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Using the Essential Skills ICT Curriculum document

The new Essential Skills ICT Curriculum is based on the National ICT Skill for Life Standards Levels 1 and 2 which can be found in on the DfES website - dfes.gov.uk.
This curriculum document develops these standards across three columns on each page. The Essential Skills ICT standard is shown as the header on each page.

The curriculum is described in terms of the knowledge, skills and understanding required to meet each standard. The standards are in bold, and the descriptors shown in a lighter type face. The descriptors are seen as the minimum requirements. These are detailed in the left hand column entitled “learners must be able to”. Examples of relevant tasks are attached to each standard in the middle column on each page. These are examples, and you may follow any which suit your learners. In the right hand column are Teaching and Learning guidance notes.

On page 41 of the document the Essential ICT standards Levels 1 and 2 are attached for reference.
Key terms can be found in the Glossary on pages 51 - 61.

Learners must be able to:
1.1.a
use correct procedures to start and shutdown ICT systems and to open, use and close applications as appropriate

· know why it is important to follow correct procedures to start and shut down an ICT system

· use correct procedures to start an ICT system

· open an application to undertake a task relevant to the learner

· use an application to meet needs

· follow correct procedures to close an application

· use correct procedures to shut down an ICT system

· open and shut down different ICT systems

1.1.b
use input devices and output devices

· identify what hardware devices are connected to an ICT system

· check input and output devices to ensure operation

· identify and use different input devices

· identify and use different output devices


Examples of skills, knowledge and understanding
Start up and use ICT systems. Shut down ICT system following the correct procedure to safeguard system and data.

Word process a story and close the application after saving and printing the story.

Open a graphics application to import a photograph from a digital camera, save and close the application when the task is completed.

Take digital photographs and print digital photographs on a local printer.

Enter appointments into a PDA using a pen and a touch screen.

Use drawing facilities to create a graphical image.

Change the paper in a printer to produce a letter on headed paper.
Listen to internet radio using speakers or headphones.
Teaching and Learning
1.1.a

Establish a regular pattern of starting up and shutting down ICT systems at the beginning and end of each session.
Ask learners to consider, in a small group, the consequences of failure to shut down systems correctly.

Ask learners to compare different ICT system start ups and shut down procedures (e.g. for a computer and a digital camera).

A learner should have sufficient practice to ensure that he/she is confident in the start up and shut down procedures so that this can be carried out independently. Introduce learners to a range of applications to assist the process of transference of learning.
1.1.b

Ask learners to compare and contrast different input devices (e.g. a mouse with a keyboard).

Ask learners to compare and contrast different output devices (e.g. a printer with a screen).


Learners must be able to:
1.1.c

select and use software applications to achieve a purpose

· know the features of the common applications (e.g. word processing, spreadsheets, graphics, email and browser) and choose as appropriate

· use Help facilities to access appropriate information

1.1.d

recognise and use interface features

· identify interface features: option button, menu and submenu, scroll bar and drag and drop

· set/change window, icon or toolbar properties to meet requirements

· use drag and drop to move or copy items or files

· use a scroll bar to navigate

1.1.e

understand that settings may need to be adjusted according to individual needs

· know that the mouse, keyboard, display and volume can be adjusted according to individual needs
Examples of skills, knowledge and understanding

Select and use appropriate software and hardware to create a community notice.

Use the Help function within a word-processing application to import an image such as clip art into a text document.
Organise a display of open windows by resizing, moving, minimising, maximising and closing them.

Use the zoom feature in a spreadsheet application to make the display bigger.

Open the drawing toolbar in a word processing application to enable drawing features to be added to a document.

Select and copy information from an open window and place into another.

Navigate menu and submenu to locate and select an option (e.g. to change background colour).
 Drag and drop objects from one folder to another.

Set the mouse buttons according to the personal needs of the user.

Alter the icon size, volumes and screen resolution to meet personal needs.

Change system date and time.
Teaching and Learning
1.1.c

To assist the transfer of learning, provide as many opportunities as possible for learners to compare alternative applications.

1.1.d

Encourage learners to transfer understanding from one system to another.

1.1.e
The learner needs to know that settings can be adjusted and that de-facto changing of settings in an organisation may be inappropriate. 

Help the learner to customise a computer system to meet individual needs (e.g. left handed use of point and click device). 

Learners must be able to:

1.1.f
work with files and folders to enable storage and retrieval of information

· understand the importance of and use meaningful file names

· navigate straightforward folder/directory structures to locate files

· open and save files in appropriate folders

· understand good practice in the organisation of files and folders, moving and deleting them as appropriate

· create new files as blank documents or worksheets and by using the Save As function

· print files

· close files without closing the application

1.1.g
handle and store media

· understand how to handle media correctly

· insert and remove media safely

· understand how to store media safely

· understand the importance of meaningful labels

· know the features that indicate media is functioning correctly such as light indicators
· label media appropriately
Examples of skills, knowledge and understanding

Open a previously saved file called Bank1, amend it and save the amended file using the Save As function to save the file with the new file name Bank2.

Access and open a folder and delete a selected file.

Go to the Holiday Photos folder, create a new sub-folder called Cornwall, save a digital photograph from the Cornwall holiday in this folder, and then print it out.
Label floppy discs, CDs or DVDs.

Retrieve saved files at the start of each new session when required.

Discuss the damage that can be done to storage media by sharp objects, magnetic fields, extremes of hot and cold.

Teaching and Learning

1.1.f

Create as many opportunities as possible for the learners to practise creating, opening and closing files of different types.

Ask learners to discuss, in small groups, what file names would be easy for them to remember and to recognise.

1.1.g

Establish a regular pattern of saving and retrieving work.

Create as many opportunities as possible for learners to practise inserting and removing media.

Ask learners to compare and contrast, in groups, the different media (e.g. floppy disc and memory stick).

Establish a regular pattern of saving files and storing media.

Ask learners to consider, in small groups, how information could be lost from media (e.g. exposure to sunlight, extreme cold, scratching CD/DVD and magnetic fields).
Learners must be able to:

1.1.h

understand and follow recommended safe practices

· identify what is needed for a safe working environment, in terms of hardware, cables, seating and lighting

· know what RSI and tired eyes are and their causes and ways to avoid the risk

· conform to prescribed safe practices when using ICT, e.g. by taking regular breaks
· adjust personal environment to ensure safe working
1.1.i
· understand and follow recommended procedures to protect information and be aware of the need for internet security

· know why passwords and PINs need to be kept safe

· know how to change passwords or PINs

· know how to back up information

· know what the main threats to internet security are

Examples of skills, knowledge and understanding

Agree to a safety code of practice.

Adjust seating or angle of display of screen to minimise reflection and glare.

Check environment for hazards (e.g. trailing leads).

Take regular breaks from using the ICT equipment.

Explain that you need to remember to blink, and to keep looking away from the screen to rest your eyes.

Establish a routine to change a password regularly.

Back up (make a copy of) information at the end of each session.

Offer as many methods as possible of backing up information (e.g. on the network, on a floppy disc, on a memory stick).

Use anti-virus software, explain firewalls, and discuss sites which require a secure log in (e.g. bank accounts, online purchasing facilities).

Know about security as far as sites which may be offensive or those not suitable for children are concerned.

Teaching and Learning

1.1.h

Establish a regular pattern of following safe practices when working in an ICT environment.

Ask learners to discuss and identify, in small groups, health risks associated with using ICT equipment.

1.1.i
Establish a regular pattern of safeguarding information.

Instil the importance of regular saving and backing up of data in case there is a power surge, power failure, computer crash or other means of destruction. Ask learners to consider, in small groups, why passwords need to be changed regularly and, how to safeguard information.

There are issues when dealing with internet security. This might entail a great deal of tutor input and learners might have less/little interest in too much theory – they will be keen to have hands-on experience of ICT as a skill. Learners need to be mindful of the main threats to internet security; so, demonstrate practical safeguards that should be in place. This will be particularly relevant to those learners who use computers at home.
Learners must be able to:
1.2.a
select and use appropriate sources of ICT information and other forms of information

· know that information can be obtained when digitally stored, such as from CD, DVD, mobile phones and memory cards

· know that information can be obtained from non-ICT sources

· obtain information from various sources and use to meet purpose
1.2.b
recognise copyright constraints on the use of information

· recognise the copyright and trade mark symbols and know what they mean

· recognise the requirement to attribute copyright in information selected for use

· attribute copyright where required

· work within the constraints of copyright when using material from existing sources

Examples of skills, knowledge and understanding
Use travel agent brochures and search the Internet for information to plan and book a holiday.

Access a website to check the price and room availability of a 3 star hotel in London; contact the hotel(s) and request a brochure (non-ICT source which is useful because it is portable).

Compare the prices offered by different websites.

Compare different online map sites to find a street in your town or directions from one location to another.

Find out the exchange rate from pounds (GBP) to euros and calculate the cost of your day out in euros as well as pounds.
Identify information with the copyright symbol and ascertain what proportion (if any) you are permitted to copy.

Identify the regulations concerning copying information from a website providing information on current affairs.

Use non-copyright protected materials such as pictures sourced from own digital\photographs.
Teaching and Learning
1.2.a

This framework is about using ICT and any activity which has nothing to do with ICT would not be suitable. However, it could be more effective to find information about film screenings from a local paper rather than using the web. There are many different types of information and activities that could be used as a focus of learning. It is important that learners’ needs and objectives are central to the process.
It is likely that, with real work, the user will use non-ICT and ICT sources when and where appropriate, e.g. using product information displayed on packaging to find out the contents of a product and, using the web, to identify which food products have a high salt content.

1.2.b
Ask learners to compare the copyright declaration on the front pages of a book with the copyright statement on a webpage. It is important for learners to be able to identify the copyright symbol.
Learners must be able to:
1.2.c

access, navigate and search internet sources of information
· access (log on to) the internet

· use a web address to access information on a topic of interest

· browse the internet using simple search criteria on a search engine

· navigate websites by following links

· return to pages visited using back and forward buttons

· save websites as bookmarks and recall pages that have been bookmarked

Examples of skills, knowledge and understanding
Log on to the internet.

Enter a specified web address to locate a website.

Access the internet and use a general search engine such as Yahoo or Google to locate information, e.g. about your favourite football team or favourite singer.

Select one or more sites from the list provided and explore by moving from one to another.

Bookmark one or more websites that are likely to be visited again.

Select some information to be used again – either download or save with an appropriate file name or 'copy and paste' into a word processed document.

Use a website’s own search function to locate information.

Teaching and Learning

1.2.c

Explain the nature of web addresses such as

· .ac – university/college sites; research

· .com

· .co – company

.org – charity or some official sites e.g. QCA

These extensions can give clues to the relative usefulness and reliability (trustworthiness) of any information found

Ask learners to explore other factors that would help them to judge the quality of the information on websites, such as when the pages were last updated.

Ask learners to compare the results of undertaking the same search on different search engines.

Explain the nature of different types of search engines such as directories and meta engines.
Learners must be able to:
1.2.d
use appropriate search techniques to locate relevant information

· use a find tool to find files using wildcards

· use an index (within software) to find specific information

· carry out complex searches
1.2.e

Select and use information that matches requirements

· select information required and know what it will be used for

· copy and paste selected information into a document (or worksheet) and save with an appropriate file name

· use a digital camera, scanner or other means to capture an image and bring into a document or web page

· use software to play streamed media – such as audio, video or games

Examples of skills, knowledge and understanding
Use the ‘search’ function on your computer system to search for all files with the file extension .doc on the computer.

Use a search engine to find information and then use the search engine again to 'search within results', i.e. to refine the search.

In the searches, make use of the relational operators, such as =, <, >, >= and <=.

Use directory search tools to find all files which have been modified since the beginning of the month, since last year, etc.

Identify what information is required and where the best source is likely to be.

Access one of your bookmarked websites and select a piece of information you need to reference in a piece of work you are doing for school, college or work.

Check the copyright and, if permitted, copy the information and paste it into a document.

Check the copyright and download files, such as music, image or text, from a website on to own system, and save with appropriate file name.

Teaching and Learning

1.2.d

Provide many opportunities for learners to practise searching the World Wide Web using a variety of methods and search engines.

Provide many opportunities for learners to practise locating different types of files on different systems.

1.2.e

Provide many opportunities for learners to practise downloading and saving different files from websites.

Learners must be able to:
1.2.f and 1.2.g

Access, read and respond appropriately to email, open attachments, use an address book and adapt style to suit audience

· open a mailbox, read an email, reply to an email, delete an email,

· create a new email and send an email

· download, save and open an attachment

· use an address book to locate one or more addresses to send an email to

· adapt the style of the email to suit the audience

Examples of skills, knowledge and understanding
Access an email inbox and delete any emails that are no longer required.

