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5-14 ICT in Learning & Teaching



Website advice


Planning a School Website
1. Purpose of your website

How will having a website benefit our school?

· Consult SMT and/or school staff - brainstorm
· Consult parents about content – questionnaire (sample included – Click here)
· Consult pupils – questionnaire and/or discussion in class
It is likely these reasons will be proposed:

· To provide information about the school for existing pupils and parents, as well as potential ones.

· To showcase children’s work and achievements

· To share learning and teaching resources among teachers, pupils and other schools.

· To involve parents and carers in their children’s learning.

· To provide two-way communication with the whole school community.

Once it is online your website is accessible to anyone.  However, the main audiences to consider are:

· Parents, carers and extended family

· Present pupils 

· Prospective parents and pupils

· Teachers

· The Education Authority and HMIe

2. Planning your website

a. Set up a web team.   This may include: 

· Teachers

· SMT

· Administrative staff

· Support staff

· Pupils

· Parents
Working as a team ensures that the site is viable and sustainable.  Having only one person working on the site means that if they leave the knowledge and skills are lost.  The Head Teacher should include website construction in the development plan, take responsibility for what is being published and ensure that the site is maintained.

b. Check authority guidelines for advice on safety issues.  Security is very important.  Producing your own school website policy is recommended.  This reassures parents and ensures that safe practice is followed by all, e.g. about use of photographs of children.  A sample policy is included.  Click here.
c. Looking at existing websites is a good starting point.  Those for all Scottish schools can be found at http://www.scottishschoolsonline.gov.uk/ .  Selecting Aberdeenshire in the Search by local authority box lists all the Aberdeenshire schools.  Alternatively, they can be found on the WiredShire > Classroom Resources > 3-14 resources > School Websites.
d. The results of consultations with interested groups will inform your site content.  It is best to prioritise and start small to ensure that the site can be kept up to date without too great a time commitment and that there are no dead links.  It can always be expanded later.  Comprehensive suggested content is included. Click here.  Make sure there is time for:

· Co-ordination

· Producing school website policy 
· Planning website content and navigation
· Training on use of software
· Preparing pages and images

· Publishing and maintaining website.

3. Producing your website

a. Navigation - It should be possible to get anywhere on your site with three mouse clicks so consider your navigation carefully.  You might find it helpful to have page headings on paper or post-its that you can move around to see where links are required.  Alternatively, mind mapping software like Inspiration is useful to plan the layout of the site. (Click here for example 1 or example 2 – Inspiration must be installed on computer.)  A menu on each page which links to other pages is probably best positioned on the left of the page.  If it is at the top or bottom the menu can disappear off the screen on pages with a lot of content.  This requires scrolling to find it again.  Always make sure there are links back to the home page on every page in case users get lost.  Your home page should be simple and short enough to avoid having to scroll to see it. 
b. Software - A range of different software packages is available to suit all levels of ICT skills.  Examples are Word, Publisher, Front Page, Dreamweaver, Hot Dog Junior, Granada HomePage, Textease, Serif Web Plus 9 and WebBlender.  The NGfL team offer training on using Serif WebPlus 9 for creating a school website.  This software is easy to use, fairly comprehensive and is not expensive.  The other software can be previewed by contacting the NGfL team. 
4. Publishing your website
a. When your site is ready for publishing give it a comprehensive trial.  Check that:

· graphics load correctly

· all the page links work and take you to the correct page

· your site works with common browsers e.g. Microsoft Internet Explorer and Netscape Navigator

· your site looks OK on PCs and, if possible, Apple Macs and on different sized screens
· download times aren’t too long

· readability, spelling, grammar are acceptable
· the site is intuitive to find your way around.

b. When your site is ready to go live contact the ICT help desk to get your user name and password to publish your site and to help if necessary.

5. Promote your website

a. Once your website is live inform parents and pupils.  Use the Contact link on the WiredShire http://www.wiredshire.org.uk/classroom/3-14/websites/Default.asp  to inform the webmaster that your site is live and to add a link in the School websites page.  Also, by emailing Scottish Schools Online (getonline@ltscotland.org.uk ) you will ensure that your website is included in its searchable directory of all schools in Scotland. http://www.scottishschoolsonline.gov.uk/ 

b. It is important to review and update your site regularly.  This task should be shared by members of the web team.  Visitors will stop visiting your site if it shows out of date information.  The head teacher should always have the final say on what is published and pupils’ work should always be checked by teachers to ensure it is appropriate.

A flow chart of the process to work through when creating a website is available as an Inspiration document – Click here – or the same document on Word – Click here.  This can be used with staff and pupils and adapted if required (Inspiration version only).

More advice on creating school websites can be found in:


Creating and Managing a School Website
 booklet (produced by LTS as a result of the ‘Scottish Schools get Online’ project, November 2005)
http://www.take2theweb.com/pub/sso/lts/ (LTS site with details of the ‘Scottish Schools get Online’ project and resources used, e.g. questionnaires, iPod guides, etc.)
http://www.ictadvice.org.uk/index.php?section=te&catcode=as_int_con_03&country=eng&rid=3478 (Becta’s site with advice on everything to do with websites and ICT generally)
http://www.ltscotland.org.uk/ictineducation/ictadvice/createschoolwebsite.asp (LTS site with links to articles on website production)

http://safety.ngfl.gov.uk/schools/index.php3?S=4 (Superhighway Safety – the government’s site covering all aspects of internet safety)
http://www.scottishschoolsonline.gov.uk/ (LTS searchable Scottish Schools Online site that allows you to search for any school in Scotland – useful to compare school websites and to see what other schools have included on their sites.)
