Staff ICT Skills Audit
Name ________________________________







Date___________________

	The purpose of this audit is to help identify your ICT needs and to help subject Coordinators plan an appropriate training programme.

	Please enter your level of confidence along a scale of 1-5 (1 = highly confident, 5 = very little/no confidence)
	


	Planning
	1
	2
	3
	4
	5
	

	understand advantages and disadvantages of  ICT
	
	
	
	
	
	

	compare different software packages
	
	
	
	
	
	

	know how ICT can help pupils with SEN
	
	
	
	
	
	

	plan progressively more difficult ICT activities
	
	
	
	
	
	

	prepare the classroom for an ICT lesson
	
	
	
	
	
	

	Teaching
	1
	2
	3
	4
	5
	

	teach ICT skills
	
	
	
	
	
	

	pose questions to stimulate pupils and direct them when they are using ICT
	
	
	
	
	
	

	organise and manage the use of ICT in the classroom
	
	
	
	
	
	

	teach whole class lessons using ICT (cross curricular )
	
	
	
	
	
	

	Use an interactive whiteboard to deliver a lesson
	
	
	
	
	
	

	Assessing & Evaluating
	1
	2
	3
	4
	5
	

	understand NC levels of  ICT capability
	
	
	
	
	
	

	assess pupils ICT capability
	
	
	
	
	
	

	assess the contribution ICT has made to the learning of a subject
	
	
	
	
	
	

	 judge the effectiveness of using ICT in achieving teaching objectives
	
	
	
	
	
	


	Personal, Professional use of ICT
	1
	2
	3
	4
	5
	

	use generic software, e.g. word processing, spreadsheets, databases, for administration purposes
	
	
	
	
	
	

	 use the Internet to search for teaching materials
	
	
	
	
	
	

	 use peripherals, e.g. scanner, digital camera, to import images for teaching materials
	
	
	
	
	
	

	 use web publishing software to publish teaching and other materials
	
	
	
	
	
	

	 use e-mail and on-line conferencing to communicate with colleagues
	
	
	
	
	
	

	Know the relevant functions (subject/phase) of:
	1
	2
	3
	4
	5
	

	word processors
	
	
	
	
	
	

	graphics (drawing) packages
	
	
	
	
	
	

	desktop publishers
	
	
	
	
	
	

	spreadsheets
	
	
	
	
	
	

	multimedia authoring tools (e.g. HyperStudio or PowerPoint) AND Activ??
	
	
	
	
	
	

	web page authoring tools
	
	
	
	
	
	

	Use ICT to prepare pupil resources e.g. templates to scaffold learning:
	1
	2
	3
	4
	5
	

	word processors
	
	
	
	
	
	

	drawing packages
	
	
	
	
	
	

	multimedia programs
	
	
	
	
	
	

	spreadsheets
	
	
	
	
	
	

	databases
	
	
	
	
	
	

	incorporate in your teaching:
	1
	2
	3
	4
	5
	

	internet sourced materials
	
	
	
	
	
	


	Use ICT to ease the administrative burden:
	1
	2
	3
	4
	5
	

	create a spreadsheet to function as a mark-book
	
	
	
	
	
	

	modify a word processor to aid report writing
	
	
	
	
	
	

	use a word processor to create administrative proforma/templates
	
	
	
	
	
	

	use a word processor to create curriculum proforma/templates
	
	
	
	
	
	

	access electronic OFSTED reports
	
	
	
	
	
	

	access information provided by BECTa
	
	
	
	
	
	

	access information provided by DCSF
	
	
	
	
	
	

	join a education based news group
	
	
	
	
	
	

	join an education based mail group
	
	
	
	
	
	

	access the LGfL web site
	
	
	
	
	
	

	General things you should know about ICT
	1
	2
	3
	4
	5
	

	How to: set up equipment, load and run software, manage files, use on-line help and user guides, store information, make searches, use ICT to keep up to date with research
	
	
	
	
	
	

	Know about: health and safety regulations, ethical issues linked to ICT use, the National grid for Learning, the speed/capacity of ICT, the provisional nature of data storage, the interactive nature of ICT
	
	
	
	
	
	

	How ICT can support your teaching
	1
	2
	3
	4
	5
	

	Using word-processing and graphics to produce teaching materials
	
	
	
	
	
	

	Using software like PowerPoint to improve presentational materials
	
	
	
	
	
	

	Using CD-Roms, scanners, digital cameras
	
	
	
	
	
	

	Accessing up to the minute data and authentic business materials through the Internet
	
	
	
	
	
	

	Using Intranet software to support department activities – Does this mean using shared drives?
	
