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Preface

This document provides a full set of guidance for Local Education Authorities (LEAs) managing the Laptops for Teachers (LfT) Initiative.  Head teachers, ICT co-ordinators, teachers and administrators may also find this guidance useful in managing the second year of the initiative.

This guidance sets out the main principles of the initiative and provides LEAs with information to help them administer the scheme.  Supplementary advice to assist LEAs and head teachers with the practical operation of the initiative will again be  issued by NAACE in due course.

LEAs do not need to administer the scheme for Non-Maintained Special (NMS) Schools as their allocation has been calculated separately. Guidance will be issued to NMS schools to tell them how to administer the initiative for eligible teachers within their schools. 

1.
Background to the Initiative

1.1
The Laptops for Teachers initiative was announced by the Secretary of State at the BETT 2002 exhibition on 9 January 2002.   An extension of the initiative from two years to four and an increase in funding was announced by Charles Clarke at BETT 2003.

1.2
A consultation exercise was run during the summer of 2001 for teachers and members of the education community to express views on how future Computers for Teachers schemes should be shaped.  The consultation did not produce an overwhelming demand for any one type of supply model.   This initiative retains the emphasis on personal access for teachers but leaves the ownership of the laptops with schools.  This model has a number of advantages, not least because it will ensure better value for money.  Previous Computers for Teachers schemes operated on a subsidy basis and attracted income tax and National Insurance liabilities.  By moving to a model where the ownership of the equipment is retained by the school these liabilities are avoided.  LEAs will also be able to reclaim the VAT due on purchases. 

1.3
Another key feature of this initiative is that head teachers have priority to receive a laptop first. The rationale is given at para 5.6.

1.4
Laptop computers are being supplied to facilitate the flexible use of the equipment both at home or at school. Schools are asked to nominate named teachers to receive equipment under the initiative on long-term loan.   Ownership remains with the school and the teacher is required to return the equipment if employment at the school ceases.   Unlike the previous scheme, teachers are not required to make a monetary contribution.

1.5
The DfES has appointed Becta to provide technical standards and advice. In 2002 Becta ran an accreditation exercise on behalf of the Department for Education and Skills (DfES) in order to maximise value for money. A catalogue of suppliers, showing the goods and services they were offering under the initiative, went live in May 2002. The Department will be running another accreditation exercise in 2003 to ensure that the quality, competitiveness and value for money of the available laptop packages is maintained.  We anticipate that the exercise should be completed at the end of May 2003

1.6
Further information and frequently asked questions on the initiative are available on the Laptops for Teachers website at http://lft.ngfl.gov.uk. 

2.
Summary of key messages for Year Two

Funding.

2.1
The funding for year two (2003-2004) has increased from £40 million to £60 million.  It will be allocated to LEAs according to the same criteria for year one.

2.2
LEAs will receive their allocation at the same time as last year, with the normal Standards Fund payment at the end of May.

Eligibility

2.3
Teachers who received a grant for a computer for Computer for Teachers (CfT) phase 1 are now eligible to receive a laptop.  Teachers who benefited under CfT phase two and any who received a computer under the NCSL Laptops for New Heads Scheme, remain ineligible for year two.

Allocation of Laptops

2.4
Eligibility must be considered before a teacher is included in any allocation decision.  A teacher who is ineligible may not receive a laptop from LfT funding.  This does not compromise a head teacher’s decision to allocate a laptop to any eligible teacher they choose.

2.5
There are no priority groups except that any head teachers who do not have a laptop and are eligible should still consider themselves a priority.

2.6
The DfES would like to stress that the aim of this initiative is to increase permanent personal access to computers.  Pooling equipment does not serve to achieve this aim and the DfES does not support any other school allocation model other than permanent loan to individual teachers for the duration they are employed at their school.

2.7
The NAACE guidance may be viewed on the NAACE website at http://www.naace.org/.

Procurement

2.8
None of the LfT funding may be used for anything other than the capital purchase of laptops.  Additional or alternative services, peripherals, consumables, cabling, add-ons, docking stations, non-specification software, insurance, security devices etc, are therefore not eligible.  If you have any questions as to whether an item is eligible please contact Becta first at lftprocurementadvice@becta.org.uk.

2.9
The minimum specification is being slightly increased in line with technological advances in the industry.   The significant changes being:

· CD Rewriter drive is now the minimum rather than a CD ROM drive

· Processor speed increased to 1.0 GHZ from 900 MHZ

2.10
The Department is running another procurement exercise to ensure the quality, competitiveness and value for money of the available laptop packages.  LEAs are of course free to purchase at any time as the current catalogue will continue to be updated.  However, as new suppliers and models will be coming on line, LEAs may wish to wait and see what happens to prices and specifications after completion of the new procurement exercise.  The catalogue will be updated with new suppliers in mid June.

Purchasing

2.11
The LEA is free to use either Option One, Option Two, a combination of One and Two or Option Three.  Details of the options can be found in Section 7

2.12
If an LEA wishes to purchase any laptop or service other than via the catalogue (Option 1) they must seek authorisation from the DfES first by contacting jeanette.higgins@dfes.gsi.gov.uk.  

2.13
LEAs should have ordered all the year two laptops for their schools by the end of December 2003.  Funding for the second year of the Laptops for Teachers initiative must be spent by 31 March 2004.

2.14
Any purchase made from the catalogue or from an existing supplier must be made by the LEA. LEAs are not, under any circumstances, permitted to allocate the funding directly to schools for them to make the purchase.  Neither should LEAs give out their unique purchase identifier code.

Monitoring

2.15
It is important that teachers register receipt of their laptop. It is the LEAs responsibility to ensure that teachers are aware that they need to do this. 


2.16
LEAs are asked to provide details of purchases made under Options 1 & 2.  There is no set proforma for this but a simple email with the relevant information to jeanette.higgins@dfes.gsi.gov.uk, will suffice.  See paras 8.2 to 8.5.

