
 
 

 

 

Year A Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 
     

F
o

c
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Whales 
Computer skills 

  
Internet Safety 

We are celebrating 
Programming – 

Bee-Bot 
We are 
Painters 

Computing 
systems and 
networks – IT 
around us 

 

Green screen 
 

Poppies  
ICT skills 

Celebration cards 
Internet Safety 

Making music 
Make a Masterpiece (Busy Things 

Starfish 

What we use 
computers 

for/Computer 
skills 

Internet Safety 
 

We are celebrating  
 

 

Young 

investigators   

 

Programmin
g 

2DIY 3D 

Computing 
systems and 
networks – IT 
around us 

 

Email/ 
Game design  

P3 Purple 
Skill progression 

Online Safety   

 
Animation 
(2animate) 

Programming  

Curriculum Intent: Computing  



 
 

Year A Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 

P3 Red 
Online Safety 

 

Imaging Software  
Calendar 

(iPad, Publisher) 
 

    Animation  
Online basics Programming 

Email 
PowerPoint Quiz 

P4 Violet 

ICT skills, 
Internet Safety, 

Technology 
around us 

Online Safety  Coding / Email 
Talking book 

(Clicker 8) 
PowerPoint  

P4 Purple 

Online Safety 
Quiz 

PowerPoint/ 
Forms (google 

classroom) 
poster 

ICT user 
fundamentals 

(Publisher) 
Spreadsheet 

ICT ED-excel 
Exam 

Coding Scratch 
Junior 

 
 
 
 
 
 

Greenscreen 

 

P4 Red  
Online Safety 

Quiz using forms 
on Office 365 

Email spreadsheets Exam 
Programming 

 
Sway 

 

 

 

 

 

 



 
 

Year B Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 

     

F
o

c
u

s
  

Whales 
Internet Safety 

We are 
celebrating 

Computer skills 
 

Programming – Bee-Bot 
Animated story books (Purplemash- 2create a story)) 

 

Poppies 
ICT skills 

Celebration cards 
Internet Safety 

Programming 
(little dinosaur app, BusyThings) 

Starfish  

What we use computers for/Computer 
skills 

Celebrations 
 

Internet safety 
 

Programming 
2DIY 3D 

Animation Email 

P3 Purple 

Internet safety 
Role plays 

posters 
We are 

celebrating 
 

Effective Searching Programming Online Basic/ Green screen 

P3 Red 

Online Safety 
 

We are 
celebrating 

Calendar 
(iPad, Publisher) 

 

Digital photography
 Online basics 

Programming 
Bee-Bots 
J2 Code 

Email 
PowerPoint Quiz 

P4 Violet  
Computer skills 

 
 

Celebrations Coding  
Maze Explorer  

Email 
Talking Book Clicker 8 

Programming 
 

Green Screen 

P4 Purple Online Safety 
Spreadsheets 

Exam  

Publisher 
Spreadsheets 

 
Exam Programming  PowerPoint 



 
 

Year B Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 

P4 Red Online Safety 
Spreadsheet 
Exam Email 

Publisher 
Spreadsheet 

Exam 
Programming Sway 

 

 

Year C Autumn 1 Autumn 2 Spring 1 Spring 2 Summer 1 Summer 2 
Whales  Internet Safety 

Technology around 
us 

Computer skills 
Emails 

 

Programming – moving a Robot Making Music 
 

Starfish What we use 
computers 

for/Computer skills 
 

Technology Around 
us 

 

Internet safety 
 

Create a quiz 
Blogging (J2Write 

Animation 
Programming ( 

Scratch Junior, J2 
Code) 

Email 

P4 Violet  

Computer skills 
Celebrations 

 
 

Online safety 
 

Email 
 

Digital photography Stop Frame animation 

P4 Purple Online Safety 
Email 

Word Processing 
(timeline 

Spreadsheets 
 

Exam Programming PowerPoint 
Sway 

P4 Red 
Online Safety 

Quiz using forms on 
Office 365 

Email spreadsheets Exam 
Programming 

MineCraft 

Computing 
spotlight events 

 
Sway 

 

 

 

 

 



 
 

 