Create a new email message to send to your tutor with the work you have been set.

Reply to your tutor's email message, to say that you have received the work and that you agree to the set deadline.

Select the email with the subject – “**********” and reply to the sender.

Create a new entry in your address book.

Use your address book to send an email to a colleague.
Some learners may not be able to communicate via the internet, due to lack of access. Consider, instead, providing opportunities to develop and demonstrate skills through an intranet or, perhaps, through simulation software.

Teaching and Learning
1.2.f and 1.2.g

Tutors may have emailed learners that week’s work as an attachment. The learners undertake work, e.g. research on internet, to complete the activity and could then send it back to their tutors as an attachment.
Some learners may not be able to communicate via the internet, due to lack of access. It may be possible to provide opportunities to develop and demonstrate skills through an intranet, or perhaps through simulation software.

Help the learner to set up a web-based email account.

Enrol the group within a mail group so the learners can practise sending and receiving emails.

Ask learners to agree, in small groups, netiquette rules for sending and replying to emails.
Learners must be able to:
1.3.a

enter, develop and organise text that is fit for purpose and presents information effectively, applying editing techniques to achieve the required outcome

· understand the importance of document layout and the organisation of information for effective communication of information

· identify the reason for carrying out the activity

· decide on information to be entered

· decide what tools to use

· enter information to create or update a document

· edit using insert, delete, select, copy, cut, paste, drag and drop, find and replace, undo and redo appropriately

· ensure that the language conveys the intended meaning

· save information for further use (see 3:2.1)
Text, Images, Numbers and Records: 
There is no specification concerning the type of ICT application to be used – only that ‘appropriate’ applications be used.

 Text is normally processed through word processing and one would expect the learner to be able to word process documents. However, if there are opportunities to manipulate 
Examples of skills, knowledge and understanding
Create a leaflet to advertise a parent/tutor event.

Create a report on a community event for the local newsletter.

Write a letter applying for a job.

Write minutes or notes of a business meeting.

Use software features to assist in the consistent presentation of text and tables (for example, format painter).

 text with desktop publishing software – or using HTML – this could be seen as appropriate, depending on the purpose and the effectiveness of the implementation. 
 Images might normally be processed within painting, drawing or graphics software, but photos and clipart might be copied and pasted into a word-processed document.

 Numbers. By this level, the learner should be able set up a simple spreadsheet. Databases may also offer opportunities (e.g. to set up formulae for calculated fields).

 Records can be found in a great variety of situations and the user may not be aware of the fact that this data is underpinned by a complex database. There is no requirement to set up databases at this level.
The dividing lines between applications are disappearing and new applications are emerging. The ICT Skill for Life stresses purpose and types of information and not the type of application.
Teaching and Learning

1.3.a

With reference to:

understand that communication must be effective and information as accurate as possible but that tone, use of language and abbreviations will vary (such as text messages, emails, formal letters)

this can be difficult for those people with limited literacy skills. This may mean this aspect of the Skill for Life specification will present problems to learners. However, the stress is on understanding, so recommend that learners seek feedback and make corrections, and adapt the content as a result of this feedback.
It is important to provide opportunities for learners to practise editing and to gain an appreciation of the advantages of improving the quality of their work through editing. This may be demonstrated through changing the use of a previously prepared document.

It is useful to provide learners with opportunities to create a range of different types of messages such as e-mails, text messages, letters and notes.
Learners must be able to:
1.3.b
use appropriate page layout
· know how layout of a page can assist communication of information
· understand page orientation (portrait and landscape)
· set up and change page layouts

· identify page size / layout best suited to the purpose

· use headers and footers, margins, page breaks and page numbering as appropriate
1.3.c

format paragraphs

· know that, in this context, a paragraph is text, even a single word, which is separated from the previous paragraph by the Enter key

· understand that there are different ways of formatting paragraphs to enhance communication of information

· know how to apply bullets and numbering (at a single level) to appropriately selected text

· know how to set and change alignment and line spacing for all paragraphs and for selected paragraphs

· know how to use preset tab stops

· appreciate that formatting techniques should only be used when appropriate



Examples of skills, knowledge and understanding
Change page orientation from portrait to landscape, for example in a document where all text does not fit easily on one page.

Ensure margins are within the printable area.Use automatic page numbering in headers or footers.

Insert page breaks as appropriate, e.g. to avoid splitting lists or table rows or paragraphs (and not leaving widows and orphans).Choose paper size / layout appropriate to the document.
Select page orientation appropriate to the document type.
Use automatic numbering to create and edit numbered lists.

Centre paragraphs, e.g. to create a restaurant menu or a certificate.

Show how line spacing can be altered to improve appearance and readability or to allow for handwritten comments/editing a draft document.

Use existing tab stops to position text across the page to create indented paragraph(s).

Teaching and Learning

1.3.b

Encourage the learner to work on longer documents (of more than one page) so as to demonstrate benefits of overall organisation, such as the use of paragraph styles to enhance consistency of presentation or lists or tables to facilitate editing or document layout. Learners need not type in large amounts of text; they may search for, find or acquire suitable text for their purpose from existing materials.

Encourage learners to use headers/footers to identify their work. In the header/footer, suggest learners include their name, date, file name (best inserted automatically). This will easily identify the learner, show (by the date) the progression/development of the work and the inclusion of the file name will help them to locate the original file.

Learners must be able to:

1.3.d

format text

· understand when to add emphasis using formatting features

· apply appropriate fonts and sizes to suit the type of information

· apply fonts to specific text to emphasise meaning

· enhance document appearance using colour, borders and shading as appropriate

· appreciate that formatting techniques should only be used when appropriate

1.3.e

create simple tables that present information effectively

· understand and use tables to assist with layout of documents

· understand that gridlines may or may not be shown when document is printed
Examples of skills, knowledge and understanding

Create a warning sign to tell people of the dangers of thin ice on the village pond.

Create a flyer to advertise a charity auction.

Create certificates to show the winners in a flower and produce show.

Create a table of the winners of a cycle race showing their names, times and position.

Create a table to record the contents of a collection, e.g. music, videos, stamps, postcards.
Teaching and Learning

1.3d and 1.3e
In developing their work, learners are likely to experiment with different fonts, colour and layout. While this is to be encouraged, it is also important to show how distorted a presentation can become if too many different styles and colours are used.

The most important issue to stress to the learners is that the final presentation must be 'fit for purpose'. So identifying the purpose makes it easier to understand what the final output should look like.

Encourage learners to adopt a consistent style of presentation. Examples of the ‘house styles’ of a variety of organisations should give learners ideas as to how to lay out and design documents; it may also help learners to understand the importance of a consistent approach.

Learners must be able to:

1.3.f

insert, size, crop and position images that are fit for purpose

· insert an image into a document

· know how to change image layout in relation to text

· use text flow around an image to allow repositioning of the image on the page

· resize an image as appropriate
· crop an image to retain only the required part
Examples of skills, knowledge and understanding
Find appropriate image(s) to meet the purpose of the document and insert at required place(s) on the page, formatting image for size; the image(s) may come from clipart, digital photograph(s), scanned image(s) or other sources.

Control the way text wraps around an image.

Document types might include a poster, menu, information leaflet, account of personal experience.

Teaching and Learning
1.3.f

There are many images available which learners are free to use: on the internet, CDs from a library and other sources. Another option is to scan images from a book or magazine (within copyright rules) or to use a digital camera. Make sure that learners are aware of the different options and are able to choose appropriately. There is immense scope for interesting and varied projects. Ensure that copyright restrictions are observed.

Using digital cameras can be highly motivating; it may help learners to introduce themselves and to begin the process of peer support.

Learners must be able to:


1.3.g

enter, develop and organise numerical information that is fit for purpose using spreadsheet software cell references, cell ranges, formulas with a single operator (+, -, (, /) and the SUM function

· understand that spreadsheet software can carry out arithmetic calculations

· identify row/column headings

· understand the need for cell references for the spreadsheet software to be able to update calculations

· use simple formulas, including the SUM function

1.3.h

format numerical information appropriately

· recognise that some numbers, such as telephone numbers, should be treated and aligned as text

· understand that numerical information can be used for calculations
· understand and change the format of numerical information
Examples of skills, knowledge and understanding

Use autosum facility to enter the SUM function and define the range of cells to be added.

Know when to use the SUM function as opposed to A1 + B1 + C1, etc.

Carry out various calculations using a single operator such as multiplication of a total value by a discount value to show the discount due.

Format data appropriately to its type; for example, display money values as currency to two decimal places with or without a currency sign and display whole numbers as integers (i.e. no decimal places) where appropriate.

Display numerical data as percentages.

Ensure values displayed are accurate

Teaching and Learning

1.3.g

This could be a simple income and expenditure worksheet for personal accounts, household, or club accounts. Spreadsheet could include costing a disco or the stock records for a tuck shop.

There is opportunity for learners to include some of their own interests when developing spreadsheets. These may be in the form of household budgets, saving for a wedding, a holiday, retirement, purchase of a car, a house and so on. By using examples of existing spreadsheets, learners can be shown how, by using simple formulas within a spreadsheet, changing values can affect the totals quickly and easily. It is essential to stress the need to check formulas for accuracy when they are initially created.

Emphasise the advantages of using a spreadsheet as opposed to a calculator and/or pen and paper. It is also important for learners to recognise that, sometimes, it may be quicker and more beneficial to use a calculator and/or pen and paper (e.g. where a simple calculation is required and no changes to the formula and/or values will be required – i.e. a one-off).

Learners must be able to:


1.3.i

create and develop charts/graphs to suit the numerical information using suitable labels
· understand the use of charts/graphs to aid communication

· identify different types of charts/graph

· select a range of information to display in graphical format

· select or identify additional information to display as series labels

· select or enter information to display as chart/graph title or to add titles to the axes

· decide when and when not to display a legend on a chart/graph

Examples of skills, knowledge and understanding
Ensure that segments in a pie chart will be clearly distinguishable when printed and will be clearly identifiable, i.e. apply segment labels or legend.

Choose pie, single line and horizontal or vertical bar chart display.

Recognise that a legend is not appropriate to a single data series display.

Choose as appropriate a single line chart in preference to a bar/column chart display.

Check that the correct range of data has been selected to display the information required.

Create a chart to show traffic flows outside a school.

Select and develop a chart to show fund raising activities over a three month period.

Create a chart to show the examination results of a class of learners.

.

Teaching and Learning

1.3.i

Explain the range of specialist terms associated with charts and graphs, e.g. legend, axis and title, to make sure learners are not confused by these terms.

Charts and graphs created can be used to help learners to practise bringing information together from different sources.
Learners must be able to:


1.3.j

sort data on one criterion in ascending or descending order

· know that data can be sorted in lists, tables and records

· recognise records/fields or rows/columns in the organisation of information

· sort information in ascending or descending order

· know how to exclude the column headings from the sort

Examples of skills, knowledge and understanding
Examples of lists to be sorted could include:

· a worksheet in a spreadsheet application

· an existing table in a database

· a word-processed table.

Sort on one field/column only, based on the field name if available, or on column heading if there are no field headings included in the list.

Sort on text, numerical or date field data types.

Teaching and Learning

1.3.j

This can easily be combined with DI/L1:6c.1, where numerical data has been entered into a spreadsheet. This data can be sorted numerically in order of total sales, alphabetically in order of salesperson name either in ascending or descending order.

Generally, this is an area where learners have difficulty. The concept of ascending and descending seems to be very confusing for some; often, they mix them up.

Learners must be able to:


1.3.k

bring together information from different types of source

· know how to bring together text with images and text with numerical information

· combine information in an integral way, such as text with images or numbers or sound, or several types together

· layout document as appropriate
Examples of skills, knowledge and understanding

Set text in front of an image.

Add a caption to a picture.

Place and integrate (by using features such as behind/in front/word wrap, etc.) an image within a text document.

Include a table of numbers (from a spreadsheet) in a document.

Place and position a chart/graph within a spreadsheet so that all information is clearly displayed.

Add sound to a slide in a presentation.
Teaching and Learning

1.3.k
The combination of different types of information assumes discrete sources and the learner placing or linking these different sources, into one format. A good example would be a word processed document containing a spreadsheet table, or a link to a spreadsheet table. However, a graph showing images and numbers would not be, because the software does the combining.

Information can be brought together in a variety of ways, possibly by pasting. The combination of information will depend on source formats and the overall purpose of the work/project. However, at Level 1, the expectation is that all learners will know how to combine numbers, text and images with each other.