2.17
We would welcome feedback on suppliers.  If there are any issues, complaints or compliments about suppliers, the equipment or the service provided, then please contact Becta at lftfeedback@becta.org.uk.org.uk.

3.
Funding

3.1
A total of £300 million has been made available for the Laptops for Teachers initiative over four financial years.  £60 million was sent to LEAs in May 2002. A further £60 million will be available for 2003/2004 with an additional £90 million available for each of the following years.

3.2
LEAs will receive their allocation of the £60million available for 2003-2004 via the Standards Fund as a single payment in May 2003.  Details of funding allocation are included at Annex B of this document. 

3.3
The amount allocated to LEAs has been calculated on a pro rata basis, based on the number of teachers actually employed by the LEA.  This count is by headcount not FTE.  Allocations have been calculated using the DfES’s latest statistical count of teachers (DfES annual 618G survey, published February 2002) and have been adjusted to take account of vacancies.  

3.4
The allocation for years 3 & 4 have yet to be determined but are likely to be calculated as before but using the latest DfES 618G figures available.

VAT

3.5
The allocation of funding does not include provision for VAT. LEAs may wish to pay the VAT element of purchases from their own funding and claim it back. Alternatively LEAs may decide to stagger purchases to allow VAT to be reclaimed and then used for subsequent purchases.

4.
Eligibility


4.1
The Laptops for Teachers initiative is open to all qualified teachers who hold a registered teacher number in England and who are currently employed as a teacher. However, those who received a subsidy under the Computers for Teachers initiative Phase 2, or a laptop under the Laptops for New Head Teachers initiative, or who have benefited from schemes that were wholly or partly funded by the Government within the last three years, are not eligible. 

4.2
Teachers who received a subsidy under Computers for Teachers phase 1 and were therefore ineligible to receive a laptop in the first year of LfT can now be considered eligible for this initiative.

4.3
The following categories of teacher are eligible to receive a laptop under the initiative. LEAs and head teachers will decide allocation of laptops to individual teachers according to local need. 

· Teachers working full or part time in a maintained school.

· Teachers working full or part time as a supply or agency teacher in the maintained sector, who are contracted to work for a period of at least one term, in one school at the time of allocation.

· Teachers working full or part time for an LEA, teaching children for at least 50% of their time.

· Qualified teachers working at Non Maintained Special (NMS) Schools.  Laptops for these schools will be allocated directly to NMS schools and LEAs will not need to administer the scheme on their behalf. Separate guidance will be issued to NMS Schools.

4.4
The DfES will be monitoring the eligibility of the recipients of laptops against previous Computers for Teachers schemes and the laptops for new heads initiatives.  If it is identified that a laptop has been issued to an ineligible teacher, the DfES will inform the LEA and request that the laptop is re-allocated.  If the LEA is unable to undertake this action, the DfES will if requested, follow-up directly with the school on behalf of the LEA.

5.
Allocation of Laptops to Teachers

5.1
Although the funding for this initiative has been increased significantly and will go a long way towards meeting demand, it will not be possible to provide all teachers who are eligible with a laptop.  LEAs will need to determine the most appropriate and fair way of distributing their allocation of funding between the schools in their LEA. The decision as to which teachers will receive a laptop under this initiative rests with LEAs and schools but the DfES requires that they adhere to the following principles:

· Laptops should be distributed in such a way to increase personal access across the whole LEA. The DfES will not support targeting of specific schools, types of school or geographical areas within the LEA unless there are good reasons for this (for example, if other schools have already received laptops or computers for all their teachers).  

· LEAs must ensure that all groups of eligible teachers are considered when they decide how to apportion their allocation (see section 4 for eligibility criteria).   Normal good practice in relation to equality of opportunity must be applied to this initiative.

· Laptops must be allocated to named individuals on long-term loan.  Teachers should retain the equipment for the duration that they teach at the school that they are in when they receive the laptop.  The laptop must be returned to the school for reallocation to another teacher when the original recipient ceases employment at that school. Note: For teachers employed or contracted by the LEA the DfES recommend that teachers retain the equipment for the duration that they teach for the LEA that they are in when they receive the laptop.  

· Priority should be given to head teachers who do not already own a computer funded wholly or partly by the government in the last three years.

· All schools where there are eligible teachers currently teaching at the school should benefit from at least one laptop during the first two years of the initiative. 

Allocation considerations

5.2
The allocation model is left to the discretion of the LEA. Most LEAs will have decided on their strategy during year 1 of the initiative.  The following paragraphs describe some of the options that you may wish to consider if you haven’t yet made your decision. 

5.3
One option for LEAs would be to calculate the number of laptops that each school will be due on a pro rata basis.  This option will not require LEAs to collect any information prior to making decisions on allocations and would rely on schools to provide confirmation that there are sufficient heads and teachers meeting the eligibility criteria to take up the laptops offered. LEAs should ensure that schools are aware that head teachers must be given priority for this initiative subject to eligibility (see section 3). A suggested pro-forma is attached at Annex C to collect the appropriate information from schools. Note: The LEA should ensure an allocation is made for teachers who work peripatetically and for those who are employed outside of individual mainstream schools.

5.4
Alternatively LEAs may wish to ascertain the need for laptops within the LEA before they decide on the allocation to schools.  Some LEAs may already know the existing need within their area based on knowledge of initiatives such as take-up of previous Computers for Teachers initiatives, Laptops for New Heads, Education Action Zone schemes, or other locally run Government funded initiatives.  If this is not known, LEAs will need to consult with schools to assess the need against the eligibility criteria.  Once this information is collected, allocation of the laptops can be decided.   As the need across the LEA is likely to exceed the number of laptops available, a proportional calculation per school based on need will probably still need to be made. 

Advice to Head Teachers

5.5
LEAs may wish to give advice to head teachers to aid with decisions on how the laptops should be allocated within schools.  There will also be guidance to help with this decision in the supplementary advice prepared by NAACE and NCSL which is available on the NAACE website at http://www.naace.org/.  Whichever model is used, head teachers must ensure that the laptops are distributed in a fair manner.