Onward & Upward Computing Statements  

Expected outcomes by the end of Phase  
 

JCS Stages/ Levels across all subjects  

  Phase 1  Phase2  Phase3  Phase 4  

Purples  Stage 2-3  3-4  4-6  E1 + E2  

Reds  Stage 4-5  5-7  6-8  E2-L1  

  
  

JCS stages of attainment Key skills  

Programming Stage 1 I can make a selection to generate a familiar sound or image  
I can show that I understand that an action of mine produces a result 

stage 2 I can communicate simple choices  
I can perform actions and remember learned responses over short periods of time.  
I can interact with objects or switches by reaching or grabbing them.  

stage 3 I can press a switch to produce a sound.  
I can switch light off and to turn a CD player on.   
uses VOCA with adult support to direct the actions of others in ‘Simon Says’ game. 

stage 4 I can explore simple games in a variety of situations  
I can press <go> on a robot to start a sequence of movements.  
I can explore a cause and effect app on a tablet/iPad.  
I can press a switch consistently to produce a sound.   

stage 5 I can make selections to generate familiar sounds/images.   
I can understand that pressing different controls will produce different results effects.  
I can follow on screen visual, verbal or sound cues  
I can press a direction button on a Bee-Bot then Go to make it move  
I can move a character or object with intention  
I know that some electrical devices have a remote control. 



 
 

stage 6 I can play a computer game with a peer.  
I can independently play a simple game on an interactive screen  
I can build up a series of steps and follow it e.g. remote controlled car.  
I can follow instructions to move a turtle/robot (e.g. a Bee-Bot) to an end point.  
I can understand I can access the same game on different devices  
I can pause a program and play it again.  
I am beginning to use the word algorithm.  
I can tell you the order I need to do things in order to make something happen.  
I can put together commands to control a programmable toy. 

stage 7 I can watch a program, execute and spot where it goes wrong so I can debug it.  
I can physically follow instructions given by a friend.  
I can give instructions to my friend using forwards, backwards and turn.  
I can deconstruct a problem into smaller steps, recognising similarities to solutions used before. 

Stage 8 I can explain and program each of the steps in my algorithm.  
I can use a variable and operators to stop a program.  
I can use ‘if’ and ‘then’ commands to select an action.  
I can look at my friend’s program and tell you what will happen.  
I can use repeat commands. 

 

Multimedia stage 1 I can make selections to generate familiar/preferred sounds or images  
I can press a button and respond to a noise/movement eg torch.  
I can observe the results of my own actions. For example, pupil: - listens to recording of own name. - watches own actions on 
video, slideshow 

stage 2 I can share and explore an activity with another person for extended periods of five minutes or longer  
I can use ICT and speech aid to make a request or indicate a choice, seek attention.   
I can introduce myself to people via a communication aid.   
I can begin to anticipate events from sounds, visual cues demonstrating an emerging response to objects of reference.  

stage 3 I can make a mark on the screen.  
I can access ICT based information through direct touch on a touchscreen.  
I can watch a video on a pre-loaded page or play a video on the whiteboard (by touching the screen).  
I can play a sound or pre chosen music on a streaming site. 

stage 4 I can turn a page in a digital book i.e. using a switch or swiping a screen.  



 
 

 
I can interact with the E-book in more complex ways by moving forward a page/slide, back a page/slide; pausing the 
sequence; restarting a paused story   
I can play a digital video then make it full screen.  
I can use an appropriate input device to select letters or symbols. 

stage 5 I can play a digital video then make it full screen.  
I can follow instruction to take a picture using a Tablet or digital camera.  
I can trace over an existing simple shape on the screen. I can select colours and fill a pre-chosen area.  
I can use painting tools to explore different express preferences by identifying the icon for a favourite game from a choice of 2  
I can create artwork using a single tool with different menu selections (Paintbrush and Colours) 

stage 6 I can click on links in a website. I can use the back button on a website.  
I can look at pictures on the screen and select the ones I like.   
I can find pictures of things of interest to me on the internet.  
I can use art software to click and drag a brush, change colour, clear the screen and fill in a shape. I can use a shape tool to 
draw.  
I can move images and text on a screen. I can add words to my picture.  
I can add a picture using clipart. I can add a picture from a file. 

