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“Developing well-rounded learners through an innovative curriculum that balances skills 
and knowledge, preparing them to solve problems and tackle challenges in an ever-
changing world.” 

Our digital and AI policy exists to cultivate a learning environment where adaptability, 
collaboration, creativity, critical thinking and risk-taking are the foundation of pupil 
development. Through thoughtful integration of digital tools and emerging technologies, 
and robust safeguarding measures, we prepare children for an ever changing world. 
These skills are adapted to from the World Economic Forum 2025-Future of Jobs and are 
also integrated into our curriculum.     

Digital Literacy 

At RPPS, we want our learners to become digitally fluent: able to use, understand and 
create with technology confidently and critically. 

We aim for all learners to: 

• Navigate systems and platforms with independence (e.g. Microsoft 365, Seesaw, 
iMovie) (Appendix 1) 

• Demonstrate digital problem-solving and resilience. 
• Show understanding of online communication and netiquette. 
• Critically evaluate digital content, developing informed scepticism. 
• Embrace opportunities for data literacy, coding, and computational thinking. 
• Show adaptability by engaging with new tools and digital mediums confidently. 

Digital literacy is taught progressively, embedded throughout the curriculum and refined 
by year group, ensuring students grow from being guided users to becoming 
independent digital citizens. 

Use of AI Technologies 

RPPS recognises both the opportunities and risks presented by artificial intelligence. As 
part of our digital strategy: 

• All AI use (e.g. generative image/text tools) by staff or pupils must be approved 
and supervised. 

• AI tools must not be used to process or input pupil data. 
• Pupils are taught to understand the limits and biases of AI systems, and the risks of 

disinformation, hallucination and manipulation. 
• AI outputs must be critically evaluated, not relied on as fact. 
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• All use of AI in teaching materials or assessments must be transparent and 
declared 

We align our practice with the DfE’s 2025 guidance on the use of generative AI in 
education. 

Appropriateness 

We adopt a developmentally progressive model for digital skills and exposure: 

• Early Years (4–5): Exploration, fine motor control and foundational digital 
interaction through apps like Book Creator and Clips. 

• Key Stage 1 (5–7): Introduction to multimedia creation, safe browsing, respectful 
relationships online, and basic coding (e.g. Scratch, BeeBots). 

• Lower Key Stage 2 (7–9): Growing independence, beginning digital collaboration, 
email use, digital storytelling, and introduction to evaluating online content. 

• Upper Key Stage 2 (9–11): Project-based learning, complex multimedia design, 
data handling, safe use of AI-enhanced tools, and skills in recognising 
misinformation, deepfakes and disinformation. 

Each year, learners experience increasing complexity in tasks, requiring deeper 
understanding, judgement and self-regulation with their digital choices (Appendix 2) 

Creativity 

We believe digital tools should enhance, not replace, creative expression. 

At RPPS, we: 

• Encourage students to design, compose, and present using digital tools 
(GarageBand, iMovie, Keynote). 

• Engage with and challenge understanding of AI to stretch creative thinking and 
idea generation. 

• Showcase student innovation through exhibitions, Open House events and digital 
portfolios. 

• Embrace the SAMR and Bloom’s Digital Taxonomy models to guide teachers in 
transforming tasks through technology. 

• Promote a culture of exploration and safe risk-taking to trial new ideas, projects 
and platforms. 

• Develop a language that is appropriate and supportive in their life outside of 
school and prepares them for the world of work. (Appendix 3) 

Safety 
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We are committed to the safety and support of our whole school community when it 
comes to online risks. This policy applies to all staff, pupils, volunteers, parents and visitors 
who access or use the school’s IT systems, on or off-site. 

It works alongside the Safeguarding Policy, Behaviour Policy, Acceptable Use Policies, 
Data Protection Policy, and Anti-Bullying Policy. All processing of personal data through 
digital and AI tools is carried out in accordance with the school’s data protection 
obligations, including the UK GDPR, the Data Protection Act 2018 and the Data (Use and 
Access) Act 2025, which strengthens protections for children’s personal data online. 