5.6
Head teachers should be made aware that they must give themselves priority for a laptop subject to their eligibility (see section 3).  It is the DfES’s view that it is head teachers who are key in ensuring that a school has an effective ICT strategy and believe that personal access will not only bolster this role, but will ensure in-school support for the school staff who are benefiting from the scheme. 

5.7
Head teachers when considering their local needs, may wish to ensure that staff who are involved in outreach activities or supporting other members of staff within their school (e.g. ASTs) have personal access to ICT to assist with this work.

5.8
LEAs should ensure that head teachers are aware of the key criteria  and procedures for this initiative, and may wish to provide them with access to this guidance document and also the guidance produced by NAACE see above.

6.
Procurement

6.1
In 2002 Becta managed a procurement exercise to identify and accredit a number of suppliers who would provide a range of laptop computers to a minimum specification at a competitive price and to a reliable quality standard.  A second procurement exercise began in January 2003 and seeks to accredit suppliers for years two, three and four.

6.2
On 27 May 2002 the catalogue containing supplier details, specifications and pricing, was published at http://lft.ngfl.gov.uk.   Following on from the 2003 procurement exercise, there will be an update to the catalogue in mid June 2003.

6.3
The catalogue shows the range of machines and services on offer from each supplier.  Becta will take responsibility for monitoring the catalogue and will be responsible for making price and specification updates to the website.

Minimum Specification

6.4
There will be a minimum specification for the initiative irrespective of the option followed for purchasing purposes.  The specification will be based on that for Year 1 with some minor changes.  We are constantly reviewing the specification and expect to make changes for future years of the initiative. The minimum specification will include a set of office applications, including as a minimum: word processor, spreadsheet and presentation package. It will also include virus protection software, a network card, modem, three-year warranty and technical support helpline.  For comprehensive details of the minimum specification, please see Annex G.

6.5
As a result of feedback from last year, it has been decided not to include an ISP as an optional element this year, as most schools and LEAs will already have arrangements in place for internet usage during school hours.  Teachers who wish to use the internet at home are encouraged to do so.  The DfES believes that the most cost effective way of achieving this is to leave the decision on which ISP to use to the individual.  Many teachers have existing arrangements in place or may wish to choose their own provider and payment scheme.  Further guidance on this subject can be found on the NAACE website at http://www.naace.org/.  
Additional items you may want to fund from other sources

6.6
A demonstration procedure will be included in the catalogue as a separately priced option that may be purchased by the LEA but will not be eligible for Laptops for Teachers funding.  The demonstration will cover connection of the equipment purchased, accessing the application software and loading and running of a CD or DVD.

6.7
LEAs will need to decide whether teachers will need a demonstration by suppliers or whether this could be carried out by an ICT co-ordinator in schools (or by an LEA representative for teachers not employed in schools).  LEAs should consult with their schools as part of the allocation process to determine whether they require a demonstration to be provided by suppliers or whether they wish to do it themselves.

6.8
 Additional or alternative services, peripherals, consumables, cabling, add-ons, docking stations, non-specification software etc, are not eligible for funding under this initiative.  If there is any doubt as to eligibility, please contact Becta at lftprocurementadvice@becta.org.uk before making any additional purchase.  LEA or schools may wish to fund such additional items or fund a higher specification laptop by contributing their own funding.  

6.9
If you want to provide a support service over and above that offered as part of the minimum specification e.g. on site cover, full LEA support service, you may do so, but will need to fund that element from your own funding.

Insurance and Security Devices

6.10
The minimum specification for the laptops will not include insurance or security devices.  Most LEAs and schools will have existing policies on insurance and security and should extend these arrangements for this initiative.  Some suppliers may offer insurance and anti-theft devices in the catalogue as separately priced options and LEAs may wish to take advantage of this. Insurance and security devices cannot be purchased with LfT funding.  If in doubt as to eligibility, please contact Becta.

Capped price

6.11
The catalogue for approved suppliers is likely to include some variation in the specification, model and price of laptops eligible for Laptops for Teachers funding.   LEAs are free to fund a higher specification of laptop from their own funds.  To ensure cost effectiveness, we have fixed the limit on the amount of LfT funding that can be spent on a single laptop.  This is known as the capped price which remains the same as Year One at £1,100 per unit.  No more than £1,100 of LfT funding may be spent on a single laptop and should the cost be more, the difference must be sourced from the LEA or schools own funds.

6.12
No decision has yet been made on whether the capped price will change for years three and four.


Teachers with special needs

6.13
Should a teacher with special needs require adapted or alternative equipment to enable them to fully utilise their computer, then such items can be considered for Laptops for Teachers funding.  Decisions on purchase of adapted or alternative equipment must be agreed with the DfES.  A pro forma is attached at Annex D, which will need to be completed and returned to the DfES for approval.

7.
Purchasing 

7.1
The purchasing mechanism for the Laptops for Teachers initiative is designed to give LEAs maximum flexibility to get the best value for money.

7.2
There are three purchasing options.  Irrespective of the purchasing option chosen, all laptops purchased must meet or exceed the minimum specification and teachers must carry out the acceptance procedure outlined in section 8 below.

7.3
LEAs may purchase using Option1, Option 2, a combination of Options 1 & 2 or Option 3.  Any purchase made using Option 1 or Option 2 must be made by the LEA.  LEAs are not permitted to allocate the funding directly to schools for them to make the purchase.  Neither may they issue the unique identification code to be used by anyone else.

Option One – Purchase from the catalogue

7.4
You may choose laptops from the catalogue and order directly from the supplier.  LEAs are advised to look at the catalogue regularly in order to check for fluctuations in prices and for new offers made by the suppliers. As new suppliers and models will be coming on line at the completion of the latest procurement, LEAs may wish to wait and see what happens to prices and specifications first. LEAs are of course free to purchase at any time as the catalogue will remain in operation with offerings from the currently accredited suppliers.

