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Introduction 
 
 

The purpose of this handbook is to make all staff at Painsley Catholic Academy fully aware of what ICT facilities are 

on offer for their use, guidelines on how computers on the network should (and shouldn’t!) be used, and tips on 

using specific common functions with the software and hardware. 
 

The handbook is not to be regarded as an all‐encompassing guide, but simply as a starting block, to ensure that staff 

are familiar with general rules, procedures and techniques. If there is anything that is unclear, or you would like 

further information on, please do not hesitate to ask one of the ICT staff about it. 
 

We are fortunate to have a very comprehensive and up‐to‐date ICT provision across the Academy, and it is in the best 

interest of the students and staff alike that staff are aware of how to get the best out of the facilities available, and 

are willing to make use of the interactive elements that these facilities provide in the classroom. ICT is no longer a 

specialized subject, but a key part of teaching and learning throughout the curriculum. 
 

Because ICT is constantly evolving, there may be information contained herein that is out of date or incomplete. The 

ICT team are continually monitoring and upgrading the services available to provide the best possible service for the 

Academy. If there is anything that you would like to see added to this guide in future, or anything that you notice 

needs to be updated, please email ICT Support. 
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ICT Policy 
 
 

Mission Statement 
To enhance the teaching and learning across the curriculum within our academy through the use of fully integrated ICT and 

through the contribution of well trained, skilled and motivated staff as well as the support of parents and other groups and 

agencies within the community. 

 
 

What is Information and Communication Technology? 
 

ICT is, in part, the process by which IT content can be delivered. Information Technology (IT) is a collective term for 

the various technologies involved in processing and transmitting information. They include computing, 

telecommunications and microelectronics. 
 

Aims and Purposes of ICT 
ICT offers opportunities for students to: 

 
• Prepare them for participation in a rapidly changing world where activities are increasingly 

transformed by access to ICT 
 

• Develop initiative and independent learning skills 
 

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

In ICT students acquire and apply knowledge and understanding of: 
 

• The quality and reliability of information and how to access and combine increasing amounts of 

information; 
 

• How ICT can help their work in other subjects, developing their ability to judge when and how to use 

ICT and where it has limitations; 
 

• The application and use of ICT in the outside world. 

These are acquired through four aspects of ICT study: 

• Finding things out; 
 

• Developing ideas and making things happen; 
 

• Exchanging and sharing information; 
 

• Reviewing, modifying and evaluating work as it progresses. 
 

Actions 
1.   The Academy recognizes the importance of student ICT capability and its central position within the Academy 

curriculum. We will aim to develop in students the ability to use ICT technologies to meet the main four 

aspects of ICT study. 
 

2.   The Academy will ensure that it is sufficiently resourced to enable the necessary access to the technologies for 

all students, staff and departments. 
 

3.   The Directors of the Academy will be involved in all major ICT decision‐making including ratification of policies 

(including security and procurement) and agreement with the Academy ICT Strategic Development Plan 

and Financial Plans. 
 

4.  Painsley Catholic Academy recognizes that all staff share responsibility for student ICT capability, and with this 

in mind,  each  school  will  have  an  ICT  policy  intended  to  reflect  that  school’s  crucial  role  in supporting 

ICT development. All staff share responsibility for student ICT capability and for every student’s attainment. 

ICT capability must be seen as a key policy of the Academy and our schemes of work will reflect this. 
 

5.   The Academy will emphasize the needs of every student and encourage strong links between departments 

and the ICT Support Team. 
 

6.   Any ICT development undertaken at Painsley will build on the successes of existing good practice. All schools 

will have an ICT development plan showing proposed development areas. This development plan will feed 

into the Academy Strategic ICT Development Plan. 
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7.   The overall aim of our policy is to develop students’ confidence, self‐esteem and ICT skills as well as raising 

expectations, which in turn will raise standards. Each school will Endeavour to promote and develop ICT 

skills, understanding and knowledge within their own subject. 
 

8.   The importance of ICT capability will be reflected in the professional development of the whole staff and 

individuals will make provision where necessary within their professional development to support the 

development of their own ICT skills. The Academy will maintain an ICT training plan for its staff and carry out 

regular audits of staff ICT capability in order to ascertain progression. 
 

9. All users of the network will be trained in the safe use of the Internet. In particular students will be educated in 

the dangers inherent in the use of chat rooms, email etc. They will also learn to identify web sites containing 

biased, misleading in unsuitable comments or information. 
 

10. Each  school  will  continue  to  promote  knowledge  and  understanding  of  students’  standards  of 

achievement and assessment and the identification of areas of strength and weakness. 
 

