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AIM



To use the provided computer hardware and software to administer the school in the most efficient way possible for the maximum benefit of the whole school community.



STAFFING



The system is managed by the CLASS Co-ordinator, a member of S.M.T., who must have a considerable degree of computer competence and the ability to manage the staff and equipment available to satisfy the above aim.

All members of the Administrative Staff should have the ability to use the Word-processing and Spreadsheet applications and develop expertise in the Pupil Record modules (Star).  Some members of the Administrative Staff have been, or will be, trained in the use of modules appropriate to their responsibilities, e.g. Attendance, Payroll, Financial Management, Admissions and Personnel.

Any future appointment to the Administrative Staff must be subject to the applicant showing ability to use computer based systems effectively.

Members of the Teaching Staff who have the appropriate expertise should be offered opportunity to share, or take on, responsibility for one or more modules.



DISSEMINATION OF INFORMATION AND TRAINING



All members of staff need to be aware of the facilities available.  This can be done through information sessions or by the production of manuals.  It is thought unlikely that all members of staff would require detailed knowledge of and therefore require detailed training in any of the modules.  Information stored on the system is obtained, when necessary, by referring to the appropriate member of the staff, normally the School Administrative Staff.



SECURITY



The hardware components are made as secure, physically, as possible.  

Security measures are provided with the system to ensure that the software cannot be damaged by the intervention of any unauthorised person.

Above all the data stored on the system must be secure so that any person can have access only to information appropriate to their responsibilities in the school.  The school is also required to register with the Data Protection Agency and ensure that its guidelines are followed.

A back-up of the data is done each working day on the back-up tape for that day and using the provided facilities.  These tapes are stored in the cabinet in the File-server room.  On the last working day of the month, the back-up is made on the “Month tape”.  These tapes are stored in the fire-proof safe in the “Financial Office”.  The back-up procedure is the responsibility of the CLASS Co-ordinator.  In the event of non-availability, the senior person in the School/Financial office will take the responsibility.






