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The programmes of study set out the opportunities that learners
should be given at each key stage and provide the basis from which
you, as a teacher, can plan learning and teaching. They are divided
into two sections, Skills and Range. The Skills section lists the skills to
be developed in a subject and the Range section comprises the
opportunities and contexts through which these skills should be
developed and consolidated.

Ongoing formative assessment – assessment for learning – lies at the
heart of good teaching. Through the assessments that you make in
the course of your teaching, you will build up an extensive knowledge
of your learners’ strengths, as well as the areas that need further
development, and you will use this knowledge to help you plan for
the next steps in their learning. Learners will also gain understanding
of specific learning goals and the associated success criteria so that,
supported by you, they can develop their capacity for self-assessment
and peer assessment. In this way, they can establish their current
position, set and move towards targets, and discover if and when the
targets have been reached. Individual targets are linked to improving
the quality of a learner’s work, as highlighted through formative
feedback, and are therefore linked to success criteria for specific
tasks. Level descriptions do not make effective targets as these
describe attainment across the breadth of the programme of study 
at the end of a key stage.

Level descriptions can help to inform your planning, teaching and
assessment at Key Stages 2 and 3 by indicating expectations at
particular levels and progression in the subject. Evidence from
assessment for learning will indicate where more time is needed to
consolidate learning and when learners are ready to move on. You
may wish to keep some evidence so that you can discuss a learner’s
work and progress with them and/or with colleagues or
parents/guardians. However, there is no statutory requirement to keep
unnecessarily complex records or detailed evidence on every learner. 

The essential function of level descriptions is to help you make
rounded summative judgements at the end of Key Stage 3 about a
learner’s overall performance. Level descriptions are designed neither
to be used to ‘level’ individual pieces of work nor for the production
of half-termly or termly data. It is only by the end of the key stage
that you will have built up sufficient knowledge about a learner’s
performance across a range of work, and in a variety of contexts, to
enable you to make a judgement in relation to the level descriptions.

Introduction
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It may be that some learners will be more advanced in some aspects
of the work than in others, and that no one level description provides
an exact fit. That is to be expected, and the range of individual
learners’ work included in these materials illustrates the making 
of best-fit judgements under those circumstances. Many 
schools/departments have found it helpful to develop their own
learner profiles to support moderation of end of key stage
judgements. These profiles also help to maintain a common
understanding of standards when they are reviewed annually and
refreshed when necessary. 

When making judgements at the end of Key Stage 3, you should
decide which level description best fits a learner’s performance. 
The aim is for a rounded judgement that:

• is based on your knowledge of how the learner performs across a
range of contexts

• takes into account different strengths and areas for development in
that learner’s performance

• is checked against adjacent level descriptions to ensure that the
level judged to be the most appropriate is the closest overall match
to the learner’s performance in the attainment target. 

National curriculum outcomes have been written for learners working
below Level 1. These are non-statutory and guidance on their use is
planned. 
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This booklet is divided into four sections.

Section 1 highlights key messages for learning and teaching in
information and communication technology.

Section 2 highlights expectations and progression in information
and communication technology.  

Section 3 contains a series of Key Stage 2 learner profiles. These
are designed to show the characteristics of the level
descriptions.

Section 4 contains a series of Key Stage 3 learner profiles. These
are designed to show the use of the level descriptions 
in coming to judgements about a learner’s overall
performance at the end of the key stage. 

This booklet is for reference when you wish to:

• review your learning plans and activities

• consider the standards set out in the revised information and
communication technology Order

• work with other teachers to reach a shared understanding of the
level descriptions

• prepare to make judgements at the end of the key stage

• develop your own learner profiles

• support transition from Key Stage 2 to Key Stage 3.

For ease of reference, the level descriptions are included in a leaflet 
with this booklet.

A CD-ROM is also included with this booklet. It contains a PDF version
of Information and communication technology in the National
Curriculum for Wales, Skills framework for 3 to 19-year-olds in Wales
and this guidance.

Using these materials
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This guidance is part of a series of materials that will help teachers at
Key Stages 2 and 3 to implement the revised curriculum and its
associated assessment arrangements. The series includes:

• Making the most of learning: Implementing the revised 
curriculum – overview guidance on implementing the new
curriculum

• Skills framework for 3 to 19-year-olds in Wales – which includes
guidance about progression in skills 

• Ensuring consistency in teacher assessment: Guidance for Key
Stages 2 and 3

• A curriculum for all learners: Guidance to support teachers of
learners with additional learning needs

• specific guidance for all national curriculum subjects, personal and
social education, careers and the world of work, and religious
education.
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Key messages for learning and teaching
in information and communication
technology
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The focus of this section is to help you plan for the teaching of the
revised programmes of study so it is relevant and motivating for each
learner. The revised curriculum is learner-centred and skills-focused.

You should plan to provide opportunities for learners to develop their
skills through a breadth of contexts, using a range of ICT applications,
working independently and in groups. The Range section in each
programme of study should be used as a starting point, but you are
free to build upon the activities and examples listed to take into
account the needs and interests of individual learners and developments
in technology through the lifetime of the information and
communication technology Order. You should use the Skills and
Range sections of the programme of study as a flexible framework
from which it is possible to select contexts and develop activities that
will be relevant and motivating for your learners.   

Developing a Skills focus

Learners should have opportunities to develop, practise and apply the
skills identified in the ICT programmes of study: Find and analyse
information, and Create and communicate information. These clearly
link with the two ICT strands in the Skills framework for 3 to 
19-year-olds in Wales: Finding and developing information and ideas,
and Creating and presenting information and ideas. Learners’
progress should be evident through a developing sense of purpose 
for their work, increasing competence and sophistication in their use
of ICT applications, and greater independence, both in selecting and
using resources. 

Safe and appropriate use of ICT should be embedded throughout 
all activities. Current and emerging technologies should be covered 
so that learners gain an understanding of the importance of safe,
responsible and legal use of ICT at all times, minimising risks to data,
themselves and others. The learner should progress from working
safely with support and supervision to working safely, responsibly 
and independently, thus ensuring their safety when using digital
communications both within and outside of the school environment. 

Schemes of work should allow relevant and realistic experiences
through which learners are able to develop skills for life.  

Information and communication technology:
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Useful questions
to guide your
planning

• Does this sequence of activities progress skills?

• Which skills from the ICT programme of study does this lesson
develop?

• What is the purpose of this activity? Does it introduce a new skill,
consolidate a skill or apply and extend a skill?   

A scheme of work is more likely to support the development of a
range of skills if it offers opportunities for learners to:

• work practically, taking a hands on approach, using personal
experience and a pro-active investigation

• work in a variety of settings in groups and individually

• use thinking skills to think critically and creatively about their ICT

• use a variety of communication skills.

For all learners, schools should choose material that will:

• provide a meaningful, relevant and motivating curriculum

• meet the specific needs of learners and further their all-round
development. 

Implementing the Range

The contexts selected for a scheme of work should cover, as a
minimum, those listed under the Range in the relevant programme of
study. This will ensure balance and breadth for learners at each key
stage. In designing the scheme of work, the focus should be on the
learner and, in selecting various contexts, it may be helpful to ask the
question ‘How relevant is this context to learners in this school/class?’
The Range is designed to offer flexibility for you to choose topics and
approaches that will be relevant for all learners. The contexts may be
covered separately or combined. They do not necessarily require equal
amounts of study time. They may be used as a flexible framework
within which to explore other relevant ICT topics or issues of interest
to the learners. 



Information and communication technology and skills
across the curriculum  

A non-statutory Skills framework for 3 to 19-year-olds in Wales has
been developed in order to provide guidance about continuity and
progression in thinking, communication, ICT and number for learners
from 3 to 19.

At Key Stages 2 and 3, learners should be given opportunities to build
on skills they have started to acquire and develop during the
Foundation Phase. Learners should continue to acquire, develop,
practise, apply and refine these skills through group and individual
tasks in a variety of contexts across the curriculum. Progress can be
seen in terms of the refinement of these skills and by their application
to tasks that move from: concrete to abstract; simple to complex;
personal to the ‘big picture’; familiar to unfamiliar; and supported to
independent and interdependent.

The skills framework may be used alongside the ICT Order and other
subject Orders to help the process of curriculum planning. 

Icons have been used in the ICT Order to signal explicit requirements
for the development of skills and learning across the curriculum.
However, in planning a scheme of work relevant to learners, you
should identify other opportunities to enrich skills and learning
development.  

The starting point for planning can focus on the Skills section of the
ICT Order (or ICT within the skills framework) to identify which skills
are to be the focus, then turn to the Range section of the ICT Order
(and other subject Orders) to identify and map the subject contexts
that are most appropriate for their development. 

Alternatively, planning can follow a thematic or topic approach where
the Range section of the ICT Order is the starting point. This could be
considered in combination with the Range sections of other Orders to
find combinations of subjects that might cover relevant and
complimentary content and develop common skills. The learner
profiles in Section 3 illustrate how the theme of food and fitness 
can be used as a context for a range of ICT activities.  
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One of the overall aims of the revised curriculum is to reduce 
prescription. Whichever of the suggested starting points is chosen, 
there are opportunities for different approaches where the timescale 
and timetable can be flexible. 

Developing thinking

Learners develop their thinking across the curriculum through the 
processes of planning, developing and reflecting.

In ICT, learners plan their activities identifying appropriate software 
and hardware. They consider the needs of the audience and they 
create and develop their presentations accordingly. They use ICT to 
explore and solve problems in a range of contexts and reflect on the 
strengths and weaknesses of their solutions.

The following tables show how Scott’s Key Stage 2 profile and aspects
of Branwen’s and Bethan’s Key Stage 3 profiles illustrate the development 
of some of the skills described in Section 1 of the skills framework.

Information and communication technology:
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Activity 1 – Ski wax advertisementScott

Skill Evidence

Plan Activating prior skills, 
knowledge and 
understanding

Determining success criteria

Scott has shown some evidence of identifying 
and making links with prior skills and knowledge 
related to this context, suggesting he could take 
the picture from a website or clip art. 

He is aware that he has criteria to meet to make 
the advertisement a success. 

Develop Entrepreneurial thinking Scott has generated an imaginative idea and is 
beginning to experiment with the ideas of others, 
using the screen next to him as a stimulus for his 
own work.

Reflect Reviewing the process/
method

Scott has begun to informally evaluate the results 
of his work against the success criteria. He has 
been able to describe amendments that he has 
made, such as changing font size.
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Activity 2 – A healthy sandwichScott

Activity 3 – Safer Routes to SchoolScott

Skill Evidence

Plan Gathering information Scott was able to suggest where to find information 
for the database (related to this context) and 
undertook the data collection at home with the 
help of his parents.

Develop Valuing errors and 
unexpected outcomes

Scott has been able to briefly describe errors 
that he has encountered regarding the adding of 
information into non-menu fields, though he has 
not really understood their significance.

Reflect Reviewing outcomes and 
success criteria

Scott has been able to begin to evaluate his work 
against the success criteria identified.

Skill Evidence

Plan Determining the 
process/method 
and strategy

Determining success 
criteria

Scott has been able to plan what he was going to 
do after discussion and support from the teacher 
and his partner. 

Scott is aware that he will have succeeded if he 
manages to get the correct number of calories 
in the sandwich.

Develop Thinking about cause 
and effect

Scott was able to describe the simple links 
between cause and effect in the context of the 
total number of calories changing when he puts 
different fillings in the sandwich.

Reflect Evaluate own learning 
and thinking

Scott was able to describe what he found out 
about spreadsheets and what didn’t work in 
the second level.



Activity 1 – Teen newspaper front page
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Branwen

Skill Evidence

Plan Activating prior skills,
knowledge and
understanding

Determining success criteria

Branwen has identified gaps and begun 
to build on existing skills, knowledge and
understanding. By studying suitable examples
she identified the existing and new skills
required to create her newspaper such as
linking text frames and creating drop capitals.

Branwen has determined success criteria 
and provided some justification for choice.
Working in a group she set realistic criteria for
success and realised the need for professional
appearance and style, for example, no large
white spaces, refined layout.

Develop Generating and developing
ideas

Branwen has developed and begun to combine
a variety of imaginative ideas, possibilities and
alternatives, including those of others. The
teacher held short reviewing sessions
throughout the developmental work so that
learners could peer assess the work in progress. 

Structured questions were asked to highlight
good and weak designs, what worked well,
how different effects were created, etc. 
This allowed learners to refine their ideas, take
into consideration the class and teacher’s
comments, keeping in mind the success criteria. 

Reflect Reviewing the
process/method  

Branwen was able to comment on the success
of the process she adopted to produce her
newspaper. She also evaluated the final
outcome against the success criteria and
identified the skills used as being appropriate.
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Activity 1 – Promoting local tourist attractions
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Bethan

Skill Evidence

Plan Activating prior skills,
knowledge and
understanding

Determining the
process/method and strategy

Determining success criteria

Bethan has built on existing skills, knowledge
and understanding. She already had a good
grounding in using the presentation software
from her earlier work. These skills were then
applied and added to in the context of this
activity, for example, creating and repeating 
text boxes to achieve a consistent style. New
skills included locking the actions of the mouse
to allow navigation only through hyperlinks 
and hotspots.

Bethan has carefully planned her work, including
the need for thorough research, slide 
design/layout and finding/authoring attraction
descriptions. Bethan also suggested a range of
options as to where and how to find relevant
information and ideas. She looked at different
leaflets that were professionally produced for
each attraction and considered how consistent
they were with their website design. She 
also searched for and evaluated publications
and websites that collectively looked at and
promoted a range of attractions.

In a group discussion, Bethan was able to
identify realistic success criteria, i.e. consistent
style and colour scheme, ease of use for many
users, a suitable balance between text and
images, appropriate use of space and layout.

ICT Layout English FINAL:Layout 1  3/12/08  08:19  Page 14
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Develop Forming opinions and 
making decisions

Monitoring progress

Bethan has considered the views of others and
used these to inform her decisions as 
the work progressed. Peer assessment sessions
were used to discuss the learners’ presentations
as they developed. When Bethan was
developing the layout, content and
presentation, the teacher’s and other learners’
opinions were taken into consideration.

Bethan regularly checked progress, and made
revisions to the process/method, where
necessary. Her work developed in accordance
with her success criteria. Bethan regularly took
into consideration factors such as having too
much textual information in certain slides or
inappropriately sized images and adapted
accordingly. Bethan successfully edited and
manipulated the information so that each
tourist attraction included similar details for 
the user.

Reflect Reviewing the
process/method

Linking and lateral thinking

Bethan was able to comment on the success 
of the process she adopted to produce her
presentation. She also evaluated the final
outcome against the success criteria and
identified the skills used as being appropriate.  

Bethan linked her learning to dissimilar but
familiar situations within and outside school.
She noted how easy it would be to use this
presentation in other situations (the design
could be used by other organisations to
promote attractions in other areas of Wales).
Bethan acknowledged that attraction details
and relevant images would need to be replaced.
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Activity 2 – Room painting calculatorBethan

Skill Evidence

Plan Activating prior skills,
knowledge and
understanding

Determining the
process/method and strategy

Bethan has built on existing skills, knowledge
and understanding. She discussed with her
teacher the skills she was confident with and
the new skills she required to create her model
of a cost calculator.

Bethan planned the layout of the model and
decided what column headings she would use.
Further to this she planned the functionality of
the model deciding on suitable formulas.

Develop Thinking logically and 
seeking patterns

Monitoring progress

Bethan was able to explain the patterns and
relationships in the model, for example, that 
the areas of windows and doors would need to
be subtracted from the total wall area of each
room, and that the total cost of the job would
involve adding up the costs for all rooms.

Bethan regularly checked progress, and amended
her early work so that the calculation could fit
on one page. Having tested the form, she
realised the benefits of incorporating a macro
to clear the form with one click instead of
having to manually delete or overwrite the data.

Reflect Reviewing outcomes and
success criteria

Bethan was able to reflect on the suitability of
her solution. She evaluated her model against
her success criteria, deciding that it was
successful. She recognised the value of
including a macro to clear the form, as well 
as the benefits of adopting a layout where 
all the relevant cells fit on one page. 
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Developing communication 

Learners develop their communication skills across the curriculum 
through the skills of oracy, reading, writing and wider
communication.

In ICT, learners communicate and present information in a variety 
of ways, including text, graphs, pictures and sound, to support their 
activities in a range of contexts. They read information from a wide 
range of ICT and non-ICT sources and discuss their work with their 
peers, teachers and others. They use ICT to interpret and analyse 
information and communicate their findings in ways suitable for their 
intended audience and purpose. 

The following tables show how aspects of Siôn’s Key Stage 2 profile 
and Branwen’s Key Stage 3 profile illustrate the development of some 
of the skills described in Section 2 of the skills framework.

Information and communication technology:
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Activity 1 – ‘5 a day’ presentationSiôn

Skill Evidence

Reading Responding to what has 
been read

Siôn read about healthy eating as part of his 
research for his presentation. He was able 
to confirm his understanding by talking 
about the benefits of different fruits and 
vegetables, and by using this information to 
decide on the content of his presentation. 

Writing Organising ideas and 
information

Writing accurately

Although the amount of text in his 
presentation is relatively small, Siôn has 
demonstrated a clear ability to plan, 
organise and present ideas and information. 

Siôn has chosen an appropriate form, 
sequence and layout of text and pictures 
to suit the intended audience and purpose. 

Wider 
communication

Communicating
information

Siôn’s final presentation effectively 
represents information in many forms 
including pictures, text and sound.