Key Contacts 2026/27 

DSL and E-Safety Officer: Phil Cooper phil.cooper@rpps.co.uk 

Deputy DSLs: Sam Challenor, Amy Bull and Rebecca Leviston 

Data and Systems Manager: Hitesh Bhojani, Central Team IT Manager 

E-Safety Officer (DSL) 

• Manages e-safety incidents and safeguarding concerns in line with KCSIE. 
• Reviews and updates e-safety policies and procedures. 
• Provides e-safety training for staff, pupils, and parents. 
• Maintains e-safety incident logs (via CPOMS) to identify patterns. 
• Oversees effective filtering and monitoring, working with the IT Team, SLT, and 

Board. 
• Utilises FastVue to support with filtering and monitoring 
• Investigates safeguarding issues arising from access to illegal/inappropriate 

materials, grooming, online conduct, radicalisation, cyberbullying, and 4C risks 
(Content, Contact, Conduct, Commerce). 

Leadership 

• Receives regular reports on incidents and digital practice. 
• Holds overall responsibility for safeguarding and e-safety. 

Filtering and Monitoring 

We meet the DfE Filtering and Monitoring Standards by: 
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• Assigning clear roles and responsibilities (DSL/E-safety Officer; Data Systems 
manager; Governor oversight); 

• Conducting an annual risk assessment of filtering and monitoring effectiveness, 
with documented rationale for filtering choices; 

• With the DSL reviewing logs and alerts weekly, and throughout each term with the 
Data and Systems Manager, with termly oversight by the Board of Directors 
through Board Reports; Theo Brehony, the safeguarding governor, meets termly 
with the DSL to review logs, filtering reports, and training needs 

• Using the DfE Plan technology for your school self-assessment tool; 
• Ensuring filtering decisions and risk assessments are recorded on CPOMS, 

available for audit 
• Implementing proportionate blocking and monitoring strategies (real-time 

keyword alerts, usage reports); 
• Ensuring pupils are taught critical thinking and resilience to complement technical 

controls; 
• Our information security and access management is aligned with Cyber Security 

Standards for schools and colleges and NCSC guidance and; 
• In relation to generative AI, DfE product safety expectations are followed; filtering 

and monitoring rules apply equally to AI tools and staff must never input personal 
data. The DfE’s Generative AI: Product Safety Expectations set out the safeguards 
that AI products should provide; the school has regard to these when assessing 
and approving any generative AI tool for use, alongside its filtering and monitoring 
standards and Keeping Children Safe in Education. 

• All breaches or near-misses are logged and reviewed jointly by the DSL and the 
Data & Systems Manager. Outcomes and learning points are shared with staff to 
strengthen practice and minimise future risks 

Staff Responsibilities 

• All staff receive induction and annual training line with KCSiE 2025 (including 
online safety, filtering and monitoring) in order to understand and follow the E-
Safety Policy and Staff Acceptable Use Agreement 

• Staff embed e-safety across the curriculum and teach it explicitly in Computing, 
PSHEE and RSE education. 

• Staff must always pre-check online materials and monitor student internet use. This 
can either be in person through active monitoring among pupils and their devices 
or through mechanisms like Google classroom. A teacher must never allow 
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children to access devices without monitoring what they are accessing and without 
having oversight of the class. 

• Staff must not use personal devices for pupil photos, data or communication. 
• Monitor pupil use of technology and report concerns immediately 
• Maintain professional digital communication using only school systems. 

