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Information and Communications Technology (ICT) offers a range of benefits for teaching 
and learning, but all computers and devices need to be used with care.  

Computers and peripherals such as printers are electrical equipment, so there are some 
general points to consider: 

• All electrical installations are carried out by a qualified electrician.  
• All equipment must be of a reliable standard and should be checked annually by 

qualified electricians.  
• Ensure that no cabling is trailing on the floor.  
• Ensure that seating is suitable for the size of students using it.  
• Ensure that benching is sturdy enough to withstand the weight of the hardware and 

additional equipment stored on it.  
• Follow health and safety guidance regarding the height, position and distance of 

monitors and keyboards from learners when working.  
• If you are using a data projector, make sure that all leads are safely located, and that 

learners/pupils don’t walk around the back of working areas which have cables.  
• If you are using an interactive whiteboard, ensure that all work-based learners can 

reach it without standing on anything.  
• If using data projectors or interactive whiteboards, ensure that work-based learners 

never look directly into the beam of the projector. If presenting to the class and 
entering the beam, students should not look towards the audience for more than a 
few seconds, and ideally should keep their backs to the beam at all times.  

• Work-based learners/pupils should be supervised at all times during the operation of 
data projectors or interactive whiteboards. Ensure that students never look directly 
into the beam of the projector, and if presenting to the class and entering the beam, 
learners should not look towards the audience for more than a few seconds. Ideally 
they should keep their backs to the beam at all times.  
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WORKING SAFELY IN THE ICT SUITE 
 
Learners should be aware of rules for using the ICT suite.  

• Fire exits must be kept clear at all times; do not allow them to be blocked by 
equipment or learner bags.  

• If students are going to be seated for extended periods, ensure that good-quality 
seating is provided which supports the back.  

• Seating should be height-adjustable so that monitors and keyboards are correctly 
positioned and students do not have to look up or down at the monitor for prolonged 
periods.  

• Check to see if there is too much reflected light on monitor screens, making it difficult 
for learners to see.  

• Ensure that students can see displays adequately.  
• Make sure that students have room to make notes or use textbooks alongside the 

computer.  
• Ensure that the room temperature does not get too warm because computers are 

kept switched on for prolonged periods.  
• Ensure that there is enough fresh air circulating; installing a fan simply moves the 

warm, stale air about without renewing it. 
 

WORKING SAFELY IN A LECTURE ROOM 
 
There are some issues that are more relevant to working on computers in the classroom: 

• Locate the computers in areas where learners can sit and work without distracting or 
disrupting others in the class.  

• Ensure that procedures for connecting peripherals (scanners, digital cameras, web-
cams, control technology equipment and monitoring equipment), adhere to safety 
guidelines.  

• Ensure that additional equipment is situated where it will not cause a hazard such as 
trailing cables.  

• If you are using laptops, ensure that they are located on firm desks or tables.  
• Ensure that all electrical equipment is located away from water supplies, and that 

students have a sound knowledge of electrical safety.  
• Ensure that learners don’t take drinks to tables if they are working with electrical 

equipment such as cameras, videos, laptops, computers or data logging equipment. 

If you have a number of portable computers in the lecture room, you may want to set up a 
procedure to be followed when they are to be moved. For example, you could stipulate that 
only a small group of learners should move at a time, or designate specific learners to be 
responsible for laptops. 
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