E-safety stage 4 I can apply possible solutions systematically to problems.  
I can greet known people  

 

 
I can sometimes initiate interactions/activities.  
I can ask for help if I don’t understand/ if something doesn’t work. 

stage 5 I know what games are appropriate for me.  
I can explain the consequences of spending too much time online, or on a game.  
I know that anything I share online can be seen by others.  
I can discuss the importance of choosing an age appropriate website, app or game.  
I know I should only be online for short periods of time. 

stage 6 I can explain the consequences, to myself and others, of not communicating kindly and respectfully.  
I can protect my computer or device from harm.  
I can tell you the internet services I need to use for different purposes.  
I can protect my password and other personal information 

stage 7 I can tell you about copyright. 
 

 
I can describe the things that happen online that I must tell an adult about.  
I can talk about why I should only go online for a short amount of time. 



 
 

 
I can talk about what makes a secure password and why it’s important. 

stage 8 I know I need to ask an adult before downloading files and games from the internet.  
I can post positive comments online.  
I know what to do if I see bad comments online.  
I can explain the consequences of sharing too much information about myself online.  
I can explain why I need to keep my personal information and password private. 

Technology in 
our lives 

stage 1 I can choose a specific app on a tablet  
I can press the correct icon on an IWB.  
I know how to turn on the lights or play some music.  
I can control something in the sensory room i.e lights, bubble machine, etc.  
I can turn the light or fan on when asked. 

stage 2 I can operate a simple ICT application that requires me to select from a choice of 4 possibilities  
I can pick out shapes, symbols or characters on a communication aid or keyboard.  
I can operate a simple computer program using a touchscreen, concept keyboard or mouse. 

stage 3 I can use some devices such as a digital camera independently.  
I can select letters on a keyboard with support.  
I know the icon that plays a specific sound. 

stage 4 I can access required information via a sequence of selections, for example finding  an activity online (Busybees).  
I can choose to use touchscreen instead of the mouse to choose an image on the screen  
I can press the correct icon from a choice of 2 or 3. I can choose own photo from class for register.  
I can control a range of technology in the sensory room. I can follow an instruction to turn on lights, play a video, take a 
picture. 

stage 5 I can find keys on the keyboard with a little help from the teacher.  
I can use the spacebar, backspace, enter, shift, delete and cursor arrow keys.  
I can explain how ICT can be used to communicate with  

stage 6 I can tell you about technology that is used at home and in school.  
I can select and delete a word using the mouse and cursor keys.  
I can use a safe part of the Internet to play and learn.  
I can use links to websites to find information 

stage 7 I can talk about the parts of a computer.  
I can tell you ways to communicate with others online.  
I can use search tools to find and use an appropriate website. 



 
 

 
think about whether I can use images that I find online in my own work. 

 

 

 JCS stages of attainment Functional Skills 

 
 
 
 
 
 
 
IT user 
fundamentals  

 
 
 
 
 
Stage 6 

I can Use correct procedures to start and shutdown an IT system 

I can Use IT systems and interface features effectively to meet needs 

I can Use appropriate terminology when describing IT systems 

I can Work with files and folders so that it is easy to find and retrieve information 

I can Identify types of storage media that can be used to store information 

I can Follow guidelines and procedures for the safe and secure use of IT 

I can Understand the need to keep information secure 

I can Keep information secure and manage access to information sources securely 

I can Identify why it is important to control access to hardware, software and data 

I can Respond to IT problems and take appropriate action 

I can Identify where to get expert advice and help to solve problems 

 

 
 
 
 
Stage 7 

I can Use correct procedures to start and shutdown an IT system 

I can Use IT systems and interface features effectively to meet needs 

I can Work with files and folders so that it is easy to find and retrieve information 

I can Identify types of storage media that can be used to store information 

I can Follow guidelines and procedures for the safe and secure use of IT 

I can Understand the need to keep information secure 

I can Keep information secure and manage access to information sources securely 

I can Identify why it is important to control access to hardware, software and data 

I can Respond to IT problems 

I can Identify where to get help to solve IT problems 

 

 

 

 



 
 

 

 

 

 JCS stages of attainment Functional Skills 

 
 
 
 
 
 
 
 
 
Imaging 
Software  

 
 
 
Stage 6 

I can prepare images for a task 

I can identify any copyright constraints 

I can combine information of different types for images for a task 

I can store files 

I can use suitable tools to create images 

I can use appropriate tools to edit images 

I can check images using IT tools to make corrections 

 

 
 
 
Stage 7 

I can Identify what images are needed for a task. 