Staff may use AI tools for planning, resource generation, or workload reduction where 
appropriate. However, they are expected to: 

• Check outputs for accuracy, bias, and suitability 
• Never upload personal or pupil-identifiable information 
• Declare use of AI where it forms part of curriculum materials or assessments 

Pupil Responsibilities 

• They must always follow the Pupil Acceptable Use Agreement. 
• Pupils must learn safe digital practices including evaluating online content, 

managing their digital footprint, and recognising manipulation. 
• Pupils are educated on dangerous viral challenges and harmful content. 
• They can use anonymous and visible reporting mechanisms and must be reassured 

that concerns will be taken seriously. 
• Report misuse, abuse or inappropriate content. 
• Understand risks and safe practices for digital technology both in and out of 

school. 
• Understand the risks of deepfakes, synthetic media and AI-generated content 
• Identify misleading or manipulated digital materials 

Reporting Routes for Pupils 

Routes include: worry boxes, trusted adults, DSL/Head of Section and message boxes and 
an anonymous online form. Reports are taken seriously and handled sensitively. 

Responding to Online Sexual Harassment and Inappropriate Sharing 

Reports are treated as safeguarding concerns. Staff never search nor view any such 
imagery. Instead, they must secure the device and pass it directly onto the DSL. 

The DSL is responsible for leading the risk assessments, informing parents where 
appropriate, and recording the incident on CPOMS. Referral to Children’s Social Care and 
or the Police will be assessed on a case-by-case basis. The school’s response is guided by 
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UKCIS Sharing nudes and semi-nudes guidance (2020) and DfE Searching, Screening and 
Confiscation guidance (2022, updated 2025). Our approach is always to support any 
victims on online harassments and for perpetrators to receive a proportionate, educative 
response and sanction(s).  

Parents and Visitors 

• Must support the school e-safety expectations at home 
• Will receive annual workshops on AI and online safety, led by the DSL and engage 

with these 
• Provided guidance on parental controls, screen time and emerging platforms, 

trends and headlines 
• Reminded of responsible digital conduct when engaging with schools events or 

media 

Working with Parents 
 We recognise that digital habits and safety extend beyond the school day. Parents are 
supported through: 

• Annual online safety and AI awareness workshops 
• Guidance on parental controls, screen time and home digital use provided by the 

school and where appropriate outside agencies. 
• Updates on emerging risks and platforms 
• The engagement of our Digitial Representatives, who support the school in our 

Digital Literacy approach. 

External Visitors and Resources 

• External providers are always vetted by the staff member arranging their visit and it 
must be approved by the DSL. 

• Materials being shared with the children or parents must be accurate, age-
appropriate, aligned with DfE guidance and sessions must always be supervised 
by a member of RPPS staff. 

Vulnerable Pupils 

We recognise that vulnerable pupils (those with SEND, disabilities, EAL, or looked- after 
children) may be at a heightened risk when working online. We commit to: 
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• Tailoring teaching and learning with simplified resources and visual aids if 
appropriate 

• Step-by-step guidance and support to access the material 
• Providing small-group or 1:1 support  
• Training staff in risks specific to vulnerable pupils 
• Ensuring differentiated Acceptable Use Agreements 
• Recognising that for some children, material online may be easier for them to 

navigate and access than in everyday life. As a result, teachers need to be aware of 
how it could overstimulate an individual child and also how they may have 
seemingly advanced knowledge of how to work online or of online knowledge but 
that this does not necessarily match up to their age or their maturity. 

Education and Training 

Pupils: receive planned online safety education, including misinformation, disinformation, 
grooming, manipulation, and the risks of deepfakes and synthetic media. 

They will learn to evaluate information, respect copyright, and protect personal 
information. 

Staff: complete safeguarding and online safety training at induction and at least annually, 
with updates issued via weekly briefings, Staff Meetings and CPD. They will understand 
online safeguarding risks (aligned to KCSiE ) and reporting pathways. 

Parents: offered workshops, newsletters, and responsive communication on emerging 
threats, trends and guidance. 

Good Practice in Digital Communication 

• Only approved, monitored school systems are used for communication (Office 
365, iSAMS, CPOMS, SharePoint etc) 

• Staff must never engage with pupils, ex-pupils, or parents via personal social 
media 

• Maintain professionalism in all digital interactions 
• Do not post personal information about pupils or staff on public platforms. 
• All staff maintain professionalism and privacy online: staff social media profiles 

should be private and uphold the professional reputation of the school. 