11. The Academy aims to improve the teaching and learning across the curriculum via the use of appropriate ICT 

systems. This means ensuring that technologies are available to enable the inclusion of and equal opportunity 

for all students, in the use of ICT. All students must have equal access to ICT. 
 

12. All ICT systems will be maintained in order to ensure safe and healthy working conditions. Students and staff 

will be instructed on health and safety issues to do with ICT. 
 

13. All users of the networks will sign an acceptable use of ICT form, which forms part of the provisions within 

the Academy ICT Security Policy. The Academy will monitor the implementation of the Academy ICT Security 

Policy and ensure that it is kept up to date. 
 

14. ICT will be used wherever possible to support and develop the management, collation, and analysis of data. 

The Academy will actively pursue new ways of ensuring the efficiency of its administrative procedures, 

which will involve the use of ICT. 
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Health & Safety in ICT 
 
 

Why do I need to consider health and safety issues when using ICT? 
Employers have direct responsibility for health and safety in Colleges, but in practice, teachers do most of the day‐to‐ 

day work to ensure that ICT equipment is used correctly and safely. We must all therefore, be aware of health and 

safety issues associated with ICT. The following legislation has direct implications for the use of ICT in the Academy: 
 

Health and Safety at Work Act 
 

Display Screen Regulations 1992 – particularly for admin staff 
 

Manual Handling Operations Regulations 1992 
 

Electricity at Work Regulations 1989 
 

Control of Substances Hazardous to Health Regulations 
 

What are the safety issues I need to consider? 
 

Falling / Tripping ‐ A major cause of accidents in computer suites is baggage left lying around which can cause you to 

drip. Ensure bags are stored away safely. 
 

Comfort ‐ You should be able to get to all equipment easily. Never work at a computer for more than one hour 

without a short break. This allows your eyes to readjust to greater distance and reduces the risk of eyestrain. 
 

Seating ‐ You should be aiming for good posture (how you sit) when using the computer. The lower arms should be 

roughly horizontal when working, knees should fit comfortably under the desk with thighs roughly horizontal. 

Change your posture frequently. 
 

Monitors ‐ There should be tilt and swivel to suit your needs. Screens should be placed to reduce reflections and 

glare from lights and windows. The top of the screen should be roughly at eye level. 
 

Keyboards ‐ You have the option to have the keyboard flat or tilted and to be able to move the keyboard to a more 

comfortable position on the desk to suit yourself. It is important to develop good keyboard technique. Do not bend 

hands up at the wrists when typing. Keep a soft touch on the keys and don’t overstretch your fingers. Repetitive 

strain injury (RSI) is a risk for anyone typing with only one or two fingers. It is a very painful condition. 
 

Software ‐ Using damaged CD‐ROMs or DVDs in high‐speed drives can cause them to shatter and lead to pieces of 

disc escaping from the drive. Always check that discs are in perfect condition by holding them up to the light to 

ensure they contain no cracks, scratches or defects near the inner rim of the disc. 
 

Heat and Light ‐ Almost all ICT equipment gives off heat. Make sure that the room is well ventilated by using the air 

conditioning, if available, or by opening windows. Use the blinds provided to make sure that you don’t suffer from 

glare. Make sure screens are kept clean to give better visibility and reduce glare. Ask your teacher if you want a 

window open or blinds closed and inform the teacher if a screen needs cleaning. 
 

Personal Safety ‐ Don’t handle toners and ink cartridges. Remember loose clothing, jewelry and hair can become 

trapped in fast moving parts as in the case of photocopiers. As always, part of the responsibility for health and 

safety lies with you. 
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Electrical Safety ‐ Always leave technical repairs to the experts. Schools needs to ensure that: 
 

• Trailing power cables are covered and secure 

• Frayed or damaged leads and plugs are replaced 

• Circuits are not overloaded 

• Extension cables are uncoiled completely whenever possible as the heat generated in a fully coiled cable can 

be sufficient to create a fire 

• Damaged equipment is reported straight away 

• Large accumulations of dust or flammable material are avoided or cleared straight away 

• The monitor, keyboard and mouse connecting cables do not hang over the front of the computer 

workstation 

• Trailing loops of cables are tied to allow easy access to equipment for maintenance and to prevent 

equipment being dragged accidentally from the workstation 
 

Mobile Equipment 

ICT equipment is often heavy or bulky and the Manual Handling Operations Regulations cover this 

area. You will need to assess the risk of lifting heavy or awkward equipment and use trolleys where 

appropriate. It is better to push a trolley than to pull it. When using mobile equipment such as 

televisions, projectors and screens around the Academy, ensure that the equipment is anchored firmly 

when in use, and that trailing power cables are covered and secured. It is essential that the location 

of the equipment does not increase the risk of danger to equipment or users. 
 