ICT Guidance (E).indd   17 4/12/08   10:47:21



Activity 1 – Teen newspaper front page

Information and communication technology:
Guidance for Key Stages 2 and 3

18

Activity 2 – Sending an e-mailSiôn 

Branwen

Skill Evidence

Reading Locating, selecting and
using information using
reading strategies

Branwen looked at a number of websites to
find up-to-date information on the world of
music and entertainment, noting both the
story and how it was presented. 

Writing Organising ideas and
information

Writing accurately

Branwen has produced a successful front
page, reflecting her ability to plan, organise
and present ideas and information. The
presentation is of a high standard, and
appropriate to the publication and the
intended audience.  

Branwen has selected a relevant topic and
used appropriate vocabulary for the audience
and purpose. She used the spell check facility
in the DTP software and carefully proof-read
the final page.  

Wider
communication

Communicating ideas 
and emotions

The newspaper front page is appropriately
written for Branwen’s target audience,
communicating the information in a manner
that should attract and engage the reader. 

Skill Evidence

Writing Organising ideas and
information

Writing accurately

Siôn has shown evidence of his ability to
plan, organise and present ideas and
information, both in the e-mail message
about the juice shop and in his contribution
to the two posters advertising the shop. 

Siôn has produced a short but clear e-mail
message about the juice shop, using
appropriate vocabulary for the audience and
purpose. He used the spell check facility in
the software before sending the message.   

Wider
communication

Communicating 
information

Each poster advertising the juice shop
integrates words and pictures into an
effective presentation.  
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Developing ICT 

Learners develop their ICT skills across the curriculum by finding,
developing, creating and presenting information and ideas
and by using a wide range of equipment and software. 

Learners use ICT individually and collaboratively, depending on the 
nature and context of the task in hand. 

Reference to the development of ICT skills is included here for 
completeness as these skills feature within Section 3 of the skills 
framework. Examples from learners’ profiles are not tabulated here, 
however, as the development of ICT skills is obviously fundamental 
in each of the profiles presented in this guidance. 

Developing number 

Learners develop their number skills across the curriculum by using
mathematical information, calculating, and interpreting and 
presenting findings.

In ICT, learners use mathematical information and data presented 
numerically and graphically in data-handling software. They use 
number to collect and enter data for interpretation in spreadsheets 
and simulations and present their findings as graphs and charts, 
checking accuracy before processing.  

The following tables show how aspects of Erin’s Key Stage 2 profile 
and Branwen’s and Bethan’s Key Stage 3 profiles illustrate the 
development of some of the skills described in Section 4 of the 
skills framework.

Information and communication technology:
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Activity 2 – Analysing pupils’ marksBranwen

Activity 2 – Modelling distancesErin

Skill Evidence

Use
mathematical
information

Gathering information Erin has gathered data on the distances
covered by learners and input this into the
spreadsheet.

Calculate Using a variety of methods Erin has used a variety of methods of
calculation, including mental calculation
(when collecting the information and using 
a worksheet) and a calculator (spreadsheet),
to find the total distances covered.  

Interpret and
present
findings

Comparing data Erin has recorded and presented data in
simple lists within the spreadsheet. She 
has compared the distances covered by 
individual learners and totals for the group
(by day/week/month). 

Skill Evidence

Use
mathematical
information

Using numbers All of Branwen’s work in the analysis of
pupils’ marks involves the use of numbers,
including percentages to describe and
compare proportions of full marks achieved
by pupils.  

Calculate Using a variety of methods Branwen has used a variety of methods of
calculation, including mental calculation 
(to predict which subjects pupils are doing
best in) and a calculator (spreadsheet), to
generate percentages across the three
subjects. 

Interpret and
present
findings

Comparing data Branwen has recorded, interpreted and
presented data in simple lists within the
spreadsheet. She has used these lists to
compare the sets of data for each subject
(predicting best performance).  
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Activity 2 – Room painting calculatorBethan

Skill Evidence

Use
mathematical
information

Measuring To test her model with realistic data, Bethan
estimated the dimensions of the walls,
windows/doors in several rooms, using
appropriate units for length (m) and the
correct units for area (m2).   

Calculate Using a variety of methods Bethan checked the accuracy of her results
using mental estimation of the area of the
walls in a room.  

Interpret and
present
findings

Talking about and
explaining work

Bethan used correct mathematical language
in discussions with her teacher and other
learners. Her spreadsheet includes
appropriate units (m and m2) and symbols 
(£ and %).   

ICT Layout English FINAL:Layout 1  3/12/08  08:19  Page 21



Information and communication technology and 
learning across the curriculum

At Key Stages 2 and 3, learners should be given opportunities to 
build on the experiences gained during the Foundation Phase, and to 
promote their knowledge and understanding of Wales, their personal 
and social development and well-being, and their awareness of the 
world of work. 

Curriculum Cymreig 

At Key Stages 2 and 3, learners should be given opportunities to develop 
and apply their knowledge and understanding of the cultural, economic, 
environmental, historical and linguistic characteristics of Wales.

ICT contributes to the Curriculum Cymreig by offering learners 
opportunities to find and analyse information about the rich 
characteristics of Wales and communicate their findings in a 
variety of ways. 

Personal and social education

Learners should be given opportunities to promote their health 
and emotional well-being and moral and spiritual development; to 
become active citizens and promote sustainable development and 
global citizenship; and to prepare for lifelong learning. 

ICT contributes to learners’ personal and social education by 
providing opportunities to work in contexts that allow learners to 
make decisions based on the values that underpin society, helping 
them become active and informed global citizens. They begin to 
identify and question bias in sources of information and become 
increasingly aware of the social, ethical and moral effects of ICT in 
the wider world. 

Information and communication technology:
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As an example, Bethan’s Key Stage 3 profile includes a presentation to promote local 
tourist attractions on the Isle of Anglesey (Activity 1). This presentation provides 
photographic and written information about six very different attractions on the island 
that celebrate its history and natural features, as well as facilities reflecting modern 
interests. To provide an appropriate summary of each attraction Bethan has investigated 
each in some detail, improving her own understanding of the environment and 
businesses on Anglesey. The outcome is a professional presentation that accurately and 
effectively communicates the nature and characteristics of these attractions.  
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Learners should gain an understanding of the importance of adopting
safe and legal practices when using digital communications, along
with an appreciation of the need to show respect towards others. 

Links between selected learners’ profiles and the Personal and social
education framework for 7 to 19-year-olds in Wales are summarised
in the table below. Schools could develop these in ways appropriate
to their own delivery of PSE.  

Information and communication technology:
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Learner Activity ICT topic PSE learning outcome

Scott
(KS2)

2 A healthy sandwich Features and benefits of a healthy
lifestyle (food and fitness)

3 Safer Routes to School The importance of personal safety

Erin
(KS2)

1 A certificate for covering 
26 miles

Take increasing responsibility for
keeping healthy

2 Modelling distances Take increasing responsibility for
keeping healthy

3 Healthy eating (database) Features and benefits of a healthy
lifestyle (food and fitness)

Siôn
(KS2) 

1 ‘5 a day’ presentation Features and benefits of a healthy
lifestyle (food and fitness)

2 Sending an e-mail The importance of personal safety 
(e-safety) and roles of elected
representatives (school council)

3 Modelling distances Take increasing responsibility for
keeping healthy

4 Searching a database Valuing diversity

Branwen
(KS3)

1 Teen newspaper front page Identify and assess bias and reliability
(messages from the media)

3 Searching for suspects
(database)

(i) The criminal justice system 
(ii) Right and wrong actions

Bethan
(KS3)

1 Promoting local tourist
attractions

Topical local issues
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Health, safety and child protection       

A central feature of the revised ICT Order is the requirement that
learners are taught how to use ICT comfortably, safely, legally and
responsibly and to consider the hazards and risks in their activities.
Learners should be presented with a balanced view of the positive
aspects of communication technologies, along with the potential
hazards and risks posed. Whilst being made aware of the potential
dangers, it is clearly important that learners realise that ICT has the
power to transform lives for the better. The aim should be to develop
learners’ understanding of the issues so that they move from using
the technology safely under supervision to becoming safe,
autonomous users of ICT. It is important to remember that although
schools may have technologies in place to restrict access to
inappropriate material, learners have access to increasingly
sophisticated handheld devices, as well as computers at home, 
so safe, independent use is the underlying goal.  

Whilst safe use of the internet remains one of the main objectives,
the school’s responsibilities with respect to ‘e-safety’ are much
broader than this if learners are to enjoy a lifetime as competent 
and confident users of existing and emerging technologies. At
appropriate times you should aim to integrate into your scheme 
of work discussions on issues as diverse as: excessive use of the
internet (particularly from home); correct use of ICT equipment
(display equipment, cable management, posture, breaks); carrying
equipment; use and security of mobile devices.  

Challenges such as preventing cyberbullying (using ICT to deliberately
upset someone else) may be dealt with through schools’ existing 
anti-bullying policies. However, opportunities for discussions around
the responsible use of technology within ICT, PSE or the context of
other subjects, can help learners deal confidently with problems that
may arise within or outside of school.  

Information and communication technology:
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Careers and the world of work

Learners should be given opportunities to develop their awareness 
of careers and the world of work and how their studies contribute to 
their readiness for a working life.   

ICT contributes to learners’ awareness of careers and the world of 
work by providing opportunities for them to engage purposefully 
with the technologies that are increasingly used in the workplace, 
develop essential skills for employment and consider the economic 
effects of ICT in the wider world. 

The activities shown in many of the learners’ profiles involve the use 
of industry standard applications. Whilst there is no requirement to 
use any particular software or platform, experience of using desktop 
publishing, presentation, modelling and data-handling software 
should develop transferable skills which are of use in a broad range 
of careers or business situations.   

ICT and learning in other subjects

In a well-planned scheme of work, integrating the use of ICT in other 
subjects in a relevant and realistic way offers opportunities to both 
enhance the learners’ work in the subject concerned and develop 
their experience and skills in ICT. 

The table overleaf illustrates some links with other subjects that are 
evident in the learners’ profiles shown in Sections 3 and 4 of this 
guidance. These could be developed to varying degrees by teachers 
wishing to integrate learning in ICT with any of the subjects listed.

Information and communication technology:
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Learner Activity Title
Subject
Order

Link

Scott 
(KS2)

1 Ski wax
advertisement

English Writing for a particular purpose, 
e.g. to persuade

Welsh Write in a variety of forms, 
e.g. advertisements

Science Properties of materials/friction 

2 A healthy
sandwich
(modelling) 

Mathematics Counting whole numbers

3 Safer Routes to
School

Geography Observe and ask questions about
geographical issues

Siôn 
(KS2)

1 ‘5 a day’
presentation

Science The need for a variety of foods for
good health

2 Sending an 
e-mail

English Writing for a particular
purpose/audience 

Welsh Write in a variety of forms, 
e.g. electronic texts

3 Modelling
distances

Mathematics (i) Calculating the mean 
(ii) Metric equivalents of imperial units

Physical
education

Plan daily physical activity

Thomas
(KS3)

1 Cuban missile
crisis
(presentation)

History How some twentieth century
individuals and events have shaped
our world today

Branwen
(KS3)

1 Teen newspaper
front page

English Writing for a real or imagined
audience

2 Analysing pupils’
marks

Mathematics Calculating (i) percentages 
(ii) the mean

Bethan
(KS3)

1 Promoting local
tourist
attractions

Geography Use imagery and ICT to interpret 
and present locational information

History Investigate historical issues (on a local
scale)

2 Room painting
calculator

Mathematics (i) Solving mathematical problems
(ii) Find areas of common shapes

3 Tour operator
database

Geography People as consumers: the impacts 
on and changes in economic activity

Information and communication technology:
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Learners’ profiles within guidance materials produced for other
national curriculum subjects illustrate the effective use of ICT within
the context of these subjects. The following tables list some of the
subjects and learners’ profiles where this can be seen. 
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Key Stage 2

Subject Learner Application of ICT

Art and
design

Siân Scans drawn images to produce a repetitive pattern

Design and
technology 

Reece Researches types of bridge using the internet, before designing
and making his own model bridge

English Bethan Drafts ideas for a poem and uses DTP and clip art to enhance
final publication of work

English Bethan Uses ICT resources for both information retrieval and for
presentation of her ideas for a leaflet advertising Milford Haven
Museum

English Hari Researches information about the Sea Empress disaster on the
internet and word processes a recount of events

English Siôn,
Shannon,
Sophie (DVD)

Use PowerPoint to present a short talk to their peers on a
subject they have researched on the internet

Music Morgan,
Bethan, Jac
(DVD)

Use a digital voice recorder to record their voices and other
sound sources then use SonarLite LE sampling software to
change these sounds

Science David Researches shadow puppets on the internet in order to make
his own

Science Amy Word processes on pre-drawn tables her ideas about posters

Science Tom Uses a spreadsheet designed by the teacher to manipulate
variables in order to plan a successful mission to Mars

Science Tom Researches an image of the Sun and the Earth on the internet
to check its authenticity

Welsh
(Welsh only)

Leigh Finds information from a variety of sources for a defined
purpose – presents information about Japan

Welsh
(Welsh only)

Lisa Selects and combines suitable information for an oral
presentation on the Titanic

Welsh
second
language

Freya PowerPoint presentation and information leaflet – creating a
range of presentations combining a variety of information and
media
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Key Stage 3

Subject Learner Application of ICT

Art and
design

Aled Uses a graphics program as part of a multimedia project

Art and
design

June Selects and uses a graphics program to distort an image
because of its appropriateness to the task

Design and
technology 

Emma Uses CAD to develop her ideas, before making a photo frame
using a laser cutter

English Carys Compares two websites connected with Shakespeare and
analyses the appeal of each for a prospective audience

English Annie, Sam,
Carys

Use word processing to produce final versions of their
responses to tasks for both reading and writing

Modern
foreign
languages

Zoe, Steff,
Laura, Luke

Create and use a PowerPoint presentation to support oracy

Modern
foreign
languages

Jordan,
Josephine,
Penny, Hazel,
Alex, Huw

Use a range of ICT applications to draft and produce texts
including images and clip art to enhance the final version

Music Rhys, Tomas
(DVD)

Use Cubasis to compose music for moving image

Music Abby (DVD) Uses Sibelius 3 to compose music to accompany an animation

Physical
education

Ella, Leanne,
Tom

Use a camcorder to record, analyse and develop performance 
in dance, gymnastics and athletic activities

Science Siân Researches the vertebrate groups on the internet in order to
compare their main features – word processes, and copies and
pastes clip art images into her table

Science Siân Researches fossil fuels and biomass on the internet so that she
can produce a leaflet for the governors suggesting the type of
fuel the school should use

Science Amy Researches insulin on the internet to produce a presentation 
to the class – makes a PowerPoint presentation and includes 
a sound clip

Science Ben Produces a PowerPoint presentation to the class about Joseph
Priestley’s experiment

Science Mia Researches newspaper articles to write a report on the factors
involved in climate change
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Subject Learner Application of ICT

Welsh
(Welsh only)

Helen Finds relevant information efficiently from a variety of sources
for a defined purpose – creates a newspaper article on football
for the blind

Welsh
(Welsh only)

Jac Creates and communicates information in the form of text –
writes a poem about 9/11

Welsh
second
language

Ethan Poster and personal information – plans tasks, including
consideration of purpose/audience and appropriate resources

Welsh
second
language

Laura Report and letter – creates and communicates information 
in the form of text

Welsh
second
language

Emily PowerPoint presentation, newspaper article and poem – 
finds relevant information efficiently from a variety of sources
for a defined purpose and uses a range of ICT hardware and
software to present the information appropriately
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Expectations and progression in
information and communication
technology

Section 2

ICT Layout English FINAL:Layout 1  3/12/08  08:19  Page 30



Level descriptions in information and communication technology
focus on pupils’ capabilities with respect to: researching, planning,
evaluating, communicating information, data handling, modelling,
managing their workspace, using electronic communication,
awareness of issues surrounding the use of ICT in the wider world,
health and safety, and understanding ICT systems. The level
descriptions are not related to a particular phase or key stage but
describe the types and range of performance that pupils working 
at a particular level should characteristically demonstrate. 

Progression in any of the above aspects may be mapped with
reference to the appropriate parts of the level descriptions. For
example, in the context of health and safety pupils progress from safe
use of the internet/related technologies with support at Level 1, to
independently at Level 7 and beyond. In the context of planning they
move from beginning to organise their tasks at Level 3 to planning
independently for a specific purpose and refining in the light of
development at Level 8 and beyond. 

In the following table, progression from Level 1 to Exceptional
Performance in the central activities of using ICT to communicate,
handle data and model is shown. The table illustrates progression
expected of pupils in the fundamental use of ICT applications.
However, it is important to remember when using the level
descriptions at Key Stage 2 or making judgements at the end of Key
Stage 3 that progression in these aspects of ICT activity needs to be
considered in the context of the other skills of researching, planning,
evaluating, etc.

Information and communication technology:
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Progression in ICT

Level Communicating Data handling Modelling

1 Pupils use ICT to move
objects on screen for a
defined purpose and use
words and pictures to
communicate ideas. 

Pupils explore, with
support, different
types of information
held on ICT systems.

2 Pupils consider, create and
communicate information
and ideas in different forms
using text, images, pictures
and sound.

Pupils enter
information into a
record with some
assistance.

Pupils explore the
effects of making
changes in models or
simulations.

3 Pupils use ICT to create,
organise, amend and
present information and
ideas. They send and receive
information electronically,
with support.

Pupils use ICT to
search, sort and/or
graph data to follow
simple lines of
enquiry.

Pupils understand how
changing one variable
affects another in
models or simulations.

4 Pupils combine a variety 
of information and media
when creating and
developing their ideas, with
a sense of purpose and
audience. They send and
receive information
electronically.

Pupils begin to check
the validity of data.
They add and amend
records in databases.