Prohibited Activities 

Users must not:  

• Access, download, or distribute illegal or inappropriate material 
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• Circumvent the school’s filtering or security 
• Use school IT systems for unauthorised or private business, online gambling, or 

unauthorised gaming 
• Upload pupil data to AI or unregulated tools 
• Violate data protection or copyright laws 
• Engage in digital behaviour that undermines the school ethos or reputation, or 

calls into disrepute the teaching profession. 

Accountability and Review 

We take responsibility for the digital learning experience we offer. 

As a school, we are: 

• Guided by government policies on AI, safeguarding and digital strategy. 
• Reflective: monitoring, evaluating, and refining our digital practice regularly. 
• Transparent: engaging all stakeholders including pupils, parents, and staff. 
• Inclusive: ensuring that all learners, regardless of background or need, have equal 

access to opportunities. 
• Forward-looking: responding to innovation while critically assessing the role of 

technology. 

Digital leaders, both staff and student, champion safe and impactful use of devices. We 
continuously build our staff’s digital confidence through CPD, aligned to the evolving 
needs of the classroom. 

• Filtering and monitoring is reviewed weekly within the school, as well as annually 
and reported to the Board of Directors 

• Incidents are logged and analysed on CPOMS in order to identify trends 
• Pupil and parent voice is regularly collected (surveys, consultations, assemblies) 
• This policy is reviewed annually or sooner if new DfE guidance is issued 

Author: Sam Challenor, Deputy Head 

First Written: September 2023 

Last Review: September 2026 

Next Review: September 2027 
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Appendices 

Appendix 1: 

These are tools that are commonly used however there may be different units of the 
curriculum that lend themselves to experimenting with other apps. 

RPPS Digital Tools 

App  Use  Skills Developed 

 
GarageBand 

Music creation app 
that allows you to 
record, mix, play, 
and edit songs. 

Pupils create soundscapes, backing tracks 
and podcasts using loops, virtual 
instruments, and recorded voice. 
  
Creativity: Compose and layer original 
soundtracks 
  
Risk-Taking: Explore sound design and 
performance 
  
Adaptability: Combine music with other 
apps (e.g. iMovie) 

 

Create, share, and 
document learning 

experiences 
through portfolios.  

Pupils upload learning, respond to tasks, 
and record reflections; used regularly from 
EYFS upwards. 
  
Creativity: Children explore different ways 
to represent their learning (e.g. photos, 
videos, voice notes). 
  
Critical Thinking: Pupils are encouraged to 
reflect on their work, explain choices, and 
self-assess. 
  
Adaptability: They respond to a variety of 
task types and digital formats across 
subjects. 
  
Collaboration: They view and respond to 
peer work, encouraging discussion and 
shared learning. 
  
Risk-Taking: Seesaw promotes trying new 
tools and sharing early-stage thinking 
without fear of being wrong. 

 

Gamified quizzes 
and review 

Teachers and pupils extend/assess learning 
through self-created quizzes or those from 
an extensive library.  
  
Critical Thinking: Encourages quick recall 
and strategy in game formats. 
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Adaptability: Children learn to respond 
under time pressure. 
  
Risk-Taking: Pupils challenge themselves 
competitively and embrace mistakes. 
  
Collaboration: Sometimes played in teams 
to build joint understanding. 

 
iMovie 

Create and edit 
videos and trailers. 

Pupils plan, film, and edit short 
documentaries, creative narratives or topic 
recaps. 
  
Creativity: Pupils craft original narratives, 
documentaries or trailers using video. 
  
Collaboration: Often used in pairs or teams 
for shared planning, filming and editing. 
  
Critical Thinking: They storyboard, edit and 
review scenes for meaning and impact. 
  
Risk-Taking: Pupils take performance or 
voiceover roles, pushing them beyond 
comfort zones. 
  
Adaptability: Learn to edit content for 
different audiences or subjects. 

 
Clips 

Create short-form 
videos by 

combining photos, 
videos, text, and 

effects. 