7.5
Becta on behalf of the DfES completed a full OJEC-compliant tender process to accredit suppliers for this initiative. Those LEAs who choose to purchase using this option do not need to carry out a separate tendering exercise.

Option Two – Purchase from existing supplier

7.6
The DfES recognises that many LEAs will have existing arrangements with suppliers.  LEAs are free to purchase using existing arrangements providing that value for money is achieved and the minimum specification is met or exceeded in every respect.  LEAs should however note that their existing supplier may very well be an accredited catalogue supplier and they may be able to get a more advantageous deal by checking prices.

7.7
LEAs should be aware that EU regulations apply to this option and that this procurement may be subject to audit.  If you would like further advice please contact Becta at lftprocurementadvice@becta.org.uk.  They will be able to provide advice about EU thresholds and EU procurement processes.  Note that as Option One has already undergone a full OJEC tendering procedure, LEAs may find that Option One is easier to use.

7.8
If an LEA wishes to use their own supplier they MUST get approval from the DfES first. They should send details of the specification of the laptop they want to purchase, the price and the name of the supplier to the DfES.  A pro forma containing the information that will need to be provided is attached at Annex E.  LEAs should not enter into any agreement with a supplier before approval has been granted.   

7.9
The DfES will ask Becta to advise whether the equipment you wish to buy is of equivalent specification and value for money to those given in the published catalogue.  The DfES will inform the named contact at the LEA of the decision.

Option Three – Purchase via Becta

7.10
In this option Becta will manage the whole purchasing process.  If you do not wish to undertake the purchasing arrangements yourselves, you may ask Becta to undertake it on your behalf.  If you want to take this option, you will need to inform Becta by the 30 April 2003.

7.11
Becta will purchase from catalogue suppliers only.  They cannot undertake purchases from non-accredited suppliers. 

7.12
This option was popular with those who used it in year 1.   If you would like to find out more about this option, please contact Becta directly at lftprocurementadvice@becta.org.uk .

7.13
Please note that LEAs will still need to determine the allocations as described in section 4 if they choose this option.  Laptops will be delivered to schools during the Autumn term 2003.

Purchase Completion Date

7.14
LEAs should have ordered all equipment for their schools by the end of December 2003.  Funding for the second year of the Laptops for Teachers initiative must be spent by 31 March 2004.

Contract Issues

7.15
The purchase of laptops and any additional items or services is a matter between the LEA and the supplier.  The DfES and Becta are not able to enter into any contractual disputes. If you have any complaints about purchases or services obtained from a catalogue supplier, they should be addressed directly to the supplier and headed ‘Formal Complaint: Laptops for Teachers Initiative’. 

Complaints & other supplier feedback

7.16
As part of its monitoring role, Becta will be asking catalogue suppliers for details of any complaints received and goods returned under the initiative and will be monitoring the level of complaints. Please include the name of the person you are dealing with on any written complaints, and the dates of any relevant communications and send a copy to: LfT Monitoring, Becta, Milburn Hill Road, Science Park, Coventry, CV4 7JJ.

7.17
The Department and Becta are also interested in any other comments you have on the suppliers that you have used.  This could include compliments about suppliers, good/bad feedback on the equipment or the service that they provide.  This information will be invaluable to us when deciding if any improvements or changes need to be made, in the selection or contractual arrangements with current/new suppliers.  Please contact Becta at lftfeedback@becta.org.uk.org.uk.

Ownership and Title 

7.18
It is usual for ownership to be transferred from supplier to purchaser on receipt of payment.  LEAs should confirm this before entering into any agreement to purchase.

7.19
The Laptops for Teachers initiative is designed to provide more teachers with personal access to ICT.  The laptop should stay with the teacher throughout their contract at the school.  Title of the laptop will remain with the school and if the teacher moves from the school, they must return the laptop to the school for re-allocation.  

7.20
For teachers working directly for, or contracted by the LEA; the title of the laptop will remain with the LEA.  If the teacher moves from the LEA, they must return the laptop to the LEA for re-allocation.

7.21
Laptops are owned by the school and in the event of loss or theft of a laptop; the LEA is not obliged to replace it.  

Utilisation

7.22
Any laptop computer provided to a teacher under this initiative will be made available on a long term loan basis for his or her own professional use.  It is expected that this will include use at various locations including the teacher's home and school.  However, no expectation may be placed on a teacher to make the laptop available for regular use in school as part of the school's general ICT provision.  Laptops supplied to teachers under this initiative may not be counted towards the school's ICT 

provision for NGfL baseline purposes.

7.23
LEAs and schools should ensure that teachers are aware of local policies on computer use and may wish to draw attention to:  

· The dangers of virus infection.

· The Data Protection Act 1998: The Act requires, amongst other things, that all personal data should be protected by appropriate security safeguards against unauthorised or unlawful processing of personal data and against accidental loss or destruction or damage.

· Copyright, Design and Patents Act 1988: All software must be used only in accordance with the terms of the licence. Generally, the making of copies is forbidden and is a criminal offence. 

· Computer Misuse Act 1989: Identifies three main offences concerning unauthorised access to system, software or data. The punishment depends upon whether the intent of the hacker was merely to gain access, to commit further offences after gaining access or to make a modification to "computer material" e.g. to inject a virus.

· School and LEA policies on the inappropriate use of computers. 

· Health and Safety issues.  

8.
Monitoring and Evaluation

8.1
As with all public funding, there will be checks and controls in place to ensure that funds have been spent effectively and correctly.  Information will also need to be gathered for evaluation purposes. The DfES will be monitoring spend against LEAs’ allocations to ensure that LEAs are getting best value for money.

Purchase information required

8.2
Irrespective of the purchase method used, the information that the DfES will collect will include the following as a minimum:-


· LEA Number

· LEA Name

· Supplier name

· Period covered

· Number of Laptops purchased

· Amount of LfT funding used

Using a Catalogue Supplier

8.3
If the LEA has used a catalogue supplier (Option 1 in section 7), then the supplier will be instructed to send management information to the DfES.  During the first year of the initiative it has become apparent that the purchase details provided by suppliers have in some cases differed to the figures held by the LEA. In order to address this in year two, we would like LEAs who use Option One to provide details of the purchases they have made.  A simple email to jeanette.higgins@dfes.gsi.gov.uk with the following information will suffice.