Hazardous Substances 

The Control of Substances Hazardous to Health Regulations covers this area, and risk assessment is 

necessary when using toners, printing inks and cleaning materials. Toner that is used in printers and 

photocopiers is a fine dust. Inhalation should be avoided, as should contact with skin. It is important 

to check the manufacturer’s instructions. Fluids used for cleaning and in some reprographic 

processes, are flammable. Always handle these with care and store in minimum quantities, preferably 

in metal containers, away from heat. Other substances, such as solvents, are dangerous to inhale. 

Care should always be taken to re‐seal lids securely and store in upright containers. They should not 

be used in confined spaces and adequate ventilation should be maintained. 
 

Personal Safety 

Don’t allow students to handle toners and ink cartridges. Remember loose clothing, jewelry and hair 

can become trapped in fast moving parts as in the case of photocopiers. All dangerous parts of a 

machine must be provided with a guard, which is kept in position when the machine is in use. As 

always, part of the responsibility for health and safety lies with the individual, but instruction and 

training will minimise risks. 
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ICT Security Policy – Rules & Agreements for 
Staff 

 
 

Rules for ICT Users – Staff 
1.   Ensure you know who is in charge of the ICT system you use. 

 
2.   You must be aware that any infringement of the current legislation relating to the use of ICT systems 

may result in disciplinary, civil and/or criminal action: 
 

Data Protection Acts 1984 & 1998 
 

Computer Misuse Act 1990 
 

Copyright, Designs and Patents Act 1988 
 

3.   ICT resources are valuable, and the confidentiality, integrity, availability and accurate processing of 

data  are  of  considerable  importance  to  the  Academy  and  as  such  all  users  have  a  personal 

responsibility for ICT security. 
 

Consequently, you must ensure that you receive appropriate training and documentation in the use 

of your ICT system and in the protection and disclosure of data held. 
 

4.   Follow the local rules determined by the Principal in relation to the use of private equipment and 

software. 
 

All software must be used strictly in accordance with the terms of its license and may only be copied if 

specifically approved by the Network Manager. 
 

5.   Ensure that wherever possible your display screen cannot be viewed by persons not authorised to 

see the information. 
 

Ensure that equipment is sited so as to avoid environmental risks, e.g. dust, heat etc. 
 

Do not leave your computer logged on, i.e. where data can be directly accessed without password 

control, when not in attendance. 
 

These same rules apply to official equipment used at home. 
 

6.   The Network Manager will advise you on the frequency of your password changes. In some cases 

these will be enforced by the system in use. 
 

You  should  not  re‐use  the  same  password,  and  should  make  sure  it  is  a  minimum  of  6 

alpha/numeric characters, ideally a mix of upper and lower case text based on a “made up” word, 

but not obvious or guessable, e.g. surname; date of birth. 
 

Do not divulge your password to any person, or use another person’s password, unless specifically 

authorised to do so by the Network Manager, e.g. in cases of shared access. 
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Do not write your password down, unless it is held securely on your person at all times or kept in a 

locked receptacle / drawer to which only you have access. 
 

7.   You must not exceed any access rights to systems or limitations on the use of data granted to you by 

the Network Manager. 
 

8.   The Network Manager will advise you on what 'backups' you need to make of the data and programs 

you use and the regularity and security of those backups. (Please refer to the TOC to see where you 

can find more information about the Academy backup systems) 
 

9.   Ensure that newly received media like USB storage and CDs / DVSs have been checked for computer 

viruses. 
 

Any  suspected  or  actual  computer  virus  infection  must  be  reported  immediately  to  the  

Network Manager. 
 

10. Due  regard  must be  given  to  the  sensitivity of  the  respective information in  disposing of  printouts etc. 
 

11. Users must exercise extreme vigilance towards any suspicious event relating to ICT use and 

immediately report any suspected or actual breach of ICT security to the Network Manager or, in 

exceptional cases, to the Principal or Chair of Directors. 
 

12. Users of these facilities must complete the Staff Declaration before using any ICT equipment. 
 

 ICT and Safeguarding 
 

1. Ensure you are conversant with Academy Safeguarding policy.  

2. All College desktop and laptop PCs have Security software installed on them which monitors all applications for 

key phrases that could indicate a safeguarding issue or breach of AUP terms. This is monitored by the 

Network Manager and any concerns are raised with Principals. Where laptops have been issued to staff these 

will be subject to annual safeguarding and security inspections by IT Support. Laptops are for the sole use of the 

member of staff that has signed for the device. 