Pupils use ICT to
explore patterns and
relationships. 
They make simple
predictions about how
changing one variable
affects another in
models or simulations.

5 Pupils combine a variety of
information and media
when creating, refining and
developing their own ideas
and information. Their
presentations are fit for
purpose and meet the 
needs of their intended
audience. They use ICT to
send and receive files
electronically.

Pupils create their
own databases and
search or sort on
more than one field
to follow particular
lines of enquiry.

Pupils create their own
models or simulations
and investigate the
effect of changing data.
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Progression in information and communication technology is
characterised by refinement of ICT skills and their application to tasks
that move from: simple to complex; concrete to abstract; and familiar
to unfamiliar. Pupils progress from needing close supervision and
support to independent and interdependent working. There is also a
developing sense of purpose and audience for the work and increasing
competence and sophistication in the creative use of ICT software.   

In practice, progression may not necessarily be regular or linear; pupils
might regress in some aspects of their work, they might reach a
plateau for a while or they might progress significantly in one or more
aspects. They will have strengths and areas for development and, for
example, partial success in a more complex task has to be judged
against a very successful outcome in a less challenging task. The
familiarity of the context, the complexity of the task and the degree of
individual responsibility (or support needed) all have to be considered. It
should be remembered that support can come from a variety of
sources including the pupil’s teacher, peers or the software itself.

Information and communication technology:
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Level Communicating Data handling Modelling

6 Pupils use ICT to create and
refine their work using
information from a range 
of sources, recognising the
need for different styles for
different audiences.

Pupils use databases 
to follow complex
lines of enquiry and
draw conclusions.

Pupils use models or
simulations of
increasing complexity,
vary the rules within
them and test
hypotheses.

7 Pupils refine their choice of
selected information to
match the needs of a
specific purpose or
audience.

Pupils design a
database making
appropriate choices
within a data-handling
application, using its
specialised functions.

Pupils design computer
models and procedures,
with variables, to meet
specific needs.

8 Pupils create presentations
for others to meet specific
requirements.

Pupils design and implement ICT systems for
others to use.

Exceptional
Performance

Pupils design, implement and document systems for others to use, 
predicting some of the consequences that could arise in use. 
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As far as health, safety and child protection is concerned, progression
is not just about a reduction in support or supervision, but
development of awareness and understanding to ensure pupils
remain safe whenever and wherever they use ICT.  

Although it can be useful to separate the different aspects of the level
descriptions in order to see how attainment is characterised as
learners progress though the levels, effective learning and teaching 
in information and communication technology bring together all of
these aspects. When judgements are made about a pupil’s
performance at the end of Key Stage 3, it is important to consider a
particular level description as a whole as each pupil’s work is likely to
demonstrate characteristics of more than one level.   

It is worth reiterating here that level descriptions are neither designed
for day to day use with pupils nor for the production, for example, 
of half-termly or termly data. A single piece of work should not be
levelled. It cannot provide the range of information needed to make 
a best-fit judgement although it may demonstrate characteristics of 
a particular level. Each activity shown in the profiles in Sections 3 and
4 of this guidance should be viewed in this manner, i.e. considered as
demonstrating characteristics of, for example, Level 5 rather than
being a Level 5 piece of work.  

For ongoing, formative assessment – assessment for learning – it is
necessary to focus on the characteristics of a pupil’s achievement and
on details of ways to move forward rather than on the national
curriculum levels. This will involve pupils gaining understanding of
specific learning goals and the associated success criteria so that,
supported by you, they can develop their capacity for self and peer
assessment. In this way, they can establish their current position, set
and move towards targets and discover if and when the targets have
been reached. The profiles include details of the anticipated learning
outcomes for each activity, along with ‘Where next?’ suggestions.  

Information and communication technology:
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Progression from Foundation Phase to Key Stage 2

In the Foundation Phase, ICT should be holistic and integral to all
Areas of Learning. Children’s ICT skills, knowledge and understanding
should be developed through a range of experiences that involve
them finding and developing information and ideas, and creating and
presenting information and ideas. Children’s progression in ICT
capability should be observed with an understanding of child
development and the stages children move through. 

The Foundation Phase Outcomes incorporate the current Baseline
Assessment Scales and Descriptions and the national curriculum level
descriptions. There are six outcomes per Area of Learning and for
information purposes the following outcomes broadly cross-reference
to the current national curriculum level descriptions:

• Foundation Phase Outcome 4 links with National Curriculum Level 1

• Foundation Phase Outcome 5 links with National Curriculum Level 2

• Foundation Phase Outcome 6 links with National Curriculum Level 3.

As learners move into Key Stage 2, it is important to build on the
learning and teaching that has taken place in the Foundation Phase. 

Progression from Key Stage 2 to Key Stage 3 

As noted previously, at key transition points, it is important to build
on the learning and teaching that has gone before when planning the
next steps in information and communication technology. The
teaching of information and communication technology in Year 7
might reflect the approach being taken in partner primary schools so
that teachers and learners can build on progress made in Key Stage 2
right from the start of Year 7.  

Providing Year 7 teachers with relevant information on individual
learners’ prior achievements, strengths and areas for development,
sharing schemes of work and developing projects that span Year 6
and Year 7 can improve transition and ensure that Year 7 teachers
have realistic expectations for each learner. 

Information and communication technology:
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Year 7 teachers benefit from a thorough understanding of what
learners already know and what ICT skills they already have when
they join the secondary school. There will be variations between
individual learners, and indeed partner primary schools, but relevant
knowledge about their learners is necessary for Year 7 teachers to
develop appropriate schemes of work. These should provide learners
with opportunities to utilise their existing skills, knowledge and
understanding, avoiding unnecessary repetition of work and the
demotivation and underachievement to which this can lead.  

Information and communication technology:
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Using the level descriptions in Key Stage 2

Information and communication technology:
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Section 3
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There is no requirement to make end of key stage judgements in
information and communication technology at Key Stage 2. However,
knowledge of the characteristics of the level descriptions will help you
to recognise learners’ strengths, as well as areas for improvement,
and to plan for progression. 

You may find the following points useful when considering the
profiles in this section.

• The learner profiles are not presented as a model for how you
should collect evidence about your learners. Decisions about
collecting evidence, and about its purpose and use, are matters for
teachers working within an agreed school policy.

• The commentaries on the pieces of work have been written to
indicate particular qualities of the work and make links to
characteristics of the level descriptions. They are not intended as an
example of a report to parents/guardians.

• The materials in each learner profile can only represent a small part
of the information and experiences that make up a teacher’s
knowledge of each learner. They do not reflect the extent of the
knowledge of each learner that you will have built up over time
across a range of different contexts. You will use this knowledge to
recognise learners’ strengths and areas for development, and to
plan for progression. 

• Some of your learners may need to use a range of alternative
forms of communication to show what they know, what they
understand and what they can do.

Information and communication technology:
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This section includes profiles for three learners. For each learner a
description is provided that outlines the context of the activities, a
summary of the ICT skills shown and possibilities for further
development. Where appropriate, outlines of conversations between
the learner and his/her teacher, or the learner and his/her peers, are
provided to build upon the evidence available in the work itself.
Whilst the context of the activity and records of conversations add to
the evidence presented in each profile, it is important to remember
that images of the learners’ work generally show only the final
outcomes. Researching, planning and developmental work, some of
which may be ephemeral in nature, should all be considered when
recognising learners’ strengths and planning for progression.    

The learner profiles shown in this section illustrate activities that have
been completed on PCs using a range of software applications.
Clearly, it is the nature of the activity that is important not the
hardware and software used. There is no suggestion that these
platforms or applications are the most appropriate ways of delivering
the revised programmes of study for ICT. 

Information and communication technology:
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Scott is a 10-year-old learner in Key Stage 2.  

His teacher knows much more about Scott’s performance than can be
included here. However, this profile has been selected to illustrate
characteristic features of Scott’s work across a range of activities. Each
example is accompanied by a brief commentary to provide a context
and indicate particular qualities in the work.

Scott’s profile shows some characteristics of Levels 2 and 3, but
mainly characteristics of Level 2.  

In the commentaries accompanying each of the following activities,
consideration is given to the progression Scott could make to improve
his performance in information and communication technology. 

Context

The class were investigating advertisements as part of their
English/Welsh curriculum. The teacher linked some science work on
friction with the English studies by looking at advertisements for ski
wax. Examples of advertisements for ski wax from internet sources
were studied closely with the focus on the language used to promote
the product.

Pupils were given the task of working individually to produce their
own advertisement for a ski wax of their own creation. They had a
brief to make the advertisement as eye-catching as possible so that
their brand would be chosen above others. 

The learning outcomes were to:

• create an advertisement for a ski wax product

• combine text and graphics within the document

• use internet-based examples as a source of evidence and stimulus.

Information and communication technology:
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Characteristics of Levels 2 and 3Scott 

Activity 1 Ski wax advertisement 
Software: DTP
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This activity develops the following skills taken from the Key Stage 2
Programme of Study.  

Scott showed an awareness of the use of the internet as a medium 
to buy and sell products stating that some members of his family buy
goods from internet sites and have them delivered to their homes.
Scott remembered that his teacher said you have to be careful about
what information you give over the internet and he mentioned that
one or two members of his family do not like paying for things this
way. This is characteristic of Level 2: pupils are aware of the use of 
ICT in the outside world.  

Scott’s work

Scott started by working on the text in his advertisement. 

Information and communication technology:
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Create and communicate information

create and communicate information in the form of text, images and
sound, using a range of ICT hardware and software

Find and analyse information

find information from a variety of sources for a defined purpose

Teacher:
How are you going 
to make your advert
stand out?

Scott:
I’m going to put 
a picture in there 
(points to screen).

Teacher:
What’s the picture 
going to be of?

Scott:
I don’t know yet.

Teacher:
Do you know where
you’re going to get 
the image from?

Scott:
No, don’t know. I
can get pictures on
here somewhere.
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Scott has taken information from a text source on the
internet (the website had been bookmarked by his teacher)
which he has used in his own advertisement. This is
characteristic of Level 2: pupils find information from a given
source using it to answer simple questions. Scott has
identified that he must have a clear layout that will be 
eye-catching during questioning from the teacher, as
recorded here, but required guidance and advice on how
this could be achieved within the package.

This suggests that Scott has considered what needs to go
into the advert, which is characteristic of Level 2, but that 
he has not planned what the image is going to be, where he
is going to get it from or where it is going to be positioned
on the screen.

Scott added an image from clip art to complete his
advertisement. His teacher helped him correct the two
typing errors later. 

Finally, in his Welsh lesson, Scott produced a Welsh version of the
poster by translating the text with the help of his teacher.

The text that Scott has included shows that he is able to change 
font size and colour to make certain text stand out to the audience,
though he required some help from a friend to do this. He showed
awareness that by changing the font style it would make the text
stand out (after being reminded about this by seeing work on the
screen used by another pupil).

Teacher:
Where would be 
the best place to 
put your piece of 
clip art?

Scott:
I don’t know. I
want everyone to
be able to see it 
but I don’t know 
where would be 
best.

Teacher:
You’ve made the 
price really stand 
out. Do you think 
the picture is as 
important as the 
price?

Scott:
Yes. It lets people
know what they 
are buying. I 
think I’ll put it 
next to the price.

ICT Layout English FINAL:Layout 1  3/12/08  08:20  Page 42



Information and communication technology:
Guidance for Key Stages 2 and 3

43

Scott has combined text and images within the document using a
piece of clip art that he selected from the package clip art bank, and
dragged and dropped into his document. The image was not resized
however, and he needed some help from the teacher in deciding
where to place the image in the document.  

Scott required some help to save the file to his particular work folder,
which again is characteristic of Level 2: pupils store and retrieve work
with some assistance, and he needed to be reminded to change the
name of the file to be saved.  

Overall, the advertisement demonstrates mainly characteristics of
Level 2: pupils consider, create and communicate information and
ideas in different forms using text, images, pictures and sound. 

Where next? 

In order to make progress, Scott needs an opportunity to show more
consideration and planning/organising of his work. He is aware of the
need to make outcomes such as advertisements ‘eye-catching’; he
now needs an opportunity to use higher order skills within this
particular package to make them so. With more experience, he should
become confident enough to save work independently into his folder.
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Context

As part of their work on the topic of healthy eating, pupils used an
internet-based modelling activity to develop a sandwich according to
set criteria. 

The class were shown the online activity by their teacher who
demonstrated how to navigate through the application using the
simple one-click technique required. They listened to the
demonstration given both by the teacher and the ‘voice’ within the
package that explains what is required at each stage.

After the task was explained the class worked through the first
exercise together, with the teacher following their instructions to
complete the task. They were then put into mixed ability pairings to
explore the package in ‘Explore’ mode before going on to the ‘Task’
aspect of the package.

The learning outcomes were to:

• use a spreadsheet with given values and information

• use ICT to explore and solve problems in the context of healthy eating.

This activity develops the following skills taken from the Key Stage 2
Programme of Study.  

Scott’s work

Within the mixed ability pairing, Scott was able to click his mouse
button on the bread and fillings to create a sandwich with no set
criteria. 

When Scott and his partner were asked why they had chosen to put
in the fillings, they remarked that it was because they liked to eat
them but further questioning suggests they did take into account 
the calories in each. 

Information and communication technology:
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Find and analyse information

find information from a variety of sources for a defined purpose

produce and use models and/or simulations to ask and answer
questions

Activity 2 A healthy sandwich
Software: Spreadsheet
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Scott has shown that he can explore the effects 
of making changes in the model by controlling 
the application, which is characteristic of Level 2.
He was able to click the mouse button onto the
variables and could see that the picture of the 
bread or filling appeared on the screen along 
with the details in the spreadsheet cells. 

Scott was able to clear the screen and look for help
using the buttons available to him.

Scott was able to enter information into a spreadsheet
with the support provided by this specialist software.
When undertaking the next level in the application,
Scott became confused and was not able to enter
the information manually into the spreadsheet.  

The modelling activity demonstrates mainly
characteristics of Level 2: pupils explore the 
effects of making changes in models or simulations.

Where next? 

In order to make progress, Scott needs an
opportunity to develop a better understanding 
of how changing one variable affects others in 
a spreadsheet. With more experience, he should 
be able to use the software more confidently and
demonstrate an awareness of what is actually
happening within the cells of the application. 

Information and communication technology:
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Teacher:
How did you know what 
fillings to use?

Scott:
Iused the numbers by the food.

Teacher:
What do those numbers tell 
you?

Scott:
How many calories are in it.

Teacher:
What did you do with those 
numbers to get the answer?

Scott:
I added them up.

Teacher:
Did you use the spreadsheet 
to add them up?

Scott:
No, I added them up in my 
head.

Teacher:
What would you do if you 
couldn’t add them up in 
your head?

Scott:
I don’t know.

Teacher:
Could the spreadsheet help you?

Scott:
I can’t remember what it’s 
called but I think it could.

Teacher:
Well try clicking on some of 
the fillings and look what 
happens in that cell there (B5).

Scott:
The number is changing.

Teacher:
Why do you think the 
number is changing?

Scott:
The computer is adding the 
numbers up for me.
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Context

As part of the Safer Routes to School Programme, pupils have to
enter their own information into a database constructed by the Safer
Routes to School Co-ordinator. Pupils were given a prepared data
capture sheet for homework, to be completed with the help of their
parents then returned to school ready for entry into the database.

The class have used the database package before in ICT lessons and
other subject areas. The teacher showed them the location of the file
that was saved in an easily accessible area of the network. The teacher
explained that they were to enter the information they had
completed into the single database on one computer. The teacher
reminded them that, for the purpose of this activity, any number that
they were going to use would be entered into the database as a digit
so that the computer would recognise it was a number.  

The use of the menu system was explained, along with the reasons
for its use such as to minimise spelling mistakes or inserted spaces.
Pupils were then directed towards another activity which the teacher
had prepared related to Safer Routes to School, after which they
started to take turns to enter the information individually. This was
under the supervision of the class teacher whilst the others worked 
at the computers on an alternative activity.

The learning outcomes were to:

• enter gathered information into a database record

• use ICT to explore and solve problems in the context of
geography/PSE.

This activity develops the following skills taken from the Key Stage 2
Programme of Study.  

Information and communication technology:
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Find and analyse information

produce and use databases to ask and answer questions 

find information from a variety of sources for a defined purpose

Activity 3 Safer Routes to School
Software: Data handling
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Scott’s work

Scott has used this package only once
before and so he was still getting to grips
with the software. He was the first to
enter the data into his record.  

Scott was able to navigate the network
with the help of the teacher to the file
held on the file server. He was able to
open the database independently by
double-clicking on the ‘File’ icon within
the folder which opened up the saved
template. This is characteristic of Level 3:
pupils store and retrieve work
independently.

The data capture sheet that Scott had
completed as homework was then used
to enter information into the database. 

Scott found it confusing entering the
information into the non-menu fields and
started to type the word ‘three’ rather
than the digit ‘3’ into the third field. The
teacher had to point this out to Scott who
didn’t understand the difference that it
would make when searching the database. 

Scott was able to use the menu system within the database
independently but experienced difficulties when entering the
information into the fields that did not have menu options.

In all, Scott received help and assistance from both the
teacher in the questioning and also from the menu option
which made it far simpler for him to enter his data onto the
record. The teacher tidied up the record so that there would
be no inaccuracies in the database and added the record to
the database.

Information and communication technology:
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Teacher:
What would happen
if you put in either 
the number ‘3’ or the
word ‘three’ in there?

Scott:
Nothing, it means
the same thing. 

Teacher:
How do you know?  

