
The diagram represents the two core tasks that you should complete this week and demon-
strates the need to balance the two with reference to three overriding considerations. You have to
identify all the existing software licences in place at your school and reconcile these with the
actual software loaded and used across the network. The two approaches to the review should
balance. However, if this activity has not been undertaken for some time it is unlikely they will do
so, in which case you will need to resolve any imbalance. In assessing the order of the balance,
you will incorporate the key themes set across Figure 3.1 in order to complete a review next
month to identify future issues that may need immediate action. 

You will clarify your understanding of the audit’s scope of enquiry, that is what to include and
what to leave out. Gain an understanding of national and international copyright compliance leg-
islation and review licence agreements to ensure that best value is in place.

Scope of review
Virtually all software products will require licences to cover their use, which may be in the form of
a one-off document or even CD (compact disc) key or may require an annual subscription pay-
ment. Schools must be able to account for all software used upon its equipment. This includes
both curriculum and administration software and should incorporate peripheral use such as
teachers’ laptops and so on. As with the hardware audit, it is likely that your administration
machines are provided by the local authority and supported by their technical team. If so, the
software on these machines may also have separate licence arrangements. You should confirm
that this is so, otherwise incorporate them within the review.

From a top-down perspective you will need to ensure that you have licence agreements in place
for the network’s operating systems, including any client licences required to access the curricu-
lum server. You will then need to check that any ‘Office’ type software is fully licensed both for
staff and student usage. Licences will be required for each piece of specialized curriculum software.
You need to check that teachers’ laptops are properly licensed for any software application loaded
upon them.
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Figure 3.1 Software audit template
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