Pupils plan, film, and edit short videos. 
  
Creativity: Even early writers can express 
ideas visually and verbally. 
  
Risk-Taking: Encourages speaking, acting 
or narrating in front of others. 
  
Adaptability: Pupils adjust communication 
based on the topic or audience. 
  
Collaboration: Often used in pairs or 
groups. 

 
Keynote 

Presentation tool 

Pupils create slideshows, animations, 
interactive charts, and use collaborative 
features. 
  
Creativity: Pupils combine visuals, 
transitions and animations to tell a story. 
  
Critical Thinking: They plan content flow 
and messaging for impact. 
  
Adaptability: Learn to revise and refine 
based on peer or teacher feedback. 
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Collaboration: Sometimes used for group 
presentations. 
  
Risk-Taking: Pupils step into presenter roles 
and experiment with delivery styles. 

 
Book Creator 

Create digital 
eBooks with text, 

photos, audio, and 
video. 

Pupils create interactive books with text, 
images, sound and video. Often used for 
cross-curricular publishing. 
  
Creativity: Pupils design interactive books 
using text, sound, video, and illustration. 
  
Critical Thinking: They plan, structure and 
sequence their ideas clearly for an 
audience. 
  
Adaptability: They learn to use different 
media types to suit different purposes. 
  
Collaboration: Pupils co-author digital 
books or offer peer feedback. 
  
Risk-Taking: Encourages pupils to trial 
layouts and storytelling approaches 
without fear of failure. 

 

Build 3D models 
from scratch, 

simulate electronic 
circuits and block-

based 
programming. 

AR viewer to place 
and interact with 
3D designs in the 

real world.  

Pupils design digital 3D models and 
explore geometry through virtual making. 
  
Creativity: Pupils build their own 3D 
models with purpose and precision. 
  
Critical Thinking: They solve spatial and 
design problems through iteration. 
  
Risk-Taking: Children learn through trial, 
error and reworking. 
  
Adaptability: They respond to evolving 
design challenges or project briefs. 
  
Collaboration: Share models or help each 
other debug designs. 

 
SketchUp 

3D modelling 
software that is 

used to create and 
manipulate 3D 

models. It is used in 
architecture and 
interior design.  

Pupils explore digital environments and 
create 3D spaces. 
  
Critical Thinking: Pupils calculate 
measurements, angles, and space. 
  
Creativity: Design environments, interiors 
or buildings from scratch. 
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Adaptability: Transfer real-world 
knowledge into digital planning. 
  
Risk-Taking: Tackle large-scale digital 
design challenges. 
  
Collaboration: Sometimes used in project-
based learning with shared aims. 

 
Sketchbook 

Digital drawing, 
painting, and 

sketching app for 
expressive drawing 

and concept 
sketching, also for 

creating 
animations. 

Pupils draw, paint, or annotate using a 
digital canvas. 
  
Creativity: Pupils produce detailed 
illustrations or diagrams. 
  
Risk-Taking: Encourages trying unfamiliar 
drawing tools and effects. 
  
Adaptability: Pupils use it for visual note-
taking, planning or storytelling. 
  
Critical Thinking: They analyse line, form 
and layout when designing. 

 
Microsoft 365 

Digital Learning 
and Collaboration 

Platform 

Microsoft 365 is used across the school to 
support learning, organisation, 
communication and collaboration. Pupils 
access instructions, create and store work, 
share ideas, present learning and explore 
data within one connected digital 
environment. 
  
Collaboration: Pupils work together on 
shared documents and projects, learning 
how to co-create, give feedback and refine 
work collaboratively in a safe, structured 
space. 
  
Critical Thinking: They follow digital 
instructions, interpret feedback, organise 
information, design questions, analyse data 
and make decisions about how best to 
present and improve their work. 
  
Creativity: Microsoft 365 supports a wide 
range of ways for pupils to express ideas, 
including written work, presentations, 
multimedia, surveys and data visualisation. 
  