Scott:
I’m not sure, but 
I think it’s the 
same.
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Scott has shown that he can navigate the network to simple,
immediate locations with assistance and that he can open
files independently. He has shown that he is able to select
options from a menu within a record but finds it difficult to
enter information accurately into a non-menu field. He now
has a partial understanding of the need to have fields with
the same types of values within them.

Although Scott has demonstrated that he can open files
independently (which is characteristic of Level 3), the 
data-handling activity demonstrates mainly characteristics of
Level 2: pupils store and retrieve work with some assistance
and enter information into a record with some assistance.

Where next? 

In order to make progress, Scott needs to be able to extract
the information from the data capture sheet independently
and demonstrate the ability to search the database to find
answers to set questions. Having learned how to open files
on the network, the next step for Scott is to be able to save
his work independently.  

Summary

Scott’s profile shows some characteristics of Level 2 and 
Level 3 but mainly the characteristics of Level 2.  

Aspects of Scott’s work in ICT which are not explicitly 
evident in these three activities support this view, because 
he is able to use ICT safely with some help (…use the
internet/related technologies safely, with support…which is
characteristic of Levels 1, 2 and 3) and can recognise and
name a mouse, keyboard, monitor and printer (…recognise
the different parts of a computer system… which is
characteristic of Levels 1 and 2).

Information and communication technology:
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Teacher:
You don’t find it as 
easy to enter the 
information into the
fields that don’t 
have a menu do you?

Scott:
I like the menu 
ones. You just 
have to click in 
the box and the 
menu comes up 
for you to choose
from.

Teacher:
It does make it easier
for us. What if you 
haven’t got a menu 
to use though?

Scott:
I’ve got to type 
the words in.

Teacher:
Or numbers if that’s 
what it needs.

Scott:
Yes, numbers too.
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Erin is a 10-year-old learner in Key Stage 2. 

Her teacher knows much more about Erin’s performance than can be
included here. However, this profile has been selected to illustrate
characteristic features of Erin’s work across a range of activities. Each
example is accompanied by a brief commentary to provide a context
and indicate particular qualities in the work.

Erin’s profile shows some characteristics of Levels 4 and 5, but mainly
characteristics of Level 4.  

In the commentaries accompanying each of the following activities,
consideration is given to the progression Erin could make to improve
her performance in information and communication technology. 

Context

Erin’s school takes part in the Healthy Schools and Eco-Schools Projects. 

One of the school’s aims is to give pupils the opportunity to engage in
frequent and regular physical activity beneficial to their health, fitness
and well-being. Clwb Dal i Fynd (Keep Going Club) encourages pupils
of all physical abilities to walk, jog or run around a marked track on
the school yard.   

Erin’s class decided to design certificates for pupils once they have
achieved 10km and 41.8km (roughly equivalent to a 26 mile
marathon). 

The teacher introduced the topic on the interactive white board to
highlight good practice and present new skills, then led the class
through the following activities:

• analysing other certificates on the interactive white board and
looking at their format

• determining success criteria for the task

• introducing new skills such as using picture frames and text

• layering information such as text and pictures. 

Information and communication technology:
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Characteristics of Levels 4 and 5Erin

Activity 1 A certificate for covering 26 miles
Software: DTP
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The learning outcomes were to:

• combine a variety of information and media as pupils create, 
refine and develop their own ideas and information within the
certificate

• produce a certificate that will suit the purpose and meet the needs
of their audience.

This activity develops the following skills taken from the Key Stage 2
Programme of Study.  

Erin’s work 

Erin extended her use of desktop publishing. 
She has already used different layouts in 2Create
and Paw-Print, however for this task she used
Publisher.   

When planning the work, Erin suggested how
she would find relevant information and ideas.
She has planned the process to be used, stating
that she would:

• look at other certificates including an existing one for 10km
(shown here)

• design the certificate carefully and focus on the layout

• decide on the location of pictures and text, and the font size(s) 
to be used 

• research information on the internet.

Information and communication technology:
Guidance for Key Stages 2 and 3

50

Find and analyse information

find information from a variety of sources for a defined purpose 

Create and communicate information

create and communicate information in the form of text, images 
and sound, using a range of ICT hardware and software

create a range of presentations combining a variety of information
and media
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This is characteristic of Level 4: pupils broadly plan their 
tasks and combine a variety of information and media when
creating and developing their ideas.

When developing her ideas, Erin realised that she needed to
follow her plan but make some amendments where necessary.
She also used her prior knowledge effectively to develop and
begin to combine a variety of imaginative ideas.   

Erin made a number of changes to her design as she developed
it. She sometimes asked her friends’ opinions but she made
the changes herself, requiring very little support throughout
the task. Her final certificate is shown here. 

Questioning by her teacher shows that Erin understands
some of the factors that make such a certificate fit for
purpose.

Information and communication technology:
Guidance for Key Stages 2 and 3

51

Teacher:
How did you plan 
from the beginning?

Erin:
I looked at 
ready-made 
templates of 
10km and 20km 
running certificates
we had in the 
school. I then 
looked on the
internet for ideas. 

Teacher:
What was the most 
important thing to 
you when designing
the certificate?

Erin:
The appearance –
I wanted to put a
picture in the 
background and 
make the font 
big enough.

Teacher:
Do you think that 
the format of the 
certificate is important? 

Erin:
Yes, because the 
child wants to show
it to everybody in 
school and at home.

Teacher:
Did you give the 
pictures and font 
size a lot of thought?

Erin:
Yes, it’s important
that the word 
‘marathon’ 
stands out. 
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Erin is also able to reflect on the process and final product.  

Erin has planned the task for a purpose and audience. She
has effectively combined text and images when creating this
certificate. Erin found, placed and resized clip art herself,
and she amended font size, position and colour until she
was happy with the final effect.   

The certificate is one presentation that is effectively for one
audience. There are, however, some characteristics of Level 5
evident in this work as Erin has demonstrated she can
combine a variety of information and media when creating,
refining and developing her own ideas and information, and
her final product is fit for purpose and meets the needs of
her intended audience.

Where next?

In order to make progress, Erin needs further opportunities
to apply the above skills in different contexts for different
audiences. This should allow her to demonstrate an
awareness of the need for different styles for different
audiences. With more experience she should begin to plan
her tasks in more detail for specific purposes and audiences.
Erin could be encouraged to use ICT to create and refine her
work more than she has been able to in the certificate task,
using information from a broader range of sources. 

Information and communication technology:
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Teacher:
Do you think the 
certificate looks OK?

Erin:
Yes, I think 
everybody will 
like it. 

Teacher:
How would you 
have improved it?

Erin:
Maybe I would 
have typed 
instead of writing
the child’s name 
and made the 
pictures bigger.

Teacher:
Was the certificate 
easy to create?

Erin:
Fairly, there was  
a lot of research 
and planning to 
do before 
starting the work. 

Teacher:
Do you think you 
have succeeded?

Erin:
Yes, I’m quite 
happy.
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Context  

As part of their work on healthy living Erin’s teacher identified the ICT
aspects that can contribute to the practical nature of this work.
Through Clwb Dal i Fynd pupils plan daily physical activity and using a
spreadsheet they record and evaluate their personal progress on a
daily or weekly basis.

The learning outcomes were to:

• explore patterns and relationships in a spreadsheet 

• make simple predictions about how changing one thing affects
another in a spreadsheet.

This activity develops the following skills taken from the Key Stage 2
Programme of Study. 

Erin’s work 

Erin has some experience of modelling using spreadsheets.
She has also previously had experience of using a pencil and
paper recording method and a calculator to input data into a
simple spreadsheet. Erin is beginning to realise that every cell
has a unique reference with a letter for every column and a
number for every row. She also realises that this reference
can be used to link cells in a table. 

Erin has looked at the hidden formula in the ‘Clwb Dal i
Fynd’ file provided by the teacher and predicted changes,
and identified patterns and relationships. This is
characteristic of Level 4: pupils use ICT to explore patterns
and relationships. She could explain that the formula ‘made
things happen automatically’. 

Find and analyse information

produce and use models and/or simulations to ask and answer
questions 

investigate the effect of changing variables in models and/or
simulations to ask and answer ‘what if…?’ type questions

Activity 2 Modelling distances
Software: Spreadsheet 

Teacher:
How long did it take
you to calculate the 
total of every member
of the class and the 
weekly total using a 
pencil and paper?

Erin:
Too much time!

Teacher:
Can you think of 
a quicker way of 
doing this?

Erin:
Using a calculator.

ICT Layout English FINAL:Layout 1  3/12/08  08:20  Page 53



Information and communication technology:
Guidance for Key Stages 2 and 3

54

Erin’s printouts show that she has entered the data into the spreadsheet
for the week and calculated totals for individual pupils and for days
and weeks. Although the model produces the conversion, she
understands the relationship between metres and km.    

In planning the work, Erin suggested how she would find
relevant information and ideas. She planned the process 
to be used, stating that she would:

• record regularly with a clipboard on the yard  

• enter the information into the spreadsheet regularly  

• check that the information is correct. 

While using a pencil and paper, Erin had the opportunity to
do mental and written calculations by completing a worksheet,
and consequently she was able to discuss the advantages of
using a calculator then a spreadsheet to carry out the task. 

Teacher:
Why is it important 
to enter and check 
the figures correctly?

Erin:
If one number is 
wrong then the 
number at the 
end would also 
be wrong.  

Teacher:
What would have 
happened if Mari 
had made a mistake 
when typing a 
number, for example,
40 instead of 4?

Erin:
The total would 
be wrong.

Teacher:
Could the error be 
corrected?

Erin:
Yes, by changing 
the number to 
4 and the result 
would be correct. 
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Erin’s printouts show that she has completed the spreadsheet
for the week. She has entered the data correctly and has
checked the figures carefully. She realises the importance 
of having accurate data.

She also realises the advantages of using a spreadsheet. 

In this task Erin has used a template supplied by the teacher,
opened a ready-made spreadsheet for ‘Clwb Dal i Fynd’ and
input data on a daily basis. Erin has checked the accuracy of
the data before saving the file independently. This (and the
conversation on the previous page) shows characteristics of
Level 4: pupils recognise that poor quality information and
data yields unreliable results. 

Where next? 

In order to make progress, Erin needs to move on from using
templates and have opportunities to create her own models
or simulations and investigate the effect of changing data.
As well as developing her understanding of models/simulations,
a carefully structured task can give Erin a chance to plan in
more detail for a particular purpose.  

Teacher:
Was the spreadsheet
easy to use?

Erin:
Yes, I could see 
all the figures on 
the screen, the 
calculator doesn’t
do that. 

Teacher:
So are there any 
advantages of using
a spreadsheet 
rather than a 
calculator?

Erin:
Yes. Everything 
changes 
automatically 
when I change 
one thing. It adds
up the column 
automatically. 
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Context  

One of the main aims of the Healthy Schools Project is to look
carefully at what pupils eat from day to day. In this activity the class
develop a questionnaire in order to find out whether or not pupils
follow the recommendation to eat five portions of fruit or vegetables
each day, then enter data into the Information Workshop database
created by the teacher and interpret the information.

The teacher introduced the activity, reminding the class what a
database is and how it can be used to organise data and search for
specific information. The teacher explained they would be creating a
database to include information about the eating habits of the class,
and whether or not pupils follow the five a day recommendation. The
class were asked to think of some questions they should include on a
questionnaire to ensure that they gathered the necessary data. Erin
and her classmates then started collecting data in their groups.

The learning outcomes were to:

• create questionnaires to gather data

• enter information into a data file

• classify and search in order to retrieve relevant information

• demonstrate understanding of data-handling concepts

• compare the use of a database with other methods of collecting
and handling information.

This activity develops the following skills taken from the Key Stage 2
Programme of Study.

Find and analyse information

discuss the purpose of their tasks, the intended audiences and the
resources needed

find information from a variety of sources for a defined purpose

produce and use databases to ask and answer questions    

Activity 3 Healthy eating
Software: Data handling 
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Erin’s work   

Erin has some experience of using the Information Workshop
application while in Year 5. She has also worked on a
mathematical and scientific investigation involving the Green
School Project on pupils’ means of transport to school.      

Erin was involved in planning the questionnaire and
collecting the data. She understood the need for careful
questions in order to gather relevant information, and 
to allow useful sorting, searching and graphing later on.
Although Erin wasn’t the group leader, she played a
prominent part in planning the questionnaire. Erin’s
responses to her teacher’s questions suggest she recognises
what the focus of the questions should be and how to 
carry out relevant research.

The teacher created a database with 20 records from the
information collected by this group. After locating and
opening the ready-made file, Erin used simple enquiries 
to produce a wide variety of tables and graphs and held
discussions with classmates whilst trying to interpret these.
For example, when comparing pupils’ favourite foods and
how many pupils have school dinners, they asked questions
such as ‘What’s the least favourite food?’, ‘Why do six pupils
in the class choose to bring a packed lunch rather than have
school dinners?’

Teacher:
What types of 
questions are 
important when 
planning your 
questionnaire?

Erin:
Questions about 
healthy foods.

Teacher:
How do you know 
which foods are 
healthy and which 
aren’t? 

Erin:
Well...I suppose I 
could look on the 
internet... type 
‘healthy foods’ into
a search engine.
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Erin was able to search through the data file and then compare data
for different categories. She was able to present the information with
a variety of graphs and tables.   

Erin sorted the information by
looking at ‘Record’ and ‘List’.

Erin managed to adapt and
add to the database which
had 20 records. However, she
added Branwen’s record (21)
before the first rather than at
the end.

When asked, Erin could compare the use of a paper and
pencil method with a number of different applications she
had used on the computer. She could discuss the advantages
and disadvantages of using a database compared to
traditional methods of finding information. 

Erin has opened and used the ‘5 a day’ database supplied by
the teacher and she has adapted and added to the records
in the database. This is characteristic of Level 4: pupils add
and amend records in databases. Erin has shown that she
can create and interpret graphs in order to answer questions. 

Where next?

In order to make progress, Erin needs an opportunity to
create her own database, and to search or sort on more than
one field to follow particular lines of enquiry. She could, for
example, build upon the ‘5 a day’ database by including
data from the previous (modelling) activity, such as total
distance covered each month. Erin could then search for pupils
with the most healthy lifestyles, for example those who eat
five a day and cover a distance of ‘x’ km per month around
the running track.

Information and communication technology:
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Erin’s friend, Siôn:
If all these computers
were down today, it
wouldn’t really matter
because we’ve got 
all the information 
here on paper.

Erin:
Yes ... but it 
would take us 
ages to look for 
the information.

Erin’s friend, Siôn:
That’s what people 
used to do! 

Erin:
Yes ... but look 
how fast I can 
look up how 
many like 
potatoes.
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Summary  

Erin’s profile shows some characteristics of Level 4 and Level 5 but
mainly the characteristics of Level 4.  

Aspects of Erin’s work in ICT that are not explicitly evident in these
three activities support this view. In class discussions about the safe
use of ICT, Erin showed that she understood computers can be
affected by viruses. She regularly sends e-mail messages to others in
her class and carefully follows the school’s rules about acceptable use
of e-mail and the internet. This is characteristic of Level 4: pupils send
and receive information electronically … they use the internet/related
technologies safely in accordance with given guidelines. Erin is able to
open and save files independently, using a sensible structure and
appropriate names; this is another characteristic of Level 4: pupils
manage their workspace effectively. 
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Siôn is a 10-year-old learner in Key Stage 2.    

His teacher knows much more about Siôn’s performance than can be
included here. However, this profile has been selected to illustrate
characteristic features of Siôn’s work across a range of activities. Each
example is accompanied by a brief commentary to provide a context
and indicate particular qualities in the work.

Siôn’s profile shows some characteristics of Levels 5 and 6, but mainly
characteristics of Level 5.  

In the commentaries accompanying each of the following activities,
consideration is given to the progression Siôn could make to improve
his performance in information and communication technology. 

Context

Siôn’s school takes part in the Healthy Schools and Eco-Schools Projects.

One of the school’s aims is to raise awareness of healthy living and
eating. Pupils have been studying the positive and negative effects
that advertisements, particularly food advertisements, have on
children. They have looked at how these advertisements are presented,
the timing, what appeals to an audience as well as the persuasive
language used. They also produced a questionnaire about food
advertisements.

Pupils then created a multimedia presentation on Photo Story 3 to try
to persuade their audience to eat healthily by eating five portions of
fruit/vegetables a day. 

The learning outcomes were to:

• use a multimedia application to sort, refine and present information

• combine images, sound and text  

• create pages that offer variety

• present information that meets the needs of the audience.

Characteristics of Levels 5 and 6Siôn

Activity 1 ‘5 a day’ presentation 
Software: Presentation 
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This activity develops the following skills taken from the Key Stage 2
Programme of Study.

Siôn’s work

Siôn is very confident with ICT. He has experience of using a different
multimedia application to the one he used in this activity. Siôn’s task
was to prepare a presentation noting the importance of healthy
eating, and particularly of trying to eat five portions of fruit or
vegetables a day. He targeted his presentation at Year 5 and Year 6. 
Siôn decided to spend time on the internet to research the benefits 
of different fruits and vegetables before creating his presentation. 
He followed the school’s guidelines on acceptable use of the internet 
and saved the information he found in his workspace.  

Evidence of Siôn’s work on this activity is shown here. 