	
	
	
	
	

	Using spreadsheets to present data, to keep records of pupils’ progress – co-ords need this
	
	
	
	
	
	

	Using fax, e-mail, electronic conferencing to support contacts  
	
	
	
	
	
	


	How ICT can be used effectively in lesson planning
	1
	2
	3
	4
	5
	

	Deciding when it is appropriate to use ICT
	
	
	
	
	
	

	How ICT will help teacher and pupils to meet learning outcomes
	
	
	
	
	
	

	How much time it will take to access, prepare and manage the hardware/software
	
	
	
	
	
	

	The impact of ICT on the organisation and management of the lesson
	
	
	
	
	
	

	How to ensure all pupils are effectively on task on and off the computer
	
	
	
	
	
	

	How to assess and record pupils’ progress – co-ord only?
	
	
	
	
	
	

	How to ensure continuity and data-security between lessons – need to establish protocols.
	
	
	
	
	
	

	General ICT Knowledge
	1
	2
	3
	4
	5
	

	understand the need for equipment security and the use of passwords
	
	
	
	
	
	

	can evaluate data: accuracy, validity, reliability, plausibility & bias
	
	
	
	
	
	

	know that data uses memory/storage (colour image > mono image)
	
	
	
	
	
	

	can recognise the quality of sources of information: editorial scrutiny
	
	
	
	
	
	

	can judge when ICT is the best option
	
	
	
	
	
	

	understand the value of progressive saves
	
	
	
	
	
	

	understand the educational value of rapid feedback
	
	
	
	
	
	

	understand the needs of different audiences
	
	
	
	
	
	

	how ICT can meet needs of different audiences
	
	
	
	
	
	

	understand the important areas that ICT contributes to:
	1
	2
	3
	4
	5
	

	literacy
	
	
	
	
	
	

	numeracy
	
	
	
	
	
	

	special educational needs
	
	
	
	
	
	


	Powerpoint / AP 3
	1
	2
	3
	4
	5
	

	Creating slides/flipcharts
	
	
	
	
	
	

	Inserting slides/flip page
	
	
	
	
	
	

	Inserting images/video/ sound
	
	
	
	
	
	

	Amending text colour
	
	
	
	
	
	

	Changing backgrounds
	
	
	
	
	
	

	Adding preset animations/slide transitions
	
	
	
	
	
	

	Adding timer
	
	
	
	
	
	

	Adding link to other files/web pages
	
	
	
	
	
	

	Adding buttons to a presentation
	
	
	
	
	
	

	Spreadsheets
	1
	2
	3
	4
	5
	

	Using formulae for calculations
	
	
	
	
	
	

	Basic formatting of cells (inc: currency, wrap text, merge, alignment etc)
	
	
	
	
	
	

	Adding conditioanl formatting to cells
	
	
	
	
	
	

	Adding validation
	
	
	
	
	
	

	Absolute & relative cell referencing
	
	
	
	
	
	

	Inserting columns and rows
	
	
	
	
	
	

	Re-sizing columns and rows
	
	
	
	
	
	

	Filtering data
	
	
	
	
	
	

	Sorting– ascending and descending order
	
	
	
	
	
	

	Converting spreadsheets into charts
	
	
	
	
	
	

	Labelling a chart
	
	
	
	
	
	

	Numerical data to format decimal places
	
	
	
	
	
	

	can change values in a spreadsheet to consider alternative outcomes
	
	
	
	
	
	

	can use =IF in a spreadsheet (e.g. IF(A1=B1,"same","different")
	
	
	
	
	
	

	know that a spreadsheet can carry out repeated calculations
	
	
	
	
	
	

	Use various functions. E.g Vlookup, Countif, average etc
	
	
	
	
	
	

	Writing macros
	
	
	
	
	
	

	GENERIC SKILLS
	1
	2
	3
	4
	5
	

	File naming/file extensions
	
	
	
	
	
	

