all pupils, with 

appropriate support and differentiation built in.   

 

Pupils learning, and ability to lead their learning, is supported using a range of digital platforms, in three main stages:  

- Learning how to use specific devices, websites, apps and resources;  

- Pupils choosing from different digital platforms to, research, create and present work;  

- Pupils choosing how to develop their learning, knowledge and understanding with regards to a particular subject/topic 

  

 

Remote Learning 

In accordance with the Digital Learning and Teaching Guidance (Education and Families, 2020) St. Andrew’s Primary 

are committed to ensuring that a high quality digital learning experience is available for our pupils remotely as well as 

in school.  

 

For the most part, staff and pupils will make use of the Seesaw app to share learning and set targets. In the event of 

periods of remote learning, teachers will use Seesaw to set learning activities and pupils will upload their work to their 

Seesaw journal to be assessed. The Seesaw inbox feature will used to contact parents. 

 

Microsoft Teams pages are established for all classes in the school and all pupils have their own login information. In 

the event of periods of remote learning, Teams will be used daily to host video calls between teachers and pupils to 

evaluate wellbeing, explain and discuss daily plans and to host live lessons. All staff are trained in using Microsoft 

Teams to deliver quality remote learning, teaching and assessment, and are familiar with the new NLC Digital School 

resource for supporting remote learning. 

 

Should pupils be required to self-isolate, they will be provided with learning activities from their class teacher through 

the Seesaw app and will be directed to the NL Virtual Classroom through Glow for supplementary tasks. 
 

 

 

 

 

 

 

 
 

Equity and Inclusion including Pupils with ASN 

Digital strategies that encourage all to be included in the learning experience should be sought and implemented e.g. 

through Sumdog, Animation, Coding lunchtime/after school clubs for children who can’t access it at home. Digital 

technology will also be used across the school to support the education and inclusion of learners with additional support 

needs. All staff will have access to apps, websites and technological resources which can be used to support learners in 

the class. Additional training will be given to support the use of these resources where necessary.  

 

 

Staff Development 

All members of teaching and support staff are given regular opportunities through CLPL to continually develop and 

enhance their digital knowledge and skills. This is done through whole school and additional, optional external and 

internal training events, and through sharing good practice within our school and cluster. Digital leaders will also offer 

optional training in a variety of apps, websites and technologies which support and extend engaging learning 

experiences. Likewise, the staff Digital Leader will offer regular, informal drop-in sessions which staff can access and 

use for technical support and advice. Technical guides and tutorials are available for staff in our Digital Learning Suite. 

 

 

Parent Partnerships and Communication 

We are committed to enhancing our communication with parents / carers and partner agencies through the use of Digital 

Technologies and social media. We aim to reduce paper communication to a minimum. The majority of our information 

and communication is through our school app (available on android and IOS devices), social media (Twitter), our blog, 

Seesaw and Teams (appendix 3). A clear ‘Code of Conduct’ in using such platforms is available to view on our school 

blog (appendix 4). Parents / carers will also be invited to attend digital development & internet safety workshops and 

information evenings throughout the school year. These will take place either in-house or remotely. Technical guides 

and tutorials can also be accessed through our Tech Team on Microsoft Teams as well as on our blog and school app.  
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Digital Leaders 

The development of our teams of Pupil Digital Leaders in session 20/21, had a significant impact on digital learning in 

St. Andrew’s Primary School. Our Tech Team are made up of pupils from P6-7, who represent their classes in the Pupil 

Voice group.   

 

Pupils had to apply for the position (appendix 5a/b); outlining their digital and leadership skills that they believed 

made them right for the job. The digital leaders are held in high standing across the school and understand they are in a 

position of important responsibility. Digital Leaders have devised a SMART Vision outlining their aims (appendix 6). 

 

The Digital Leaders team are responsible for: 

 organising and maintaining our digital equipment 

 organising and leading whole school events 

 acting as role models for responsible and respectful digital citizenship across the school  

 actively seeking new technologies and resources to trial, review and purchase  

 leading learning in classes across the school to model use of innovative technology, programs and resources  

 offering regular staff skills sessions to build staff confidence and raise awareness of effective digital approaches to 

teaching and learning that could be implemented in their classrooms  

 supporting staff delivering lessons with new digital technology and resources   

 supporting staff with technical issues  

 sharing their digital skills and knowledge while supporting peers in the use of digital technologies. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Digital Leaders also have a designated work station within our shared Digital Learning Suite which is regularly 

updated with reviews of new technologies/apps and technical support for staff, pupils and parents. 
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e-Safety and Cyber Resilience 

Safety online is an essential part of digital learning. Pupils need to learn how to keep themselves and others safe. Online 

safety will remain a priority throughout the school. Pupils will be made aware of issues related to online safety, sharing 

personal information, cyber bullying and the safe use of social media.  

