Name: _________________________

Date first completed: ______________     

                                        Date revised: _____________________                    Date revised: _________________

Level – Pre-Basic, Basic, Developing, Developed, Extended                  Revised level: ____________________                 Revised level: ____________________


 Classification
Basic
Developing
Developed
Extended



Using the Internet


I can use common internet facilities.
I can use a range of strategies to find information for my teaching.
I have a good knowledge of the internet and I use it regularly in support of my work.
I have professional level knowledge of internet issues



Indicative criteria






I can log on and send and receive E-mail.
I can send and receive attached files.
I understand issues of file size, multiple mailings and ways of reducing unsolicited mail.
I understand security issues, for example, the use of file encryption.


I can browse the World Wide Web by clicking on highlighted links.
I can systematically use search engines to find specific information on the Web
I am confident to use the WWW in lessons.
I am confident to set up browser software on a wide range of equipment.


I know that no security system is infallible.
I can post queries to Usenet discussion groups with appropriate regard for netiquette.





I can retrieve files using FTP.
I use the internet on a daily basis to support my work.
I use most of the internet’s potential including regular video-conferencing.

Sources of evidence

(Say why you assessed yourself at the level and what you need to do to move to the next)

 Classification
Basic
Developing
Developed
Extended



Word processing and DTP


I can use a word processor for simple tasks.
I produce documents using correct layout techniques.
I have produced a variety of complex documents.
I understand all the features of a professional standard publishing application.



Indicative criteria






I can create, open, amend and save simple text based documents.
I can set margins, tabs and indents and apply these selectively or globally throughout the document.
I can set up styles for chapters and paragraphs.
I use a wide range of keyboard shortcuts on a regular basis.


I can set simple style attributes such as font type and size.
I incorporate pictures with text to good effect.
I can produce documents with a consistent layout using page numbering, headers and footers.
I can define macros to automate commonly used procedures.


I can spell-check a document and use cut and paste to reorganise text.
I can type faster than I write by hand.
I understand the issues of different graphic types when producing illustrated documents.
 I understand the issues of colour publishing.


I understand the correct use of the keyboard including the Shift Key, Caps lock and numeric pad.
I can use simple drawing tools to illustrate text using line diagrams.

I understand the importance of data formats in a wide range of areas.

Sources of evidence

(Say why you assessed yourself at the level and what you need to do to move to the next)

 Classification
Basic
Developing
Developed
Extended



National Curriculum IT


I have some knowledge of the National Curriculum ICT orders
I am becoming confident in my knowledge of NC ICT in relation to my teaching.
I am confident in all aspects of NC ICT and how it relates to my teaching.
I am confident in all aspects of NC ICT and how it relates to all NC subjects.



Indicative criteria






I know the names of the ICT strands.

I am able to match some of the work in my teaching to levels described in the ICT order.
I am confident to assess the full range of ICT levels in the context of my work.
I am confident to assess ICT levels in the context of any subject and age range.


I understand the emphasis on skills and processes rather than specific applications.
I am aware of the opportunities to contribute to the ICT programme of study using my schemes of work as the context.
I have a detailed knowledge of the ways in which my schemes of work can be used to cover the ICT programmes of study.
I understand the strengths and limitations of the NC model in describing desirable ICT practice.


I understand the relevance of the ICT order to my teaching.




Sources of evidence

(Say why you assessed yourself at the level and what you need to do to move to the next)

 Classification
Basic
Developing
Developed
Extended



Specialist applications


I  am aware of statutory requirements for ICT in specialist subjects and I can use software appropriately to support learning in my schemes of work
I use several different ICT tools to support learning in my subject, some that go beyond basic requirements.
The use of ICT is a natural part of most of my lessons.
I am involved in pioneering use of new applications to support my teaching.



Indicative criteria




Examples





Spread sheets in maths
Routine use of the internet
A wider variety of tools being

used, appropriate to 

circumstances.
There is a variety of use 

which provides the back-

ground to some pioneering

work in ICT related to teaching and learning.


Data-logging in science
Regular use of general tools 

such as word processors  

interspersed with some 

specialist applications or vice

versa.










Graphic design in art

Most ICT lessons go beyond simple word processing and Colour Magic.









Weather station in geography





CD-ROM in history











Talking First Word in English




Sources of evidence

(Say why you assessed yourself at the level and what you need to do to move to the next)

Classification
Basic
Developing
Developed
Extended



Technical self-sufficiency


I can make general use of ICT in my day to day work.
I am confident to set up machines and install software
I am pretty well self-sufficient and usually cope when things go wrong without asking for technical help
I am confident to manage large networks. I can diagnose most problems and either fix them myself or I know someone who can.



Indicative criteria






I can use windows, menus, the mouse and keyboard to run applications and manage files.

I can install a software suite from CD-ROM eg Office.
I can customise the appearance of the desktop scan discs for errors and retrieve damaged and broken files.
I can set up a network fileserver and I understand the issues of network speeds, costs and constraints.


I understand the need for regular backup of files.
I can install basic items of hardware such as an internal modem
I am confident to make any necessary upgrades to hardware including building a full machine from its components.
I can use scripts to customise applications 


I can use a word processor or other regularly used application at a simple level.
I can connect a monitor, mouse and keyboard. 
I understand the relationship between components eg the monitor specification to do justice to a 4 Mb video card.
I have a good knowledge of filetypes and know how to move data in a variety of formats between machines and applications.

Sources of evidence

(Say why you assessed yourself at the level and what you need to do to move to the next)

ICT Staff Development Audit Tool

Introduction

The function of the ICT staff development needs audit is to provide a framework for identifying training needs which is quick and easy to use.  It is not intended to be a definitive measure of competence but it is structured progressively to encourage thinking which is focused on improvement and development. The 5 sections include the main areas of skills, knowledge and understanding which teachers need in order to do their jobs properly.  The inclusion of a section on technical self-sufficiency is perhaps a little controversial but there is no getting away from the fact that lack of technical skills is in reality the main cause of frustration for computer users.

Using the audit

For each section, read the heavy italic print across the top of the columns under each of Basic, Developing, Developed and Extended. Decide which best matches your current stage of development and check the indicative criteria below to confirm this.  In the “Sources of evidence” section make a note of the basis for your decision. If you feel you are not yet at BASIC level record a "P" for pre-basic.  
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