Yr 7 ICT SoW checklist

Use the guidelines below to help you have a successful ICT lesson.

Before the lesson, have you:

· Booked a laptop trolley?
· Organised a room swap into an IWB-equipped room?
· Read the ICT scheme of work?
On the day, have you:

· Arranged to have a laptop for your use in the room?
· Checked the laptop trolley is set up and connected in the room?
· Checked the IWB is all ready to use, i.e. turned on and connected a computer?
· Got a back-up plan in case everything goes wrong, e.g. internet stops working?
In the lesson, you need to:

· Log onto the school network (WDFERRERS) on the computer connected to the IWB. 
· If the computer will not let you log in, use one of the laptop computers and connect to the IWB by using the thick black lead which screws into the back of the computer. You may need to press FN+F8 (or equivalent) to send screen signal through to IWB.
· If the students can’t login, check that the laptop trolley is plugged into a power socket and that the network cable (long blue lead) is connected into the wall socket. 
· Check that the printer is turned on (round button on side of printer pushed in) if you want to print.
· Demonstrate how to access the files which are stored on the TEACHERNET (T:) network area in the ENGLISH folder.
· Make sure that students save any files they have been working on to ‘My Documents’, and not to the laptop they are using that lesson.
· Point out to students that laptops need to be returned to the correct trolley (if using more than one trolley), and should have the power lead for each plugged back in to enable others to use them. All laptops should be turned off at the end of the lesson.
· Make sure that room is left secure at end of lesson.
If technical problems arise, contact IT technicians for assistance. Please only use me (if I’m teaching) as a last resort.