3. Use of cameras – moving or still images of students are to be captured by Academy equipment only. 

Academy digital cameras, iPads, or any technology with a camera. Personally owned cameras are not to be 

used except where the media the device uses to store the image is owned by the Academy, for example an 

SD card in a camera.  

4. Some students’ parents or carers have stipulated that images of their child may not be publicised, this 

must be checked before publishing images on the Academy web site or elsewhere for external consumption. 

5. Electronic communication with students must be done with Academy systems only e.g. Academy e-mail. 

Personal e-mail addresses must not be used. Staff must not include students in their social media 

contacts, e.g. ‘friends’ in Facebook. 
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Data Protection. 
 

1. The Academy could be subject to unlimited fines for serious breaches of The Data Protection Act. Staff 

should familiarise themselves with the Academy Data Protection Policy. 

2. All staff are issued with  desktop and laptop PCs have Security software installed on them which monitors all 

applications for key phrases that could indicate a safeguarding issue or breach of AUP terms. This is 

monitored by the Network Manager and any concerns are raised with Principals. 

3. The Academy provides electronic systems which are secure for working remotely such as the @ Home 

Service. Staff should make use of these where possible when working with sensitive data outside the 

Academy. Examples of these data are confidential matters about students or staff, any data that could 

identify a student Including an image. 

4. Where data has to be transported for work off Academy systems then the data must be encrypted. All staff 

are issued with a secure usb memory stick for this purpose. Staff iPads are encrypted by default. N.B. staff 

laptops are not encrypted, sensitive data is not to be saved on staff laptops. 
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Computer Misuse Policy 

 
 

Virus Introduction 
A virus is a piece of software usually disguised as something else that causes some unexpected and usually 

undesirable event. 
 

A virus is often designed so that it is automatically spread to other computer users, for example as an email 

attachment, as a file download, or via removable media such as USB drives, DVDs or CDs. The sender of the email is 

often unaware that they have sent a virus. Some viruses become active as soon as their code is executed; other 

viruses will lie dormant until circumstances cause their code to be executed by the computer. 
 

If a virus attacks a computer, it can corrupt or delete all stored information from the hard drive, including system 

software. 
 

Viruses are activated when the program or attachment in which they are contained is opened. The main cause of 

virus outbreaks is by users opening attachments from emails which have not been scanned and where the source 

has not been verified. 
 

Remember 
• If you receive an email with an attachment from someone you do not know and it is not expected, the email 

must be deleted. 
 

• Attachments on emails will not be opened until they have been scanned for viruses. 
 

• Where email applications act in an unusual way, such as multiple copies of the same message being 

received, or there is any suspicion that a computer is not operating as normal, technical support staff should 

be notified in order to check for viruses. 
 

• Users must not send anonymous emails to other users. 
 

• Attachments (where permitted) must not be sent with email messages unless it is clearly stated on the email 

what the attachment is and the purpose for sending it. 
 

• Files from the internet must not be downloaded (where permitted) without the prior approval of the 

network manager or teacher. Files that are downloaded must be saved to the computer's hard drive and 

scanned before opening. 
 

• Pupils and staff must not run or install programs from their own USB drives or CD‐ROMs without the 

permission of technical staff, or before ensuring that the disks have been scanned for viruses. 
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AntiVirus Software 
Painsley Academy uses Microsoft and Symantec Anti‐Virus on computers in the windows domains and on stand-

alone computers. These systems are kept up to date with current virus footprints but this is not always foolproof, 

please adhere to the list above. 

 

Laptop AntiVirus Policy 
Virus definitions are set to automatically download, this means the laptop needs to be connected the internet at 

least once a week. 
 

As below no unlicensed software should be installed on an Academy owned laptop, the laptop remains the property 

of the Academy. To keep maintenance on laptops to a minimum please adhere to the copyright laws and do not 

install or download any unauthorised files. 
 

Copyright Breaches 
A list of all software purchased by the Academy under site‐licenses’, single user, 5 user and 10 user agreements is 

kept on a database and updated by the ICT technicians as new software arrives. The Academy policy is that only 

software purchased by the Academy can be used on Academy premises. Pupils are not allowed to bring private 

software disks into the Academy and, in particular, non- educational games are banned. This policy is designed not 

only to ensure that the Academy is not in breach of copyright laws, but also to reduce the risk of viruses being 

introduced into Academy computer systems. 
 