 

Teachers will discuss and remind pupils about online safety during all digital learning opportunities. Digital Leaders 

will promote internet safety through workshops in classes, assemblies and creating posters & displays.   

 

Online safety is a key feature in the school digital technology progression document, with guidance and resources for 

teaching internet safety at each stage throughout the school. We will also seek out opportunities to develop whole 

school e-safety and cyber resilience focus weeks. 

 

St. Andrew’s Primary’s ICT Acceptable Use Agreement (appendices 7a-e) is completed by all pupils, parents and 

teachers at the beginning of the school year, outlining the shared expectations of digital technology use. Permission for 

occasional public use of photographs and video footage is requested from parents/carers on enrolment (appendix 8). 

 

 

Whole School e-Safety and Cyber Resilience Approach 

The following section outlines the online safety roles and responsibilities of individuals and groups within St. Andrew’s 

Primary School 

 

Individual/ 

Group 

Roles and Responsibilities 

Head Teacher  The Head Teacher has a duty of care for ensuring the safety (including online safety) of 

members of the school community, though the day to day responsibility for online safety and 

education around this will be delegated to Champion of Digital Learning Mrs L Henderson, 

as part of her Digital Pedagogy remit. 

 The Head Teacher is responsible for ensuring that the Digital Champion receives suitable 

training to enable them to carry out their online safety roles and to train other colleagues, as 

relevant.    

 The Senior Management Team will receive regular monitoring reports from the Digital 

Champion 

 To ensure all members and stakeholders of the school are aware of and respect NLC’s 

Acceptable Use of ICT Policy 

SMT  The Senior Management Team will assist the Digital Champion with:  

 the production / review / monitoring of the Digital Pedagogy and e-Safety policy. 

 mapping and reviewing online safety curricular provision – ensuring relevance, breadth and 

progression  

 monitoring incident logs  

 consulting stakeholders – including parents / carers and the pupils about the online safety 

provision 

 implementing the procedures and protocols of NLC’s Acceptable Use of ICT Policy 

Staff 

Champion of 

Digital 

Learning 

The Digital Champion: 

 takes day to day responsibility for online safety issues and has a leading role in establishing 

and reviewing  the school online safety policies / documents 

 ensures that all staff are aware of the procedures that need to be followed in the event of an 

online safety incident taking place.   

 provides training and advice for staff   

 liaises with the Local Authority Digital School 

 receives reports of online safety incidents and creates a log of incidents to inform future 

online safety developments  

 meets regularly with the Head Teacher to discuss current issues and review incident logs 

 reports regularly to Senior Management Team  

 implements the procedures and protocols of NLC’s Acceptable Use of ICT Policy 

Teaching/Non-

teaching Staff 

All teaching and non-teaching staff should ensure: 

 they have an up to date awareness of online safety matters and of the current school Digital 

Pedagogy and e-Safety Policy and practices 

 they act as good role models in their use of digital technologies, the internet and mobile 

devices  

 they have read, understood and signed the Staff Acceptable Use Agreement   

 they report any suspected misuse or problem to the Head Teacher or Digital Champion 
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 all digital communications with pupils, parents / carers should be on a professional level and 

only carried out using official school systems   

 online safety issues are embedded in all aspects of the curriculum and other activities  

 pupils understand and adhere to the Rights Respecting Digital Citizenship charter 

 pupils have a good understanding of research skills and the need to avoid plagiarism and 

uphold copyright regulations  

 they monitor the use of digital technologies, mobile devices, cameras etc. in lessons and other 

school activities (where allowed) and implement current policies with regard to these devices 

 in lessons where internet use is pre-planned pupils should be guided to sites checked as 

suitable for their use and that processes are in place for dealing with any unsuitable material 

that is found in internet searches 

 they respect NLC’s Acceptable Use of ICT Policy 

Pupils Pupils of St. Andrew’s Primary: 

 are responsible for using the school digital technology systems in accordance with the Pupil 

Acceptable Use Agreement  

 should have a good understanding of research skills and the need to avoid plagiarism and 

uphold copyright regulations  

 need to understand the importance of reporting abuse, misuse or access to inappropriate 

materials to HT or Digital Champion 

 will be expected to know and understand policies on the use of mobile devices and digital 

cameras. They should also know and understand policies on the taking / use of images and on 

cyber-bullying.  

 should understand the importance of adopting good online safety practice when using digital 

technologies out of school and realise that the school’s Digital Pedagogy and e-Safety Policy 

covers their actions out of school, if related to their membership of the school.  

 should respect NLC’s Acceptable Use of ICT Policy 

 

 

e-Safety Pupil Learning Experiences:  

Whilst the use of digital technology is regularly encouraged at St. Andrew’s Primary, this is balanced by educating 

pupils to take a responsible approach. The education of pupils in online safety is therefore an essential part of the 

school’s online safety provision. Children and young people need the help and support of the school to recognise and 

avoid online safety risks and build their resilience.  

