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1. Introduction WHERE STUDENTS COME FIRST

This policy is designed to optimise the use of Information Technology to support training,
learning, and teaching. It will set out the steps needed to ensure that The City College has an
environment which takes into account the needs of staff and students, both on and off
campus, in alignment with a broader digital education strategy.

It also aims to ensure that Information Technology is used effectively and that resources are
adequate, secure, and resilient to meet the needs of staff and students, with equitable and
accessible access for all users, in line with the Equality Act 2010.

The City College is committed to ensuring that staff and students feel confident using the
Information Technology available to them and offers training and development opportunities
to enable them to do so.

The City College is committed to ensuring that all staff and students can move between in-
house teaching and online e-learning, with clear and consistent standards for both delivery
modes.

2. Objectives

e To ensure that The City College provides comprehensive training opportunities for all
staff and students, including in digital and information literacy.

e Toincrease access to learning opportunities and provide flexible learning at times that
suit students, while ensuring a high-quality academic experience that meets the OfS's
B conditions of registration.

e To provide support to staff and students through e-learning and ensure that all staff
and students have equitable and accessible access to e-learning, with specific
consideration for students with disabilities, in line with the Web Content Accessibility
Guidelines (WCAG).

e To ensure that The City College can transition all learners to e-learning in a
coordinated manner, with documented processes to ensure students are confident to
learn and staff are confident to deliver content online.

e To enhance the quality of teaching and learning by leveraging technology, with clear
alignment to the UK Quality Code for Higher Education.

e To develop the technological skills of staff and students to ensure they can access and
make full use of the Information Technology provided.

e To ensure that digital learning resources are available, accessible and reliable for students
both on and off site.

e To ensure The City College is providing adequate, secure, and resilient Information
Technology resources, as well as the time and training needed for staff to benefit.

e To ensure that staff competence is monitored and that students can receive help and
support in accessing the available Information Technology, with clear and timely
support channels in place.
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e To inform both staff and students of the support available to :T College

them, including specific contact points for technical and WHERE STUDENTS COME FIRST
academic help.

3. Staff and E-Learning

In order for staff members to get the best from the Information Technology provided, the
College will undertake regular analysis of displays, software, and screen equipment, in
accordance with Display Screen Equipment Regulations. This includes assessing the Health
and Safety risks to which employees are exposed and ensuring that employees are provided
with the correct equipment, environment, and interface between the computer and the user.

Staff are required to undertake training in any area of Information Technology that is
necessary for their role. This includes:
e Training on the College Virtual Learning Environment (VLE), such as SharePoint and/or
Moodle, to ensure effective and consistent use of digital learning resources.
e Microsoft Teams training, with a focus on delivering high-quality synchronous and
asynchronous online teaching and providing accessible and private student support.
e Training on copyright law and Intellectual Property (IP), as it relates to online resources
and teaching materials.

4. Digital Learning Environment
The College utilises a range of digital learning technologies, including SharePoint, Moodle,
Microsoft Teams and other approved platforms to support teaching, learning and assessment.
Programme Leaders are responsible for ensuring that learning materials are uploaded in a timely
manner and are accessible to students.

Students are responsible for engaging with available online learning resources and participating in

required online activities.

5. Safety and Security
The College maintains appropriate cybersecurity, network monitoring, web filtering and
information security arrangements in accordance with the Data Protection and Data
Governance Policy and Privacy Notices. Staff and students are expected to comply with all
applicable information security and acceptable use requirements.