Learners must be able to:

1.3.l

work accurately, seek views of others and proof read, using software facilities where appropriate for the task

· identify the reason for carrying out the activity and the intended audience

· use spell checking software and understand some limitations of a spell checker

· check accuracy of calculations

· use commonly accepted layouts

· proof read for accuracy, meaning and consistency

· plan for presentation of the information

· check appearance of information with print preview
Examples of skills, knowledge and understanding

Show awareness of saving print resources by previewing print layout on screen before printing, by proof reading, spell checking and seeking the views of others before printing when possible.

Ask for feedback from others where appropriate.

Use cross-check formula in a spreadsheet to check calculations: sum of column totals = sum of row totals.

Teaching and Learning

1.3.l

Proof reading can be difficult for adults with low literacy skills. This aspect may therefore present problems to some learners. Suggest that such learners seek feedback from others and make corrections as a result of this feedback.

Help, or a second opinion, may be required. Encourage learners to swap their presentations so that they can provide feedback on each other's work.

In bringing together information such as text/image, text/number and image/number, preset formatting may be distorted. It is important that the learner recognises this and adjusts the settings accordingly.

Learners will need to store files for further use (see HS/L1:2.1).

Learners must be able to:


1.3.m
produce information using accepted layouts, as appropriate and fit for purpose and audience

· consider the purpose of the document and intended audience

· understand that communication must be effective and information needs to be as accurate as possible but tone, use of language and abbreviations will vary (such as text messages, emails, formal letters)

· make information available for others (such as print, send electronically or display on screen)

· change content and appearance, if necessary, to enhance effectiveness
1.3.n
review effectiveness of creation and presentation of documents

· be clear about why a document is to be produced

· seek views of other readers to determine the clarity of meaning conveyed and the accuracy/consistency of the presentation

· consider feedback and act on any advice given

· change content and appearance, if necessary, to enhance effectiveness

· improve meaning in accordance with purpose and audience
Examples of skills, knowledge and understanding

Examples of suitable documents to demonstrate skills at this level include: letter(s), memo, report, newsletter, poster, menu, information leaflet, personal creative writing and presentation.

Use commonly accepted layouts for letters, memos, reports, newsletters, posters, charts, computer assisted presentations.

Make a presentation to an audience; this may consist of a single person (e.g. a tutor or somebody else in a workplace) or a small group.

The audience may be in the same room at the time of presentation, or the purpose may be to make the presentation available as an automated display.

Review of effectiveness will include consideration of purpose and desired communication, but can also include time taken and use of resources such as appropriate use of software applications
Teaching and Learning

1.3.m
To meet the fitness for purpose criteria, the learner has to consider appropriate use of resources and the audience. Only rarely do people develop products which have no external audience, even if this is only one person. To make sure that a product is fit for purpose, the learner has to have an audience in mind and has to develop the product accordingly.
1.3n
The learner should be able to comment on appropriateness of the selection of the software application(s).

Learners must be able to:
2.1a
use correct procedures to start and shutdown ICT systems and to open, use and close applications as appropriate

· know why it is important to follow correct procedures to start and shut down an ICT system

· use correct procedures to start an ICT system

· open an application to undertake a task relevant to the learner

· use an application to meet needs

· follow correct procedures to close an application

· use correct procedures to shut down an ICT system

· open and shut down different ICT systems
2.1b

use input devices and output devices and communication services
· know what devices are connected to an ICT system

· check input and output devices to ensure correct operation

· undertake routine maintenance operations (such as changing print cartridges, clearing paper jams and checking cables)

· know that different ISPs offer different services (such as spam protection, web space, email accounts and applications)

· use communication services such as broadband or a network purposefully

Examples of skills, knowledge and understanding 

Synchronise PDA with personal computer.

Open a graphics application to import a photograph from a digital camera, edit, save, print and close the application when the task is completed.

Use a spreadsheet to create tables of household income and expenditure and close the application after saving/printing file.

Scan photographs to print an additional copy or send as an email attachment.

Enter appointments into a PDA using a pen and touch screen and use to update your diary.

Make a telephone call over the internet, using speaker and headphones.

Make notes using a microphone on a digital recorder and send these as an email attachment.

Use a graphics tablet or a PDA to create a graphic image.

Listen to internet radio using speakers or headphones.

Synchronise mobile phone names and phone numbers with a computer database.
Teaching and Learning

2.1a

Establish a regular pattern of starting up and shutting down ICT systems at the beginning and end of each session and demonstrate to learners the consequences of failure to shut down a system correctly.

Ask learners to compare the methods of starting up and shutting down different ICT systems, e.g. that of a computer with that of a digital camera. 

To assist the process of transference of learning, introduce learners to a range of applications.

2.1b

Learners should be exploring the many different input and output devices available and considering how they are used within tasks.

The learner should be aware of 'intranet' facilities and as many different ways and means of ICT communication as possible.
Ask learners to compare different ways of scanning an image.

Ask learners to compare and contrast different input devices (e.g. a mouse with a keyboard).

Ask learners to compare and contrast different output devices (e.g. a printer with a screen).

Learners must be able to:

2.1.c
select and use software and system facilities

· know the features of common software applications (e.g. word processing, spreadsheets, graphics, email, browser) and choose as appropriate

· select and use appropriate software tools to achieve individual needs

· know where to find and how to use the Help facilities within software applications

· use system facilities such as file management or printer queue to meet needs
2.1.d
recognise and use interface features

· identify and use dialogue boxes, option buttons or menu options to carry out operations

· use scroll bars to navigate windows

· use drag and drop to move or copy items or files

· set or change window, icon and toolbar to suit needs
2.1.e
adjust system settings as appropriate according to user need

· know that device settings such as control of a mouse, keyboard, display and sounds can be adjusted according to individual needs

· adjust device settings according to individual needs
Examples of skills, knowledge and understanding
Model household expenditure using a spreadsheet.

Create a poster or flyer to advertise an event.
Use Help facilities to find out how to use spreadsheet formulas.

Split a document into more than one window.

Use the Freeze Panes function in a spreadsheet application to make its display easier to read.

Customise the toolbar display.

Navigate menu and submenu to locate and select an option, e.g. to change a screensaver.

Use the control panel to make appropriate system setting adjustments for self or others, such as accessibility options or text and background colour.
Teaching and Learning

2.1.c
Provide opportunities to see how different applications can be used to achieve the required outcomes. This will assist the transfer of learning and help to foster critical judgement.

Learners should be able to work independently, have a good understanding of the main differences in commonly used software applications and know when it is appropriate to use each one.

2.1.d
Encourage learners to explore interface features and discover different ways of meeting their requirements. There is scope here for learners working on different projects to show individuality in development and presentation of their work by incorporating use of option buttons, dialogue boxes and others.
2.1.e
Learners should be able to customise a computer system to meet individual needs for themselves and for others, e.g. left handed use of point and click device. 

Learners need to know how to change the keyboard settings from US to UK for use in this country.
Learners must be able to:

2.1.f
manage files and folder structures to enable efficient storage and retrieval of information

· understand and use meaningful file names

· create a hierarchical folder structure as appropriate to retrieve, open and save files efficiently

· search for files using a range of criteria (such as file name, file content and date created)

· reorganise files/folders by creating new files/folders, renaming, moving, copying and deleting

· print from files

· change the view of the contents listing in a folder so that the contents can be seen in the order of date modified, or name, etc.

2.1.g
handle and store media
· handle, insert and remove media correctly

· store media safely

· know about storage capacities

· know the features that indicate media is functioning correctly such as the sound of drives and light indicators

· assign and use meaningful electronic media labels

Examples of skills, knowledge and understanding

Create a folder structure which stores associated files within the same folder.

Put some photographs into a holiday folder on the computer hard drive and sort them, with appropriate sub folders, according to location and date.

Teaching and Learning

2.1.f
Create as many opportunities as possible to practise creating, opening and closing files of different types.

Learners need to understand the significance of different types of file.
2.1.g
Establish a regular pattern of saving and retrieving work.

Create as many opportunities as possible to practise inserting and removing media.

Ask learners to compare and contrast, in groups, the different media (e.g. floppy disc and a memory stick).

Establish a regular pattern of saving files and storing media.

Ask learners to compare and contrast the different storage media, to identify what would best meet their personal needs.

Ask learners to consider how information could be lost from media (e.g. exposure to sunlight, extreme cold, scratching CD/DVD and magnetic fields) and ways of backing up data.

With the evolution of technology, there are many storage devices currently on the market. Suggest that learners explore articles in computing magazines, on the internet and at exhibitions or shows, and that they identify the latest storage devices. Learners could compare their appearance, their capacity, physical size and their use (music, graphical, etc.) and cost.

Learners must be able to:

2.1.h
understand and follow recommended safe practices

· understand and maintain a safe working environment by arranging hardware, cables, seating and lighting appropriately

· identify and help to prevent health risks such as RSI and eye strain by taking breaks and minimising physical stress

· conform to prescribed safe practices to avoid hazards when using ICT

2.1.i
understand and follow recommended procedures to protect information and confidentiality and be aware of the need for internet security

· keep passwords and personal identity numbers secure

· change passwords or PINs

· backup information

· take steps to prevent threats to internet security

· follow the Data Protection Act requirements

· know what a virus is and take steps to safeguard a computer system
Examples of skills, knowledge and understanding

Agree to follow an ‘in-house’ safety code of practice.

Adjust seating or angle of screen to minimise reflection and glare.

Check environment for hazards, (e.g. trailing leads.)

Take regular breaks from using the ICT equipment, for example, by focusing the eyes on a distant object periodically, to reduce the risk of eye strain.

Back up files and folders as appropriate.

Ensure that when usage of names does not contravene the Data Protection Act.

Run software to perform a virus check and destroy any virus infection, and run software to update virus check.

Teaching and Learning
2.1.h
Establish a regular pattern of following safe practices when working in an ICT environment.
2.1.i
Learners should be aware that using the internet can be very useful in that it makes vast amounts of information readily available for every day use.

Learners could work in small groups and research variants of viruses, their cause and effect and find out what is the best protection.

Research could be carried out on different virus protection software and firewalls,  how they work, the importance of keeping up to date, and the cost.

Establish a regular pattern of safeguarding information.

Ask learners to consider, in small groups, why passwords need to be changed regularly.

Ask learners to consider, in small groups, how to safeguard information.

Ask learners to consider, in small groups, how to protect a system from virus infection.

Minimisation of threats through using the internet could include some activities/tools that non-specialist users could undertake:

· running a virus check

· running spyware protection

· blocking pop-ups

· performing a system restore

· downloading online updates to system or software

· safely installing/uninstalling software

· activating a firewall

· password protecting a document
Learners must be able to:
2.2.a
select and use appropriate sources of ICT based information and other forms of information for a complex task

· know where to look for information to meet needs (both ICT and non-ICT sources)

· carry out searches using complex criteria on a range of ICT based sources of information

· select materials judged most appropriate to meet a purpose

· assemble selected information from a variety of sources to meet a purpose

· prepare to combine assembled information into a common document format

2.2.b
recognise copyright and other constraints on the use of information

· know about constraints (such as copyright, speed, cost and time) which may affect the use of information

· attribute copyright as required in materials selected for use

· use materials within constraints of copyright terms

· seek permission of copyright holder where necessary
· select and use alternative sources of information where necessary to comply with copyright rules

Examples of skills, knowledge and understanding

Know that information about places of interest can be found using non-ICT based sources such as books.

Use a range of information sources (e.g. websites, books and other appropriate sources) to prepare an assignment for a course you are undertaking.

Identify who owns the copyright of a website, CD, encyclopaedia or a book and recognise the limits it places on copying the information.
Teaching and Learning

2.2.a
Ask learners, working in small groups or pairs, to develop criteria to judge the quality of information on websites.

The framing of complex searches may be done on the internet.
In searching the internet, ask learners to identify websites that can be trusted to give accurate, unbiased, factual information.

2.2.b
Provide a wide range of opportunities for learners to compare different constraints on the use of information such as:

· software applications

· books

· websites

· magazines

· images

· music.

Learners must be able to:


2.2.c
access, navigate and search internet sources of information

· connect and (independently) logon to the internet

· use web addresses to access either general or specific information on topics of interest

· browse the internet, following links, to find information from more than one website

· use forward and back to navigate web pages

· save pages as bookmarks and revisit pages stored as bookmarks

· perform searches with complex criteria using a search engine


Examples of skills, knowledge and understanding

Use British Library site search facility to locate books on the environment.

Browse the BBC and other websites to find educational material, for example, to help a child with homework.

Access the internet and using a general search engine such as Yahoo or Google, search for information to help you; for example, plan a holiday in USA, find out about your favourite football team, or find out about your favourite singer.

Select some information to be used again – either download and save with an appropriate file name or 'copy and paste' into a word processed document.

