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Page 4 of 77 Guidelines developed by the eLearning Directorate, GDE, 2011 1.2 COMMON ICT TERMINOLOGY Explanations have been provided for some of the terminology used in this document.
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    	1 Guidelines ON THE management AND usage OF. ICTs IN Public SCHOOLS IN GAUTENG. Guidelines developed by the eLearning Directorate, GDE, 2011. Page 2 of 77. TABLE OF CONTENTS. 1. ACRONYMS .. 3. COMMON ICT TERMINOLOGY .. 4. 2. Guidelines ON THE management AND usage OF 11. SETTING GOALS AND OBJECTIVES FOR ICT usage IN THE SCHOOL .. 12. USING ICTS TO SUPPORT management AND ADMINISTRATION IN THE SCHOOL .. 15. USING ICTS TO SUPPORT TEACHING AND LEARNING IN THE SCHOOL .. 16. MANAGING ICTS IN THE SCHOOL .. 22. Plan to manage hardware and software .. 22. Process for acquisition of hardware and software .. 23. Budgeting and costing .. 24. Timetabling for GOL and other laboratories .. 24. Data management .. 25. ROLES AND RESPONSIBILITIES .. 26. management responsibilities (SMT and SGB) .. 26. School ICT Committee .. 28. ICT Co-Ordinator/s .. 29. Teachers .. 31. 3. WRITING A SCHOOL ICT POLICY .. 33. PREAMBLE .. 33. PROPOSED FRAMEWORK FOR A SCHOOL ICT POLICY.
2 35. 4. INCLUDING ICTS INTO THE SCHOOL DEVELOPMENT PLAN .. 38. PREAMBLE .. 38. FRAMEWORK FOR DEVELOPMENT PLAN FOR ICT usage IN THE 39. 5. DEVELOPING A TIMETABLE FOR GOL LABORATORIES IN SCHOOLS .. 42. ALLOCATING TIME FOR COMPUTER LITERACY .. 42. PROVINCIAL PRIORITIES .. 43. POSSIBLE SCENARIOS FOR TIMETABLING FOR THE GOL LABORATORY .. 45. BASIC ASSUMPTIONS AND PRINCIPLES .. 46. VARIABLES TO CONSIDER .. 48. ACTUAL TIMETABLING .. 49. EXAMPLES .. 51. 6. ANNEXURES .. 55. ANNEXURE 1: EXAMPLE OF ICT POLICY FOR A SCHOOL ALREADY USING ICTS ON A DAY TO DAY 55. ANNEXURE 2: EXAMPLE OF ICT POLICY FOR A SCHOOL AT ENTRY LEVEL FOR THE USE OF 63. ANNEXURE 3: EXAMPLE OF RULES FOR USE OF GOL LABORATORY .. 70. ANNEXURE 4: EXAMPLE OF POLICY FOR ACCEPTABLE USE OF THE INTERNET AND E-MAIL .. 71. APPENDIX : EXAMPLES OF CYBERBULLYING .. 73. ANNEXURE 5: EXAMPLE OF CELL PHONE POLICY FOR LEARNERS .. 74. ANNEXURE 6: EXAMPLES OF ACKNOWLEDGEMENT 75. Guidelines developed by the eLearning Directorate, GDE, 2011.
3 Page 3 of 77. Guidelines ON THE management AND usage OF ICTS IN Public SCHOOLS. IN GAUTENG. 1. DEFINITIONS. ACRONYMS. The following acronyms have been used in this document: TABL E 1: ACRONYMS. Abbreviation Meaning ACE Advanced Certificate in Education BEd (HONS) Bachelor of Education, Honours Degree CAD Computer Aided Design CAT Computer Applications Technology CD Compact Disk FET Further Education and Training Band, incl Grades 10 12. GDE Gauteng Department of Education GET General Education and Training Band, incl Grades R 3 (Foundation Phase). Grades 4 6 (Intermediate Phase). Grades 7 9 (Senior Phase). GoL Gauteng-on-Line HO Head Office (Provincial level). ICTs Information and Communication Technology (including tools and methodologies). IT Information Technology LTSM Learning and Teaching Support Materials MS Microsoft PC Personal computer SA-SAMS South African Schools Administration management System SGB School Governing Body SMT School management Team Guidelines developed by the eLearning Directorate, GDE, 2011.
4 Page 4 of 77. COMMON ICT TERMINOLOGY. Explanations have been provided for some of the terminology used in this document. Words and phrases have been clustered together so that concepts are understood in context. TABL E 2: COMMON ICT TERM INOL OGY. Terminology Meaning Basic computer Computer skills are related to the ability to use software and hardware of a skills computer. Basic hardware skills in the schools environment include: Knowing how to switch on the computer Being able to use a mouse to interact with elements on the screen Being able to use the computer keyboard Being able to close down the computer after use Basic software skills in the schools environment include being able to use the following: Word processor Email Spreadsheets Databases The internet Computer Computer literacy can refer to the comfort level someone has with using literacy computer programmes and other applications that are associated with computers.