	Creating folders to organise files
	
	
	
	
	
	

	Deleting files from a folder
	
	
	
	
	
	

	Copying and moving files between folders
	
	
	
	
	
	

	Knowing how to find the file size
	
	
	
	
	
	

	Navigating around desktop
	
	
	
	
	
	

	Scanning
	
	
	
	
	
	

	Printing / print setup
	
	
	
	
	
	

	Previewing documents before printing
	
	
	
	
	
	

	Using screen capture
	
	
	
	
	
	

	Using help
	
	
	
	
	
	

	Choosing appropriate software for a task
	
	
	
	
	
	

	Altering font type, size and style
	
	
	
	
	
	

	Text justification
	
	
	
	
	
	

	Altering page orientation
	
	
	
	
	
	

	WORD PROCESSING
	1
	2
	3
	4
	5
	

	Amending text
	
	
	
	
	
	

	Adding special characters/symbols
	
	
	
	
	
	

	Adding bullet points
	
	
	
	
	
	

	Adding a page break
	
	
	
	
	
	

	Adding page numbers / date to the header/footer
	
	
	
	
	
	

	Copying and pasting
	
	
	
	
	
	

	Inserting images
	
	
	
	
	
	

	Inserting another file into a document
	
	
	
	
	
	

	Inserting a table
	
	
	
	
	
	

	Formatting a table. E.g. Adding cells, merging /resizing cells
	
	
	
	
	
	

	Counting the number of words written
	
	
	
	
	
	

	Using find and replace to edit a document
	
	
	
	
	
	

	Using styles to organise a document
	
	
	
	
	
	

	Changing margins of a document
	
	
	
	
	
	

	E-MAIL
	1
	2
	3
	4
	5
	

	Sending an e-mail to two or more  people
	
	
	
	
	
	

	Recognising an e-mail address
	
	
	
	
	
	

	Adding attachments
	
	
	
	
	
	

	Receiving and saving an attachment
	
	
	
	
	
	

	Replying to an e-mail
	
	
	
	
	
	

	Filing incoming and outgoing e-mails
	
	
	
	
	
	

	Forwarding / copying an e-mail to another person
	
	
	
	
	
	

	DATABASES
	1
	2
	3
	4
	5
	

	Selecting correct data types for fields
	
	
	
	
	
	

	Adding a record
	
	
	
	
	
	

	Adding fields
	
	
	
	
	
	

	Basic searching / sorting
	
	
	
	
	
	

	Advances queries. E.g Append, update, delete
	
	
	
	
	
	

	Linking tables/relationships
	
	
	
	
	
	

	Creating forms/subforms
	
	
	
	
	
	

	Creating reports
	
	
	
	
	
	

	Validation rules / input masks
	
	
	
	
	
	


	INTERNET
	1
	2
	3
	4
	5
	

	Recognising a web address
	
	
	
	
	
	

	Using hyperlinks
	
	
	
	
	
	

	Using history/navigation button
	
	
	
	
	
	

	Copying pages onto a word document
	
	
	
	
	
	

	Downloading files
	
	
	
	
	
	

	Bookmarking pages
	
	
	
	
	
	

	can plan a strategy & frame useful questions for searching the internet
	
	
	
	
	
	

	VISUALISER
	1
	2
	3
	4
	5
	

	Zoom in and out of text
	
	
	
	
	
	

	Snapshot of image
	
	
	
	
	
	

	Insert scanned image onto IWB screen
	
	
	
	
	
	

	Write on scanned text on IWB
	
	
	
	
	
	

	Record video
	
	
	
	
	
	

	Windows Movie Maker
	1
	2
	3
	4
	5
	

	Import video clip/image/sound/audio
	
	
	
	
	
	

	Make titles
	
	
	
	
	
	

	Adding title animations
	
	
	
	
	
	

	Add video effects/video transitions
	
	
	
	
	
	

	Record voice-overs to video from visualiser/external sources 
	
	
	
	
	
	

	Fading in and out video and audio
	
	
	
	
	
	

	Adjusting audio levels
	
	
	
	
	
	

	Cropping  video and audio clips to required length
	
	
	
	
	
	

	Add credits at the end of the movie
	
	
	
	
	
	

	Saving video project as .wmv file
	
	
	
	
	
	