Staff and students who are found to be in breach of this policy will be referred directly to the Network Manager. In 

many cases, the Network Manager may make a report to Senior Management who will decide on the appropriate 

action to be taken.  
 

NO software should be installed on an Academy owned laptop without prior permission from the IT support 
department; staff found violating this rule could be referred to the Principal.  

 
Further information is included in ‘Bringing in Hardware and Software’. 

 
Internal systems  Educational system not office: 
A great deal of information of personal, confidential and sensitive nature is stored in Academy computer systems. 

Such data is subject to the Data Protection Act 1984 and 1992 and precautions are taken to protect it from 

unauthorised access. The following actions are taken in order to limit access: 
 

1.   Users can only access their own files. Exceptions to this are where students have decided to share 

data through the Intranet or where files are purposely placed in a shared area. 
 

2.   Use of a hierarchical password system (students and staff) in order to restrict access to authorised persons. 
 

3.   Pupils and staff are given a user identity and password to protect their user areas. If passwords are 

compromised the technician will be asked to alter the password. 
 

4.   Administrative  passwords  on  the  network  computers  are  changed  regularly  in  order  to  prevent 

unauthorised access to the system. 

 
 

5.   Sensitive data such as examination marks are stored in the staff area on our servers. No students 

have access rights to this area.  
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External systems 
The Academy is linked to the Internet by broadband. Hackers can gain access to data contained within any 

computer system that is connected to a telecommunications link. Our servers are password protected and have a 

firewall. Access to our systems is possible if the required password is known.  
 

Computer Pornography 
We are naturally concerned about all forms of computer misuse and a threat to students' wellbeing is from computer 

pornography and since we have a duty of care, we must obviously take steps to counter this threat. It is an offence, 

under the Obscene Publications Acts, to publish an obscene article and since computer media contain information, 

which can be displayed in words and pictures, they are therefore articles in the word of the law. Furthermore, under 

the terms of the Children Act 1978, it is an offence to possess pornography that involves students under the age 

of 16. 
 

There  are  two  obvious  ways  by  which  computer  pornography  can  be  brought  into  the  Academy.  It  could  be 

downloaded from the Internet or any other external communications system or it could simply be carried in on 

removable media. In order to protect our students from the dangers of such pornography, the following actions 

are taken: 
 

1.   The Academy only allows access to the Internet through an approved service provider (RM), 

who provides a filtered service to ensure that unsuitable material is made unavailable. 
 

2.   Pupils’ access to the Internet is monitored. 
 

3.   Severe  disciplinary  procedures  are  implemented  if  any  student  attempts  to  gain  access  to  

any unsuitable material. 
 

4.   All users sign an I.C.T contract of use. 
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Email & Internet Use – Good Practice 
 
 

The following guidelines (some of which also apply to other forms of correspondence) tell you what is and what is 

not good practice when you use internal or internet Email services. 
 

You should: 

• Check your Email inbox for new messages regularly. 
 

• Manage your mailbox. Delete messages that you do not need. Organise your inbox with sub folders and rules to re-
direct incoming e-mail to appropriate folders. Set up archiving for messages over a given age (perhaps 3 months). 

 
• Treat Email as you would a letter, remember they can be forwarded /copied to others. 

 
• Check the message and think how the person may react to it before you send it. 

 
• Make sure you use correct and up to date Email addresses. 

 
• File mail when you have dealt with it and delete any items that you do not need to keep. 
  

 
You should not: 

• Use Email to manage staff where face‐to‐face discussion or a phone call is more appropriate. 
 

• Create wide‐distribution Emails (for example, to addressees throughout the world) unless this form 

of communication is vital. 
 

• Print out messages you receive unless you need a hard copy. 
 

• Send large file attachments to Emails to many addressees. Rather, send a link in e-mail to a file on a shared drive. 
 

• Use jargon, abbreviations or symbols if the person who receives the Email may not understand them. 
 

 
 

Backup and retrieval of Work 
The Academy has a full scheduled backup of all work held in personal work areas (the N: drive) and e-

mail. The shared network drives are not subject to the same rigorous scheduled backup but we are able to 

go back one or two days depending on the space available for the backup to run. Recovery of work can be 

carried out upon request and usually takes about ½ an hour. 
 

When requesting file recovery please supply the following; 
 

File Name, Location, and date when you would like the file recovered from. 
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Use of personal USB drives 
 

The Academy allows the use of Staff and student’s own USB drives. This is a quick and easy way to carry 

resources. Consideration should be given to the Academy’s Data Protection policy when using these drives. 