· LEA Number

· LEA Name

· Supplier name

· Date of order

· Number of Laptops purchased

· Amount of LfT funding used

· Additional eligible items purchased using LfT funding (e.g. where the software licences have been purchased separately at a cheaper rate than that charged by the catalogue supplier)

· Amount of LfT funding used on eligible additional items purchased

Using a local or preferred supplier 

8.4
LEAs need to be aware that their local arrangements may be with suppliers who actually have been accredited and have an entry in the LfT catalogue.  This has caused a small amount of confusion in the past.

8.5
If the LEA has used a local supplier (Option Two in Section 7), then they must send the DfES purchase information regardless of whether their supplier is also a catalogue supplier.  The information should be provided on a monthly basis until all allocated funding has been spent.  A pro forma to be completed by LEAs is attached at Annex F.  This form should be returned by e-mail to jeanette.higgins@dfes.gsi.gov.uk.

Using Option Three

8.6
If an LEA is using Becta as the procuring agent (Option Three in Section 7), then Becta will manage the whole process and will be responsible for ensuring that management information is provided. There is no action for the LEA.


Acceptance Procedure

8.7
All teachers receiving a laptop under this initiative, regardless of purchase option chosen, will be required to log on to a central website to confirm receipt and functionality of the laptop.

8.8
Those who have had a laptop allocated to them from a colleague who has left the profession or moved to another school (i.e. not a new laptop) are not required to register.  Teachers in this position are still welcome to access the site areas as described in para 8.9 below.

8.9
As part of the registration process the teacher will be able to access a number of useful websites, networks and online communities, many of which will be used by teachers with similar interests as them.

Evaluation

8.10
Any teacher receiving a laptop under this initiative may be asked to take part in an evaluation exercise to explore the effective use of laptops in teaching practice. The results of any evaluation will contribute to the DfES’s thinking on how future phases of the initiative should be delivered and will help to inform the DfES of the impact that personal access to ICT has on teaching and learning. 

9.
Further Information

9.1
Please see our website: http://lft.ngfl.gov.uk for up to date information and a Frequently Asked Question (FAQ) list which should answer most of your questions.  There is also a helpline number 0870 241 4679.

Annex A1

Letter to LEA Chief Education Officers 2003
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Our Ref:  LEA/0006a/2003
24 January 2003

LAPTOPS FOR TEACHERS PROGRAMME EXTENDED

On the 9th January 2003, Charles Clarke announced additional funding for the Laptops for Teachers initiative. The funding for 2003-2004 has been increased from £40 million to £60 million.  As further proof of the Government’s commitment to embedding ICT in teaching practice, the initiative will be extended for a further two years with funding increased to £90 million for each of those years. This will triple to £300 million the amount of funding provided for this initiative and demonstrates our commitment to increase the number of teachers with personal access to a computer.

As you will be aware, the first tranche of funding (£60 million) was paid to your LEA via the Standards Fund in May 2002.  This funding model has worked very well and we intend to repeat it this year.  Therefore the second tranche of funding (Original £40 million + additional £20 million) will be paid to your LEA, via the Standards Fund in May 2003.

The Department will be running another procurement exercise to ensure the quality, competitiveness and value for money of the available laptop packages.  We anticipate that the exercise should be completed at the end of May.  This coincides with the distribution of funding and follows the same model as last year.  LEAs will again be able to use any of the three procurement options available (see guidance issued in March 2002) when purchasing their laptops in year 2.   LEAs are of course free to purchase at any time as the catalogue will continue to be updated.  However as new suppliers and models will be coming on line, LEAs may wish to wait and see what happens to prices and specifications after completion of the new procurement exercise. 

The Becta run procurement Option 3 proved very successful for the LEAs who chose this option last year. In this option Becta manage the whole process, if you do not wish to undertake the purchasing arrangements yourselves. Becta will contact those LEAs who chose procurement Option 3 last year to confirm that they wish to use this facility again for their 2003-2004 purchasing arrangements.  LEAs that did not avail themselves of this service last year but are considering using it this time should send an e-mail to lftprocurementadvice@becta.org.uk by 30 April 2003.  

We would like to thank LEAs for your continued support in ensuring the success of this initiative and appreciate the effort that has been put in to enable laptops to be allocated and delivered to eligible teachers.  To ensure that the initiative continues to run successfully, if the named contact who will be responsible in your LEA for the expenditure and allocation of the laptops to schools in 2003-2004, is different to the one supplied to us previously, please send the new details of your named contact by e-mail to Jeanette Higgins at jeanette.higgins@dfes.gsi.gov.uk by 28 February 2003.

The Department will be issuing further guidance to LEAs in March 2003: this will include details of the amended year 2 allocations which will be updated to take account of the additional funding available. In the meantime if you have any questions please see the latest information on the web site at www.lft.ngfl.gov.uk or please e-mail Jeanette Higgins at jeanette.higgins@dfes.gsi.gov.uk.
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Doug Brown

Divisional Manager

ICT in Schools Division

Annex A2

Letter to LEA Chief Education Officers 2002
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Ref LEA/0006/2002
LAPTOPS FOR TEACHERS 
Today Estelle Morris announced a new initiative to provide laptops to teachers.  I am writing to let you have some background and to provide details about how that initiative will operate.

Ensuring teachers have ready access to a computer is part of equipping teachers to undertake their jobs effectively.  The importance of ICT in reducing workload was also highlighted in the recent study undertaken by PricewaterhouseCoopers. That is why the Government has decided to launch a new initiative to provide laptops free of charge to teachers, at the same time as doubling the amount available over the next two years from the £50 million previously announced to £100 million.  