• Creating pages

• Importing pictures and adjusting frames 

Importing pictures 

Creating pages

Find and analyse information

discuss the purpose of their tasks, the intended audiences and the
resources needed

find information from a variety of sources for a defined purpose

Create and communicate information

create and communicate information in the form of text, images 
and sound, using a range of ICT hardware and software  

create a range of presentations combining a variety of information
and media 
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• Timing and zoom in/out 

• Adding/amending text 

• Recording sound

• Importing background music

• Editing 

Recording sound 

Importing music

Adding text

Timing
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Siôn has undertaken effective and detailed planning for this task,
requiring very little support from his teacher. This is characteristic of
Level 6: pupils plan their tasks in detail for specific purposes and
audiences. Siôn has produced a successful presentation of around one
and a half minutes that achieves what he set out to do. The evidence
shows he has created 11 ‘pictures’ in his filmstrip and he has
imported relevant images into his presentation. He added simple text
to reinforce the message and recorded voice messages that play at
the appropriate stages during the presentation. After testing the
presentation, Siôn decided on between 6 and 10 seconds timing for
each picture and how the picture would be animated on screen, for
example the focus point of zooming in/zooming out. Finally he
imported background music. This demonstrates characteristics of
Level 5: pupils combine a variety of information and media when
creating, refining and developing their own ideas and information. 

Where next?

In order to make progress, Siôn needs an opportunity to develop a
presentation for a different audience and to use ICT to refine his work
drawing on information from a range of sources, recognising the
need for different styles for different audiences.   
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Context  

As noted in Activity 1, Siôn’s school takes part in the Healthy Schools
and Eco-Schools Projects. 

One of the school’s aims is to raise awareness of healthy living and
eating. In this context, the school council was responsible for
establishing and running a fruit juice shop in the school at break time.  

The first step was to find out whether or not there was a demand for
a juice shop by producing a questionnaire for the school’s pupils,
including a question about their favourite juice. An investigation using
the internet was then carried out, looking at the ingredients, e.g.
sugar content, of different kinds of fruit juices. As the class would be
using the internet, the teacher took the opportunity to remind them
at the start of the activity of the school’s rules for using the internet,
and held a short discussion on the safe and legal use of the internet
outside of the school environment.  

The school council decided to contact parents by e-mail to note their
intentions and to design posters to place around the school
advertising the juice shop. Sending an e-mail rather than a letter to
parents reflected the school’s Green School Scheme. It was also
decided to send a poster as an attachment to the e-mail.

The learning outcomes were to:

• send and receive messages

• load, keep and print messages

• send e-mails to a selected group using an address book

• attach a file to an e-mail

• use the tools available to communicate information effectively

• show awareness of a specific audience.

Activity 2 Sending an e-mail
Software: E-mail/messaging   
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This activity develops the following skill taken from the Key Stage 2
Programme of Study.

This activity also provides opportunities to gain an understanding of
the importance of adopting safe practices when using ICT as
highlighted in the Key Stage 2 Programme of Study.

The teacher introduced the topic on the interactive white board and
explained how to:

• add to the names in the address book and use these to write
messages and send copies

• send attached files

• show good practice, e.g. add new folders as necessary

• work offline to write e-mails as messages don’t have to be sent
immediately.

As a class, pupils compared the advantages and disadvantages of ICT
compared with other methods of communication, discussing its use in
the wider world with confidence. The teacher broadened the
discussion on the use of e-mail to include issues such as what might
happen when large attachments are sent or if the recipient does not
have the software used to create the attachment. The risk of receiving
a virus was discussed along with the dangers of disclosing personal
details in e-mails or on social networking sites and chat rooms.  

Create and communicate information

share and exchange information safely through electronic means 

Health, safety and child protection

Pupils should be taught how to use ICT comfortably, safely and
responsibly, and to consider the hazards and risks in their activities.
They should be able to follow instructions to minimise risks to
themselves and others.
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Siôn’s work

Siôn has a computer at home and is a confident ICT user. 
He is experienced in sending e-mails in school and from his
home computer. He sent the message about the juice shop
and an attachment to a selected group of families who had
already agreed to be part of the Green School Initiative to
save paper. He used the address book to do this and kept a
copy of the message for his teacher. Siôn is a member of the
school council and he worked with other members of the
council to design a poster to advertise the juice shop. They
decided that the poster should be created on two different
programs – Word and Publisher. 

Having written his e-mail message to parents, Siôn showed 
it to his fellow council members. His informal enquiries with
some friends led him to send the poster as a Word file as it
became clear that most families had Word but only some
had Publisher on their home computer.

This is firm evidence that Siôn has thought about the needs
of his audience before sending the message.

The two versions of the poster are shown here. Siôn helped develop
the posters and they provide further evidence of his communication
skills using ICT.

Information and communication technology:
Guidance for Key Stages 2 and 3

66

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Come and get 

your juice every 

day. Apple, 

Orange or 

Pineapple for 

sale here. 

One of your  

five a day   

Only one pound for the 

whole week. 

Juice every day does you good!! 

Teacher:
Why have you 
decided not to send
a Publisher poster 
to the families?

Siôn:
Because I’ve found
out that that most
of them haven’t 
got Publisher on 
their computers 
at home.

Teacher:
How do you know 
this?

Siôn:
I’ve asked about 
12 friends. 
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Siôn’s contribution to the posters demonstrates characteristics
of Level 5: pupils combine a variety of information and
media when creating, refining and developing their own
ideas and information. 

Part of Siôn’s e-mail message is shown here. He followed the
school’s acceptable use policy in producing and distributing
this message.

Siôn played an active part in planning the process of setting
up the juice shop – organising the research into favourite
juices, investigating the ingredients of fruit juices and
helping to produce the posters. When questioned by his
teacher, Siôn demonstrated a good understanding of the
benefits of using e-mail. 

This evidence confirms that Siôn has experimented confidently
with his own and others’ ideas. He formed a considered
opinion and made informed decisions. He followed the
planned process/method, making some amendments where
necessary. 

Using a folder
in the address
book

Sending an 
attachment

Teacher:
When sending an 
e-mail is distance a 
problem?

Siôn:
No, an e-mail can
be sent anywhere
in the world 
very quickly.

Teacher:
Why is it important 
to keep an address 
book?

Siôn:
It is much easier 
to find an e-mail 
address when it is 
kept there.

Teacher:
In your opinion, 
what is the 
advantage of 
having a 
distribution list?

Siôn:
It makes it easier 
having one folder 
for the families’ 
e-mail addresses 
so you don’t have 
to send a separate
e-mail to everyone.
It saves time.
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Siôn discussed the activity with other members of the school
council, particularly the effectiveness of the e-mail and the
outcomes. 

The response to the initiative was positive and the juice shop
is supported by about 75% of the school’s pupils. Siôn
started to evaluate the success of his communication,
describing what he had learned and recognising the
methods that worked best.  

Siôn attached the file and sent the message independently
and confidently. This is characteristic of Level 5: pupils use
ICT to send and receive files electronically. He could also
identify the advantages of this method of communication.

Siôn has formed opinions about issues raised by the use of
ICT: a characteristic of Level 5. In separate class discusssions,
Siôn has shown a good knowledge of the dangers
associated with misuse of the internet/related technologies:
a characteristic of Level 6.   

Where next? 

Siôn was more confident using Word than Publisher when
working on the posters. He says he’d like to use Publisher for
his next piece of work. In terms of e-mail, having discussed
how helpful it would be to know that parents have opened
his message, Siôn’s teacher could help him set up a ‘read
receipt’. Siôn could then send a message to a small group 
of parents to see how this works.  
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Siôn:
Do you think the 
e-mail has been of 
any use? 

Erin:
A lot of pupils 
say that they are 
looking forward to
the shop opening.

Siôn:
What did your 
parents say about 
having messages 
from school by e-mail?

Erin:
Mum really likes 
the poster and is 
glad that she’ll 
never lose letters 
again!

Teacher:
What was the most 
useful piece of 
research you did?

Siôn:
I’m glad I asked 
who had Publisher
at home. 

Teacher:
What will you do 
when sending 
attachments to 
parents in the future?

Siôn:
Every file will be 
in Word.
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Context  

As part of their work on healthy living the teacher has identified the
ICT aspects that can contribute to the practical nature of this work.
Through Clwb Dal i Fynd pupils plan daily physical activity and using
the spreadsheet they record and evaluate their personal progress on a
daily or weekly basis.   

The learning outcomes were to:

• explore patterns and relationships in a spreadsheet 

• make predictions about how changing one variable affects another.  

This activity develops the following skills taken from the Key Stage 2
Programme of Study. 

Siôn’s work 

Siôn knows that each cell has a reference with a letter for every
column and a number for every row, which gives the cell a unique
reference. He knows that this reference can be used to link cells in a
table. He understands that the hidden formula in the ‘Clwb Dal i
Fynd’ file provided by the teacher carries out a calculation. 

Siôn’s printouts show that he has completed the spreadsheet for the
week and month. For the weekly spreadsheet, he entered the data
correctly and checked the figures carefully. Siôn understands the need
for accuracy and the effect inaccurate data would have on
calculations including that data.  

Find and analyse information

produce and use models and/or simulations to ask and answer
questions 

investigate the effect of changing variables in models and/or
simulations to ask and answer ‘what if…?’ type questions

Activity 3 Modelling distances
Software: Spreadsheet  
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Siôn decided that it would be useful having the total for the
year and suggested creating a new spreadsheet. He also
suggested that seeing the total in miles would give some
pupils a better idea of the distance involved, and with some
support he created a formula to convert kilometres into miles. 

Siôn realised that there was no need to retype everything for
the year total spreadsheet so he modified the original
spreadsheet by keeping the ‘Name’ column and deleting the
data for each week. Siôn created his own spreadsheet for
the school year using the totals for each term from the
previous spreadsheet in the new spreadsheet. 

He completed the spreadsheet and then improved the
presentation by merging and formatting cells and typing
new headings, ‘Autumn Term, Spring Term, Summer Term’.
This evidence shows that he is able to use the software
effectively and is becoming aware of an audience.   

Siôn managed to create a formula for the total km of every
pupil, an average km for every term/year (for the group) and
a conversion from kilometres to miles, as shown in the
spreadsheet on the next page. Although Siôn started by
using the same spreadsheet as Erin (see previous profile), his
work demonstrated characteristics of a higher level as he
created his own spreadsheet and formulas as shown on the
next page. This is characteristic of Level 5: pupils create their
own models or simulations and investigate the effect of
changing data.
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Teacher:
Was it easy creating 
the new spreadsheet?

Siôn:
Yes, and I could 
see all the figures 
on the screen. You
can only see one 
number at a time 
with a calculator.

Teacher:
So what are the 
advantages of using 
a spreadsheet rather
than a calculator?

Siôn:
Everything changes
automatically 
when I change 
one thing.

Teacher:
What do we call one
of these on the 
spreadsheet? (points
to a cell)

Siôn:
Cell.  

Teacher:
What does the sum 
formula do in the 
sum column?

Siôn:
It adds up all the 
numbers in the 
column.  

Teacher:
Can you do 
anything with this?  

Siôn:
You can copy the 
formula into the 
other cells.  
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Siôn created a formula, for example, the sum
of the term in cell D18 (262.00km) divided by
the number of pupils in the class (11) to get an
average of 23.82km.

Siôn saw that he had run 25km during the
autumn term, which is higher than the class
average. In class discussions it was clear that,
though familiar with the metric system, most
pupils still referred to large distances in miles.

Siôn:
I have managed to run 80km 
during the year. I’d like to 
know how many miles that is. 

Teacher:
You could work out the sum in 
a special way to tell you the total
miles.

Siôn:
How would I do that?

Teacher:
1km is the equivalent of 5/8
of a mile – we would have to 
divide the total by 8 and 
multiply by 5. 

Siôn:
I could do that on paper and 
a calculator. 

Teacher:
Good idea – do you think that 
we could create a formula
in the spreadsheet though?  

Siôn:
What about doing it on paper and
then trying to create the formula?

Teacher:
Excellent, Siôn.      

Term Siôn’s distance (in km)

Autumn Term 25 

Spring Term 27

Summer Term 28

Total 80
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Siôn approached the task in a logical way and produced a successful
spreadsheet model. He is confident using ICT and understands how
the spreadsheet works. He shows interest in how the spreadsheet
works automatically and how it can easily be changed for use in
another context.

Where next? 

In order to make progress, Siôn needs an opportunity to develop
more complex models, vary the rules within them and test
hypotheses.    

80 ÷ 8 =10  

10 x 5 =50 

80 x 5 ÷ 8=50

So 80km = 50 miles – next step – put the formula

in the spreadsheet.

Term totals Year total (km) Year total (miles)

Teacher: 
You need to divide the total by 8 and then multiply by 5. 
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Context  

Siôn’s teacher visually and interactively introduced
the concepts of searching, sorting, graphing
and creating a database using a unit on the
NGfL Cymru website (www.ngfl-cymru.org.uk).
Groups of pupils then set about creating and
handling a database, and practicing the skills of
sorting and searching for relevant information.

The aim of the ‘Searching’ presentation is to introduce the concept of
searching information as well as collecting and displaying information
as records. The ‘Searching two fields’ resource builds on what is
presented in the ‘Searching one field’ resource. This time, two specific
features are chosen. The examples show how to search for everybody
with green eyes OR red hair, and then everybody with green eyes
AND red hair. The aim of the ‘Graphing’ resource is to introduce the
type of graphs/charts that can be created with data-handling
software, whilst the aim of the ‘Creating’ resource is to introduce
how to create a database.

Once the teacher had presented the above resources, some groups of
pupils handled ready-made databases whilst others created their own.
Siôn was amongst those who created their own database using
Information Workshop. 

The learning outcomes were to:

• create questionnaires to collect data

• create their own database

• do a search on more than one field to follow a particular line of
enquiry

• show understanding of data-handling concepts. 

Activity 4 Searching a database
Software: Data handling  
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This activity develops the following skills taken from the Key Stage 2
Programme of Study.

Siôn’s work 

Siôn can use data-handling software confidently and he supports
others in the class with this work.   

Earlier in Key Stage 2, Siôn had entered information into a ready-made
data file. He was able to follow simple lines of enquiry and produce 
a range of graphs and tables in order to analyse and present his
conclusions. He could also discuss the use of a pencil and paper
method in comparison with undertaking work on a computer. This
year, he has adapted the ‘5 a day’ data file prepared by the teacher 
by adding fields. Now Siôn is ready to create a database after
following the NGfL Cymru data resources. 

After Siôn worked through the animation, which shows how a
database can be created from scratch, he created his own database. 

Extracts from the animation are shown here. 

Siôn read the text and created fields within a computer simulation. 
He then entered the relevant data for the first record on the
interactive task. 

Find and analyse information

discuss the purpose of their tasks, the intended audiences and the
resources needed

find information from a variety of sources for a defined purpose

produce and use databases to ask and answer questions 
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After completing this unit, Siôn understood how to create a database
and how to choose suitable fields for collecting data. 

Siôn chose suitable fields to collect data on his classmates. This was
done independently straight after he completed the NGfL Cymru
activity as noted.

Siôn created a database with 20 records and eight fields: Name, Age,
Gender, Eye Colour, Hair Colour, Height, Weight, Hobbies. 

He understood the need for careful questioning whilst sorting,
searching and graphing, in order to make sense of the information.   

Siôn was able to search for information on different individuals in the
classroom and compare their height and weight. He carried out a
similar investigation in order to find out the interests of boys and girls.     

When searching more than one field, Siôn identified the difference
between the OR and AND statements when searching for children
with blue eyes and/or red hair. 

He was set the task of searching for
children with blue eyes AND red hair 
to begin, then children with blue eyes
OR red hair. 
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Siôn carried out these searches and 
created a suitable graph from his 
results. This is characteristic of 
Level 5: pupils create their own 
databases and search or sort on 
more than one field to follow 
particular lines of enquiry. 

Siôn was able to respond to his 
teacher’s questions about why AND
and OR searches gave different 
results. This evidence confirms that 
Siôn is able to use his knowledge 
to explain the links between cause 
and effect and to give reasons for 

his predictions. When the teacher asked Siôn to search for 
children with blue eyes and red hair in the classroom (i.e. 
without a computer), he did this successfully. However, he 
was fully aware of the advantages of a database for more 
complex searches and was able to discuss the advantages 
and disadvantages of using ICT rather than other methods.

Where next?

Siôn should now attempt to use a database to prove or 
disprove hypotheses in an investigation that calls for complex 
searches. An example would be to investigate to see if 
there is a link between pupils’ interests and their weight. 

Summary

Siôn’s profile shows some characteristics of Level 5 and Level 6 but 
mainly the characteristics of Level 5.

Aspects of Siôn’s work in ICT that are not explicitly evident in these 
four activities support this view. For example, in class discussions Siôn 
shows that he recognises some of the implications of using networks
in comparison with stand alone computers, which is a characteristic 
of Level 5.

  Teacher:
How do you get 
11 records when 
searching for children 
with blue eyes OR
red hair, and only 
two when using AND?

   Siôn:
There aren’t as 
many children with 
blue eyes AND red 
hair as with one 
or the other. 
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Making judgements at the end of Key Stage 3

Section 4

ICT Layout English FINAL:Layout 1  3/12/08  08:21  Page 77



Information and communication technology:
Guidance for Key Stages 2 and 3

78

This section shows how level descriptions can be used when making
judgements about which level best describes a learner’s overall
performance at the end of the key stage. 

You may find the following points useful when considering the
profiles in this section.

• The learner profiles are not presented as a model for how you
should collect evidence about your learners. Although you will
want to be able to explain why you have awarded a particular level
to a learner at the end of the key stage, there is no requirement for
judgements to be explained in this way or supported by detailed
collections of evidence on each learner. Decisions about collecting
evidence, and about its purpose and use, are matters for teachers
working within an agreed school policy.

• The commentaries on the pieces of work have been written to
explain the judgement made about a learner’s performance. They
are not intended as an example of a report to parents/guardians.