Confidential or sensitive material Staff should not be stored on these devices. All staff are issued with a 

secure USB drive and this should be used if information to be save on the drive is sensitive I.E. identifies 

students. N.B. USB drives are not reliable media! If you cannot do without the data on your USB drive then it 

should be saved elsewhere. Regard your USB drive as a personal backup device only. Based upon experience, 

novelty USB drives in entertaining shapes are the least reliable! Large external USB drives with legacy 

mechanical disk drives in them are certain to fail at some point. They will fail more quickly than those used in 

a laptop or desktop PCs because they are subject to more power cycles and to knocks and bumps. If you wish 

to use a large external drive then get one with a Solid State Drive (SSD) in it. Care should be taken with all 

USB drives to eject the drive cleanly in software before withdrawing the drive from the USB slot. This is done 

by clicking on the icon in the notification area in the bottom right of the screen in a curriculum computer. 

Failure to do so will degrade the file system on the drive and is highly likely to cause problems with the 

functioning of the device in future resulting in data loss. IT support cannot always successfully restore data 

from corrupted USB drives. Now that the College has Office 365 and OneDrive cloud storage space the advice  

to staff is that for non-sensitive information, OneDrive is ideal assuming you have an internet connection in 

the locations you want to access the data.
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                  Painsley Catholic Academy 
Consent Form for Staff 

Responsible E‐mail and Internet Use 
Please complete, sign and return to IT Support 

 
 
 

Name: Job Title: 
 

 
 
 

Staff Declaration 
 

You must read, understand and sign this form if you use our ICT facilities and services. We will keep 

the completed form in our signed declarations file. 
 
 

 
Declaration 

 
I confirm that, as an authorised user of the School’s ICT facilities, E‐mail and Internet services, I have 

read, understood and accepted all of the Rules for ICT users ‐ Staff, and the conditions in the 

Acceptable use policy. 
 
 
 

 
Signed: Date: 
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ICT Facilities & Services 
 
 

Hardware 
The Academy has several hundred fixed Curriculum desktop stations in ICT suites, offices and classrooms. An iPad is 

issued to each member of teaching and some other support staff. Some Laptops are available but it is no longer policy 

to issue a laptop to each teacher. Where staff do have College laptops they are required to submit them periodically 

to ICT support for safeguarding checks and maintenance. 

 

Video Conferencing 
We have video conferencing facilities in the academy and available for use. However, the configuring of these 

items is complex; as a result we ask that you would please consult the ICT Support Team at least 1 month before you 

need it. 
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IT Support 
 

The Network Manager and IT support technicians are responsible for ensuring that the network runs smoothly and 

that teaching staff are able to deliver their lessons with the effective support of ICT. Their role is complex but they 

do offer support for teaching staff in the form of: 
 

• Repair and maintenance of systems 

• Installation of new systems and software 

• Network topological problems 

• Delivering training sessions 

• Introducing staff to new technologies and advancements 

• Managing shared documents 

• Maintaining the legal aspects of running a computer network 
 

Contacting IT Support 
 
The preferred method for raising faults or making requests for support from the IT Support dept is through an e-mail to the 
ICT support mailbox. There are also three telephone extensions and the option to vist the ICT support office or send a 
student messenger. 
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Hardware/Software Request Form 
 
 

New Hardware and Software can be obtained by the Academy through the ‘Whole Academy ICT budget’. School 

Budgets are given at the start of the financial year. 
 

New hardware and Software during the School Year 
On the next page you will find an example of a HW and SW request/approval form; these are needed before 

purchase of IT equipment regardless of which budget the purchase comes from. This is due to compatibility of 

Software and Hardware with our equipment also due to accounts and relationships with suppliers that may help us 

to find the item at a better price. 
 

Software already on the network can be installed in different areas upon request (licence dependent), dependent on 

the program this process can vary in time. 
 

Software licensing note 
All software has specific licensing agreements; even if the program is free there is still a licence. Some software that 

you use at home for free is not available to the Academy for free. Some software requires server licences with client 

(work station) licences and some requires only station licences. There are also site licences which covers the whole 

Academy. 
 

If a legal body finds unlicensed software on the Academy network then criminal action may be taken. 
 

When we purchase software it is the licence and the installation media we purchase. 

Hardware Software Request Forms can be found in your school’s Staff Room. 
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Painsley Catholic Academy 
IT Support Department 
New Hardware / Software Approval Form 

 
Product: 

Name & school:  

Date: 

Price: 
 

 

Please tick:  Hardware  Software 
 

Please complete the relevant section (shaded areas are to be completed by The IT Support Dept): 
 

Hardware 
 

CC3 Compliance:     Yes No Don’t know Confirmed? 