I Can Obtain, input and prepare images to meet needs 

I can Identify generic copyright constraints 

I can Combine information of different types or from different sources for images appropriate to a task. 

I can Store and retrieve files 

I can Use suitable tools to create images. 

I can Use appropriate tools to manipulate and edit images. 

I can Check images meet needs, using IT tools making corrections 

 

 
 
 
Stage 8 

I can Identify what images are needed 

I can Obtain, input and prepare images to meet needs. 

I can Identify what generic copyright and other constraints apply to the use of images. 

I can Combine information of different types or from different sources for images 

I can Identify which file format to use for saving and exchanging images 

I can Store and retrieve files effectively 

I can Use appropriate tools and techniques to manipulate and edit images 

I can Check images meet needs, using IT tools and making corrections as necessary. 

 



 
 

 

 

 JCS stages of attainment Functional Skills 

 
 
 
 
 
 
Audio 
and 
Video 
software  

 
 
 
Stage 7 

I can Identify what input device and associated software to use 

I can Use input devices and built-in audio and/or video software to record information 

I can Cut and paste short sequences to meet needs 

I can Respond to common problems with audio and/or video sequences 

I can Identify copyright constraints on using others’ information 

I can elect audio and/or video software to playback and display audio and/or video sequences 

I can Use an appropriate device to playback and display audio and/or video sequences 

  

 
 
 
stage 8 

I can Identify what input device and associated software to use 

I can Use input devices and built-in audio and/or video software to record information 

I can Identify what audio and/or video software editing software to use 

I can Cut and paste short sequences to meet needs 

I can Respond to common problems with audio and/or video sequences 

I can Identify copyright constraints on using others’ information 

I can Select audio and/or video software to playback and display audio and/or video sequences 

I can Use an appropriate device to playback and display audio and/or video sequences 

 

 

 

 

 

 

 

 



 
 

 

 

 JCS stages of attainment Functional Skills 

 
 
 
 
 
 
 
Word 
processing 
Software   

 
 
 
 
Stage 6 

I can Use keyboard or other input method to enter or insert text and other information. 

I can Combine information of different types in a document. 

I can Enter information into existing tables and templates. 

I can Use editing tools to amend document content. 

I can Store document files 

I can Use word processing tools to format documents 

I can Use appropriate page layout to present and print documents. 

I can Check documents meet needs. 

 

 
 
 
Stage 7 

I can Identify what types of information are needed in documents. 

I can Use keyboard or other input method to enter or insert text and other information. 

I can Combine information of different types or from different sources in a document. 

I can Enter information into existing tables and templates. 

I can Use editing tools to amend document content. 

I can Store and retrieve document files. 

I can Create and modify tables to organise information 

I can Use appropriate techniques to format characters and paragraphs. 

I can Use appropriate page layout to present and print documents. 

I can Check documents meet needs making corrections as necessary. 

  

 
 
 
 
 
Stage 8 

I can Identify what types of information are needed in documents. 

I can Use keyboard or other input method to enter or insert text and other information. 

I can Combine information of different types or from different sources in a document. 

I can Enter information into existing tables, forms and templates 

I can Use editing tools to amend document content. 

I can Store and retrieve document files effectively, in line with local guidelines. 

I can Identify what formatting to use to enhance presentation of the document. 

I can Create and modify tables to organise tabular or numeric information. 



 
 

I can Use appropriate techniques to format characters and paragraphs 

I can Use appropriate page layout to present and print documents. 

I can Use appropriate page layout to present and print documents. 