Adaptability: Pupils learn to navigate a 
multi-purpose digital environment, 
selecting appropriate tools and 
approaches for different subjects, tasks and 
audiences. 
  



Ravenscourt Park Preparatory School 

AI, Digital and Online Safety Policy 2026-27 
 

   
 

Risk-Taking: Children are encouraged to 
experiment, problem-solve, learn from 
mistakes and take ownership of their 
digital workspace, building confidence and 
independence in their use of technology. 

 

 

Appendix 2: 

 

Skills Progression 

Skill Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 

Programming  

I can follow a 
set of 

instructions (an 
algorithm) and 
create my own 
to complete a 
simple task. 

I can write a 
short program 
with clear steps 
and fix it when 

something goes 
wrong. 

I can break a 
task into 

smaller steps 
and write code 

using events 
and loops. 

I can design, 
write and 
improve 

programs that 
use sequence, 
repetition and 
selection (like 

‘if’ statements). 

I can write 
programs that 
use variables 

and respond to 
user input (like 

keyboard or 
clicks). 

I can create 
efficient, well-

structured code 
that uses 

functions, inputs 
and outputs to 
solve problems 

or control 
systems. 

Understanding 
Code 

I can spot what 
a simple set of 
instructions will 

do and say 
what went 
wrong if it 

doesn’t work. 

I can explain 
what each part 

of a simple 
program does 

and make 
changes to 
improve it. 

I can read a 
program and 

use logical 
thinking to find 
and fix errors 

(debug). 

I can explain 
how different 
programming 

commands 
work and 
debug by 

checking each 
step. 

I can test and 
improve my 
code using 

logical 
methods and 

explain how the 
changes 

improve the 
outcome. 

I can explain 
how complex 

programs work 
by breaking 

them down into 
parts and 

suggest ways to 
improve them. 

Using Digital 
Tools 

I can type, 
draw, or record 

using an app 
or program. 

I can use 
different tools to 

create digital 
work with 

pictures, text or 
sound. 

I can select 
tools to present 

my ideas 
clearly and with 

purpose. 

I can combine 
media (text, 

images, video, 
sound) to suit 
an audience. 

I can plan, 
design and 

create digital 
work for a 

specific 
purpose. 

I can produce 
and refine 

professional-
quality digital 
products for a 

defined 
audience. 

Saving And 
Retrieving 

Work 

I can save and 
open my work 
with support. 

I can save and 
retrieve work 

independently. 

I can organise 
my work using 

folders or 
cloud storage. 

I can manage 
my digital 
workspace 

across devices. 

I can 
collaborate and 

share work 
using cloud 
platforms. 

I can manage 
multiple digital 

tools and 
formats with 

independence 
and adaptability. 

Understanding 
Uses of IT 

I can recognise 
devices that 

use 
technology. 

I can describe 
how we use 

technology at 

I can explain 
how different 
technologies 
help people. 

I can identify 
how digital 
systems are 

I can explain 
how systems 

and devices are 
connected. 

I can compare 
digital systems 

and explain how 
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school and at 
home. 

used in real-
world settings. 

data moves 
across networks. 

Networks & 
the Internet 

I can access 
the internet 

with support. 

I can access the 
internet. 

I can explain 
what the 

internet is and 
how we 

connect to it. 

I can describe 
how websites, 

emails and 
cloud systems 
use networks. 

I can explain 
the difference 
between the 

internet and the 
World Wide 

Web. 

I can explain the 
roles of 

networks and 
online services, 
and how they 

support 
communication 

and 
collaboration. 

Search & 
Selection 

I can use a 
search engine 

to access a 
given website. 

I can use a 
search engine 
with support. 

I can search for 
information 
online and 

explain what I 
find. 

I can compare 
sources of 

information and 
check if they 
are reliable. 

I can explain 
how search 
results are 

ranked and 
how to refine 
my searches. 

I can critically 
evaluate online 

content and 
explain how bias 

or 
misinformation 

may affect 
credibility. 