The funding will be provided via the Standards Fund (funded at 100%), the first tranche arriving in time for LEAs to begin to purchase laptops in the summer term 2002.  The allocations to Education Authorities will be based on the number of teachers employed in the LEA.

In the meantime, Becta will manage an exercise to identify a range of approved suppliers who can provide a minimum standard specification of laptop with a three year warranty and support services, at a competitive price and to a reliable quality standard.  Education Authorities will be free to spend their funding allocation either on computers from those preferred suppliers or, providing they can achieve a better deal elsewhere on an equivalent or higher specification of machine, warranty and support, through their own preferred  supplier.  In either case, the teacher will need to log on to a central website to ensure that the equipment is functioning satisfactorily. LEAs should not enter into any arrangements with any suppliers until they have received further guidance from the Department for Education and Skills.  Decisions to spend outside of the approved suppliers will need to be agreed with the Department.

Education Authorities will need to determine how many laptops to allocate to each school in their area, based on current provision and including consideration of the number of teachers who have a government funded computer either at school or at home.  The laptops purchased should go to named teachers (i.e. not pooled), and should stay with that teacher for as long as they remain at the school.  When they leave the profession or move schools, the laptop should be returned to the school for reallocation to another teacher.

As a priority, we would ask Education Authorities to ensure that every head teacher who currently does not have a laptop is allocated one.   Thereafter, laptops should be given to teachers who have not received a computer under a previous computers for teachers scheme or any other government funded programme in the last three years.  Any funding remaining, once all teachers have a government funded computer less than three years old must be returned to the DfES for redistribution.  The DfES will welcome returned funds, as our priority is to ensure as many teachers as possible across the country have laptops and we will reallocate this resource according to need.

Where Education Authorities purchase from one or more of the approved suppliers mentioned above, we will collect the management information the Department needs from that supplier.  Where the Authority purchases from elsewhere, they will need to let the Department know the name of the supplier, how many laptops they purchased, the specification of those laptops and the price they paid.  We will use this data to ensure value for money has been achieved and to inform future policy.

To ensure that we are able to handle this exercise effectively, each Education Authority should provide a named contact who we can liaise with regarding this initiative.  Please send details of your named contact to Jeanette Higgins  by e-mail to jeanette.higgins@dfes.gsi.gov.uk By 23 January 2001.

We will provide further information on this initiative through our website at  http://lft.ngfl.gov.uk. and guidance will be sent to the named contact above in the near future.  In the meantime if you have any questions, please call our information line on 0870 241 4679.
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CATHY ASHTON
Annex B

LEA and NMSS Funding Allocation

	
	Percentage
	2003

	
	of total teachers
	Allocation

	Darlington
	0.19%
	£115,539

	Durham
	1.06%
	£634,422

	Gateshead
	0.42%
	£249,058

	Hartlepool
	0.20%
	£121,951

	Middlesbrough
	0.31%
	£187,037

	Newcastle upon Tyne
	0.54%
	£323,483

	North Tyneside
	0.45%
	£268,431

	Northumberland
	0.66%
	£394,005

	Redcar and Cleveland
	0.31%
	£185,365

	South Tyneside
	0.35%
	£209,058

	Stockton on Tees
	0.43%
	£260,208

	Sunderland
	0.64%
	£383,552

	 
	
	

	Blackburn with Darwen
	0.32%
	£194,006

	Blackpool
	0.28%
	£166,689

	Bolton
	0.61%
	£367,524

	Bury
	0.37%
	£219,511

	Cheshire
	1.34%
	£805,292

	Cumbria
	1.01%
	£603,063

	Halton
	0.28%
	£167,246

	Knowsley
	0.36%
	£218,257

	Lancashire
	2.34%
	£1,402,083

	Liverpool
	1.03%
	£618,812

	Manchester
	0.91%
	£547,732

	Oldham
	0.54%
	£322,925

	Rochdale
	0.47%
	£279,580

	Salford
	0.47%
	£282,089

	Sefton
	0.64%
	£384,249

	St Helens
	0.38%
	£228,431

	Stockport
	0.57%
	£343,831

	Tameside
	0.47%
	£280,835

	Trafford
	0.47%
	£278,744

	Warrington
	0.40%
	£241,392

	Wigan
	0.64%
	£384,946

	Wirral
	0.74%
	£444,458

	 
	
	

	Barnsley
	0.42%
	£249,894

	Bradford
	1.09%
	£653,655

	Calderdale
	0.44%
	£265,922

	City of Kingston Upon Hull
	0.53%
	£316,235

	Doncaster
	0.65%
	£388,430

	East Riding of Yorkshire
	0.62%
	£372,263

	Kirklees
	0.81%
	£487,942

	Leeds
	1.47%
	£879,856

	North East Lincolnshire
	0.34%
	£201,114

	North Lincolnshire
	0.33%
	£196,793

	North Yorkshire
	1.20%
	£721,111

	Rotherham
	0.61%
	£365,155

	Sheffield
	1.01%
	£607,244

	Wakefield
	0.66%
	£393,726

	York
	0.34%
	£205,992

	 
	
	

	Derby
	0.46%
	£272,751

	Derbyshire
	1.41%
	£843,619

	Leicester
	0.68%
	£405,851

	Leicestershire
	1.20%
	£721,250

	Lincolnshire
	1.28%
	£766,964

	Northamptonshire
	1.28%
	£766,964

	Nottingham
	0.53%
	£316,096

	Nottinghamshire
	1.45%
	£869,682

	Rutland
	0.07%
	£39,024

	 
	
	

	Birmingham
	2.44%
	£1,465,218

	Coventry
	0.69%
	£410,869

	Dudley
	0.67%
	£401,531

	Herefordshire
	0.32%
	£192,473

	Sandwell
	0.64%
	£383,831

	Shropshire
	0.51%
	£305,922

	Solihull
	0.50%
	£300,486

	Staffordshire
	1.66%
	£993,026

	Stoke on Trent
	0.48%
	£284,737

	Telford and Wrekin
	0.35%
	£208,501

	Walsall
	0.62%
	£369,197

	Warwickshire
	0.99%
	£593,586

	Wolverhampton
	0.57%
	£342,577

	Worcestershire
	1.03%
	£615,885

	 
	