 

 JCS stages of attainment Functional Skills 

 
 
 
 
 
 
 
Online 
Basic  

 
 
 
 
Stage 6 

I can use an appropriate page design and layout for a publication 

I can Input information into a publication 

 I can use software to format text 

I can use software to manipulate images or graphic elements  

I can check publication meets needs 

 

 
 
 
Stage 7 

I can Identify page layouts that could be used for the publication 

I can use an appropriate page design and layout for a publication 

I can Identify copyright constraints on using other’s information  

I can Input information into a publication  

I can combine information from different sources 

I can store and retrieve publication files 

I can use software techniques to format text 

I can use software techniques to manipulate images and graphic elements  

I can check publication meets needs, making corrections as required 

 

  

 
 
 
 
 
Stage 8 

I can Identify what types of information can be used in a publication 

I can Identify page layouts that could be used for the publication 

I can use an appropriate page design and layout for a publication in line with local guidelines, where relevant 

I can use appropriate media for the publication 

 I can input information into a publication ready for editing and formatting 

I can identify copyright constraints on using other’s information 

I can combine information from different sources in line with any copyright constraints 

I can store and retrieve publication files effectively, in line with local guidelines and conventions 

I can identify what editing and formatting was used for the publication 



 
 

I can use appropriate techniques to edit publications 

I can use appropriate techniques to format text 

I can manipulate images and graphic elements accurately 

I can check publications meet needs, making corrections as required 

 

 

 JCS stages of attainment Functional Skills 

 
 
 
 
 
 
 
Desktop 
Publishing  

 
 
 
 
Stage 6 

I can use an appropriate page design and layout for a publication 

I can Input information into a publication 

 I can use software to format text 

I can use software to manipulate images or graphic elements  

I can check publication meets needs 

 

 
 
 
Stage 7 

I can Identify page layouts that could be used for the publication 

I can use an appropriate page design and layout for a publication 

I can Identify copyright constraints on using other’s information  

I can Input information into a publication  

I can combine information from different sources 

I can store and retrieve publication files 

I can use software techniques to format text 

I can use software techniques to manipulate images and graphic elements  

I can check publication meets needs, making corrections as required 

 

  

 
 
 
 
 
Stage 8 

I can Identify what types of information can be used in a publication 

I can Identify page layouts that could be used for the publication 

I can use an appropriate page design and layout for a publication in line with local guidelines, where relevant 

I can use appropriate media for the publication 

 I can input information into a publication ready for editing and formatting 

I can identify copyright constraints on using other’s information 

I can combine information from different sources in line with any copyright constraints 



 
 

I can store and retrieve publication files effectively, in line with local guidelines and conventions 

I can identify what editing and formatting was used for the publication 

I can use appropriate techniques to edit publications 

I can use appropriate techniques to format text 

I can manipulate images and graphic elements accurately 

I can check publications meet needs, making corrections as required 

 

 

 JCS stages of attainment Functional Skills 

 
 
 
 
 
Spreadsheet  

 
 
 
 
Stage 6 

I can Enter and edit numerical and other information for a task 

I can Store spreadsheet files  

I can check spreadsheet data for errors 

I can use spreadsheet tools to process information 

I can use spreadsheet tools to format data 

I can use spreadsheet tools to generate a chart or graph 

I can print spreadsheet data 

 

 
 
 
Stage 7 

I can enter and edit numerical and other information for a task 

I can store and retrieve spreadsheet file 

I can Identify how to summarise required information 

I can use formulas and tools as needed to summarise data and process information 

I can use appropriate tools to format spreadsheet cells, rows and columns 

I can use appropriate tools to generate a chart or graph 

I can print spreadsheet information 

I can check spreadsheet information using IT tools and make corrections 

  

 
 
 
 
 

I can enter and edit numerical and other information accurately 

I can store and retrieve spreadsheet files effectively, in line with local guidelines 

I can identify how to summarise and display the required information 

I can use formulas and tools as needed to summarise data and process information 

I can use appropriate tools and techniques to format spreadsheet cells, rows and columns 



 
 

Stage 8 I can Identify the chart or graph type used to display information 

I can use appropriate tools to generate a chart or graph 

I can select a page layout to present and print spreadsheet information 

I can check spreadsheet information using IT tools making corrections as appropriate 

 

 

 

I can check publications meet needs, making corrections as required 

 

 

 

 JCS stages of attainment Functional Skills 

 
 
 
 
 
Presentation 
software   

 
 
 
 
Stage 6 

I can Enter information into the presentation slides so that it is ready for editing and formatting 

I can Identify any copyright constraints 

I can Store presentation files  

 I can Use software tools to edit slides 

I can Apply formatting to slides 

I can Check presentation using IT tools making corrections 

 

 

 
 
 
Stage 7 

I can Enter information into the presentation slides so that it is ready for editing and formatting 