Location Required (room): 

 
Interface: (USB, serial, 
parallel, network) 

 
 

Software 
 

CC3 Compliance:                           Yes               No                 Don’t know              Confirmed? Package 
Available?:                      Yes                No                 Don’t know              Confirmed? Delivery Format:                                  
Floppy             CD‐ROM        DVD                           Download 

 
Install Location(s): 

 
 

Approval (please sign) 
 

Principal: 

Date: 

Network Manager: 

Date: 
 
 

Notes 
 

Include web address, catalogue or detailed item description 
 
 
 
 
 
 
 
 
 

Timescale for hardware or pre‐packaged software installation is 7 working days. 

Timescale for software requiring package‐building is 12 working days. 
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Bringing Hardware and Software to School 

 

 

 

 

There are certain legal considerations when bringing in software and hardware. 
 

Hardware 
All items from home or privately purchased need to be Portable Appliance Tested (PAT) for health and safety 

reasons. Hardware which requires drivers (printers etc) need to be approved by IT Support with plenty of prior notice 

to date required. Please do not turn up with some hardware and expect it PAT tested and installed on the network 

for the next lesson as these things can take hours to accomplish. 
 

Hardware Brought in from Third Parties 

Rules apply as above. Persons wanting to connect their own laptop to the Academy network will need to pre 

arrange time with the IT Support Dept before the equipment is needed. This will allow time for the equipment to 

be PAT tested virus scanned and configured with the proxy settings. 
 

Software 
Software is purchased usually with a single licence; if software is brought in from home (whilst being installed on 

another system), it cannot be installed on the Academy network or an Academy laptop. This would breach the 

licence agreement. 
 

Users should complete the hardware and software request form found in the staff room.
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Eco‐Friendly at Painsley Academy 

 

 

 

 

There are various eco‐friendly systems in place at Painsley. These systems help save the Academy money allowing 

for larger budgets and help save the environment. 
 

Computers 
All computers on the curriculum network at set to shut down in the evening. 

 
Power saving measures are taken reduce power consumption after set periods of inactivity. 

 

Computers are disposed of in an environmentally friendly way with properly accredited external companies. 
 

Projectors 
There is no power saving ability in the digital projectors located in almost all teaching rooms in the Academy. 

Please remember to turn them off when not in use. The projector lamps have a limited life and are expensive to 

replace, leaving them on is very wasteful from a power consumption point of view and significantly reduces the 

working life of the lamp. 
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Using School Computers 

 

 

 
Logging On 
You will be advised of your curriculum username and password for the Academy curriculum computers and other systems 

by the IT support team. 
 

Do not share this password with anyone else. You need to memorise this password. It keeps your work area safe 

from harm. You use the same password to get onto your email. 
 

Work Area 
When your account is first created you will have 100mb of storage space*, this can be increased depending on space 

on the server. 

 
Printing 

 
The College uses a “follow me” print system which means you print from any College computer and collect the print 

job from any printer in the College by swiping in with your ID badge or entering your individual print PIN. You can also 

print direct from iPads and on stand-alone computers inside school via the Web Print facility on the College web site 

under secure areas. Print jobs have a “life” of 12 hours so you have that time to go to a printer and print after sending 

the job from your PC or iPad. 

 

We need to make the students aware of how to print efficiently. In order to achieve this please encourage students to 

carry out the following: 
 

• Proper use of Print Preview (multiple pages etc.) in Word, Excel, Access and any other program that is 

regularly used. Most software includes a print preview (they are all very similar) and students should 

always do a preview as well as spelling and grammar checks before any printing takes place. Also 

understanding print properties (allocating different printers for colour etc) is very important. 
 

• They must understand that once a request for printing is sent, they will not receive it any quicker by 

pressing print again. The use of the Print icon on the toolbar should be discouraged. 
 

• Page layout is important. Sometimes a document will fit better and take up less paper if it is 

landscaped rather than portrait. You can also save paper by altering margin sizes, or font sizes etc. 
 
 

Most important of all is that the students learn how to check their work thoroughly for mistakes before any printing 

takes place. 
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Managing Files, Folders and User Space 
 

The proliferation of free cloud based storage and USB storage devices with enormous capacities has seen an 

expectation for enterprises network storage in being similarly capacious. The reality is that network storage for 

enterprise is relatively expensive, requires significant management and frequently needs backing up. 

 

New staff users in College receive a generous 5GB of network storage in their N: drive or “work area” as it is 

frequently referred called. 
 

You can check how much free space remains on the N: drive in Windows Explorer by opening “This PC”. 