	

	Bedfordshire
	0.80%
	£480,555

	Cambridgeshire
	0.94%
	£563,481

	Essex
	2.57%
	£1,541,594

	Hertfordshire
	2.13%
	£1,276,230

	Luton
	0.49%
	£293,518

	Norfolk
	1.45%
	£871,354

	Peterborough
	0.37%
	£222,717

	Southend on Sea
	0.34%
	£203,204

	Suffolk
	1.34%
	£800,553

	Thurrock
	0.28%
	£169,755

	 
	
	

	Barking and Dagenham
	0.36%
	£218,396

	Barnet
	0.67%
	£400,137

	Bexley
	0.51%
	£306,619

	Brent
	0.51%
	£303,413

	Bromley
	0.62%
	£372,681

	Camden
	0.35%
	£211,009

	City of London
	0.00%
	£1,394

	City of Westminster
	0.30%
	£178,117

	Croydon
	0.72%
	£429,963

	Ealing
	0.53%
	£319,859

	Enfield
	0.65%
	£390,939

	Greenwich
	0.50%
	£301,741

	Hackney
	0.41%
	£243,762

	Hammersmith and Fulham
	0.29%
	£172,682

	Haringey
	0.46%
	£274,424

	Harrow
	0.38%
	£228,710

	Havering
	0.47%
	£279,302

	Hillingdon
	0.53%
	£314,981

	Hounslow
	0.46%
	£275,957

	Islington
	0.33%
	£199,023

	Kensington and Chelsea
	0.17%
	£102,438

	Kingston upon Thames
	0.26%
	£158,605

	Lambeth
	0.39%
	£234,145

	Lewisham
	0.49%
	£296,305

	Merton
	0.29%
	£171,567

	Newham
	0.63%
	£376,165

	Redbridge
	0.55%
	£331,148

	Richmond upon Thames
	0.27%
	£163,065

	Southwark
	0.49%
	£292,542

	Sutton
	0.36%
	£216,166

	Tower Hamlets
	0.57%
	£342,158

	Waltham Forest
	0.45%
	£267,316

	Wandsworth
	0.42%
	£249,894

	 
	
	

	Bracknell Forest
	0.19%
	£111,358

	Brighton and Hove
	0.42%
	£249,476

	Buckinghamshire
	0.93%
	£560,136

	East Sussex
	0.87%
	£522,785

	Hampshire
	2.24%
	£1,341,735

	Isle of Wight
	0.27%
	£161,393

	Kent
	2.75%
	£1,646,123

	Medway
	0.54%
	£321,949

	Milton Keynes
	0.43%
	£257,002

	Oxfordshire
	1.13%
	£675,815

	Portsmouth
	0.37%
	£222,717

	Reading
	0.25%
	£152,752

	Slough
	0.28%
	£166,550

	Southampton
	0.41%
	£246,270

	Surrey
	1.76%
	£1,055,325

	West Berkshire
	0.32%
	£189,685

	West Sussex
	1.37%
	£818,811

	Windsor and Maidenhead
	0.24%
	£144,808

	Wokingham
	0.31%
	£184,110

	 
	
	

	Bath and NE Somerset
	0.34%
	£202,089

	Bournemouth
	0.27%
	£164,180

	City of Bristol
	0.69%
	£412,263

	Cornwall
	0.93%
	£560,276

	Devon
	1.24%
	£740,902

	Dorset
	0.69%
	£414,074

	Gloucestershire
	1.12%
	£669,822

	Isles of Scilly
	0.00%
	£2,787

	North Somerset
	0.35%
	£207,386

	Plymouth
	0.55%
	£331,845

	Poole
	0.25%
	£150,801

	Somerset
	0.95%
	£567,662

	South Gloucestershire
	0.53%
	£314,702

	Swindon
	0.35%
	£209,337

	Torbay
	0.24%
	£143,693

	Wiltshire
	0.81%
	£482,645


Annex C 

Laptops for Teachers Guidance 


School Return – Teachers Nominated to Receive a laptop

	LEA Name:
	


	School Name:
	


The following teachers are eligible for and have been selected to receive a laptop under the Laptops for Teachers Initiative:  

	Head Teacher Name
	Registered Teacher Number

	
	

	(Heads should only complete this section if they are eligible to receive a laptop.)

	Teacher Name
	Registered Teacher Number

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


I certify that to the best of my knowledge the above named teachers meet the eligibility criteria set out in section 3 of the Laptops for Teachers guidance document and have not received a computer or laptop, wholly or partly funded by the Government, within the last three years.

Head Teacher:




 Signature:                                   
 Date:

Please return this form to:  (LEA to complete details).
Annex D

Laptops for Teachers Guidance – 

Request to Purchase Special Needs Equipment

	LEA Name:
	


	Contact Name:
	


	Reason for Request

	


	Specification & Price of Equipment Required

	


This form should be returned to Jeanette Higgins at:

Jeanette.Higgins@dfes.gsi.gov.uk

Annex E

Request to Use Own Supplier

	LEA Name:
	


	Contact Name:
	


Note: If you wish to purchase more than one specification of laptop, a separate form will need to be completed for each. 