  

Online safety should be a focus in all areas of the curriculum and staff should reinforce online safety messages across 

the curriculum. The online safety curriculum should be broad, relevant and provide progression, with opportunities for 

creative activities and will be provided in the following ways:   

 A planned online safety curriculum, linked to the UNCRC, should be provided as part of  Digital Literacy lessons 

and should be regularly revisited  

 Key online safety messages should be reinforced as part of a planned programme of assemblies  

 Pupils should be taught in all lessons to be critically aware of the materials / content they access on-line and be 

guided to validate the accuracy of information.  

 Pupils should be taught to acknowledge the source of information used and to respect copyright when using 

material accessed on the internet  

 Pupils should be helped to understand the need for the pupil Acceptable Use Agreement and encouraged to adopt 

safe and responsible use both within and outside school.  

 In lessons where internet use is pre-planned, it is best practice that pupils should be guided to sites checked as 

suitable for their use and that processes are in place for dealing with any unsuitable material that is found in internet 

searches.   

 Where pupils are allowed to freely search the internet, staff should be vigilant in monitoring the content of the 

websites the young people visit.   
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Review of this Policy  

This Digital Pedagogy and e-Safety policy has been developed in line with the UNCRC by:  

  

 Mrs L. Henderson (Digital Champion 2020/2021) 

 

The implementation of this Digital Pedagogy and e-Safety policy will be monitored by: 

 Mrs J. Flanagan (HT) 

 SMT 

 Mrs L. Henderson (Digital Champion) 

 

  

Schedule for Review  

  

Focus of Review Person(s) Responsible Timescale 

Policy created in line with local authority guidelines and 

UNCRC  

Mrs L. Henderson (Digital Champion) January 2021 

 

The Policy will be reviewed annually, or more regularly 

in the light of any significant new developments in the 

use of the technologies, new threats to online safety or 

incidents that have taken place. 

Mrs J. Flanagan (HT) 

Mrs L. Henderson (Digital Champion) 

January 2022 

Should serious online safety incidents take place or be 

disclosed, they should be immediately reported.  

Mrs J. Flanagan (HT) 

Mrs L. Henderson (Digital Champion) 

Ongoing 

  

The school will monitor the impact of the policy using:   

 Logs of reported incidents  

 Monitoring logs of internet activity (including sites visited) 

 Jotter monitoring 

 Monitoring Seesaw journals 

 Monitoring engagement trackers for remote learning 

 Surveys of pupils / staff / parents / carers 

 

 

 

 

 

 

 

 

 

https://defenddigitalme.org/covid19-and-children-in-the-digital-environment/
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Appendices 

 

Appendix 1 

Digital Learning Suite (Base 1) Timetable

 
 

Appendix 2a/b 

Safe-Resource Zone Hygiene Poster 
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Appendix 3 

Partnership and Communication Platforms 

 

Platform Purpose Person(s) 

Responsible 

School App 

 

To communicate events with parents and all other stakeholders HT 

SMT 

Teaching Staff 

School Blog 

 

To share important documents and details regarding the vision, policies 

and protocols of the school 

HT 

SMT 

Twitter 

 

To communicating information to our families and wider school 

community, reporting on whole school events, modelling responsible 

and respectful use of social media with children and updating 

parents/carers on important information such as school closures, 

holidays, lunch menus etc. 

 

Teaching Staff 

Seesaw 

 

To share pupil learning and targets 

For use in periods of remote learning 

Teaching Staff  

Pupils 

Teams 

 

To communicate with pupils via video call during periods of remote 

learning 

Teaching Staff  

Pupils 

 

Appendix 4 

Code of Conduct 
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Appendix 5a/b 

Digital Leaders Application form and job description 

 

 
 

Appendix 6 

Digital Leaders SMART Vision 
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Appendix 7a-e 

ICT Acceptable Use Agreement – early (a), first (b), second (c) level, staff (d) and visitors (e). 

 

 

  
Appendix 8 

Permissions Leaflet – Enrolment 

 


