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Professional Development Certificate

Tracking Sheet
	



Unit 1 ICT Skills for Classroom Teachers

	Outcomes
	Assessment criteria
	NOF Folder 
	Evidence Required

	1. Identify his/her own current ICT capabilities
	· complete an audit of his/her own skills
	Skills audit and NOF audit
	

	2. Use a Word Processing package
	· start up and log onto a system, load applications and close down the system.

· produce formatted documents

· create paste link between word-processing software and at least one other application

· search, retrieve, and/or replace specified text 

· cut and paste text between documents

· save and print documents
	Task 3 

Any task word-processed

(Check terms here)

Task 5?
All documents
	Observation sheet?

	3. Use file management software
	· create and manage files and directories

· virus check files

· format floppy disks
	
	Screen print of personal desktop

Observation sheet

	4. Use Internet facilities including email
	· Use a browser to view websites with specified URLs, use hypertext links, create bookmarks and use the browser copy and paste facilities with other software

· use search engines and search mechanisms to locate, retrieve and download information

· create an email address and a mail box

· transfer a message/file

· read, save and print an email message/file
	Task 7 if on Internet site

Evaluation 

Task 7


	Observation sheet?

e-mail course mentor

forward message

print message

	5. Use CD ROM technology to search and retrieve information
	· install and run CD ROM software to search and retrieve relevant information

· remove CD ROM software
	Task 7 Evaluation of CD-ROM
	Observation sheet?

	6. Use a range of ICT applications
	· enter, edit, format and manipulate data

· use courseware
	Tasks 3, 4 and  5

Examples of pupils’ work
	


Unit 2 Researching the Potential of ICT in Teaching

	Outcomes
	Assessment criteria
	NOF folder
	Evidence Required

	1. Evaluate the potential of ICT for preparing and delivering teaching
	· investigate how students learn using ICT

· investigate a variety of media to meet teaching and learning objectives in a subject

· investigate how ICT can support students

· identify when and when not to use ICT to achieve teaching objectives.
	Task 1 Why use ICT?

Tasks 3, 4 & 5

Lesson plans
	Activities matched to pupil need

	2. Examine the classroom-focused research and inspection evidence available on the use of ICT in own specialist for IT
	· produce a report on the application of ICT within a specialist subject area, incorporating references to published research and inspection material, as well as examples of information and references.
	Might develop the use of ICT in Literacy or Numeracy, using the DfES material (Task 3)
	Select a topic to be taught, use QCA scheme, on-line references example activities

	3. Determined the place of ICT in the national curriculum and the standards set out in the national curriculum for IT
	· identify the national curriculum phase and subject requirements

· identify the standards of the national curriculum for IT.
	Task 11 on assessment from module 5
	QCA scheme / NC

	4. Investigate the ethical issues surrounding the use of ICT in a teaching and learning environment and as a tool for management and administrative procedures 
	· Identify ethical issues relating to illegal and unsuitable material, copyright and data confidentiality.
	Task 9
	Obtain the school’s Responsible use policy.

Use Becta for information sheet

	5. Identify gender issues associated with the use of ICT in a teaching and learning environment  
	· explain how socially constructed stereotypes and gender affect the use of technology 

· review and evaluate strategies for dealing with gender issues within a learning and teaching environment. 
	
	Session 3 – specifically looking at gender issues

Use Conference facility


Unit 3 Use ICT to Plan, Deliver and Review Lessons

	Outcomes
	Assessment criteria
	NOF folder
	Evidence Required

	1. Identify opportunities within a lesson where ICT can be used    
	· analyse own schemes of work to identify a lesson where the use of ICT tools would enhance teaching and learning

· identify the expected benefits of using ICT

· details ICT tools required 
	Task 8
Task 8, 10

Generic and subject resources
	

	2. Plan, deliver and evaluate a lesson using ICT
	· design a lesson showing how ICT is to be used 

· deliver a lesson using ICT and assess students’ learning 

· evaluate and amend the lesson plan and scheme of work where appropriate 

· review current health and safety legislation relating to the use of computers, and the potential hazards of ICT in a teaching and learning environment. 
	Task 8
Task 10 Evaluation of lesson

Task 9
	Different Lesson plan Assessment of pupils work



	3. Assess own ICT training and development needs


	· review and update a personal ICT skills needs audit
	Use audit at end of NOF training, action plan

Task 14
	Complete new action plan


Unit 4 Use ICT in Subject Teaching and Learning

	Outcomes
	Assessment criteria
	NOF folder
	Evidence Required

	1. Plan and deliver a minimum of four sessions using ICT to facilitate learning
	· produce a scheme of work and lesson plans, identifying how subject learning objectives will be achieved

· produce a range of teaching materials using ICT handouts, worksheets, instructions guides, students’ work

· produce evidence of students’ use of ICT

· identify assessment methods used and include students’ own perception of ICT as a method of delivery. 
	Task 8 + additional

Some materials produced for lessons (4)

Examples of pupils’ work Task 11

Pupil diaries / evaluations
	Plan a scheme of work, identifying where ICT opportunities occur.

Supplement folder with materials for 4 lessons

Supplement folder with current pupils’ work

Include current pupils’ diaries

	2. Use a range of ICT media during the sessions
	· produce evidence of the use of at least three ICT media used in teaching sessions.
	Task 2 + Scanner

Digital camera

Video

Control activities logo
	Observation sheet

	3. Assess students’ achievements


	· show evidence of two or more assessment methods used to measure students’ achievements in the subject area.
	Task 11 module 5

Diary,

Teacher / CA observation

Print outs
	Revisit module 5 and produce current assessments in light of QCA, recording system

	4. Evaluate the success of the project
	· evaluate the effectiveness of the use of ICT in supporting the teaching and learning of the subject are

· evaluate the effectiveness of the learning experience 

· evaluate how well learning objectives have been achieved 

· evaluate the strengths and weaknesses of the project
	Evaluation of the lessons / impact of use of ICT

Task 13
	Evaluation report at the end of 3 sessions / term


Unit 5 Use ICT for Administration and Workloads

	Outcomes
	Assessment criteria
	NOF folder
	Evidence Required

	1. Identify personal administrative and management tasks which could be made easier using ICT       
	· identify the benefits of using ICT to support monitoring and recording

· identify ways in which ICT can increase efficiency and management of administration workloads.  
	Possibly Task 6

May have spreadsheet of marks
	Statement identifying benefits

Complete questionnaire on how ICT can make my workload lighter.

	2. Use ICT application to automate administrative and management tasks
	· use software to track students’ progress and assessment 

· use ICT for two additional administrative tasks or management tasks
	Current worksheets developed?
	Set up a spreadsheet for monitoring pupils’ progress in literacy

Set up and use template for planning sheets, reports

Use of IEP writer for writing IEPs

	3. Evaluate the effectiveness of ICT tools in managing workloads and supporting administration processes 


	· Evaluate ICT tools in relation to the tasks specified in outcome 2.
	
	Responses to a set of evaluation questions.
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