	Supplier:
	


	Cost Per Unit:
	£XXX (Excluding VAT)


	Specification of Laptop & Services

	All Sections Must be Completed

	Component
	Specification

	Laptop Computer

	Processor
	Speed in Mhz 

Type
e.g. Pentium, AMD



	RAM
	In Megabytes



	CD-RW Drive
	

	Hard Disk Drive
	In Gigabytes



	Display
	

	Graphics
	

	Ports
	

	Expansion
	

	Pointing Devices
	

	Keyboard
	

	Audio
	

	Stereo Speakers
	

	Modem
	

	Networking
	

	Power
	

	Carry Case
	

	Software Components

	Operating System
	

	Applications Software
	

	Virus Protection
	

	Internet Connectivity Software
	

	Maintenance & Support

	Delivery
	

	Installation
	

	Warranty & Service
	

	Hotline Support
	


This form should be returned to Jeanette Higgins at:

Jeanette.Higgins@dfes.gsi.gov.uk

Annex F

LEA Purchase Return

	Date of Purchase:
	


	LEA Number:
	


	LEA Name:
	


	Contact Name:
	


	Suppliers:
	


	Number of laptops purchased (Lft funding):
	


	Total LfT funding spent on laptops (excl VAT):
	


	Additional eligible items purchased (Lft funding):
	


	Cost of additional eligible items purchased using LfT funding: (excl VAT)
	


This form should be returned to Jeanette Higgins at:

Jeanette.Higgins@dfes.gsi.gov.uk

Annex G

LfT Minimum Specification for Laptops

	Processor
	One of the following processors:
1Ghz or faster AMD or Intel processor or equivalent
or
800 MHz or faster PowerPC processor or equivalent.

	RAM
	256 Mb minimum (must be upgradeable to over 512MB).

	Removable re-writable media
	CDRW

	CD/DVD/CDRW drive
	1 CDRW drive
or
1 CDRW/DVD combo drive.

	Hard disk
	20 Gb minimum.

	Display
	Integral TFT screen, 14.1" or larger.

	Graphics
	Built-in display with a resolution of at least 1024 x 768, providing 24-bit colour at the full resolution of the built-in display.

	Graphics RAM
	8 Mb minimum. (if configurable must be set to 8MB min, unless specified by user)

	Ports – following ports must be integrated into the laptop

Ports – following ports are optional – please state if included.


	2 x USB port
1 x VGA (Must be capable of simultaneous output to an external colour display.)

1 x COM (serial) port

1 x Parallel port

1x IRDA

1x Floppy disk drive

	Expansion
	1 x internal upgrade slot (PCMCIA/Mini PCI) or equivalent.

	Pointing device
	1 x integrated pointing device (touchpad or other device) plus external mouse (or equivalent) with a suitable connection.

	Keyboard
	UK keyboard with full-size keys contained within the footprint of the machine.

	Audio
	Minimum specification of 16-bit stereo sampling and playback
Stereo audio output connections
Internal microphone or connection for an external microphone.

	Speakers
	Internal stereo speakers plus stereo audio output connection.

	Modem
	V.90/V.92 56K fax/modem, internal

	Networking
	On-board 10/100 network interface.

	Power
	1 x Lithium Ion rechargeable battery
1 x mains adapter
Battery must have minimum of 1.5-hour life under the following load: 100% CPU load {at max speed i.e. speed step disabled}+ full screen brightness + disk access {i.e. writing time and date to disk every 3 minutes}

	Carry Case
	Carrying case with handle. The case must be sufficiently large to carry the computer, mains adapter, disks and CDs.

	Operating System
	Windows 2000 Pro / XP Pro or later, or equivalent
or
Mac OS X 10.2 or later.

	Applications Software
	A set of office applications including at least word-processor, spreadsheet and presentation software.

	Virus Protection
	Virus-scanning software must be included, with free updates to the virus-definitions file for at least one year from date of delivery.

	Internet Connectivity Software
	5th Generation web-browser software, i.e. Netscape, Internet Explorer or equivalent. The software provided must not inhibit the use of software from other Internet access providers.

	Delivery
	All suppliers must provide a delivery service.

	Demonstration
Note: This is optional and not included within the funding cap.
	All suppliers must offer a commissioning/demonstration service to the end recipient at the purchaser’s preferred location. The demonstration must result in the end recipient being able to: 

· connect the equipment purchased 

· successfully run application software 

· successfully run the CD or DVD 

	Warranty and service
	Minimum of three years' manufacturer’s warranty including parts and labour on all components (including battery). Additional on-site support can be made available as an option, but must not be included within the funding cap.

	Hotline support
	Support must be provided for all hardware and software purchased. This must include telephone hotline support for three years at local call rates from 8:00 to 18:00 Monday to Friday, excluding Bank Holidays.


Annex H

NGfL Laptops for Teachers – Becta to run Option 3 for the second year.

Last year Becta undertook a procurement funded by the DfES to buy good quality, value for money laptops on behalf of the 5 LEAs who chose to use the Becta service rather than undertake the purchasing themselves.  It was a success and over 1750 machines were delivered to schools across the country.  The LEAs who used the service were pleased with the value for money, flexibility and simplicity of Option 3.

The following is a list of the main activities undertaken by Becta:

· Becta asked each LEA for any pre-requisites they had regarding the specification of laptop they required.

· Becta asked the catalogue accredited suppliers to tender against each of the laptop specifications required in order to obtain best quality/value for money. 

· Becta evaluated each tender and the top five rated machines for each specification were demonstrated to the LEA representatives who then decided which laptops to purchase.

· Placed purchase orders with the successful suppliers.

· Carried out warehouse inspections to check the quantity and quality of the laptops.  

· Arranged onward delivery of each laptop to its recipient.  

· Acted as a central co-ordination point between each LEA and the supplier.

· Received and paid the supplier invoices; having been satisfied that all deliveries had been completed.

Responsibilities that rested with the LEA:

· Each LEA provided Becta with a list of recipients who were to receive a laptop (name and school).

· Each LEA paid over their LfT funding to Becta (last year we sent proforma invoices in advance of the purchase).

· Each LEA signed an Agency Agreement with Becta designed to set out clearly the roles and responsibilities of each party.

If your LEA is interested in receiving a similar service this year please send an email expressing your interest to lftprocurementadvice@becta.org.uk by 30th April 2003.

Points to note:

It is envisaged that this procurement will run earlier in the year than last year, with a target for deliveries of September 2003.

The level of flexibility regarding specification will depend on how many LEAs use Option 3.  

Funding for the provision of this option remains with the DfES.[image: image6.png]






















