5 If teachers and learners are to use computers as a medium for teaching and learning, then they need a level of comfort in using the technology. Computer Literacy can also be regarded as a separate subject or learning area and the school timetable should then reflect times for classes to be in the computer laboratory or to be using other resources to specifically learn computer skills. Basic Infrastructure: The most basic level of organizational structure in a complex infrastructure to body or system that serves as a foundation for the rest . support ICT. The basic infrastructure to be provided by the GoL project includes: Laboratories with 24 computers linked to a server, including a range of software (mainly MS products) and also including teacher development and ICT training courseware. Internet connectivity with email and website capability A call centre to provide technical support to schools Computer literacy training to educators, administrators and learners A central data centre to support online curriculum development Integration of existing GDE systems and processes and the provision of integrated portal networks.
6 Buses (mobile laboratories) with 20 workstations, TV & satellite connectivity, powered by own generators Guidelines developed by the eLearning Directorate, GDE, 2011. Page 5 of 77. Terminology Meaning Digital resources Refers to equipment that processes, stores, transmits or displays data electronically. The word digital is most commonly used in computing and electronics Eg A digital camera is a camera that takes video or still photographs, or both, by recording images via an electronic image sensor. Digital cameras can do things film cameras cannot: displaying images on a screen immediately after they are recorded, storing thousands of images on a single small memory device, recording video with sound, and deleting images to free storage space. e-Learning Both terms refer to using ICTs in the teaching and learning environment e-Education e-Maturity E-Maturity measures the extent of use of ICTs by a school. It assesses the different levels of use by learners, teachers, and school management .
7 E-Readiness E-Readiness measures the capacity of a school to use ICTs by assessing the physical, management , social, and educational conditions in place that lead to receptiveness to the introduction of ICTs. ICT culture Beliefs, practices and attitudes that support the use of ICTs in the school ICTs for schools Technology (machines, devices, equipment and systems) that can be used in schools as media for information and communication purposes. This includes devices such as Computers Cameras TVs Video, CD and DVD players, MP3 and MP4 p;ayers CDs and DVDs Overhead projectors Data projectors Electronic whiteboards Cell phones Memory devices Printers It also includes programmes or software that can be used with the equipment. ICTs for Technology is used to teach subjects or topics curriculum delivery ICTs for teaching Both phrases mean that technology is used for teaching and learning. and learning ICTs for teaching: The teacher uses ICT equipment as the medium or ICT integration methodology for teaching a particular concept or topic.
8 Eg this could be using a into teaching and computer and a data projector to project a presentation to teach a topic, learning instead of using a talk and chalk method Guidelines developed by the eLearning Directorate, GDE, 2011. Page 6 of 77. Terminology Meaning ICTs for learning: The learner uses ICT equipment as the medium or methodology for learning a particular concept or topic eg this could include the learner doing research on the internet, doing calculations on a spreadsheet, or using a digital camera to take photographs for a project The first step in using ICTs is to know how the technology itself works eg to know how to connect a data projector to a computer; to know how to use the presentation programme to put together a presentation; to know how to switch on the computer and connect to the internet to do research on a topic, etc. Integration assumes that both teacher and learner have some skills in how to operate the technology and that they are using it as part of their teaching and learning activities.
9 In the beginning the two aspects may have to be combined ie making sure that the learner develops the computer competencies while he/she is also dealing with the content of the lesson. For example a learner having to produce a piece of creative writing using a computer rather than a workbook, will have to give attention to language structure and use and will also have to learn how to use the word package, how to do basic typing, including capital letters, spacing, underlining, undoing, spell check, saving files, printing, etc PC, laptop, PC: A personal computer may be a home computer, or may be found in an desktop, thin office. The distinguishing characteristic is that the computer is used only by one client person at a time, in a very interactive fashion, with no significant delay between an operator action and response by the computer. A PC is often connected to a local area network. Desktop: A personal computer that is designed to fit conveniently on top of a typical office desk.
10 Laptop: A personal computer that is designed to be easily transportable and usable in any location. Also known as a notebook'. A thin client is a computer or a computer program which depends heavily on some other computer (its server) to fulfill its traditional computational roles. This stands in contrast to the traditional fat client, a computer designed to take on these roles by itself. The computers in the GoL laboratories are thin clients, depending on the software and computational power of the server. Server A server is a computer that links other computers or electronic devices together. A server often has programmes and data loaded onto it that other computers can access either over the internet or over a local network. Previously computers had to be physically linked to the server with cables, but now this linkage is usually through wireless technology, telecommunications Guidelines developed by the eLearning Directorate, GDE, 2011.
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