SAFFRON WALDEN AND COMBERTON TRAINING SCHOOLS 

Employment Based Initial Teacher Trainers

ICT SKILLS AUDIT FOR GTP TRAINEES

Name:





Subject:




School:
Notes and Definitions

1. Beginner

You have little or no knowledge of the application 

2. Intermediate
You use the application occasionally, but you are not totally confident with it.

3. Advanced

You use the application regularly and feel confident in your use

You should audit your skills at the start of the programme.  and again immediately before final assessment.  Following your first audit, you should seek to improve your level by at least one where appropriate by arranging for training or development as appropriate in your placement school.  In the case of school and subject applications, you should seek to move to Advanced level (3). In completing your portfolio, you should include examples of your ICT work to verify what you have written in the Review column

.

	Application
	Initial audit

1    2    3        Actions planned for improvement
	Review
New level                        Evidence                    
Date    reviewed

	1. WORD


	
	
	
	
	
	
	

	1.1 File Management
	
	
	
	
	
	
	

	1.2 Text editing
	
	
	
	
	
	
	

	1.3 Page Layout
	
	
	
	
	
	
	

	1.4 Automation
	
	
	
	
	
	
	

	1.5 Enhanced Presentation
	
	
	
	
	
	
	


	Application
	Initial audit

1     2    3        Actions planned for improvement
	  Review
 



Evidence
New level                   




Date                                reviewed

	2. EXCEL
	
	
	
	
	
	
	

	2.1 File Management
	
	
	
	
	
	
	

	2.2 Data Entry
	
	
	
	
	
	
	

	2.3 Data Manipulation
	
	
	
	
	
	
	

	2.4 Automation & Wizards
	
	
	
	
	
	
	

	2.5 Enhanced Presentation
	
	
	
	
	
	
	

	3. POWERPOINT
	
	
	
	
	
	
	

	3.1 Presentation management
	
	
	
	
	
	
	

	3.2 Slide contents
	
	
	
	
	
	
	

	3.3 Slide Layout
	
	
	
	
	
	
	

	3.4 Moving between slides
	
	
	
	
	
	
	


	Application
	Initial audit

1    2    3       
Actions planned for improvement
	Review
                                          Evidence                                New level





            Date Reviewed



	5. INTERNET
	
	
	
	
	
	
	

	5.1 EMAIL
	
	
	
	
	
	
	

	5.2 Web searching
	
	
	
	
	
	
	

	5.3 Downloading


	
	
	
	
	
	
	

	5.4 Communities


	
	
	
	
	
	
	


Continue on next page for school and subject applications

	Application
	Initial audit

1       2      3       Actions planned for improvement
	Review
New level     Specify below instances of use        Date

                         




     reviewed


	6. SCHOOL APPLICATIONS
	
	

	6.1 Wireless registration 
	
	
	
	
	
	                      
	

	6.2 Assessment Manager (or equivalent)
	
	
	
	
	
	
	

	6.3 Interactive whiteboard
	
	
	
	
	
	
	

	7. SUBJECT SPECIFIC APPLICATIONS 
	
	
	
	
	
	Specify below instances of use for teaching and learning
	

	7.1
	
	
	
	
	
	
	

	7.2
	
	
	
	
	
	
	

	7.3
	
	
	
	
	
	
	

	7.4
	
	
	
	
	
	
	

	7.5
	
	
	
	
	
	
	