• The materials in each learner profile can only represent a small 
part of the information and experiences that make up a teacher’s
knowledge of each learner. They do not reflect the extent of the
knowledge of each learner that you will have built up over time
across a range of different contexts. You will use this knowledge 
to make a rounded judgement about the level that best fits each
learner’s performance. 

• You will arrive at judgements by taking into account strengths and
weaknesses in performance across a range of contexts and over a
period of time. Opportunities will need to be provided for learners
to demonstrate attainment in all aspects of the level descriptions.

• Some of your learners may need to use a range of alternative
forms of communication to show what they know, what they
understand and what they can do.
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This section includes profiles for three learners. For each learner 
a description is provided that outlines the context of the activities, 
a summary of the ICT skills shown and possibilities for further
development. Where appropriate, outlines of conversations between
the learner and his/her teacher, or the learner and his/her peers, are
provided to build upon the evidence available in the work itself. While
the context of the activity and records of conversations add to the
evidence presented in each profile, it is important to remember that
images of the learners’ work generally show only the final outcomes.
Researching, planning and developmental work, some of which may
be ephemeral in nature, should all be considered when making a
judgement about the level that best fits each learner’s performance.    

The learner profiles shown in this section illustrate activities that have
been completed on PCs using a range of software applications.
Clearly, it is the nature of the activity that is important not the
hardware and software used. There is no suggestion that these
platforms or applications are the most appropriate ways of delivering
the revised programmes of study for ICT. 
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Thomas 

Thomas is a 14-year-old learner in Key Stage 3.  

His teacher knows much more about Thomas’ performance than can
be included here. However, this profile has been selected to illustrate
characteristic features of Thomas’ work across a range of activities.
Each example is accompanied by a brief commentary to provide a
context and indicate particular qualities in the work.

Thomas’ teacher judges that his performance in information and
communication technology is best described as Level 5. 

In the commentaries accompanying each of the following activities,
consideration is given to the progression Thomas could make to
improve his performance in information and communication
technology. 

Context

In their history lessons, the class were investigating the background to
the Cuban missile crisis in the early 1960s. They were required to
produce a brief presentation on the main issues. Some wrote a short
newspaper report, others designed and produced a poster. Thomas
designed a multimedia presentation that could be used in future
history lessons to introduce this topic.  

Thomas had previously used multimedia software to create simple
presentations. This brief allowed him to build on these skills in order
to produce a more professional presentation for a specific audience.

Pupils used the internet in their research for this activity. The teacher
reminded the class at the start of the activity of the school’s rules for
using the internet, and held a short discussion on the safe and legal
use of the internet outside of the school environment.  

Level 5

Activity 1 Cuban missile crisis 
Software: Presentation  
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The learning outcomes were to:

• combine text and graphics within the presentation

• create slides that offer variety

• use animation and sound to make the presentation interesting 

• present information that meets the needs of the audience. 

This activity develops the following skills taken from the Key Stage 3
Programme of Study.  

Thomas’ work

Thomas designed and created a presentation using PowerPoint. He
researched the topic using the internet, checking the historical facts
and obtaining suitable images, whilst following the school’s guidelines
on acceptable use of the internet. Thomas saved the information he
found in his workspace. 

The final presentation is effective and provides a useful summary of
the events surrounding the Cuban missile crisis in the early 1960s.
Thomas has used a range of features within PowerPoint in an effort
to make the presentation interesting for his audience. In most cases
the separate animations (bulleted on the following pages) are timed
to occur between one and three seconds after each other. The first
slide moves to the next after 15 seconds, using ‘random transition’.
All other slides (except the last) move to the next after 30 seconds,
again using ‘random transition’. 

Create and communicate information

create and communicate information in the form of text, images 
and sound, using a range of ICT hardware and software

create and develop a range of presentations, combining a variety 
of information and media, for specific purposes and audiences  

Find and analyse information

plan tasks, including consideration of purpose/audience and
appropriate resources

find relevant information efficiently from a variety of sources for 
a defined purpose 

select relevant information and make informed judgements 
about sources of information
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• WordArt ‘Cuban Crisis’ flies from the top
and music starts. 

• WordArt ‘1962’ files from the left side.

• Pictures of Kennedy, Castro and
Khrushchev go across the screen from
right to left (crawl).

• After the pictures pass there is an
explosion from the centre of the page.
The explosion (created with AutoShapes)
covers the whole screen; the explosion
takes place with ‘zoom out from screen
centre’.

• WordArt ‘History of Cuba’ flies from the
bottom left corner of the page with a
‘whoosh’ sound.

• The flag of Cuba flies from the right side
with the sound ‘breaking glass’.

• The map makes a swivel and there are
gun sounds.

• A text box appears with ‘dissolve’.  

• WordArt ‘Bay of Pigs’ flies from the top
and ‘suspense’ sound comes on.

• WordArt ‘1961’ flies from the bottom
with a ‘whoosh’ sound.

• The map appears with ‘zoom out’ and
with ‘chimes’ sound. Immediately a star
(AutoShapes) appears.

• The text flies from the right.
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• An aeroplane flies from the left to the
right (crawl).

• WordArt ‘A discovery’ flies from the top
with a ‘gunshot’ sound.

• The text flies from the bottom with
‘whoosh’ sound. 

• The air picture appears with ‘stretch from
bottom’; immediately the text and arrow
(grouped) fly from the side.  

• WordArt ‘What was the problem?’ flies
from the top with ‘suspense’ sound. 

• The text flies from the bottom with ‘glide’
sound. 

• A picture of Khrushchev flies from the left
with ‘whoosh’ sound.

• The WordArt ‘Versus’ flies from the top
with ‘drumroll’ sound.

• A picture of Kennedy flies from the left
with ‘whoosh’ sound.  

• WordArt ‘Kennedy’s response’ flies from
the top with ‘ricochet’ sound.

• ‘These were the choices that Kennedy had’
flies from the right with ‘clapping’ sound.

• Group 1 (yellow lines) flies from the
bottom left corner. The yellow captions
fly from the right every second with
‘typewriter’ sound.

• The text box ‘But there is a problem for
each’ flies from the right, with ‘explosion’
sound and covers the original text.

• The green captions fly from the right (at
one second intervals) with ‘gunshot’ sound.  
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• WordArt ‘The situation’ and the map are
already present.

• Text ‘This is where the missiles were’ flies
from the left with ‘gunshot’ sound.

• The pictures of the missiles appear in
Cuba. The text ‘Here are their distances’
flies from the right, with ‘gunshot’ sound,
covering the original text.

• The red circles and text appear.

• The text ‘This is the American force blockade’
flies from the right, with the ‘gunshot’
sound, covering the ‘…distances’ text.

• The blue freeform line around Cuba appears.

• Finally, the text ‘Here are the Soviet ships’
flies from the right, with ‘gunshot’ sound,
covering the ‘…blockade’ text.  

• WordArt appears – ‘dissolve’ with
‘explosion’ sound’.

• The yellow text flies from the right side
with ‘whoosh’ sound.  

• WordArt ‘The boats are turning back’
appears from the top with a ‘whoosh’
sound.

• The main text appears with the sound
‘applause’.

• The picture of Kennedy appears, ‘stretch
from bottom’ with a ‘clapping’ sound.  
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• WordArt appears from the top with the
sound ‘explosion’.

• The yellow headings appear from the
right every one second with the sound
‘typewriter’.

• The presentation finishes after 20
seconds. 

Where next?

In order to make progress, Thomas could evaluate his presentation by
asking pupils (the intended audience) for their views, and his history
and ICT teachers for theirs. Thomas could use this feedback to
improve the presentation, possibly aiming for a more consistent style
throughout all slides whilst retaining the interest of pupils. He could
also consider navigation through the presentation for pupils who read
at different speeds.  

Context

Thomas’ year group has completed a number of different presentations
on a range of important events in history. Thomas’ teacher suggested
that pupils could share their presentations as a useful way of
reinforcing their class-based activities. Each pupil was to invite up to
six others to look at their presentation then feedback on its strengths
and weaknesses. 

Thomas decided to write a message to six friends, telling them that
his presentation is saved on the school network, and asking them to
look at it and answer a few questions. Thomas decided to send a
short questionnaire, in Word format, as an attachment to the e-mail.
He intended to analyse the responses and save them in his workspace
for future reference. 
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Activity 2 Sending an e-mail
Software: E-mail/messaging 
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The learning outcomes were to:

• send and receive messages

• load, keep and print messages

• send e-mails to a selected group using an address book

• attach a file to an e-mail

• use the tools available to communicate information effectively

• show awareness of a specific audience.

This activity develops the following skill taken from the Key Stage 3
Programme of Study.

This activity also provides opportunities to gain an understanding of
the importance of adopting safe practices when e-mailing/messaging
as highlighted in the Key Stage 3 Programme of Study.

The teacher reminded the group how to:

• add to the names in the address book, and use these to write
messages and send copies

• send attached files

• show good practice, e.g. add new folders as necessary.

As a class, pupils compared the advantages and disadvantages of ICT
compared with other methods of communication. Although they
were sending messages within school, they discussed its use in the
wider world and the specific advantages of electronic communications
across large distances. The teacher broadened the discussion on the

Create and communicate information

share and exchange information safely through electronic means  

Health, safety and child protection

Pupils should be taught how to use ICT comfortably, safely and
responsibly, and to consider the hazards and risks in their activities.
They should be able to follow instructions to minimise risks to
themselves and others and understand that disclosing personal
details can put themselves and others at risk. 
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use of e-mail to include issues such as what might happen
when large attachments are sent, or if the recipient does not
have the software used to create the attachment. The risk of
receiving a virus was discussed along with the dangers of
disclosing personal details in e-mails or on social networking
sites and chat rooms.   

Thomas’ work

Thomas has experience of sending e-mails in school and
from his home computer. He sent the message about his
presentation to six friends in his history class. He used the
address book to do this and sent a copy of the message to
his teacher. 

Thomas designed a short questionnaire about his
presentation, adding some images from the presentation to
make it interesting.

Teacher:
Why have you 
included some 
images from your 
presentation in your
questionnaire?

Thomas:
I want to make it 
look more colourful
so that people 
will fill it in. 

Teacher:
How else could 
these images be 
helpful?

Thomas:
I could use one to 
ask a question.  

Teacher:
Can you give me 
an example? 

Thomas:
I could have the 
slide showing the
American blockade
and the Soviet 
ships and ask 
‘Does this help 
you understand 
how the blockade
worked?’ 
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Part of Thomas’ e-mail message is shown here. He followed the school’s 
acceptable use policy in producing and distributing this message.

Questioning by his teacher revealed that Thomas has a good 
understanding of some of the issues surrounding sending 
attachments with e-mails.

Thomas attached his questionnaire and sent the message 
independently and confidently. He could also identify the 
advantages of this method of communication.

Thomas’ work shows good planning and he has formed an 
opinion about issues raised by the use of ICT and is aware 
of the dangers associated with misuse of the internet/ 
associated technologies.

Where next? 

Thomas could use the feedback from his questionnaire 
to evaluate the success of his presentation, and use this 
information when developing future presentations. In terms 
of e-mail, having discussed how helpful it would be to know 
that recipients have opened his message, Thomas’ teacher 
could help him set up a ‘read receipt’. Thomas could then 
send a message to a small group of friends to see how this 
works.
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Using a folder 
in the address 
book

Sending an 
attachment

  Teacher:
Could you attach 
your presentation 
to the e-mail? 

   Thomas:
Yes – it is the 
same as adding   
the questionnaire.

  Teacher:
You attach it in 
the same way, but 
is there anything 
you’d need to think 
about if you were 
sending it to people 
at home?

   Thomas:
I’d have to make 
sure they have 
PowerPoint to 
open it.

Teacher:
Anything else? 

   Thomas:
You need to 
check the size 
because some 
PowerPoint files 
are very big. 
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Context

Thomas’ teacher selected the theme of mobile phone tariffs as a
relevant and motivating context for some modelling work. Many of
the pupils in Thomas’ class use mobile phones on a daily basis for
speaking and texting. Some also use their phones to browse the web. 

The teacher introduced the work by discussing how it was important
to select the correct phone contract, bearing in mind the type and
extent of use. A discussion was held on the benefits of ‘pay as you
go’ and ‘pay monthly’ options and a quick survey around the class
revealed pupils used a mixture of different providers and contracts. 

The teacher explained that as a starting point they would be looking
at the costs of various contracts for making phone calls. Pupils were
given the opportunity to develop this work by considering other
variables such as texting later. The teacher also explained the use of
absolute cell referencing, and how this applied to cell B3 in the phone
tariff spreadsheet. 

The learning outcomes were to:

• explore patterns and relationships in a spreadsheet 

• make predictions about how changing one variable affects another

• use absolute and relative cell referencing.  

This activity develops the following skills taken from the Key Stage 3
Programme of Study. 

Find and analyse information

produce and use models and/or simulations to analyse data and test
hypotheses

investigate more complex patterns and relationships in models
and/or simulations  

Activity 3 Mobile phone tariffs
Software: Spreadsheet
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Thomas’ work 

Thomas knows that each cell has a reference with a letter for every
column and a number for every row, which gives the cell a unique
reference. He knows that this reference can be used to link cells in a
table.

The teacher provided a spreadsheet with details of tariffs which were
available at the time with well-known providers, to add realism and
relevance to the activity. It has been necessary to replace the
providers’ names with the letters A to G in this guidance. 

Thomas opened the phone tariff spreadsheet provided by the teacher.
This included details of six tariffs with the total cost of 200 minutes
calculated for the first tariff, using the formula =(($B$3-D7)*E7)+C7
where B3 contains the number of minutes, D7 the number of free
minutes, E7 the cost of additional minutes and C7 the cost per month.

Thomas worked his way through the following task. 

Thomas copied the
formula for calculating
the total cost into the
relevant cells and printed
the results for 200, 250
and 300 minutes. He used
this information to
correctly identify the
cheapest tariffs for each
level of usage. 

Siân uses her mobile phone to make about 200 minutes of calls each

month. Alison makes about 250 minutes of calls while Robert makes 

about 300 minutes of calls. 

Use the spreadsheet model to decide which would be the cheapest 

tariff for each of these people. 
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Questioning by his teacher
revealed that Thomas has a
good understanding of what
the results show and, using
his experience as a mobile
phone user, of what other
factors affect choice. 

Thomas then worked on an additional task given by his
teacher.

There are lots of other tariffs available. Look at the 

following details about a tariff that is quite d ifferent to 

the ones in your model so far. 

This tariff (G) costs £75 per month and includes 3000 

free minutes. If you go beyond this, extra minutes cost 

20 pence each. 

Modify your model to try to find out how much Siân 

would pay each month if she selects this tariff.

Teacher:
Looking at these 
models, Tariff C 
seems an expensive 
option – why do you
think that is the case?

Thomas:
Because the cost 
of calls is the most
expensive and even
200 minutes a month
is a lot of calls. 

Teacher:
So who might that 
tariff suit the best? 

Thomas:
Someone who only
uses their phone 
for emergencies.

Teacher:
Robert seems to have
a choice of three 
tariffs as they all cost
the same for 300 
minutes per month. 
How do youthink he 
could decide which 
to select? 

Thomas:
He could see what
phones come with
each one and pick 
the one he likes 
the best. 
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Thomas was able to correctly enter the 
information about the additional tariff into his 
spreadsheet. He copied the ‘Total Cost’ formula 
correctly but initially forgot to enter the value 
of 200 into cell B3 (he had last saved the model 
with a value of 300 in here). He quickly corrected 
this and realised that the answer was still wrong.

Thomas approached the task in a logical way and 
produced a successful spreadsheet model. He is 
confident using ICT and understands how the 
spreadsheet works. He shows interest in how the 
spreadsheet works automatically and how it can 
easily be changed to incorporate additional data. 

Where next? 

As the next step, the teacher has prepared the 
following task. 
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  Teacher:
That looks like a good deal – does 
it mean Siân gets nearly £500 a 
month off the phone company?  

  Thomas:
  No!

Teacher:
What has happened then?

  Thomas:
  Something is wrong with the 
  formula.

Teacher:
Did you copy it correctly?    

  Thomas:
  (After checking) Yes.  

  Teacher:
Describe to me what the first 
part of the formula does – B3 
minus D15. 

   Thomas:
It takes the free minutes away 
from the minutes used. 

Teacher:
What would that be in this case?  

  Thomas:
  3000 away from 200.  

Teacher:
Do you think that is where the 
problem is?   

  Thomas:
  Yes – it is too much.   

  Teacher:
So the model doesn’t work in all 
cases. Can you think of a rule to 
describe when it does work?

  Thomas:
  If the minutes used is more 
  than the free minutes. 

Teacher:
Yes – actually it would work if 
the minutes per month was 
equal to the free minutes too. 

  Thomas:
  OK.

Load up the spreadsheet template called ‘Costs of

texts’. This has a similar format to the first 

template, but we will develop this to work out the

costs including texting for the two tariffs shown. 
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If you check back to your earlier work you’ll see that both tariffs give 

200 free minutes of phone calls. To simplify things, we’ll assume that 

we are working this out for Siân and that she uses exactly 200 minutes

of calls each month. That means we can concentrate on the costs of 

texting without worrying about what happens if she makes more or less 

minutes of calls. 

Details of the tariffs are as follows: 

•  Tariff D includes 400 free texts each month; additional texts cost 

12p each.

•  Tariff E includes 300 free texts per month; additional texts cost 

10p each. 

Which will be the cheapest tariff for Siân if she sends about 450 texts

per month?

Hint – at the moment cell E7 contains the formula =(($B$3-D7)*E7)+C7

This was used to calculate the costs of calls when the number of minutes

was entered into cell B3. You’ll need to modify the formula now that the 

number of texts will be entered into cell E3. 
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Context

To introduce the activity, Thomas’ teacher reminded the class of the
concepts of creating, searching and sorting a database. In particular
he explained how searches could be made on one field or on two 
(or more) fields and how, when searching on two fields AND or OR
operators can help us find particular information. 