Handling Data 

I can sort and 
group items 

using pictures 
or labels. 

I can create a 
simple chart or 

pictogram. 

I can use 
software to 
collect and 
show data. 

I can create and 
search 

databases or 
branching 
diagrams. 

I can use 
spreadsheets to 

analyse and 
interpret data. 

I can collect, 
analyse and 

present complex 
data sets clearly 
and accurately. 

A.I. & Critical 
Thinking 

I can 
understand the 

difference 
between 

things that are 
natural and 

things made 
by people. I 

can recognise 
that machines 

can be 
designed to 
act like they 
are thinking. 

I can describe 
how some 

machines can 
“see” or “hear” 
using sensors. I 
can talk about 

how instructions 
help machines 
complete jobs. 

I can explain 
what artificial 
intelligence is 

and how 
machines can 
be trained to 

complete tasks. 
I understand 

the meaning of 
the word 

“algorithm.” 

I can describe 
how AI uses 

data and 
algorithms to 

learn and make 
decisions. I am 
beginning to 

recognise that 
datasets can 

have bias. 

I can train a 
model using 

examples and 
explain how the 

machine is 
learning from 

data. I can 
reflect on the 
fairness and 

reliability of AI 
systems. 

I can evaluate 
how machine 

learning can be 
used in real-

world contexts. I 
can discuss 
ethical risks, 

bias, and how 
we can use AI 

responsibly and 
safely. 

Personal 
Safety & 
Privacy 

I know not to 
share my name 

or photos 
online. 

I can explain 
what personal 
information is 

and how to 
keep it private. 

I can describe 
how to protect 
my identity and 

why that 
matters. 

I can explain 
how to behave 

responsibly 
online, 

including using 
strong 

passwords. 

I can recognise 
risks like scams, 
fake content, or 

unsafe 
behaviour. 

I can protect 
myself and 

others online 
and understand 

legal/ethical 
responsibilities. 

Reporting 
Concerns 

I can ask for 
help if 

something 
worries me 

online. 

I know how to 
get help from a 
trusted adult. 

I can explain 
what to do if I 

see or hear 
something 
upsetting 

online. 

I know how to 
block/report 

unwanted 
messages and 

content. 

I know how to 
report content 
or contact to 

official services 
or platforms. 

I can support 
others in making 

safe online 
choices and 

know multiple 
ways to report 
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serious 
concerns. 

  

 Appendix 3: 

Glossary of Terms 

  

Microsoft 365 

SharePoint 
 An online system for storing, organising and sharing files with groups. 

Teams 
 Lets users chat, call, hold meetings, share files and work together online. 

Class Materials (Teams) 
 A read-only folder for students. 

Resources (Teams) 
 A section in Microsoft Teams channels where users can upload, share, and 
collaborate on documents, spreadsheets, and presentations.  

OneDrive 
 Personal cloud storage. 

Syncing 
 Keeps files up to date across devices. 

Version History 
 Shows and restores older file versions. 

Seesaw 

Seesaw 
 A digital platform for students to share learning. 

Journal 
 Each student’s portfolio. 
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Activities 
 Tasks set by the teacher. 

Comments 
 Feedback from teachers and peers. 

 

Family Access 
 Lets parents view their child’s work. 

Coding and Computational Thinking 

Algorithm 
 Step-by-step instructions for solving a problem. 

Bug 
 An error in a program. 

Debugging 
 Fixing mistakes in a program. 

Loop 
 Repeats instructions. 

Variable 
 Stores information that can change. 

Input 
 Data given to a computer. 

Output 
 Result shown by the computer. 

Sequence 
 The order of instructions. 

Selection 
 Choosing what happens based on a condition. 

Repetition 
 Doing something again and again. 



Ravenscourt Park Preparatory School 

AI, Digital and Online Safety Policy 2026-27 
 

   
 

Decomposition 
 Breaking a problem into parts. 

Pattern Recognition 
 Spotting similarities. 

Abstraction 
 Focusing on what’s important. 

