Functional Skills mapping matrix 



The following matrix maps where the Functional Skills ICT standards for Levels 1 and 2 are taught across the KS3 ICT Teaching and Assessment Units by indicating the Unit in which they are covered under the relevant lesson number.
The SOW at year 7 directs the students’ learning enabling them to acquire the necessary skills that they can demonstrate independently in subsequent lessons and in years 8 and 9. The matrix indicates this through the use of T and D, representing ‘Taught’ and ‘Demonstrate’.
Use ICT systems
Level 1 
	
	
	
	Lesson

	Level 
	Skill standard 
	Coverage 
	1
	2
	3
	4
	5
	6

	 
	Learners can:  
	 
	
	
	
	
	
	

	1 
	1a interact with and use ICT systems independently to meet needs 
	1.1 use correct procedures to start and shut down an ICT system 
	T 1
D All
	
	
	
	
	

	 
	 
	1.2 use a communication service to access the internet 
	D2
	
	T 1
	D1, 2
	D1, 2
	D2

	 
	 
	1.3 select and use software applications to meet needs and solve given problems 
	T4
	T3

T5

T6
	T2

	
	
	

	 
	 
	1.4 recognise and use interface features effectively to meet needs 
	
	T2
D All
	
	
	
	

	 
	 
	1.5 adjust system settings as appropriate to individual needs 
	
	
	
	T2
	
	

	 
	1b use ICT to plan work and evaluate their use of ICT systems 
	1.6 use ICT to plan and organise work 
	
	T2
D6
	
	
	
	

	 
	1c manage information storage 
	1.7 work with files and folders to organise, store and retrieve information 
	
	T1
D All
	
	
	
	

	 
	 
	1.8 insert, remove, label and store media safely 
	T1
D All
	
	
	
	
	

	 
	2 follow and understand the need for safety and security practices 
	2.1 minimise physical stress 
	
	
	
	
	
	

	 
	 
	2.2 keep information secure 
	T1
	
	
	
	
	T1

	 
	 
	2.3 understand the danger of computer viruses, and how to minimise risk 
	
	
	
	
	
	T1

	 
	 
	2.4 understand the need to stay safe and to respect others when using ICT-based communication 
	
	
	
	
	
	T1


Level 2 
	Level 
	Skill standard 
	Coverage 
	Lesson

	 
	Learners can:  
	 
	1
	2
	3
	4
	5
	6

	2
	1a select, interact with and use ICT systems independently for a complex task to meet a variety of needs 
	1.1 use correct procedures to start and shut down an ICT system 
	T 1

D All
	
	
	
	
	

	 
	 
	1.2 select and use a communication service to access the internet 
	D2
	
	T 1
	D1, 2
	D1, 2
	D2

	 
	 
	1.3 select and use software applications to meet needs and solve problems 
	T4
	T3

T5

T6
	T2


	
	
	

	 
	 
	1.4 select and use interface features and system facilities effectively to meet needs 
	
	T2

D All
	
	
	
	

	 
	 
	1.5 select and adjust system settings as appropriate to individual needs 
	
	
	
	T2
	
	

	 
	1b use ICT to effectively plan work and evaluate the effectiveness of the ICT system used 
	1.6 use ICT to effectively plan work and review the effectiveness of ICT tools to meet needs in order to inform future judgments 
	
	T2

D6
	
	
	
	

	 
	1c manage information storage to enable efficient retrieval 
	1.7 manage files and folder structures to enable efficient information retrieval  
	
	T1

D All
	
	
	
	

	 
	 
	1.8 insert, remove, label and store media safely 
	T1

D All
	
	
	
	
	

	 
	2a follow and understand the need for safety and security practices 

 
	2.1 minimise physical stress 
	
	
	
	
	
	

	 
	 
	2.2 keep information secure 
	T1
	
	
	
	
	T1

	 
	 
	2.3 understand the danger of computer viruses, and how to minimise risk 
	
	
	
	
	
	T1

	 
	 
	2.4 understand the need to stay safe and to respect others when using ICT-based communication 
	
	
	
	
	
	T1

	 
	2b troubleshoot 
	2.5 identify ICT problems and take appropriate action 
	
	
	
	
	
	


Find and select information 
Level 1 
	Level 
	Skill standard 
	Coverage 
	Lesson

	 
	Learners can:  
	 
	1
	2
	3
	4
	5
	6

	1 
	3 select and use a variety of sources of information independently to meet needs 
	3.1 select and use appropriate sources of ICT-based and other forms of information 
	
	
	T1
D All
	
	
	

	 
	 
	3.2 recognise copyright constraints on the use of information 
	
	
	
	
	
	

	 
	4 access, search for, select and use ICT-based information and evaluate its fitness for purpose 
	4.1 access, navigate and search internet sources of information purposefully and effectively 
	