Save web pages with information, for example, details of hotels, travel costs, etc. for a holiday
Teaching and Learning

2.2.c
Provide learners with the opportunity to experience more than one way of logging on to the internet.

Encourage learners to compare the results after undertaking a search using different search engines.

Provide learners with the opportunity to use more than one browser.

At Level 2, the learner should be familiar with using the internet to carry out a variety of searches and be competent with using multiple and complex search criteria.
Learners must be able to:

2.2.d
use appropriate search techniques and design queries to locate relevant information

· find files or information using wildcards in search criteria

· use an index (within software) to find specific information

· carry out searches using multiple search criteria

· use relational operators to refine searches

· use logical operators to include or exclude information in refining searches

· use appropriate search criteria (relational and logical) to construct queries to target specific information in searches


Examples of skills, knowledge and understanding

Use the advanced search functions on search engines.

Use a variety of tools and tags to search an on line auction site for products and analyse the categories.

Use online help facilities to search for files containing your initials on the PC.

Use the ‘search’ function to search for all text files on your computer system which have the file extension .doc and that you have created in the last four weeks.

Use a search engine to locate images of your home and then access the corresponding website to identify whether you are permitted to copy the image.

In searches, make use of the relational operators such as =, <, >, >=, <=, and <> and the logical operators such as AND, NOT and OR (+, - and other symbols used within search engines are also acceptable).

Use directory search tools to find all files which have been modified, for example, since the beginning of the month, or since last year.

Use a search engine on the internet to find information on ’strawberry jam factory’, and then 'search within results', so as to refine the search to 'strawberry jam factories' in a certain area.
Teaching and Learning

2.2.d
Give learners the opportunity to use all of the options to search the internet, a hard disc or a network.

Help learners to realise they can transfer skills and knowledge of searching between different contexts (e.g. internet, single website and system).
Learners must be able to:

2.2.e
Select and use information that matches requirements and evaluate fitness for purpose

· know what information is required and for what it will be used

· know how to obtain the necessary permission to access the information

· select and copy information and insert into document(s)

· download files on to own system and save with appropriate file names

· select, download and play media files, e.g. audio, video, games

· use streamed media, e.g. video, music

· check information for suitability taking into account how up to date, accurate and reliable it is

· make judgements about content for relevance to own purpose and for bias in the author, as regards the intention and authority of provider and the currency of information

· evaluate content of source material is suitable for inclusion in and is fit for the intended purpose of the document
Examples of skills, knowledge and understanding

Identify what information is required to become self-employed and locate the best source of this information (e.g. Inland Revenue).
Check the copyright and, if permissible, copy the information and paste it into a document.

Access a website and download a file, such as music, an image or text, making sure you check the copyright.

Locate and listen to samples of music offered for sale on a website to decide if you want to buy it.

Download a document reader to allow you to read PDF files.

Search for copyright-free images on the internet.
Teaching and Learning

2.2.e
Help learners to become aware of the limitations of bandwidth with large files such as video when downloading files
.

Encourage learners, in small groups or pairs, to investigate the different types of plug-ins required to access multimedia.
Learners must be able to:

2.2.f
access read and respond appropriately to email

· open a mailbox, read and reply to an email, forward an email, delete an email

· create and send an email

· open and read attachments

· add an attachment and send with an email

· use an address book to find one or more addresses

· know how to adapt the style of an email to suit an audience

2.2.g
manage efficient storage of email and attachments and contact email addresses

· maintain address lists by adding new and deleting old contact details

· organise emails by subject and/or who they are from and maintain email system by deleting messages when no longer required
· save attachments as and where appropriate
Examples of skills, knowledge and understanding
Access email inbox and archive emails as appropriate.

Create a new email message to send to your tutor with the work you had been set as an attachment.

Create multiple emails about a stock shortage that you are dealing with; include a brief description in the subject box and all the details in the message area.

Send emails to a friend, a colleague and a stranger requesting information following netiquette rules.

Establish an appropriate folder structure to save your personal emails so that you can use them later.

Save attachments with meaningful file names in appropriate files.

Use an address book to establish mail lists so you can send emails to groups of friend, family and colleagues.

Customise your email management system interface to meet your preferences
Teaching and Learning

2.2.f
Ask learners, in small groups or pairs, to consider what they would need to change when emailing friends, colleagues and strangers in the context of business, education and social correspondence.

2.2.g
Ask learners, in small groups or pairs, to consider how best to organise email files and folders.
Some learners may not be able to communicate via the internet, due to lack of access. Consider, instead, providing opportunities to develop and demonstrate skills through an intranet or, perhaps, through simulation software.

Learners must be able to:

2.3.a
enter, develop and organise text to suit a purpose and present information effectively, applying editing techniques to achieve the required outcome

· understand that communication must be effective and information as accurate as possible but that tone, use of language and abbreviations will vary (such as text messages, emails, formal letters)

· understand the importance of document layout, organisation of information and use of white space for effective communication

· identify the reason for carrying out the activity

· decide what information is to be entered

· decide what tools to use

· use editing facilities of the software to communicate effectively

· ensure that the document suits the purpose

· edit using insert, delete, select, copy, cut, paste, drag and drop, find and replace, undo and redo appropriately

· use ‘white space’ as appropriate

· understand use of tables to organise information
· save information for further use
Examples of skills, knowledge and understanding

Design and create a newsletter to celebrate the opening of a community newsletter.

Assist your children to present a school assignment.

Write an article for inclusion on the community website.

Create speaking notes for a sales presentation you are to give.

Create a recipe book to raise funds for a community project.
Teaching and Learning

2.3.a
The learner has to identify a reason for carrying out the activity, have the skills to decide what tools to use, select appropriate software applications, decide on the information needed and organise it in appropriate formats. The learner may work with different types of information at the same time. Information will be developed by means of structuring and customising appearance to communicate effectively to an identifiable audience.
Demonstrate the benefits of overall document organisation such as consistent use of paragraph styles.

Include examples such as posters, flyers, and newsletters.

Apply headings and subheadings to appropriate text in a document and show consistency of presentation.

Use tables to organise information.

Use list(s) in a document and show that these can be sorted, bulleted or numbered to benefit efficiency of editing or improvement in communication.

There is no need for the learner to enter large amounts of text. Examples can be provided to allow them to practise the key tasks.
Learners must be able to:

2.3.b
use appropriate page layout

· know how layout of a page can assist communication of information

· understand page orientation, portrait and landscape

· set up and change page layouts

· identify suitable page size / layout for documents for different purposes

· use columns, headers and footers, margins, page breaks and page numbering as appropriate

2.3.c
format paragraphs

· understand that there are different ways of formatting paragraphs to enhance communication of information

· apply bullets (at a single level) to appropriately selected text

· apply numbering (at a single level) to appropriately selected text

· set and change alignment for all paragraphs and for selected paragraphs

· use indents as appropriate

· use preset tab stops and know how to set a new tab stop for a specific purpose

· set or change line spacing for all text as well as selected text in a document
Examples of skills, knowledge and understanding
Design the structure of a village guide that will be attractive and bought by visitors.

Create a safety poster to try to persuade people to change their behaviour.

Adapt an existing letter of complaint to resolve a problem with your water supplier.

Prepare the minutes of the fishing club annual general meeting.

Use newspaper style column layout in an appropriate document, e.g. a magazine page with multi column layout.
Use automatic numbering to create and edit numbered lists.

Centre paragraphs to enhance layout, e.g. for a restaurant menu, or for a certificate.

Show how appearance and readability can be improved by altering line spacing to allow for handwritten comments/editing.

Set text of a draft version of an assignment in double line spacing to allow space for a tutor to write feedback comments.

Use existing tab stop to indent paragraph first lines.

Set up a left aligned, right aligned or decimal aligned tab stop for a specific list.

Indent left and right margins of specific text.
Teaching and Learning

2.3.b
Encourage learners to work on longer documents (of more than one page) which can demonstrate benefits of overall organisation such as use of paragraph styles to enhance consistency of presentation, or lists or tables to facilitate editing or document layout. Learners need not type in large amounts of text; they may search for, find or acquire suitable text for their purpose from existing materials.

In the examples cited, learners are expected, as appropriate:

· to use headers or footers for automated document information such as author, date and file name

· to insert page breaks, e.g. to keep paragraph heading with following paragraph (eliminating widows and orphans),

· to separate sections of a document when the page layout changes (inserting section breaks, as appropriate).

At Level 2, learners are expected to demonstrate that they understand and can use all of the different techniques to format paragraphs, depending on the purpose of the task.
Provide opportunities for small groups of learners to work on large projects involving the creation of long and complex documents providing opportunities to explore different layouts and formats.
Learners must be able to:


2.3.d
format text

· understand that formatting features may be used to highlight or emphasise meaning

· select font and apply font size, styles and colour to specific text so as to emphasise meaning and meet purpose

· use fonts consistently to aid the organisation of the document

· enhance document appearance using colour, borders and shading as appropriate

· appreciate that formatting techniques should only be used when appropriate

2.3.e
design, create and format tables

· plan overall general layout of a table to determine how many rows or columns are needed initially

· understand how the use of tables can assist with the layout of a document

· set horizontal alignment of data to left, right or centred in cells, as appropriate

· set vertical alignment of cell contents to improve appearance

· merge cells across rows or columns and know how to split cells

· understand that gridlines may or may not be shown when a table is presented

· apply shading or colour to specific cells in a table
· change cell or table borders
Examples of skills, knowledge and understanding

Format text to create an attractive leaflet to advertise a jumble sale.

Create a menu so that the script appears as handwriting.

Create a certificate for winners of the best kept garden competition.

Create tables to assist layout of a price list for a small business, to manage the bookings of rooms in a village hall and to record donations.

Create a revision timetable showing when you will be revising your subjects over a four-week period.

Create a score sheet to mark the performance of participants in a local garden show.
Teaching and Learning

2.3.d and 2.3.e
Learners are expected to be able to demonstrate that they can select and use a wide range of format techniques depending on the purpose of the document, e.g. to present numerical information, to advertise a service or to celebrate an event.

Learners should show their skills in editing information displayed in tables and controlling alignment of text or numerical information in cells.

They should be able to set vertical alignment of information in rows of a table (top, centre, bottom), and enhance presentation of information by applying background shading or colour to cells, or by applying colour to or emboldening text or numerical information in specific cells.
Enhancement of presentation can be applied to spreadsheets to show, e.g., a financial report with appropriate headings and emboldened gridlines to separate the figures from the totals.

Other tasks learners should be able to perform include:

· choosing and applying point size to text to suit purpose of the document, e.g. 10-point or 12-point for body text of a letter or memo for readability and a larger font size, e.g. 16-point, for a heading

· applying borders to specific text (line of text, paragraph(s)), or positioning drawing tool box around text, and formatting the border or box by applying colour or shading within the box.
Learners must be able to:


2.3.f and 2.3.g
insert, develop and organise images, basic shapes and text boxes

· insert basic shapes using auto shapes or other software drawing tools

· insert text boxes

· insert scanned images and digital photographs appropriately into text

· use text flow around a text box or basic shape to allow its repositioning on a page

· group and ungroup images to maintain their relationship to each other

2.3.h
format images

· resize an image to fill appropriate portion of page relative to text.

· know how to change image size while maintaining vertical and horizontal proportion

· use text wrap to control the flow around an image, and to allow the repositioning of the image on the page

· change properties of an image to show or change border

· show only the required portion of the image by use of a cropping tool

Examples of skills, knowledge and understanding

Find image(s) to meet the purpose of the document (e.g. for a display board illustrating a local event) and insert at the required place on the page, formatting the image for size and allowing the text to wrap around the image.

Use drawing tools, such as lines to separate text, e.g. columns in newspaper style or sections of text, rectangles to surround and highlight text and ellipses, for example, to contain text or images.

Add images to a community website.

Format properties of a text box, e.g. outline border, shading, resize the box if text is hidden, and set text to flow around the text box.

Create a complex shape from basic shapes, e.g., a plan of a house or room, and group the component parts so that they can be moved as a single item.
Access and use the image property dialogue to change the layout of an image in relation to the text so as to set the size of the image to maintain aspect ratio (vertical and horizontal proportions) or to specify a printed border to the image.

Show that an image can have areas trimmed to reveal only the required parts, by using a cropping tool.

Create a picture postcard of a festival to raise funds.
Teaching and Learning

2.3.f and 2.3.g
This section will often relate to earlier work in which a document was created and into which an image is now inserted.

Learners may use any source of images, e.g. websites, clip art, spreadsheet chart, scanners and digital cameras.

Many document types will be suitable, such as a poster, menu, information leaflet, account of personal experience and signs. Encourage learners to suggest one that is appropriate to their needs.

2.3.h
These tasks may well complement earlier activities in which documents have been produced.