Once the teacher had completed the introduction, some groups of
pupils handled ready-made databases whilst others created their own.
Thomas was amongst those who created their own database using
Access. He decided to develop a database of part of his music
collection so that he could search for particular artists. 

The learning outcomes were to:

• create their own database

• do a search on more than one field to follow a particular line 
of enquiry

• show understanding of data-handling concepts. 

This activity develops the following skills taken from the Key Stage 3
Programme of Study.

Find and analyse information

select relevant information and make informed judgments about
sources of information 

produce and use databases to analyse data and follow particular
lines of enquiry

Activity 4 Music database
Software: Data handling
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Thomas’ work 

Thomas created a database with 15 records and five fields: Artist, 
Album, Favourite Track, Label, Rating (1–3). 

To collect the data he printed a table in Word with five columns and 
20 rows. He took this home, entered the details of part of his CD 
collection and brought the completed table back to school to enter 
the data into his database. 

Thomas created his database with only 
a little help from his teacher to set up 
the five fields. He entered his data and 
spent some time checking the spelling 
because of the nature of the text and 
the unusual spellings in some cases. 
He understood that any spelling errors 
would cause problems when he came 
to search the database for specific 
information.

Teacher:
  Your database seems to be almost finished 

Thomas. Has it been easy to enter all the data? 

   Thomas:
Some bits were quick because I know 
how to spell most of theartists. I’ve had
to be really careful with the labels though. 

Teacher:
  Would it matter if you spelled ‘Parlophone’ 

in two different ways?

  Thomas:
   Yes, I might only find one when I was 

searching for it.

ICT Guidance (E).indd   95 4/12/08   14:50:03



Information and communication technology:
Guidance for Key Stages 2 and 3

96

Thomas successfully carried out a number of sorts and searches on his
database. Examples are shown here. 

Sort alphabetically by Artist

Search for CD Single

Search for CD Single AND a Rating of 1

Search for Polydor OR Parlophone Labels 
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Thomas was able to carry out the searches and sorts independently.
When searching more than one field, he understood the difference
between the OR and AND statements and devised realistic searches 
to develop these skills. 

Where next? 

As the next step, Thomas could add some more of his CD collection
to the database and carry out further complex searches. He could, for
example, search the database to prove or disprove a hypothesis such as
‘CD singles tend to have high ratings because the decision to purchase
is based on liking the one song’. Thomas could also think about other
reasons for which he might search a music database and consider
whether additional fields such as genre would be useful to have.  

Summary and overall judgement

Levels 5 and 6 were considered and Level 5 was judged to be the 
best fit. This judgement was made because although Thomas’
broader understanding of the issues concerning the use of ICT and
the internet demonstrate characteristics of Level 6, his presentation,
communication, modelling and data-handling work show mainly
characteristics of Level 5.    

The Cuban missile crisis presentation demonstrates mainly characteristics
of Level 5. Thomas has incorporated text with a range of font sizes,
colours and types, animation, transition effects and sound into his
presentation. This demonstrates characteristics of Level 5: pupils
combine a variety of information and media when creating, refining
and developing their own ideas and information. The presentation is
effective and pitched at about the right level for the intended
audience, another characteristic of Level 5: pupils’ presentations are
fit for purpose and meet the needs of their intended audience.

In his e-mail activity, Thomas’ questionnaire demonstrates characteristics
of Level 5: pupils combine a variety of information and media when
creating, refining and developing their own ideas and information.
His e-mail message also demonstrates characteristics of Level 5 as he
used ICT to send and receive files electronically and there is clear
evidence that he planned his task for purpose and audience.
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Thomas’ modelling work shows mainly characteristics of Level 5. He
started with a template provided by the teacher but had to amend a
formula and add data: evidence that he can create his own models or
simulations and investigate the effect of changing data. In discussions
with his teacher, it was clear that Thomas understood the factors that
might influence a user’s choice of mobile phone tariff and, with
prompting, he was able to identify the limitations of his model. 

Thomas’ database activity demonstrates a great deal of independent
work. He collected the relevant data from his CD collection at home
and entered this into a database he created in school. Thomas
successfully carried out a number of sorts and searches, including
searches involving the AND and OR operators. This is characteristic 
of Level 5: pupils create their own databases and search or sort on
more than one field to follow particular lines of enquiry.

Aspects of Thomas’ work in ICT that are not explicitly evident in these
three activities show some characteristics of Level 6. For example, in
class discussions Thomas shows that he has opinions about issues
raised by the use of ICT and that he has a good understanding of the
dangers associated with the misuse of the internet, which are both
characteristics of Level 6.  
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Branwen is a 14-year-old learner in Key Stage 3.  

Her teacher knows much more about Branwen’s performance than
can be included here. However, this profile has been selected to
illustrate characteristic features of Branwen’s work across a range of
activities. Each example is accompanied by a brief commentary to
provide a context and indicate particular qualities in the work.

Branwen’s teacher judges that her performance in information and
communication technology is best described as Level 6.  

In the commentaries accompanying each of the following activities,
consideration is given to the progression Branwen could make to
improve her performance in information and communication technology. 

Context

The class investigated newspapers from the point of view of purpose,
and the use of ICT in their design and production. 

The teacher introduced the activity by discussing the following using
the interactive whiteboard:

• newspaper purpose – targeted audiences

• existing front pages (electronic versions from
www.newseum.org/todaysfrontpages) using interactive whiteboard
tools to show good practice and page setup, i.e. frames, text flow,
different text sizes 

• identification of realistic success criteria for the front page

• layout styles, font styles/sizes and their effectiveness. 

Pupils were given the task of designing a newspaper front page, with
the type of newspaper and content left to their own choice. Each
pupil was given 20 minutes to browse through examples on the
Newseum website and download two or three front pages of their
choice. These were then used as stimulus for their work.

Level 6Branwen 

Activity 1 Teen newspaper front page
Software: DTP
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The learning outcomes were to develop new skills and review/practice
previously developed skills as follows:

• new software skills

- create equally sized text frames, copy and paste, group, resize
- linking text frames
- drop caps

• previous skills reviewed

- layering 
- right, centre and left tabs.

This activity develops the following skills taken from the Key Stage 3
Programme of Study. 

Branwen’s work

Branwen decided to produce a front page for a teen lifestyle newspaper.
She decided that it would contain information and articles about
themes such as celebrities, music, entertainment and sport. Branwen
researched similar articles on a range of websites and used the Newseum
website to look for designs that would match her targeted audience.

Create and communicate information

create and communicate information in the form of text, images and
sound, using a range of ICT hardware and software

Find and analyse information

find relevant information efficiently from a variety of sources for a
defined purpose

select relevant information and make informed judgements 
about sources of information
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Possible design for front page   

Branwen has planned the activity
well, initially considering the
important factors in page design,
then moving on to some hand-drawn
plans to help develop this layout. 

She has built on her existing skills,
knowledge and experience in desktop
publishing and developed new skills
such as linking text frames and
creating drop capitals to achieve the
desired outcome. 

Branwen did not use a template to create
this front page; it was planned mainly by
looking at existing examples and being
aware of the required content. Branwen
adhered strongly to the good practice that
was pointed out by the teacher at the
beginning of the task. 

Branwen has thought about the layout and
the alignment/positioning of items on the
page and her font selection/size is
appropriate. An appreciation of audience is
clearly evident and effective use has been
made of various designs found on the
newspaper examples that Branwen
downloaded from the internet. Refinements
were made to ensure that the final printout
appeared as professional as possible.

Branwen followed the school’s guidelines on
use of the internet whilst researching existing
front pages and finding suitable images for
her front page. 
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The finished front page  

Branwen produced a number of drafts of her front
page, refining her layout as the content developed. 
As her main story grew in size, Branwen decided to
abandon plans to have a second story on the front
page, and noted that this would be placed on page 2.
Judged against the criteria for this task, Branwen’s
finished front page is successful. 
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Teacher:
If you needed to create a 
new front page for next 
week’s edition what steps 
would you take?  

Branwen:
Find out what stories 
were making the news. 

Teacher:
How will your existing 
newspaper help you? 

Branwen:
I don’t think that I would
start from scratch 
because all the headings
and layouts have already
been created. I would 
have to change 
information such as the 
date and also think of 
new headings, find 
relevant images and 
stories.

Teacher:
How do you think daily 
newspapers manage this? 

Branwen:
Probably quite similar to
this – they probably have
some sort of template 
where all they change 
are the headings, stories
and images.

Teacher:
Do you think that the 
stories and images fit into 
the same size boxes?   

Branwen:
No, they probably have 
to play about with the 
layout to get everything 
to fit in nicely.   

Who’s playing at
the Millennium

Stadium?
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In responding to questions from her teacher, it is also clear that
Branwen appreciates how, having developed a successful layout, ICT
software could help speed up the production of subsequent editions
of the teen newspaper. 

Where next?

Branwen has created a professional front page that appears
appropriate for her target audience. Through creating a sports back
page, she would add a greater range to the content and provide
opportunities to consider alternative layouts, still with the audience in
mind. Alternatively she could consider a different type of publication
for a different audience or develop a teen lifestyle website.

Context

The aim of the task was to see how spreadsheets are used practically
in school to store and analyse information that is collected on pupils.

The teacher introduced the task by holding a class discussion to see 
if the pupils knew how and where spreadsheets were used in school.
As a result of their familiarity with computerised registration, many 
of them gave this as their response; others mentioned that some
teachers used spreadsheets for their class registers, and to store
pupils’ marks for examinations and coursework.

The class were then shown a spreadsheet that was used by a Head 
of Year in a fictitious school to examine pupils’ progress in three
subjects; this was shown on the interactive whiteboard so that it
could be developed during the discussion.     

Activity 2 Analysing pupils’ marks
Software: Spreadsheet
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The initial spreadsheet contained the data but no formulas. The pupils
first looked at the way the spreadsheet was formatted. Following a
discussion, the % columns were formatted to ‘percentage’ with 0
decimal places.

The pupils then considered the formula
to calculate Gemma Butler’s percentage
in Mathematics. The initial formula
suggested by Branwen was = (B7/B4).
This was used to show that it produced
errors when copied for the other pupils
as it meant some pupils’ marks were
being divided by a blank cell and others
were being divided by someone else’s
mark rather than the total. The teacher
explained that to make the formula
work it always had to be divided by B4.  
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The class discussed how to make the formula work. Branwen
suggested they use 60 instead of B4, but the teacher explained that if
the spreadsheet was used in the future then the formula would have
to be changed every time. The teacher then explained about absolute
referencing. The initial formula was changed to = (B7/$B$4) and the
teacher demonstrated how this now worked, showing the pupils the
way the formula had been copied as well.

Branwen has previously created her own models or simulations and
has investigated the effect of changing data. She has used Excel and
has been able to create simple formulas. She can explain how
formulas are constructed. 

For this activity she collected data to produce a marks spreadsheet 
for a fictitious group of Year 9 pupils. Her task was to set up a
spreadsheet model for two subjects then amend it to include a third. 

The learning outcomes were to:

• develop and use a spreadsheet including formulas with relative 
and absolute referencing

• vary the rules within the spreadsheet

• use the spreadsheet to test hypotheses.

This activity develops the following skills taken from the Key Stage 3
Programme of Study.

Find and analyse information

produce and use models and/or simulations to analyse data and 
test hypotheses 

investigate more complex patterns and relationships in models
and/or simulations
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Branwen’s work

Branwen initially set up her
spreadsheet for ICT and Art. She
created a formula to calculate the
Average % by adding together the %
for ICT and Art and dividing by 2, for
example, = (C7+E7)/2. She then added
the results for History into her
spreadsheet and changed her formula
for Average % to include History:
=(C7+E7+G7)/3.

Branwen understands the significance of the data in her spreadsheet
and is able to make predictions.  

Having worked out the average for
each pupil (row), Branwen realised she
needed to work out the average for
specific columns to find the figure for
each subject. These printouts show
her prediction and the formulas she
used to test this.

ICT Layout English FINAL:Layout 1  3/12/08  08:22  Page 106



Information and communication technology:
Guidance for Key Stages 2 and 3

107

Branwen used the class exercise as the basis for her own
spreadsheet, constructing formulas and using relative and
absolute referencing for the calculation of the percentage
for each subject. Her printouts show evidence that she
understands how to construct formulas that use relative and
absolute referencing and how to format her spreadsheet to
show percentages. She was able to add columns for History
and to alter the formula for Average % to include History.

When asked to make a prediction on the subject the pupils
were doing best in Branwen decided correctly on Art and
tested her prediction by adding an average formula for each
subject. 

Branwen was asked how she could have made sure there
were no errors within her spreadsheet.  

Branwen is now beginning to think along the lines of adding
validation to her spreadsheet.

Where next? 

In order to make progress, Branwen could further develop
her spreadsheet in a number of different ways, for example: 

• adding an IF statement to consider if a pupil’s mark is
‘good’ or ‘satisfactory’

• using conditional formatting to show when pupils get
over a certain percentage

• using ‘Validation’ to test if the data for ICT is between 
0 and 80, Art is between 0 and 50 and History is between
0 and 60

• adding a tutor group and using a filter to show the
results of the pupils in two groups. Branwen could then
use this further to see if there is any difference between
the results of the pupils in the two different groups.

Teacher:
Which of the subjects
do you think the 
pupils are producing
the best results in? 

Branwen:
Art.

Teacher:
Why do you think 
this?

Branwen:
Lots of the pupils 
are getting high 
marks out of 50.

Teacher:
What could you do 
to test your prediction?

Branwen:
I could work out 
the average for 
each subject and 
see if Art is the 
highest. 

Teacher:
What way could 
you have checked 
there were no 
errors in your data?

Branwen:
I could have 
tested to make 
sure no one had 
more than the 
total mark for 
each subject.

Teacher:
Did you check at all?

Branwen:
Only when I 
collected the data.
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Context

The aim of the task was to allow pupils to carry out realistic queries
on a database – the database being sufficiently large to demonstrate
that it is much quicker to search for data using data-handling
software than doing so manually. The fictitious database uses the
theme of criminals, both to motivate pupils and give an indication of
how large systems such as the PNC (Police National Computer) can be
used to search through vast amounts of data.    

The database is set up with the following fields: Forename, Surname,
Location, Car (colour), Hair, Date of birth, Car (registration), Offence
(type), Known as (up to two aliases), Height, Weight. The key field is
ID (number).

The teacher introduced the task using the interactive whiteboard,
showing how much data is held in the ‘Criminals’ database by quickly
scrolling through the 1300 records. The teacher demonstrated how
swiftly simple searches such as ‘lives in Cardiff’ could be completed. In
a class discussion about the PNC system, Branwen mentioned she had
seen television programmes where the police had carried out roadside
checks on drivers and vehicles.

Activity 3 Searching for suspects
Software: Data handling 
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The teacher reminded the class that databases can contain many
types of data, and the group discussed the most appropriate data
type for each of the fields in the ‘Criminals’ database. The teacher
reminded the group of the use of logical operators in complex
searches and then demonstrated how to search for values greater
than, equal to and less than, and also demonstrated the use of
wildcards. As a group, the class suggested appropriate queries for 
a number of quick-fire scenarios posed by the teacher. 

Branwen has previously produced and used databases to follow
straightforward lines of enquiry. This activity involves designing
queries for a range of given scenarios, requiring careful thought
about the information they are seeking.  

The learning outcomes were to:

• appreciate that very large databases can be searched quickly 
using data-handling software

• design appropriate (complex) searches for a range of scenarios

• understand that the quality of results is dependent upon using
suitable search criteria.

This activity develops the following skills taken from the Key Stage 3
Programme of Study.

To get used to searching the database, pupils were given some time
to search using simple criteria of their choice, such as ‘suspects who
own a green car’, or ‘suspects who are less than 1.7m tall’. Branwen
then worked through a range of scenarios, developing appropriate
search criteria by considering the information given in each case. Four
examples are shown over the page. 

Find and analyse information

select relevant information and make informed judgements about
sources of information 

produce and use databases to analyse data and follow particular
lines of enquiry 
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Scenario B

We have a partial registration number for a yellow car that went 

through a red light in Glasgow and narrowly missed an ambulance. 

The number we have is B5***DJ. Find out who owns a car that fits

this description.

Branwen’s work

Branwen decided to use the following query to find a list of suspects
that generated three suspects as shown below. 

Branwen decided to use the following query to find a list of possible
owners and found one suspect as shown below. 

Scenario A

A man has taken a bus full of passengers hostage in Cardiff. He told the

driver to stop near the Millennium Stadium where he ran off into the

crowd and has not been seen since. Witnesses say the man was at least

100kg in weight and at least 1.8m tall. Find a list of possible suspects.
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Branwen decided to use the following query to find a list of likely
offenders, which generated eight suspects as shown below. 

Branwen decided to use the following query to find a list of likely
offenders, which found one suspect as shown below. 

Scenario C

Two men have mugged an elderly woman in Newport. She thinks that 

one of the men’s names sounded like Harry but she does not have good 

hearing and may have misheard. Find a list of likely offenders.

Scenario D

Someone in London is burgling houses by crawling through very small 

openings. We have done some experiments and found that those 

people who are shorter than 152cm would be able to climb through.

The only description we have of this person is that he has a bald head. 

Find a list of likely offenders.
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Where next?