 Networks and Internet 

Network 
 Computers connected to share data. 

Internet 
 Worldwide network of computers. 

World Wide Web 
 Linked web pages accessed through the internet. 

IP Address 
 Unique number for each device online. 

Cloud Computing 
 Storing files online instead of on a device. 

Firewall 
 Protects networks from unwanted access. 

Search Technologies 
 Tools to find information online and how results are ranked. 

 Other Key Ideas 

Digital Content 
 Text, images, sound or video stored electronically. 

Information Technology 
 Using devices for work and everyday life. 

Online Safety 
 Keeping personal information private and knowing how to get help. 
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Collaboration 
 Working with others using technology. 

Responsible Use 
 Behaving safely and respectfully online. 

Program 
 A set of coded instructions a computer follows. 

Simulation 
 Using software to imitate real-world processes. 

Data 
 Facts and information collected and stored by computers. 

Evaluation 
 Checking if work meets goals and making improvements. 

 

Microsoft Teams and SharePoint Glossary Additions 

1. Teams 

A communication and collaboration platform within Microsoft 365 that allows 
users to chat, share files, and hold virtual meetings. It’s used to facilitate teamwork 
in an online environment. 

2. Channel 

In Microsoft Teams, channels are dedicated sections within a team where 
conversations, files, and tools are organised by topic or project. 

3. Team 

A group of people collaborating in Microsoft Teams. Each team can have multiple 
channels to organise discussions and content. 

4. Posts (Teams) 

Conversations within a Microsoft Teams channel. Users can post messages, reply to 
others, and tag team members in the thread. 
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5. Chat (Teams) 

The messaging feature in Microsoft Teams that allows for private one-on-one or 
group conversations outside of channels. 

6. Meeting 

A virtual gathering in Microsoft Teams where participants can join through video, 
audio, or text. Teams meetings allow screen sharing and integration with Microsoft 
365 apps. 

7. Breakout Rooms 

A feature in Teams meetings that allows the meeting organiser to split participants 
into smaller groups for discussions or activities. 

 

 

 

8. Raise Hand 

A feature in Teams meetings where participants can click a button to signal that 
they have a question or comment without interrupting. 

9. Resources & Files (Shared) 

Areas where teachers and pupils can access, edit, or collaborate on files, 
depending on permissions. 

¾ Resources:  
o Read-only files shared with all pupils in the year group. These remain 

accessible until manually removed by staff. 
¾ Shared (previously Flies):  

o Class Materials - Read-only files available to all pupils in the class. 
These are only accessible during the current academic year. 

o Student Work – Individual folders where each pupil can view and edit 
only their own files. Teachers can access all folders. 

10. SharePoint 
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A web-based platform within Microsoft 365 used for document management and 
collaboration. SharePoint allows for the creation of websites, shared workspaces, 
and file storage. 

11. Sync (OneDrive/SharePoint) 

A feature that keeps files in OneDrive or SharePoint up-to-date across all devices. 
Any changes made to a file on one device will sync to all other devices. 

12. Share (Teams/SharePoint) 

The option to give others access to files or folders. In SharePoint or OneDrive, 
users can share links to files or folders with others, defining whether they can view 
or edit the content. 

13. Version History 

A feature in SharePoint that allows users to view and restore previous versions of a 
document, useful when tracking changes or recovering earlier content. 

14. Collaboration 

Working together with others in Teams or SharePoint. Files stored in SharePoint or 
uploaded to Teams channels can be edited simultaneously by multiple users. 

15. Tabs (Teams) 

Customisable sections at the top of a channel or chat in Microsoft Teams that 
provide quick access to shared files, websites, or apps like Planner or OneNote. 

16. Mentions (@) 

A way to get someone’s attention in a Teams chat or channel. Typing @ followed by 
their name sends them a notification to look at the message. 

17. Meeting Recording 

Teams meetings can be recorded, allowing users to go back and review what was 
discussed, with audio, video, and screen-sharing content captured. 

 

 