Learners need to practise these skills, so it is useful to have a wide range of images available for their use.

Learners must be able to:

2.3.i
enter, develop and organise numerical information that is fit for purpose using spreadsheet software including relative and absolute cell references, cell ranges, formulas using multiple operators (+,-,(,/), functions and replication

· understand the need for cell references for the spreadsheet software to be able to update calculations

· use a range of built-in functions provided by the software to produce different calculations

· copy formulas and functions to replicate calculations on new rows/columns

· understand the consequence of rounding decimal numbers up or down

2.3.j
format worksheets and numerical information appropriately

· recognise that some numerical data may be treated as text (e.g. telephone numbers) and needs to be aligned appropriately in the cell

· set or change row height and column width

· understand format and alignment of numerical information

· merge cells

· control display of table to show/hide borders or gridlines
Examples of skills, knowledge and understanding

Create an income and expenditure worksheet for personal accounts, household, or club accounts.

Create a stock control system for a small business.

Create a worksheet for a fund raising event.

Create a worksheet showing income and expenditure for an AGM of a community organisation.
Format numerical data appropriately according to its type, e.g. as currency to two decimal places with or without a currency sign, or as integer numbers (i.e. with no decimal places).

Display numerical data as a percentage, ensuring that the values displayed are accurate.

Check column widths are sufficient to show all data.

Align and display numerical data effectively for purpose, e.g. align right in the cell or display as currency format.

Control display of cell borders and gridlines when printed.

Merge cells.
Teaching and Learning

2.3.i
It is important for learners to be aware of effects of order of precedence in arithmetic calculations.

Explain the BODMAS rule to learners (i.e. brackets, of, divide, multiply, add and subtract).

The activities (e.g. fund raising worksheet) need to provide opportunities to use relative and absolute cell references, to use standard functions, to create formulas, to replicate data and formulas, and to round decimals.
2.3.j
Some activities are potentially complex and may facilitate a group project. Alternatively, the provision of part-finished examples would avoid unnecessary data entry for the learners.

This could be an income and expenditure worksheet for personal accounts or organisational accounts. The spreadsheet could be used for modelling such as a fund raising activity.

Learners must be able to:

2.3.k
create and develop charts using suitable formats

· understand different uses of various types of chart/graph displays

· know how to select a range of information to display in graphical format

· know how to select or identify additional information to display as series labels

· select or enter information to display as chart title and axis titles

· decide when and when not to display a legend on a chart

· select and display data labels

· set/edit gridlines of chart background
Examples of skills, knowledge and understanding

Present a chart illustrating the results of a road traffic survey outside a local school.

Create a chart or graph comparing the rainfall over three months.

Create a chart or graph showing the examination results of a class of students.

Create a chart or graph to illustrate sales of a range of products stocked by a small business.
Teaching and Learning

2.3.k
There are many different factors to consider when creating charts and graphs:

· ensuring that the segments in a pie chart will be clearly distinguishable when printed and will be clearly identifiable, i.e. applying segment labels and/or a legend

· choosing a horizontal bar or vertical column chart display

· applying a legend to a multiple series display

· editing a chart source data

· editing a chart by changing the chart type

· choosing a line chart in preference to a bar/column chart display when data is continuously variable

· formatting the display of series labels, e.g. font, size, orientation to display in full

· checking the display of information is as required, e.g. not charting numerical data as a second series (as in year dates), when intended to be category series labels.

Learners must be able to:

2.3.l and 2.3.m
enter and organise records using field names and headings, data types and primary key, sort on one or more fields in ascending or descending order, select records and edit records

· understand the terms ‘record’ and ‘field’ in a database

· decide structure of records using appropriate data types for fields

· understand when a primary key would be appropriate

· edit records by adding a new one, deleting a record or records, and amending existing records

· produce a desired order of data by specifying sort order criteria on at least two fields/columns
·  understand how to apply search criteria accurately to select only required records

· display only selected fields for each record selected
Examples of skills, knowledge and understanding
Create a table of the records of members of a sports club.

Create a table of the records of books held in a library. Define field names, headings, and data types.

Organise a list, e.g. a worksheet in a spreadsheet application, a table (or query) in a database application, or by adding or editing records in a table.

Organise a list by sorting on one field or more than one field.

Organise a list by sorting on text, numerical or date field data types in ascending or descending order.

Create selection list by selecting only records that meet specific criteria, and by selecting specific fields to display.
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2.3.l and 2.3.m
Learners may choose different ways of setting up a data structure (e.g. using a spreadsheet rather than a database) and, strictly speaking, there is no need to use a database with primary keys. While there is no requirement to use relational databases, it would be useful for the learner to appreciate that certain problems can be best resolved by means of using a relational database.

Learners must be able to:

2.2.n
bring together information from different types of sources

· know how to bring together text with images and text with numerical information

· combine information in an integral way, such as text with images or numbers, or sound, or several types together

· layout a document as appropriate

2.2.o
bring together components of images and text

· set text in front of or behind an image

· set and control text wrap around an image

group together separate components of an image so that they may be moved or resized together
Examples of skills, knowledge and understanding

Create web pages to show a festival with photographs of participating local people complete with captions, a table of funds raised by the different activities and a report of the event.

Include video clips in a presentation.

Design a display to show the winners of a horticultural show

Design a leaflet to advertise a mobile hairdresser/joiner etc.
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2.2.n
The combination of different types of information assumes discrete sources and the learner placing or linking these different sources into one document format. A good example would be a word processed document containing a spreadsheet table, or a link to a spreadsheet table. However, a graph showing images and numbers would not be, because it is the software that does the combining.

Information can be brought together in a variety of ways, possibly by linking or by creating a master document which controls sub-documents. The combination of information will depend on source formats and the overall purpose of the work/project. However, at Level 2, the expectation is that all learners will know how to combine numbers, text and images with each other.

Learners need to develop an understanding that bringing together and integrating different types of information is an important aspect of ICT. At this level, learners should be able to demonstrate the integration of a wide range of information to produce high quality outcomes.

Learners must be able to:

2.3.p
work accurately, seek views of others, proof read and use software facilities appropriate to a complex task

· identify the reason for carrying out the activity and the intended audience

· understand the need to proof read, for checking meaning, accuracy of grammar, content of both textual and numerical information, as well as using spell checking software

· understand that print preview can help to reduce waste in printer and paper resources

· use print preview or other means to ensure the presentation shows consistency in layout

· seek views of other readers at various stages of planning and development

· Respond to views of other readers to improve the clarity of meaning conveyed and accuracy/consistency of presentation.

Examples of skills, knowledge and understanding
Use spell checking facilities and make judgements about suggested spelling changes.

Check accuracy by seeking views of others and make judgements about the suggestions, making appropriate amendments to the document(s).

Use software grammar checking facilities, e.g. to check repeated words, making appropriate judgements about accepting suggested changes, but recognising that not all grammatical mistakes may be picked up by the checker, and not all ‘mistakes’ are wrong.

Show awareness of saving print resources by previewing print layout on screen before printing, by proof reading, spell checking and seeking the views of others before printing.

Make use of draft printing to complete proof reading, spell checking and comments of others.
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2.3.p
When using a spell checker, learners need to be aware that there may be several suggested words, and to look carefully for the required or appropriate one.

A grammar checker needs to be used with caution. The grammar suggestions may be above the learner’s level of literacy, in which case the tool should not be used.

Encourage learners to seek the views of partners, parents, peers, or friends to assist in proof reading, guidance, suggestions for improvements, etc.

Learners must be able to:

2.3.q
produce information using accepted conventions as appropriate, and fit for purpose and audience

· be clear about purpose for which the document is to be produced

· identify intended audience

· plan the presentation

· use accepted layouts

· ask for and consider feedback

· use the feedback from others to make changes

· improve meaning in accordance with purpose and audience

· print information or display on screen
2.3.r
review effectiveness of creation and presentation of information

· review whether the output has met with expectations

· review methods used in developing, organising and formatting information

· ask for and consider feedback on how effective the process of creating and presenting of information is

· be clear about why a document is to be produced

· seek views of other readers to help to determine the clarity of meaning conveyed and the accuracy/consistency of the presentation, and act on any advice given

· change content and appearance, if necessary, to enhance effectiveness

· improve meaning in accordance with purpose and audience
Examples of skills, knowledge and understanding

Documents should include, as appropriate, a variety of integrated text, tables, images, charts and lists to communicate clear information for the declared purpose.

The document may be intended for presentation to a single person, or a small group.

The audience may be present at the time of presentation, or the purpose may be to make available an automated presentation; or the intended audience may be readers of printed text.

The final presentation may be paper based, or intended for presentation on screen, etc.

Review of effectiveness will include consideration of purpose and desired communication but can also include time taken and use of resources such as appropriate use of software applications.
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2.3.q
Examples of suitable documents to demonstrate skills at this level include: letter, memo, report, newsletter, poster, menu, information leaflet, personal creative writing, presentation, web page.

For a product to be fit for purpose, the learner has to consider appropriate use of resources and the audience. Only rarely do people develop products which have no external audience, even if this is only one person. To make sure a product is fit for purpose the user has to have an audience in mind and has to develop the product accordingly.
2.3.r
The learner should be able to comment on appropriateness of the selection of the software application(s).

LEVEL 1
USING ICT SYSTEMS (ICT1.1)

	STANDARD
	EVIDENCE REQUIREMENTS


	ICT1.1
Use ICT systems
	The learner can:

· Interact with and use ICT systems independently to meet needs 
· Follow safety and security practices 




GUIDANCE

Learners will be expected to:

a. use correct procedures for start and shutdown of ICT systems and to open, use and close applications as appropriate

b. use input devices (eg keyboard, microphone, touch screen, mouse) and output devices (eg screen, printer, headphones)
c. select and use software applications (eg word processing, spreadsheet, graphics, browser, email) to achieve a purpose
d. recognise and use interface features (ie window, eg size, move, dialogue box, zoom, minimise, maximise, close, icon, option button, menu and submenu, scroll, toolbar and drag and drop)
e. understand that settings (eg mouse, icon size, screen resolution, desktop contrast, volume) may need to be adjusted according to individual needs
f. work with files (ie create, open, save, save as, print, move, close and delete) and folders to enable storage and retrieval of information
g. handle and store media (ie insert, remove, label and store safely)
h. understand and follow recommended safe practices (ie arrangement of hardware, cables, seating, lighting, avoid hazards and take breaks) 
i. understand and follow recommended procedures to protect information (ie passwords and backups) and be aware of the need for internet security

LEVEL 1
FINDING AND EXCHANGING INFORMATION (ICT1.2)

	STANDARD
	EVIDENCE REQUIREMENTS


	ICT1.2
Find and exchange 


information

	The learner can:

· Select and use a variety of appropriate sources of information 
· Access, search for, select and record ICT information that is fit for purpose 
· Access and use ICT to communicate and exchange information 



GUIDANCE

Learners will be expected to:

a. select and use appropriate sources of ICT information (eg CD, DVD, internet, database, text message)and other forms of information (eg newspaper, book, map, conversation, directory, broadcast).
b. recognise copyright constraints on the use of information
c. access, navigate and search internet sources of information (ie enter web addresses, browse, follow links, use forward and back, save and use bookmarks and use a search engine)

d. use appropriate search techniques (use of wildcards, index, search engines, complex search criteria, use of quotation marks, search within results, use of relational operators) to locate relevant information

e. select and use information that matches requirements (ie copy and paste, save, capture images, download files and play streamed media, eg audio, video, games)
f. access, read and respond appropriately to email (ie open mailbox, read, reply, delete, create, eg to, cc, subject, content, send)
g.  open attachments, use an address book and adapt style to suit audience,(eg use appropriate language, respect confidentiality, use copy lists with discrimination)
LEVEL 1 
DEVELOPING AND PRESENTING INFORMATION (ICT1.3)

	STANDARD
	EVIDENCE REQUIREMENTS


	ICT1.3
Develop and present 

information

	The learner can:

· Enter, organise, develop, format and bring together information to suit content and purpose, in the form of