 

The N: drive is purely for work, not personal data or files. Use a USB drive or your College OneDrive storage area for 

personal files. Good practice which promotes efficient use of the N: drive is to organise files into sub folders. If you 

frequently work with images use the Image Resizer to re-size the pictures. This saves vast amounts of storage space 

particularly with images generated by an iPad. Right click the image and use the options shown below: 

 

 
 

Regularly delete files that are no longer needed and archive files that will not be used for a long time. Remember 

when working with images that bitmaps (BMP's) take up a lot of space and they can’t be used in all documents. Change 

them to JPG's or GIF files that can be used anywhere even on web sites and use less far less space. 
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In Microsoft Office applications, use the Picture Compression tool to crop and compress any images pasted in. Use the 

options shown below (an example from taken from Word). 
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Electronic Communications 
 

 

The Academy makes extensive use of electronic communication systems and web applications. 
 

Microsoft Outlook E-mail.  Available on all curriculum desktops, laptops, remote services and mobile devices. 

 

Outlook Web Access (OWA) e-mail can be accessed via a browser or on a smartphone / tablet using 

the mail app. 

  

IT support can assist with configuring your smartphone to receive Painsley e-mail if you wish. It will 

be configured on your staff iPad by default. 

 

The College web site, www.painsley.co.uk  

 

SIMS messaging via Teachers2Parents. 

 

School Comms. Achievement and behavior points via electronic messages to the SchoolGateway.com 

website and portable device app and via SMS message. 

 

Show My Homework. Homework setting web site. 

 

Air Drop on iPads. Send documents to users in the locality, useful at meetings. 

 

Skype for Business as a messaging client. 
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Working From Home 
 

 

Painsley @ Home 
 

You can access a Curriculum desktop or certain programs (including SIMS, Office, ActivInspire) anywhere there is an 

internet connection by using the @ Home service. Visit your school web site to access a link. This will take you to a 

landing page of instructions for setting up your Windows device or Apple MAC to use the @ Home service. 

 

Use your curriculum computer login credentials for logging into “SCHOOL” @ home. 

 

Office 365 
 

The College has an Office365 tenancy. Log in with your College e-mail address and password here or under Secure 

Areas of the College web site. Office365 provides cloud based versions of Microsoft Office applications. 

  

Foldr 

 
Foldr is a way of accessing your home folder and the College shared network folders over the internet. There are two 

ways of accessing Foldr. 

 

1. iOS device. iPads, iPhones, iPods. Download the free Foldr app and use the following as the server: 

shares.painsley.staffs.sch.uk 

2. Via a web browser.  

Use your curriculum computer login credentials for logging into Foldr. 

 

Foldr now integrates Office365 and OneDrive enabling editing of documents stored in College network drives via 

Office365 applications.  

 

To integrate your OneDrive in Foldr click Services top right and ‘Link your OneDrive Account’ and you will be 

prompted to sign in. When the account has been successfully linked, it should appear in the Foldr interface on the left 

hand side. 

 

 

http://portal.office.com/
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Email 

 

Staff  have  a College email  address  in the  form username@painsley.staffs.sch.uk  

For  example: aaa@painsley.staffs.sch.uk 
 

You can attach any file to your email and send it to your Academy address from home. Likewise, you 

can send attachments from Academy to home. 
 

Remember, although the Academy places a limit on the size of attachments of 15MB your own Internet 

Service Provider might have a lower limit. It is usually wise to keep attachments as small as possible and 

generally no more than 3Mb in size. Where very large files need to be sent please speak to ICT support 

and we may advise that we put them on the College web site for download. 
 

The College mailbox is by default 2GB in size. Email is an often-neglected area for good data 

housekeeping practice. With the increasing reliance on e-mail the mailbox can quickly fill up. To avoid 

this remember to delete e-mails that are no longer needed. Where e-mail have large attachments 

consider saving these attachments to a suitably named folder in the N: drive and deleting the e-mail. The 

e-mail itself can be dragged and dropped from Outlook into folders in the N: drive or other network 

drives. 

 

Remember to delete e-mail from Deleted Items in Outlook as these contribute to the mailbox size as do  

Sent Items. 

 

College administrative and organizational groups are available via e-mail and group names begin with AA. 

E.G. AA Student Contact which includes Teachers and support staff with direct and regular contact with 

students such as cover supervisors and SEND staff etc. Groups are intuitively named and if you can think 

of it, it probably exists; search the Global Address List in Outlook (appears when you click To in an email). 

 

 
 

mailto:username@painsley.staffs.sch.uk
mailto:aaa@painsley.staffs.sch.uk

