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ICT – progression
Introduction 

The aim of the ICT standards is to encourage candidates to develop and demonstrate their skills in using ICT to carry out a task or activity by finding, exploring, exchanging, developing and presenting information (text, images and numbers).  The standards are essentially concerned with developing and recognising candidates’ ability to select and apply ICT skills in ways that are appropriate to their particular context.  However, they can also be used to help individuals make connections with less familiar contexts and develop their ability to progress to higher levels of competence.  
Techniques for using ICT systems and software are essential, but so too are the skills of application, such as making decisions about the relevance of information and the quality of work.  Techniques and skills of application contribute to understanding a task or activity, deciding on how best to carry it out, and presenting results taking account of purpose and audience.  The standards are designed to recognise candidates’ progression in terms both of underpinning techniques and of the skills of application.  
Progression through the levels is demonstrated by increasing ability to manage the whole process, using ICT: 

Understand a task or activity  
Find and select information
      Develop information


 
  Present findings.

The standards do not stipulate particular hardware or software packages, but it is assumed that candidates will be working with equipment and software that are appropriate to their work, study or other activities.  
Each level of the skill incorporates and builds on the previous levels.  
It is important to note that, where the wording of a standard is identical at different levels, the progression is inherent in another aspect of the standard.  For example, the requirement to “recognise and use interface features” appears at all levels from Entry 1 to Level 3.  The progression is inherent in the fact that the complexity and detail of the interface features will be more demanding at each level.  
At the three Entry levels candidates are required to use ICT systems and skills in familiar and accessible contexts to carry out given tasks and present information.  The ICT skills demanded by the situation or task are clear and straightforward.  Guidance and direction are provided by a tutor, teacher or trainer.  
At Level 1 candidates are required to use ICT systems to find, develop and present simple numerical, textual and graphical information in the context of short, straightforward tasks, using basic techniques.  Candidates should know how to use technology safely, care for equipment, and avoid losing data.  They should also know how to send and receive email and to whom they should turn if things go wrong.  
At Level 2 candidates are required to use ICT systems independently to carry out a largely straightforward task, make effective searches, derive new information, and present it taking account of purpose and audience.  They must combine information, such as text with images or numbers, in a consistent way.  Activities require a greater range of techniques, and more steps, than at Level 1.  Candidates should be able to enter formulae when using appropriate software to generate simple calculations such as totals.  They must observe copyright and confidentiality laws and manage health, safety and security risks.  They should be able to recognise errors and their causes and be aware of ways of minimising the risk of viruses.  They should know how to send and receive emails with attachments.
At Level 3 there is an increase in the complexity of activities and techniques required, such as the ability to create structures and procedures for developing text, images and numbers.  Candidates are required to plan and carry through at least two activities, one of which must cover ICT3.1, ICT3.2 and ICT3.3.  They must be able to manage their work independently, including the technology and software they are using.  This includes observing laws of copyright and rules of confidentiality, safe working and avoiding loss of information, identifying errors, and minimising risks from viruses.  Candidates need to be aware of the wider implications of using ICT.  
The focus is on a critical approach, requiring candidates to make judgements on their work, in terms of speed, ease of use, effort and accuracy, and to compare their use of ICT with other systems and with manual methods.  
At Level 4 the focus of the standard is on candidates developing and applying their ICT skills, with substantial independence, to their work, study or other activities over an extended period of time (e.g. about three months).  The extended time frame is to ensure that there are sufficient opportunities for the work to develop, as well as for candidates to monitor and critically reflect on their progress and the effectiveness of their ICT skills, so that they can adapt their strategy in response to new demands and feedback from others.  
Candidates need to show that they can: 

· plan strategically their use of ICT skills 

· apply these skills effectively and for a purpose over time  

· monitor and review their work, including the development of their skills

· critically reflect on their progress.  
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