· Text and tables

· Images

· Numbers

· Records

· Present information in ways that are fit for purpose and audience 




GUIDANCE

Learners will be expected to:

a. enter, develop and organise text (ie document layout and organisation of information, eg headings, lists, tables) that is fit for purpose and present information effectively, applying editing techniques to achieve the required outcome (ie insert, delete, select, copy, cut, paste, drag and drop, find and replace, undo and redo)

b. use appropriate page layout (ie margins, header/footer, portrait, landscape, page breaks and page numbering)

c. format paragraphs (eg bullets, numbering, alignment, tabs, line spacing)

d. format text (ie font, eg Arial, style, eg bold, italic, underline, size, eg 10pt, and colour)
e. create simple tables that present information effectively

f. insert, size, crop and position images (eg clip-art, photo, scanned image), that are fit for purpose

g. enter, develop and organise numerical information that is fit for purpose using spreadsheet software, cell references, eg F2, cell ranges, eg A2:A6, formulas with a single operator (+, -,*, / ) and the SUM function

h. format numerical information appropriately (ie cell data type and format, eg text, currency, %, decimal places)

i. create and develop charts/graphs to suit the numerical information (eg pie, bar, single line) using suitable labels (ie title, axis titles and legend)

j. sort data (eg table, spreadsheet, database) on one criterion in ascending or descending order

k. bring together information from different types of source

l. work accurately (ie spelling, calculations, meaning, layout and consistency), seek views of others and proof read, using software facilities where appropriate for the task (eg spell check, print preview)

m. produce information (eg text, tables, images, charts/graphs, combined) using accepted layouts as appropriate (eg letter, memo, report, newsletter, poster) that is fit for purpose and audience
n. review effectiveness of creation and presentation of information
LEVEL 2
USING ICT SYSTEMS (ICT2.1)

	STANDARD
	EVIDENCE REQUIREMENTS


	ICT2.1
Use ICT systems
	The learner can:

· Select, interact with and use ICT systems independently to meet needs 
· Follow safety and security practices and manage information storage efficiently 




GUIDANCE

Learners will be expected to:

a. use correct procedures for start and shutdown of ICT systems and to open, use and close software as appropriate

b. use input devices (eg keyboard, microphone, touch screen, mouse and output devices (eg screen, printer, headphones) and communication services (eg ISP, broadband, dial up network)

c. select and use software applications (eg word processing, spreadsheet, graphics, browser, email) and system facilities (eg print queue, file management) 
d. recognise and use interface features (ie window, eg size, move, dialogue box, zoom, minimise, maximise, close, icon, option button, menu and submenu, scroll, toolbar and drag and drop)
e. adjust system settings as appropriate according to user need (eg mouse, icon size, screen resolution, desktop contrast, volume, date and time, add words to spell check dictionary) 

f. manage file and folder structure  (ie create, open, save, save as, print, move, close, delete, view rename, move and copy) to enable efficient storage and retrieval of information
g. handle and store media (ie insert, remove, label and store safely)
h. understand and follow recommended safe practices (ie arrange hardware and cables, adjust seating and lighting, avoid hazards and take breaks and minimise physical stress) 
i. understand and follow recommended procedures to protect information (ie passwords and backups) and confidentiality and be aware of the need for internet security

LEVEL 2
FINDING AND EXCHANGING INFORMATION (ICT2.2)

	STANDARD
	EVIDENCE REQUIREMENTS


	ICT2.2
Find and exchange 


information

	The learner can:

· Select and use a variety of appropriate sources of information for a complex task 

· Access, search for, select and develop  ICT-based information and evaluate its fitness for purpose 
· Access and use ICT to communicate and exchange information, including storage of messages and address lists 




GUIDANCE

Learners will be expected to:

a. select and use appropriate sources of ICT information (eg CD, DVD, internet, database, text message)and other forms of information (eg newspaper, book, map, conversation, directory, broadcast) for a complex task
b. recognise copyright constraints on the use of information (eg speed of internet connection, time constraints for downloading large files

c. access, navigate and search internet sources of information (ie connect, enter web addresses, browse, follow links, use forward and back, save and use bookmarks and use a search engine)

d. use appropriate search techniques (ie find tool including wildcards, index, multiple search criteria eg use of quotation marks, search within results, use of relational operators, eg =, >,<, >=, <=, <>, and logical operators, eg AND, NOT, OR) and design queries to locate relevant information

e. select and use information that matches requirements (ie copy and paste, save, capture images, download files and play streamed media, eg audio, video, games) and evaluate fitness for purpose (ie intention and authority of provider, currency of information, relevance and bias)

f. access, read and respond appropriately to email (ie open mailbox, read, reply, delete, create, eg to, cc, subject, content, send open and add attachments, use an address book and adapt style to suit audience eg g use appropriate language, respect confidentiality, use copy lists with discrimination)

g. manage efficient storage of email and attachments (eg use folders) and contact email addresses (eg maintain address book)

LEVEL 2 
DEVELOPING AND PRESENTING INFORMATION (ICT2.3)

	STANDARD
	EVIDENCE REQUIREMENTS


	ICT2.3
Develop and present 

information

	The learner can:

· Enter, organise, develop, format and bring together information to suit content and purpose, in the form of 

· Text and tables

· Images

· Numbers

· Records

· Evaluate and use different methods of organising and presenting information taking into account fitness for purpose and audience 



GUIDANCE

Learners will be expected to:

a. enter, develop and organise text (ie document layout and organisation of information, eg headings and subheadings, lists, tables and use of white space) to suit  purpose and present information effectively, applying editing techniques to achieve the required outcome (ie insert, delete, select, copy, cut, paste, drag and drop, find and replace, undo and redo)

b. use appropriate page layout (ie margins, header/footer, portrait, landscape, columns page breaks and page numbering)

c. format paragraphs (eg bullets, numbering, alignment, tabs, indents and line spacing)

d. format text (ie font, eg Arial, style, eg bold, italic, underline, size, eg 10pt, borders, shading and colour)
e. design, create and format  tables (ie row and column quanity and size, horizontal and vertical text alignment, merge and split cells, borders and shading)
f. insert, develop and organise images (eg clip-art, photo, scanned image) basic shapes (eg line, rectangle, ellipse) and text boxes 
g. format images (ie resize, crop, align and use borders and text wrapping)
h. enter, develop and organise numerical information that is fit for purpose using worksheets, relative and absolute cell references (eg F2, $D$4) cell ranges,(eg A2:A6) formulas using multiple operators (+, -,*, /) functions (eg SUM, MIN, MAX, AVERAGE) and replication 
i. format worksheets and numerical information appropriately (ie row height, column width, gridlines, merge cells, cell borders, cell data type and format, eg text, currency, %, decimal places, date, time, wrap text)

j. create and develop charts/graphs (eg pie, bar, single line) using suitable formats (ie chart title, axis titles and labels, legends, data labels and gridlines)

k. enter and organise records (in eg a table, spreadsheet or database) using field names and headings, data types and primary key, sort on one or more fields in ascending or descending order, select records (eg using data filtering) and edit records (ie add, delete and amend)
l. bring together information from different types of source
m. bring together components of images and text (ie position, behind, in front and grouping)
n. work accurately (ie spelling, calculations, meaning, layout and consistency), seek views of others, proof read and use software facilities where appropriate for a complex task 

o. produce information (eg text, tables, images, charts, combined) using accepted conventions (eg letter, memo, report, newsletter, poster, web page) as appropriate and fit for purpose and audience

p. review effectiveness of creation and presentation of information

Finding the Level

SUMMARY OF REQUIREMENTS AT EACH LEVEL

Please note that, while this summary of the ICT requirements at each level provides lecturers with an accessible overview of what learners need to cover at each level, it does not cover all the expectations and is therefore not a substitute for the standards.
Level 1

At Level 1, learners are confident in applying ICT skills independently to meet needs, to exchange information and to solve problems in a range of familiar situations. They bring together, refine and select relevant information from different sources, checking fitness for purpose as work progresses.

Use of ICT should be purposeful, learners should use ICT in the contenxt of their main programme of learning and should have an understanding that they are using ICT.
Learners should have access to, and be able to start up and shut down, a computer system with appropriate input and output devices, such as a keyboard and a screen and/or printer. They will be expected to use such devices to enter small amounts of information and to produce output to meet the intended purpose. Learners at this level should be aware of and use information from both ICT and non-ICT sources, and know how to use the most appropriate source.

Learners should have access to, and be able to use, a variety of systems such as mobile phones, a digital camera, computer systems and connections to the internet.

At this level, learners are expected to use of a variety of applications software to process information in the form of text and tables and images.

Numbers are often processed within spreadsheets. At Level 1, learners should be able to create and use a simple spreadsheet. However, word processing does offer limited opportunities (e.g. calculation of totals in a table). Databases also offer the opportunity to calculate (e.g. using a calculated field containing a formula).Note it is not expected to be the norm for a Level 1 learner to use database software in this way.
Records are normally associated with databases. However, the emphasis here is in recognising how data is stored in an organised manner, without the need to create a database or structure.

Learners are expected to be able to work with different types of information. This may be within tables, using charts or combining text, image and/or number.

As the requirement to proof-read is within Level 1, it may be appropriate for learners to work in groups to read and feedback on each other’s work during the development period.
Learners at Level 1 are expected to work with minimal assistance. They should be aware of, and be able to use, the Help facilities within software where necessary.
Level 2

At Level 2, learners are confident in selecting and applying ICT skills independently to develop solutions requiring overall structure. They evaluate the quality of information from different sources and use ICT efficiently to meet needs, to exchange information and to solve problems requiring a range of information types.
This builds on the competence required at Level 1. Systems, as referred to in the

standards, can be a touch screen information point, a digital camera or any computer system with appropriate software. Use of ICT should be purposeful. Learners should have an understanding that they are using ICT.

It is expected that, at this level, learners should have access to, and independently start up and shut down, a computer system with appropriate input and output devices, such as a keyboard, a screen and a printer. They will be expected to customise system settings to meet the user requirements, such as the left handed use of a mouse.

At Level 2, learners are expected to work with a certain amount of autonomy and to organise a working environment so that it is safe, tidy and organised. They should, independently, be able to use the internet (or a simulation) and other sources of information to find and select information to meet their needs. They should be aware of accepted good practice when dealing with information of a sensitive nature, as well as the dangers from virus software, and know how to protect systems appropriately.
Learners should know why they are carrying out an activity, have the skills to decide which tools to use, select appropriate software applications and decide on the information needed and how it is to be organised. Information will be developed by processing and formatting so that the appearance of the final presentation meets the needs of the intended purpose and is appropriate for the identified audience.
GLOSSARY

absolute cell reference:

absolute cell references in formulas are not altered when the formulas are moved or replicated to a different location in the spreadsheet. See relative cell reference.

address book: 
electronic list of email addresses, usually held within the email software; similar to a phone book on a mobile phone, this makes email addresses much easier to access. Sometimes additional information such as postal addresses can be stored.
align: 
to position data (text, images) so that it lines up, either with other data (as in a column or a row), or relative to the margins of a

page, or within a cell of a

worksheet. Alignment can

be horizontal (left, centre,

right, full) or vertical (top,

centre, bottom).
AND:
 logical operator

acting on two inputs: the

outcome being TRUE if both inputs are TRUE.
application software: 
a computer program or set of programs e.g. word

processing, spreadsheet

designed to carry out

specific tasks, for example, allowing the user to write letters, store names and addresses, manage finances and to draw pictures.
attachment: 
a file (or files) attached to an email by the sender, which can be read by the recipient. This could be a photo, or a document. The advantage of sending

information as an attachment is that it can be

prepared and saved before the email is sent.
audience: 
the person or people for whom the work is designed. In the context of the ICT Skill for Life, this refers to the person (such as a tutor) or people who will see and/or hear information that is given to them. This information can take the form of any ICT output, e.g. a report, an email, a slideshow.
AVERAGE: 
a function that calculates the arithmetic mean of a set of values, used in a formula in a cell of a spreadsheet.
backup (or back-up)

file: 
a back-up copy is a

duplicate of a file, program

or disk made on a separate storage medium. This can be used for recovery when the original file is lost or damaged. Backup files should be stored on secure media in a separate place from the original files.
bookmark:
link to a web page which the user wants to be able to return to quickly and easily. Bookmarks are 
stored on the user’s computer so that they are readily available.
borders: 
lines that can be displayed around a page, paragraph, a table, an image, spreadsheet cells or a text box to create impact. The top, bottom, left and right border lines can be individually manipulated

or removed.

broadband: 
the term has come to be used for any kind of internet connection with a download speed of more than 56 kbps. Broadband can carry several channels at once, hence it is possible to receive TV, telephone calls while using the internet.
browse: 
to search for files on a disk, by moving up and down the directory structure until a particular folder or file is located. To follow links on the internet

from one website to another; also called surfing.
browser: 
an application which allows a person to read hypertext and to access, view and interact with web pages. The browser gives some means of viewing the contents of nodes (or ‘pages’) and of navigating from one mode to another.