Before undertaking this activity, Branwen had created a small
database and searched it on more than one field. She has now
experienced searching a large database where some thought was
necessary to establish appropriate search criteria and is in a position
to evaluate the ‘Criminals’ database. She could do this from the
perspective of how helpful the information she has found might be 
in helping police find the offenders in each of the four scenarios
shown on the previous pages. She could also consider what other
information (fields) it would be useful to include in the ‘Criminals’
database. 

Summary and overall judgement

Levels 6 and 7 were considered and Level 6 was judged to be the 
best fit. This judgement was made because although Branwen’s
understanding of the legal, moral and safety issues of using
communications technologies clearly demonstrate characteristics of
Level 7, her work in communicating information, modelling and data
handling demonstrates mainly characteristics of Level 6. 

The teen newspaper front page demonstrates mainly characteristics
of Level 6. Branwen carried out appropriate research and planning,
which is a characteristic of Level 6: pupils plan their tasks in detail for
specific purposes and audiences and she developed a professional
looking page that would seem to be attractive to teenagers: pupils’
presentations are fit for purpose and meet the needs of their intended
audience (another characteristic of Level 6). The quality of this work
provides a sound platform to produce further work at a higher level. 

In the analysis of pupils’ marks, again the predominant characteristics
are of Level 6. Branwen demonstrated a good understanding of the
use of absolute and relative referencing and she created formulas and
amended them as more data was added to her model. She made
predictions about which subject pupils achieved the best in, and
tested her prediction by adding an average formula for each subject.
These are characteristics of Level 6: pupils use models or simulations
of increasing complexity, vary the rules within them and test
hypotheses. 
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Branwen’s work with the ‘Criminals’ database shows that she was
able to analyse information provided in a range of scenarios and
develop appropriate queries. Once again this demonstrates
characteristics of Level 6: pupils use databases to follow complex lines
of enquiry and draw conclusions.

Aspects of Branwen’s work in ICT that are not explicitly evident in
these three activities show some characteristics of Level 7. She uses
the internet in a confident and mature way both within school and at
home. She is very aware of the benefits and potential dangers of
using communication technologies and she uses these safely without
supervision. This is a characteristic of Level 7: pupils use the
internet/related technologies safely and independently. Branwen
downloads music on her home computer. She does this legally and
admits that she spends a significant proportion of her pocket money
paying for this music. In class discussions she has spoken against
illegally downloading music or software, suggesting this is not fair on
the people who have written the material. This is also characteristic of
Level 7: pupils have informed opinions of legal and other issues raised
by the use of ICT in the wider world. 

ICT Layout English FINAL:Layout 1  3/12/08  08:22  Page 113



Information and communication technology:
Guidance for Key Stages 2 and 3

114

Bethan is a 14-year-old learner in Key Stage 3.  

Her teacher knows much more about Bethan’s performance than can
be included here. However, this profile has been selected to illustrate
characteristic features of Bethan’s work across a range of activities.
Each example is accompanied by a brief commentary to provide a
context and indicate particular qualities in the work.

Bethan’s teacher judges that her performance in information and
communication technology is best described as Level 7.  

In the commentaries accompanying each of the following activities,
consideration is given to the progression Bethan could make to
improve her performance in information and communication
technology. 

Context

Pupils were required to design a multimedia presentation to promote
local tourist attractions on Anglesey. The presentation could be used
in tourist information centres to provide an overview of each attraction.

Bethan had previously used multimedia software to create
presentations. This activity allowed her to build on these skills in 
order to produce a professional presentation for a specific audience.

The learning outcomes were to:

• produce a fully interactive presentation/information system that
meets the specific needs of the end users

• combine text and graphics within the presentation

• evaluate and make judgements about existing uses of ICT in
publications/websites/presentations and use the findings to 
support pupils’ own work.

Level 7Bethan 

Activity 1 Promoting local tourist attractions
Software: Presentation 
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This activity develops the following skills taken from the Key Stage 3
Programme of Study.  

The class were introduced to the task by discussing and investigating
the following points:

• designing and creating a master slide

• locking mouse clicks in presentation mode to create a more
interactive resource and allow users to navigate more effectively 

• analysing websites of similar attractions to evaluate their effectiveness.

Bethan’s work

Whilst designing and creating the
presentation Bethan showed a good
appreciation of the skills required for
the task, i.e. knowing when it is
appropriate to use custom animations,
adhering to a consistent style, etc.
Bethan also displayed an
understanding of using ICT as a tool
to develop and produce the work
quickly – copying and pasting, using
the Format Painter and creating the
master slide. 

Find and analyse information

plan tasks, including consideration of purpose/audience and
appropriate resources

find relevant information efficiently from a variety of sources for a
defined purpose 

select relevant information and make informed judgements about
sources of information 

Create and communicate information

create and communicate information in the form of text, images 
and sound, using a range of ICT hardware and software

create and develop a range of presentations, combining a variety of
information and media, for specific purposes and audiences
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Evidence of Bethan’s work on this
activity is shown here. 

• Bethan has adopted a consistent
style across all slides.

• The main body of text is animated
– comes in from the left.

• The user can navigate through the
presentation using either the
‘Attractions’ button or the
‘Introduction’ button (to return to
the ‘Introduction’ slide).

• Header is animated – comes in
from the right on each slide.

• Attractions are individually
animated – right-hand series comes
in from the right, left-hand series
comes in from the left.

• The user can navigate to the
appropriate slide by clicking on 
the attraction.

• Transition between slides is
consistent throughout.

• The ‘Attractions’ button (top right)
links back to the ‘Attractions’ slide.

• The user can navigate to specific
attractions using the links at the
bottom of the slide.

• Link to website functions correctly
on all slides.
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• Links function as previously described.           • Fish is animated – swims left to right.
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Bethan planned her work well and carried out wide-ranging and
appropriate research, including looking at the features and layout of
professionally produced leaflets and websites. She followed the
school’s guidelines on use of the internet whilst carrying out research
for this activity.  

Bethan established realistic success criteria and considered the views
of others when developing and evaluating the presentation.

The final product is of a professional standard and makes good use of
features within the presentation software. The information on each
attraction is relevant, the balance between text and images is appropriate,
and the layout is attractive and consistent throughout the slideshow. 

The presentation has been developed and refined to such a degree
that it could be used in a real-life situation. The consistent design and
style creates an impact, and navigating the slides is intuitive to the
user. Clicking on the hyperlinks and hot spots are the only way of
progressing through the presentation which keeps the user ‘on track’
whilst browsing the information.

Where next?

This is a very successful presentation, judged against the information
it provides, the ease by which it can be used, and the ICT skills Bethan
has demonstrated in its design and production. Developments and
further experiences could include recording sound and/or video to
further enhance the information provided on each attraction. There
are also opportunities to edit and enhance the digital images through
photo editing or graphics packages. Using graphics, sound and video
editing software would enrich Bethan’s ICT skills and enhance what is
already a very good presentation. 

Evaluation
I’m very pleased with my final presentation mainly due to the fact that

I have managed to make it look very professional. This was achieved by

using a consistent layout in each of the attraction slides. I have tested 

the presentation and I’m confident that it could be used by most visitors 

in a tourist information centre without any problems. Most of the

information came from the attractions’ websites although further 

information and images were found by using a search engine. I had to edit 

and rewrite some of the attraction descriptions in order to make all of 

them consistent and fit the allocated space on the slide.     
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Activity 2 Room painting calculator
Software: Spreadsheet

Context

Pupils were required to design a working model to calculate the cost
of painting a room. The teacher introduced the activity by guiding
pupils to consider the requirements of the system, including how best
to work out the area of a room.

In a class discussion pupils decided on the factors to consider in their
model: cost of paint, coverage of paint, possibility of windows and
doors. The success criteria for the model were identified as: able to
calculate costs accurately for a variety of rooms, take into account
windows and doors, have a clear layout and be straightforward to
use, and print on one page for convenience. 

Bethan has previously created her own models or simulations and has
investigated the effect of changing variables and data. She has used
Excel and has been able to create formulas with relative and absolute
referencing and she can explain how formulas are constructed.

The learning outcomes were to:

• develop and use a spreadsheet including complex features

• vary the rules within the spreadsheet 

• use the spreadsheet to test hypotheses.

This activity develops the following skills taken from the Key Stage 3
Programme of Study.

Find and analyse information

produce and use models and/or simulations to analyse data and 
test hypotheses 

investigate more complex patterns and relationships in models
and/or simulations 
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ICT skills being developed or reinforced include: spreadsheet design
(layout and formatting), use of simple mathematical functions,
formula construction, absolute referencing, use of IF statement 
to increase functionality of model, creation of macro function 
for user-friendly interface, and suitable testing of the model.

Bethan’s work

Design and create model

Following class work and individual research, Bethan started to
develop a solution for the task. She:

• established the need to identify the
number of walls in a room, also the
length of these walls, as well as
ceiling height of the room

• sketched a plan of the room that
included the position of the door and
windows, deciding that it would be
appropriate to subtract the area of
the windows and door from the area
of the walls

• decided the cost of painting would
be calculated on a per m2 basis

• established a possible need to cost
more than one room

• went on to construct the model using
an appropriate layout using suitable
column headings and formatting

• tested the completed model with
realistic data

• annotated a printout with formulas
and explanations, as shown to the
left.
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Develop the model’s functionality 
(with the ability to clear data for a room,
reflecting good practice used on interactive
calculators)

Following the teacher’s introduction to the
use of macros, Bethan:

• designed a successful macro to clear data
as shown in the screenshot on the left 

• developed the task further to calculate
the cost of painting an additional room
(copy and paste room model) 

• developed an additional section to
calculate the job total

• developed an IF statement to
work out a discount

• did further testing to evaluate her
model by changing: room
dimensions, ceiling height, cost
(per m2), level of discount; she also
tested the macro

• tested the model would print on
one page as shown in the
screenshot on the left (note: print
settings were changed to row and
column headings to support the
functionality of the formulas).

The screenshot to the left also shows
the development of the spreadsheet
to include a second room, calculation
of the job total and a discount. (The
printout does not show the position
of the macro buttons.) Bethan’s
response to her teacher’s questions
show that she had a good
understanding of the factors to
consider when undertaking this
development.
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Bethan identified the skills she was confident with and 
what new skills she required to create her model of a cost
calculator. She planned the layout of the model and
decided on what column headings she would use. Further
to this she planned the functionality of the model deciding
on suitable formulas. Bethan corrected errors in layout as
the model developed – formulas that didn’t work initially
were corrected. 

Bethan was able to reflect on the suitability of her solution.
She evaluated her model against her success criteria. She
decided that the model was successful, and amended her
layout so that all the cells fitted on one page. She improved
the functionality of the model by creating a macro to clear
the form. She added a discount feature using an IF statement.
In a discussion with a small group of classmates, it was
clear that Bethan realises the advantages to a painter and
decorator of using a dedicated calculator such as this, as
opposed to using traditional manual methods.

Where next? 

In order to make progress, Bethan could further develop
her spreadsheet in a number of ways:   

• creating a drop-down menu that gives the user a choice
of different types of paints/paint costs

• developing a header and footer for a particular painter 
and decorator

• using suitable validation techniques.

Bethan could enhance her model into a professional
quoting tool, and develop her researching and investigation
skills, by searching paint manufacturers’ websites to find a
method of working out the amount of paint required to
paint a room.
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Teacher:
What if you have an 
L-shaped room?

Bethan:
I would add more
walls. 

Teacher:
How would a 
professional painter/
decorator use this 
kind of calculator? 

Bethan:
Help with costing
a job for a 
customer. They 
would probably 
print out a quote 
to give the 
customer.

Teacher:
How would you 
calculate the cost of
another room? 

Bethan:
I could copy and 
paste the relevant
cells of Room 1 
then add totals to
find the total cost.

Teacher:
What do you need 
to be careful of if 
you do this?

Bethan:
Some cells use 
absolute 
referencing – I’d 
have to make 
sure cell references
are changed in 
the formulas.  
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Context

Pupils were required to develop a database that could be used by a
tour operator. The teacher introduced the activity by guiding pupils to
consider the requirements of the system. The class decided that for a
successful outcome they would need to: 

• consider the information that they would need to collect if they
worked as a booking clerk within a tour company

• create a data capture form for the tour company office staff to
collect all the relevant data

• create a database to hold the information and test it by sorting and
querying the database

• think about how data could be exported in a useful way for the
company. 

Bethan has previously used a number of databases to follow complex
lines of enquiry, but the teacher has provided the database and/or
structure. This activity gives Bethan an opportunity to develop her ICT
skills by designing her own database for a realistic situation. 

The learning outcomes were to:

• research information relevant to the situation

• design an appropriate data capture form that is easy to complete
and read 

• design an appropriate database that could be used by a tour
operator to keep records of customers, bookings and destinations

• export data into reports and mail merged documents

• objectively evaluate their solution. 

This activity develops the following skills taken from the Key Stage 3
Programme of Study.

Activity 3 Tour operator database 
Software: Data handling

Find and analyse information

select relevant information and make informed judgments about
sources of information 

produce and use databases to analyse data and follow particular
lines of enquiry

ICT Layout English FINAL:Layout 1  3/12/08  08:22  Page 123



Bethan’s work

In discussions with her teacher, Bethan showed a good
understanding of the main requirements of the database. 

Data capture

After some research on the internet and talking with her
classmates, Bethan started work on designing a data capture
form. She realised the importance of standardising data
collection, particularly as the tour company has more than
one employee. 

Bethan initially designed
a portrait form but
amended this to a
landscape layout as she
felt this made it easier
to see the whole form
on the computer screen
without scrolling.  
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Teacher:
What does the 
system have to do? 

Bethan:
It must allow 
employees to 
add information 
as customers ring
to book a trip 
and allow 
employees to 
search for specific
information.

Teacher:
How else might it 
be used?  

Bethan:
To produce 
documents that 
can be presented 
to both customers
and company 
officials.   

Teacher:
What sort of
documents?  

Bethan:
It could be a 
report or a mail 
merged letter.   
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Data structure

Bethan showed a very good understanding of
setting up the data structure for her database.
She considered field size noting, for example, that
‘Miss’ would be the longest title she would be
using, so a field size of four was appropriate, 
as well as field name, format and type. She
included a Lookup list for title and simple
validation rules where appropriate. Bethan set
the customer number field as the primary key.  

Data input

Bethan used the form wizard in Access to produce the data input
form, matching the style and layout to the data capture form that
was produced in Word. 
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Sorts

Bethan sorted her data on ‘Surname’ and ‘Date’, both ascending and
descending. The alpha sorts are shown here.

Queries

Bethan successfully carried out a simple query (customers who
travelled to Tenby) and a complex query (customers who travelled to
Tenby on the 13th of March 2007).

The design view of the complex query is shown here.  
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Export data

Bethan had already produced simple reports based on 
her queries and sorts so for the final part of the activity 
she decided to write a letter about new tours that could 
be mail merged and posted to customers.

Bethan produced a plan for the letter, the letter itself and 
a mail merged template as shown here. 

Bethan required only a small amount of support from her 
teacher to reach this stage. When she was happy with 
the letter, she carried out a mail merge and printed out a 
few as evidence of its success.
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Evaluation
I feel that I have succeeded in my aims for this database. My initial data

structure required reworking as I did not spend enough time planning, but

the modified version works. I made a number of spelling errors entering

the data, which I did not notice until I tried some searches and sorts. I 

corrected these and tried again to prove they worked. The data capture 

and data input forms are easy to use, and they give all the information 

needed. I’m glad I used a landscape layout as this made it easier. I am 

pleased with the mail merged letters. They look good and are quick to 

produce. An improvement would be to have the reference number and

number of tickets come up automatically. At the moment I have to type

those in myself.
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Where next?

Bethan has been able to use her database to successfully carry out 
a limited number of sorts and queries. She could further test the
database by undertaking a range of other complex queries then
discuss with other pupils whether the basic design is likely to enable 
a tour company to easily find all the information it is likely to need.
She could evaluate ease of use by having other pupils use the
database then incorporate their feedback into a more detailed
objective evaluation.   

Summary and overall judgement

Levels 7 and 8 were considered and Level 7 was judged to be the best
fit. This judgement was made because although Bethan’s tourist
attractions presentation demonstrates characteristics of Level 8, her
modelling work on the room painting calculator and her tour
operator database show mainly characteristics of Level 7.    

The tourist attractions presentation demonstrates characteristics of
Level 8. Bethan has produced a professional presentation, using the
help facilities in the software, but requiring very little support from
her teacher. Her research was relevant and thorough, and the finished
presentation reflects a great deal of development and refinement. She
has included relevant information on each attraction and presented it
in an effective and appropriate manner. These are characteristics of
Level 8: pupils plan independently for a specific purpose and refine in
the light of development…they create presentations for others to
meet specific requirements. 

The room painting calculator demonstrates mainly characteristics of
Level 7. Bethan planned her work independently and was able to
develop her model to meet the need of the intended users. Following
the teacher’s introduction to the use of macros, Bethan was able to
design one to clear the data in her model. This is characteristic of
Level 7: pupils plan independently for different purposes…they design
computer models and procedures, with variables, to meet specific
needs.    
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The tour operator database demonstrates mainly characteristics of 
Level 7. Following the teacher’s introduction to the task, and the 
class discussions, Bethan was able to design a database that met 
the main requirements of the intended user. She refined her work 
as it progressed until she was happy with the final version. This is 
characteristic of Level 7: pupils design a database making appropriate 
choices within a data-handling application, using its specialised 
functions.

Aspects of Bethan’s work in ICT that are not explicitly evident in 
these three activities show mainly characteristics of Level 7. She uses 
the internet in a confident and mature way both within school and 
at home. She is very aware of the benefits and potential dangers of 
using communication technologies and she uses these safely without 
supervision. This is a characteristic of Level 7: pupils use the 
internet/related technologies safely and independently.
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