I can Identify any copyright constraints 

I can Store and retrieve presentation files  

I can Use software tools to edit slides 

I can Apply formatting to slides 

I can Prepare and present slides for presentation 

I can Check presentation using IT tools making corrections 

 

  

 I can Identify what types of information to use in the presentation 



 
 

 
 
 
 
Stage 8 

I can Enter information into the presentation slides so that it is ready for editing and formatting 

I can Combine information for presentations in line with any copyright constraints 

I can Identify copyright constraints on using other’ information 

I can Store and retrieve presentation files effectively, in line with local guidelines 

I can Select a template and theme for slides 

I can Use appropriate techniques to edit slides 

I can Apply format techniques to slides 

I can Identify how the slides should be presented 

I can Prepare and present slides for presentation 

I can Check presentation using IT tools making corrections as appropriate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

              

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Functional Skills Stages: ICT  

  Entry 1 (Stage 6) Entry 2 (Stage 7) 

using ICT recognise and use interface features 
 
minimise the physical stress of seating, lighting 
and hazards 
 
keep access information secure by using 
password 

use computer hardware 
 
use software applications for a purpose 
 
recognise and use interface features 

finding and selecting 
information 

text message, voicemail and on-screen 
information 

minimise physical stress 
 

keep access information secure by using password 
 
understand the need to stay safe 

Developing, presenting and 
communicating information. 

identify and correct simple errors 
 
label an image 
 
receive and open electronic messages 

use simple search facilities 



 
 

 

 

Functional Skills Stages: ICT  

  Entry 3(Stage 8) 

interact with and use ICT 
systems to meet given needs 

I can use correct procedures to start and shutdown and ICT system 
 
I can use input and output devices 
 
I can use software applications to meet needs and solve given problems 
 
I can recognise and use interface features 
 
I can change simple software settings 

store information I can open and save files 
 
I can insert and remove media 

follow safety and security 
practices 

I can search stored information 
 
I can search web-based sources of information 

enter and develop different 
types of information to meet 
given needs 

I can enter, edit and format information, including text, graphics, numbers or other digital content, to 
achieve the required outcome 
 
I can insert and position graphics or other digital content to achieve a purpose 
 
I can process numbers to meet need 
 
 

bring together different 
types of information 

for print and viewing on-screen 
I can check for accuracy and meaning 
I can check suitability of information 

use ICT-based 
communication 

I can read, send and receive electronic messages 
use contacts 



 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I can understand the need to stay safe and to respect others when using ICT-based communication 



 
 

 

Functional Skills Stages: ICT  

  Level 1 (Stage 9) 

Using ICT 

identify the ICT requirements 
of a straightforward task 

I can use ICT to plan and organise work 

interact with and use ICT 
systems to meet 
requirements of a 
straightforward task in a 
familiar contex 

 I can select and use software applications to meet needs and solve straightforward problems  
 
I can select and use interface features effectively to meet needs 
  
I can adjust system settings as appropriate to individual needs 

manage information storage  I can work with files, folders and other media to access, organise, store, label and retrieve information 

follow and demonstrate 
understanding of the need 
for safety and security 
practices 

 I can demonstrate how to create, use and maintain secure passwords  
I can demonstrate how to minimise the risk of computer viruses 

Finding and selecting information 

use search techniques to 
locate and select relevant 
information 

 I can search engines, queries 

select information from a 
variety of ICT sources for a 
straightforward task 

I can recognise and take account of currency, relevance, bias and copyright when selecting and using 
information 

Developing, presenting and communicating information 

enter, develop and refine 
information using 
appropriate software to 
meet the requirements of 
straightforward tasks 

I can apply editing, formatting and layout techniques to meet needs, including text, tables, graphics, 
records, numbers, charts, graphs or other digital content 

use appropriate software to 
meet requirements of 

I can process numerical data  
display numerical data in a graphical format  
use field names and data types to organise information  



 
 

 

 

straightforward data-
handling task 

I can enter, search, sort and edit records 

use communications 
software to meet 
requirements of a 
straightforward task 

I can read, send and receive electronic messages with attachments  
demonstrate understanding of the need to stay safe and to respect others when using ICT-based 
communication 

combine information within 
a publication for a familiar 
audience and purpose 

for print and for viewing on screen  
check for accuracy and meaning 