bullet: 
a dot or other mark (e.g. ã, •, n,H) used at the start of each line in a list to add emphasis.
cell: 
the spreadsheet term for a single ‘box’ on a worksheet, identified by the cell reference, e.g. A4. The cell reference is where a row and a column intersect. A cell may contain data, such as a number, text or a formula;
or it can be empty.
cell range: 
a rectangular area of cells in a worksheet defined by the cell references of the ‘corner’ cells, e.g. A1:A5 or E4:G12.
cell reference: 
in a spreadsheet, cells are

arranged in rows (numbered 1, 2, 3, …) and

columns (lettered A, B, C,…) and each cell has a unique cell reference, which identifies the cell in the spreadsheet. For example, C5 is the fifth cell down in column C. In a spreadsheet, when a formula in one cell is copied to other cells, it is replicated using either relative cell referencing or absolute cell referencing.

chart: 
a graphical representation of numeric data, such as a pie chart or bar chart.

chart labels: 
text labels that enable a chart to be understood. Title: the name given to a chart. Legend: identifies what each bar or pie slice

represents in a chart. Axis

labels: identify the quantities represented by the X and Y axes. Data labels: identify the value of

points on the X and Y axes. Gridlines: horizontal and/or vertical lines drawn from the axes to make reading the chart easier.
.

clip art: 
pictures, often cartoons which are provided with software or on the internet and can be used.

close: 
to end an application, e.g. by using the File/Exit menu option or to shut part of an application, e.g. a window by clicking the close box.
CNC: 
computer numeric control.
column/row:
in a spreadsheet, a line of single cells from top to bottom (column), or from side to side (row).
communication

services: 
a service provided for communication purposes, such as an ISP, a broadband or dial-up connection to the internet or a computer network.
communications:

messages between two parties, such as text messages or emails.
communications

technology: 
the hardware and software that enables communications between people and stored data.
complex search: 
see search.
complex task: 
a task that involves a number of interrelated sub-tasks.
copyright: 
legal protection claimed by the owner of a design (document, graphical image, etc.) that prohibits others from copying and reproducing the protected material, or passing it off as their own work.
crop: 
to reduce the size of a graphical image by cutting off parts from the edges, leaving only the required part.
currency 1: 
applied to information – whether information is up to date, current.
currency 2: 
applied to numeric data – in format of, for example, £, $.
cut: 
to remove information (such as text, a table or a

graphical image) from a document, or a range of

cells from a spreadsheet. The deleted material is placed on the system clipboard and is therefore available to be inserted elsewhere.
data type: 
in a spreadsheet or database, the type or kind of data contained in a cell or field. Different types of data are displayed in different formats, e.g. alphabetic data type – text; numeric data type – currency; %, decimal places, date, time. See information types.

data (and information):

data is anything that has been input into a computer. A computer can only process data.

Information is data that has meaning and is understood by a human being. For instance, the number 250646 stored in a computer is data, and only becomes information when someone understands what it signifies – in this case, it could be a telephone number or a date.

Database: 
large amount of information, normally structured in records.
delete: 
to remove information, e.g. text from a document, cells in a worksheet or records in a database.
dialogue box:
a window on screen which gives a message and requires a response from the user. Contain buttons and/or fields for the user to make choices and to alter settings, e.g. to set the system time and date.
dial-up connection:
a method of temporarily connecting to the internet using a telephone line and modem in which the user connects to an ISP.

directory: 
a filing structure allowing the user to organise information (files) in a discrete location for ease of retrieving them from a storage device at a later date; may also be called a folder, and is likely to contain sub-directories

(or subfolders). One directory is always the current working directory (work area).
display: 
what appears on a computer screen, monitor or visual display unit. In some cases, ‘display’ is used as an alternative name for a monitor, screen or VDU (visual display unit).

document layout: 
the relationship (size, position and style, etc.) between the elements forming a document.

download: 
to copy a file from a location from the internet on to a local machine (e.g. a computer or a mobile phone) or on to a network.
drag and drop: 
a way of editing objects (e.g. text or graphical images within a document) or organising files within folders, which involves selecting an item (e.g. using the mouse) and pulling it to another location.
edit: 
to change (amend or alter), update, delete or rearrange information that is stored on a computer.
email: 
short for electronic mail; a method of sending an electronic message to the mailbox of someone else who has suitable equipment and an email address. Email messages are sent from one computer user to another over a network, e.g. the
internet, a mobile telephone network or digital TV.
enter key: 
a key on the keyboard, often marked with the symbol …and sometimes referred to as the return key. In a document, pressing the Enter key, puts a line break into the text at the position of the cursor. In a dialogue box, pressing the Enter key may operate a button, e.g. the OK or Cancel button.
favorites: 
in browser software, a list of bookmarks that allows the user to return to a website by clicking on the stored web address. Note the American spelling.
field: 
in a database, records are divided into separate areas called fields, each holding a single specified data item, e.g. a person’s forename, surname, date of birth or telephone number. Field names may appear in queries or as the titles of the columns in a database table.
file: 
a store for data, e.g. a document, a graphical image, a spreadsheet or a database.
filename: 
the name used to identify a file. The filename has an extension which may be automatically created by the application, e.g. Photo47.jpg and which may be shown or hidden. The path name includes the drive, and all folders leading to the file, e.g. C:/My Documents/course/ poem7.doc.
filter: 
in a database or spreadsheet: to remove rows of data which are not required.
firewall:
a software application that attempts to protect a computer from virus attack, by monitoring the movement of data in and out of the computer and barring unauthorised transfers.

fit for purpose: 
work which is appropriate for the context and purpose for which it was produced. For example, a hand written post-it note may be fit for the purpose of telling the milkman that no milk is required and may well be more appropriate than word processing a letter. It would not be fit for personnel to send a text message to somebody telling them that they had been sacked.
folder: 
alternative name for a directory.
font: 
a particular design or typeface of characters used for printed and displayed text. There are two main typefaces: serif such as Times New Roman (which has ‘feet’ on each character), and sans serif such as Arial (which is a ‘cleaner’ font, without feet).
font size: 
the size of font that is displayed on a computer screen or printed on printed copy, e.g. 10-point, 12-point.
font style: 
the appearance of the font. 
Bold 
Text appears heavier and darker than regular text; italic text slants upwards from left to right and underlined text has a line below it. Text may have one or more of these font style attributes – or be ‘regular’ and have none.

footer: 
the area at the bottom of each page; information which appears in the area at the foot of each page of a printed document, e.g. page number, author, filename and date. This extra information may be included for labelling purposes. Information is only typed once but appears at the bottom of each page. Facilities such as page numbering in a header and a footer can be an automatic function

See also: header.

formula: 
an entry, often used in a cell in a spreadsheet, used to calculate results. In a spreadsheet, it is expressed using mathematical symbols such as addition (+), subtraction (-), multiplication (*) and division (/), and functions such as AVERAGE and SUM showing how the contents of other cells are to be manipulated. A formula is recalculated whenever a value on which it depends changes. Note: In the Skill for Life , the plural of formula is formulas, although formulae is also is common usage.

functions: 
a predefined calculation provided as a feature of the software application (e.g. within a spreadsheet) for particular operations on specified data, e.g. AVERAGE, SUM, MAX and MIN.

grammar check:
tool provided in word processing software which can be set to automatically check for grammatical errors within the text of a document.

graph/chart: 
an image created from a set of numbers to show a trend or relationship between two variables, e.g. a line graph. Some graphs may be referred to as chart, e.g. a bar chart or a pie chart.

graphics bitmap and

vector: 
images can be created using painting (for bitmap) or drawing software (for vector). Bitmap graphics may also be created by scanning images or by importing them, e.g. from a digital camera. When using vectors, every component of the image is stored as a mathematical equation that permits rescaling and viewing from different angles without degradation of quality.
graphical image: a picture or image in electronic form, e.g. photographs, scanned images, pictures and graphs
grouping: 
a means of treating separate elements (objects), e.g. in a graphic, as a single object for the purpose of selecting, moving and sizing, etc. Grouped objects can be ungrouped.
hardware: 
that part of a computer that can be touched/handled, e.g. a mouse, the keyboard and a printer.
header: 
an area at the top of each page; information which appears in the area at the top of each page of a printed document, e.g. title, page number or chapter number. This extra information may be included for labelling purposes. See also footer.
Help facilities:
a feature of applications software, usually accessed via a ‘Help’ menu, that gives descriptions and examples of how to use the software, and has a search option to help the user to find information about the facilities and, sometimes, to solve user problems.
hotspot: 
an icon, part of a graphic or text within a web page, that allows a jump from that web page to another linked web page, or to another website. When the cursor is on a hot link, a hand appears. Clicking the

mouse results in a jump to

the linked web page.
hyperlink: 
a clickable point on screen which leads to another location, for example, another web page.

See also link.
icon: 
a small representative image such as a picture or symbol used to represent some object or function, e.g. a pair of scissors for the Cut operation; a file folder for a directory; a magnifying glass for the Zoom operation. Clicking on the icon is an event; this may result in an application being opened or some other action being carried out, depending on what the icon represents.
ICT-based sources: 
Any source of information which is stored and accessed electronically.
indent: 
to move text in from the margin.
information: 
data that has meaning to a human being. See data and information.
information types:

different kinds of information for which the data is stored in particular formats, such as text, numbers, images and sound. By Entry Level 3 of

the ICT Skill for Life, learners are required to enter and manipulate text, numbers and images.

input: enter information

into a computer system.
input device: 
hardware used to enter data into a computer, such as a mouse (and other point and click devices) and a keyboard.
interaction: 
two-way communication through an ICT interface, e.g. the user entering a password and the system thengiving the user access.
interface: 
a boundary across which two systems communicate. An interface might be a hardware connector used to link other devices, or it might be a screen display used to allow communication between a device, a program, or a person to interact. User interface features allow communication between the user and the system, e.g. the WIMP (windows,

icons,menu, pointer) environment seen on a screen, messages (such as those shown in dialogue boxes) and audio communication (such as a beep to show the arrival of email).
internet:
world wide network of computers reaching millions of people, allowing global communication and information sharing on thousands of interconnected networks. Includes the hardware, the computers and the connections between them. The internet is not controlled by any single group or organisation. The most commonly used parts of internet are email and World Wide Web.
intranet: 
any network which provides similar services within an organisation to those provided by the internet outside it but which is not necessarily connected to the internet. An intranet network is usually set up for use by a limited number of people, e.g. the employees working for a single company, on which information is stored and can be shared, and communication via email can be made between any two people in the intranet. An intranet may also be connected to the internet so that all employees have access to the World Wide Web and can exchange email correspondence with people outside the organisation.
ISP: 
short for internet service provider; a company that provides its subscribers with access to the internet by supplying a link between the subscriber’s computer and the internet. This is comparable to having to use a telephone company when wanting to make phone calls. Without an ISP, the user cannot connect to the internet.
label (electronic): 
a string of characters used to identify a floppy disk or CD, e.g. BACKUP01052006.
landscape: 
one of two orientations – landscape and portrait – used to describe how material (text and/or images) is printed on a page or appears on a screen. The default, or normal orientation, is portrait. Landscape orientation of images have the longer edge across the top; with printed matter, the lines of text are parallel to the longer side of the page.
legend: 
the key on a graph or chart (American usage now prevalent in UK).
link: 
(also called a hyperlink) a URL displayed within the text of a web page, which acts as a door to another part of the web. Links are shown as hypertext (underlined or highlighted in some way) or as a hotlink icon. When the user moves the cursor over the link, the arrow changes to a hand; double clicking then activates the link.
log in: 
the process of signing on as a user to a computer system. Logging in may involve entering a user identification code and/or a PIN and, maybe, a password.
logical operators: 
when searching a database or the internet to exclude or include words in a search using AND, OR,NOT. For example, ‘King Charles NOT spaniels’ to find information about a monarch not dogs. These mathematical terms can be used to create complex expressions from simple variables and values: AND, OR,NOT.
mailbox: 
the directory or folder location where incoming email messages are stored by an ISP.
margin:  

white space at the edge of a document.
MAX: 
a spreadsheet function that returns the largest value in the specified cell range.
maximise: 
to increase the size of a window to fill the computer screen, usually by clicking on the middle of three boxes located at the top right hand of a computer screen.
media: 
material on which data can be stored, e.g. hard disk, floppy disk, CDROM,

DVD or tape. The medium may be magnetic, paper or rely on optical technology.
medium: 
singular of media.
menu:
a list of options offering functions and facilities such as File/Edit. On a computer screen, a menu bar may appear across the top of a window, listing all the menus available in that application. Menus can be ‘pop up’ or ‘pull down’ – and may offer sub-menus – any of which can be selected using a mouse click. On a mobile phone or digital camera, the menu may be accessed by a special button and then the options scrolled through and selected as required.
merge cells: 
in a table or worksheet, to combine two or more adjacent cells into a single cell: in a spreadsheet, the information in all but one cell will be lost; in a table, the information is combined
MIN: 
a spreadsheet function that returns the smallest value in the specified cell range.
minimise: 
to reduce a window to an icon in the task bar (a way of ‘closing’ the window without closing the application); usually by clicking on the leftmost of three boxes located at the top right hand of a computer screen.
mouse: 
small hand held point and click device used to select on screen information or locations. Clicking may have a number of actions, depending on the software being used.
multiple search criteria:

used to narrow down the volume of matches, a search that involves a number of criteria.

navigate: 
to move from one location in the internet to another using links. To find the way, through a website, using menus and hotlinks.

netiquette: 
accepted good practice as to how people should address each other and communicate when sending emails and participating in newsgroups. For example, to use capitals is considered to be rude – it is like shouting.
network: 
a group of computers and associated devices connected by communications facilities (both hardware and software) to share information and peripheral devices, such as printers and modems, e.g. a LAN

(local area network).
non-ICT-based sources:

for example: conversations with people, newspapers,

television, map.
NOT:
 logical operator acting on one input: the outcome being TRUE if the input is FALSE, and vice versa. In a search statement, NOT can indicate the elimination of certain terms which may otherwise cause confusion, e.g. (cat OR feline) NOT tiger.
on-screen information

point: 
computer usually based on touch-screen technology, in a strong housing situated in a public place, e.g. a kiosk in a shop or a railway station, used to find out information, conduct transactions, etc.
option button: 
in a dialogue box or on a web page, there may be option buttons offering a choice of ‘back’ and ‘next’ or ‘yes’ and ‘no’ for example. A small circular button that allows selection of one option in a set of options is known as a ‘radio button’.
OR: 
logical operator acting on two inputs: the outcome being TRUE if one or other or both of the inputs is TRUE.
orientation: 
how text and/or images appears on a page or on a screen. See landscape and portrait.
orphan: 
the last line of a paragraph appearing at the top of a page and thus separated from the rest of the paragraph that appears on the previous page. See also: widow.
package: 
a group of programs that, together, form an application.
paragraph: 
in word processing, this is a section of text ending in a carriage return. (Pressing the Enter key inserts a carriage return.) Because paragraphs are discrete entities (blocks), they can  be manipulated by the user, for example be assigned styles that can be modified globally and used repeatedly.
PDA: 
short for personal digital assistant; a handheld electronic organiser. This portable pocket-sized device is capable of limited amounts of processing. Data entry can be via a pen-like stylus moving across a screen, and can be used for making notes and/or taking signatures.
PIN: short for personal identification number; a secret number used like a password known only to the user, to gain access to private information such as a bank account, and to draw money from a cash machine.
point and click device: 
a hardware device that controls a cursor to point to and click or drag onscreen objects to select and act on them, e.g. a mouse, a touch pad or a roller ball.
portrait: 
one of two orientations – landscape and portrait – used to describe how material (text and/or images) is printed on a page or appears on a screen. Portrait orientation of images have the shorter edge across the top; with printed matter, the lines of text are parallel to the shorter side of the page.
present information:

display information, e.g. on screen or print on paper, to an audience. Learners should take into account the needs of the audience as well as accuracy, clarity and appropriateness of content and purpose.
primary key: 
the key field, selected as being most important for identifying a body of information (an entity, object or record).The column or columns (fields) of a database table whose individual or combined values uniquely identify a row (record) in the table.
print: 
a command that tells a computer system to produce a paper copy of a document or graphical image.
proof read: 
to read a document, looking for errors in punctuation, spelling and grammar – as well as factual inaccuracies.
query: 
in a database, a formalised search for information.
record: 
in databases, this unit of data comprises a number of fields to form an identifiable collection of data, such as information about a single customer or a library book.
relational operator:

mathematical operators which compare one piece of information to another, for example, >(greater than), < (less than); a mathematical symbol used to specify a criteria for a search by linking variables and/or values within an expression: = means equal to; < means less than; > means greater than; <= means less than or equal to; >= means greater than equal to.
relative cell references:

in a spreadsheet, when a formula in one cell is copied to other cells, it is replicated using either relative cell referencing or absolute cell referencing. Relative cell referencing automatically updates each item in the formula relative to the cell into which it is copied. In this way, for example, the formula for the sum of the cells in one column can be copied to produce sums of the cells in other columns.

Sometimes, a cell reference in a formula is to remain the same, when it is copied, e.g. the VAT rate, because while that data may be variable, it is stored in a single cell.The dollar sign is used to indicate a cell reference that is not to be changed during replication; for example,

$A$1 is an absolute reference to cell A1. See also cell reference.
replication: 
in a spreadsheet, copying formulas to a different location in the worksheet, or to a different spreadsheet.
row: 
see column

RSI: 
short for repetitive strain injury; a condition of numbness, pain, or general fatigue in the fingers, arms, wrists, neck, back, or shoulders. RSI is caused by a combination of factors, such as high stress, a poorly designed work area, and repetitive movements such as typing.
save: 
to store a file on a disk or other storage medium.
save as: 
to save a file to disk at a different location and/or with a different filename. This can also be used to save a file for the first time – when it is being named.
screen resolution: 
the number of pixels that can be displayed on a screen expressed as (number of horizontal pixels) x (number of vertical pixels), e.g. 1024x768. The ratio of horizontal to vertical resolution is usually 4:3, the same as that of conventional television sets.
search: 
a facility that allows the user to find matches within the data, e.g. in a document or on the web, to a given criteria. Criteria can be simple or complex, single or multiple, involving one or more logical expressions.
search engine: 
on the internet, a tool used to find web pages containing information on specified topics. The search may cover titles of documents, URLs, headers or the full text. The search engine, e.g.Yahoo or Google, accesses a database system that catalogues internet addresses.
search within results: 
a refined search in the group of web pages returned by an initial search.

shutdown: 
the process of closing down a computer during which program settings and files are saved.

simple search: 
see search.
simulation software:

software that mirrors real life activity, e.g. a flight simulator, for the purposes of training or entertainment.
single criterion search:

in text, a search for a single character or word.
software: 
programs that run on a computer system; often installed separately e.g. from a disk or CD. See applications software.
sort: 
a facility that allows the user to arrange data items in a pre-determined order, e.g. alphabetical or numerical, ascending (going up) or descending (going down).To re-order a list alphabetically or by value.
sources: 
identified as being ICT-based or non-ICT based sources of information.
spam: 
unsolicited emails.
spell checker: 
a software tool used to query unfamiliar spellings and detect repeated words, giving the user the opportunity to correct or delete them.
split cells: 
in a table, to break a single cell into two or more separate cells.

spreadsheet: 
a software application that helps the user to manage, analyse and present numerical and string (i.e. textual) information. It is often used to present information as graphs and charts. A spreadsheet may comprise one or more worksheets in which numerical and string data are stored in rows and columns of cells. A worksheet is often called a spreadsheet.
streamed media: a

technique for transferring data such as television or music. The data is processed as a steady and continuous stream directly from the internet. Streaming technologies are becoming increasingly important with the growth of the internet because most users do not have fast enough access to  download large multimedia files quickly.
style: 
in text formatting: examples are bold, italic and underlined.
SUM: 
a spreadsheet function that returns the total of the values in the specified cell range.
system facilities: services provided by the operating system, e.g. print queue (the ability to send multiple documents to a printer and have them temporarily stored and printed in sequence) and file management (set up directory/folder structures, view and rename files).
system settings:

persistent settings that configure a system to suit the user(s), e.g. date and time on the system clock, words added to a spell check dictionary.
tab (tabulation): 
a series of points that are marked across the page providing a method of formatting a document so that the cursor moves to specified distances along the width of the page. The key used to move the cursor to the next indicated tab stop. It is possible to indent and line up text using the tabs. A word processing program will automatically set the tabs across the page (the default setting) but the user can reset the tabs to the distances required.
table: 
a rectangular array of cells, a table is used to display data in rows and columns to make it easier to understand information. Tables may be created using, for example, word processing, desktop publishing, spreadsheet and database programs.
text box: 
a rectangular area into which text can be typed.
text message: 
sometimes known as SMS (short message service), available on digital GSM networks allowing text messages to be sent and received via the network operator’s message centre to a phone, or from the internet, using a so-called ‘SMS gateway’ website. If the phone is powered off or out of range, messages are stored in the network and are delivered at the next opportunity.

text wrapping: 
allowing text to flow around, for example, a graphic image.
toolbar: 
an area of the screen, often at the top of a document, a row, column, or block of on-screen buttons or icons that, when clicked, activate certain functions in an application.

For example, buttons for setting the font style of selected text to italic, bold, or underline.
touch sensitive screen: a

visual display unit that combines output on the screen with an input option. The user makes choices by touching icons or graphical buttons on the screen; the act of touching is sensed by special receptors on the screen surface. See onscreen information point.
undo:
an option to reverse an action, such as the keying of text or inserting/deleting an image. Undo applied to typing has the effect of erasing characters previously typed.
URL (uniform resource

locator): 
the address of a resource: where a file or image or video sequence or sound track is located on the World Wide Web.
user id (identification): 
a name or codename used during a log in process to identify the user. The user id may then appear on screen as a salutation to the user.
virus: a program designed

to corrupt data stored on a computer; often transmitted via email attachments.
virus protection: 
using anti-virus software to detect and remove computer viruses. The simplest virus protection software scans executable files and boot blocks for a list of known viruses. Others are constantly active, attempting to detect the actions of general classes of viruses and checking emails for viruses in attached files.
web address: 
the name which identifies a web page, the URL of the home page within a website on the internet, e.g. http://www.bbc.co.uk/
web browser: 
the software which allows theuser to see web pages.
web mail:
email service that is provided on the web. Subscribers access their emails via a website, rather than downloading them to a local computer using communications software like Microsoft Outlook.
website: 
a collection of linked web pages that can be accessed using a browser.
web page: 
a unit of information from a website that can be addressed using its URL.
white space: 
an important graphic element in page design: the blank areas on a page where text and illustrations are not printed.
widow: 
the first line of a paragraph appearing at the bottom of a page and thus separated from the rest of the paragraph that appears on the next page. See also: orphan

wildcard: a symbol used in some commands or search instructions to replace a range of characters. * stands for any number of characters. ? stands for any single character, for example, searching for Jan* in a personal database would show Jane, Janet, etc.
window: 
a section of a computer screen through which the user views the display for a particular application. At any one time, only one window is active: the one the user is interacting with.
word processing: 
a software application that allows the user to produce documents including letters, reports, manuals and newsletters. Word processing includes text editing, text formatting and producing printed output.
worksheet: 
a part of a spreadsheet, similar to large sheets of paper, used for ‘number-crunching’, e.g. for accounting and budgeting purposes. A spreadsheet may have only one worksheet, or a number of worksheets.
wrap text: 
a feature that allows lines of text to flow round the edge of a graphical image.

Useful Sources
ORGANISATIONS
SfLSU (Skills for Life Strategy Unit) 

www.dfes.gov.uk/readwriteplus/Who_We_Are

ALI (Adult Learning Inspectorate) 

www.ali.gov.uk

AQA (Assessment and Qualifications Alliance) 
www.aqa.org.uk

Basic Skills Agency 



www.basic-skills.co.uk

Becta (British Educational Communications 
and Technology Agency) 


www.becta.org.uk

Centre for the wider benefits of learning (WBL) 
www.learningbenefits.net

City & Guilds 




www.city-and-guilds.co.uk

Department for Education and Skills 

www.dfes.gov.uk

Edexcel Ltd 




www.edexcel.org.uk

E-skills UK 




www.e-skills.com

ICT coach – ICT skill for life community 

www.bbc.co.uk/ictcoach

Institute of Education (University of London) 
ioewebserver.ioe.ac.uk/ioe/index.html

JISC (The Joint Information Systems

Committee) 




www.jisc.ac.uk

Key Skills Support Programme (KSSP) 

www.keyskillssupport.net

Learndirect 




www.learndirect.co.uk

LSDA (Learning and Skills Development 
Agency) Northern Ireland


www.lsdani.org.uk
Learning Skills Council 



www.lsc.gov.uk

NAACE 




www.naace.org

NIACE (The National Institute of Adult 
Continuing Education - England and Wales) 
www.niace.org.uk

NILTA (National Information and Learning 
Technologies Association) 


www.nilta.org.uk

NOCN (National Open College Network) 
www.nocn.org.uk

NRDC (National Research and

Development Centre for Adult Literacy and 
Numeracy) 




www.nrdc.org.uk

OCNW (Open College North West) 

www.ocnw.com

OCR 





www.ocr.org.uk

QCA (Qualifications and Curriculum 
Authority) 




www.qca.org.uk

Royal National Institute for the Blind (RNIB) 
www.rnib.org.uk

Skills for Life Quality Initiative 


www.sflqi.org.uk

Ufi (University for Industry) 


www.ufi.com
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