	
	T1
D All
	
	
	

	 
	 
	4.2 use appropriate search techniques to locate and select relevant information 
	
	
	T1
D All
	
	
	

	 
	 
	4.3 use information from a variety of sources and evaluate its match to requirements and fitness for purpose 
	
	T2
D All
	
	
	
	


Level 2 
	Level 
	Skill standard 
	Coverage 
	Lesson

	 
	Learners can:  
	 
	1
	2
	3
	4
	5
	6

	2
	3 select and use a variety of sources of information independently for a complex task 
	3.1 select and use appropriate sources of ICT-based and other forms of information which match requirements 
	
	T2
D All
	
	
	
	

	 
	 
	3.2 recognise copyright and other constraints on the use of information 
	
	
	
	
	
	

	 
	4 access, search for, select and use ICT-based information and evaluate its fitness for purpose 
	4.1 access, navigate and search internet sources of information purposefully and effectively 
	
	T1
D All
	
	
	
	

	 
	 
	4.2 use appropriate search techniques and design queries to locate and select relevant information  
	
	T1
D All
	
	
	
	

	 
	 
	4.3 use discrimination in selecting information that matches requirements from a variety of sources and evaluate fitness for purpose 
	
	T2
D All
	
	
	
	


Develop, present and communicate information 
Level 1 
	Level 
	Skill standard 
	Coverage 
	Lesson

	 
	Learners can:  
	 
	1
	2
	3
	4
	5
	6

	1
	5a  enter, develop and format information to suit its meaning and purpose, including: 
	5.1 enter, organise, develop, refine and format information, applying editing techniques to meet needs 
	
	T2
D All
	
	
	
	

	 
	 
	5.2 use appropriate page layout 
	
	T1
D All
	
	
	
	

	 
	• text and tables 


	5.3 format text to maximise clarity and enhance presentation 
	
	T1
D All

	
	
	
	

	 
	• images 


	5.4 obtain, insert, size, crop and position images that are fit for purpose 
	
	T1

D All
	
	
	
	

	 
	• numbers 


	5.5 enter, develop and organise numerical information that is fit for purpose 
	
	T3
D 3, and 5
	
	
	
	

	 
	 
	5.6 format numerical information appropriately 
	
	T3

D 3 and 5
	
	
	
	

	 
	• graphs 


	5.7 create and develop charts and graphs to suit requirements, using suitable labels 
	
	
	T3
D 3 and 5
	
	
	

	 
	• records 


	5.8  enter, organise and sort structured information in ascending or descending order 
	
	
	T5
D 5
	
	
	

	 
	5b bring together information to suit content and purpose 
	5.9 organise information of different forms or from different sources to achieve a purpose 
	
	
	
	T1
D All
	
	

	 
	6a present information in ways that are fit for purpose and audience 
	6.1 work accurately and proofread, using software facilities where appropriate for the task 
	
	
	T3
D All
	
	
	

	 
	 
	6.2 produce information that is fit for purpose and audience using accepted layouts as appropriate 
	
	T2
D All
	
	
	
	

	 
	6b evaluate the selection and use of ICT tools and facilities used to present information 
	6.3 evaluate the effectiveness of ICT tools to meet presentation needs 
	
	
	
	
	T6
D 6
	

	 
	 
	6.4 review and modify work as it progresses to ensure the result is fit for purpose and audience 
	
	
	T2
D All
	
	
	

	 
	7 select and use ICT to communicate and exchange information safely, independently, responsibly and effectively 
	7.1 create, access, read and respond appropriately to email and other ICT-based communication, including attachments, and adapt style to suit audience 
	
	
	
	
	T1
D All
	

	 
	 
	7.2 use a contacts list 
	
	
	
	
	
	


Level 2 
	Level 
	Skill standard 
	Coverage 
	Lesson

	 
	Learners can:  
	 
	1
	2
	3
	4
	5
	6

	2
	5a enter, develop and format information independently to suit its meaning and purpose, including: 
	5.1 enter, organise, develop, refine and format information, applying editing techniques to meet needs 
	
	T2

D All
	
	
	
	

	 
	 
	5.2 use appropriate page layout 
	
	T1

D All
	
	
	
	

	 
	• text and tables 


	5.3 enter and format text to maximise clarity and enhance presentation 
	
	T1

D All

	
	
	
	

	 
	 
	5.4 create and format tables to maximise clarity and enhance presentation 
	
	T1

D All
	
	
	
	

	 
	• images 


	5.5 obtain, insert, size, crop and position images that are fit for purpose 
	
	
	T2
D All
	
	
	

	 
	• numbers 


	5.6 enter, develop and organise numerical information that is fit for purpose 
	
	T3

D 3 and 5
	
	
	
	

	 
	 
	5.7 format numerical information appropriately 
	
	T3

D 3 and 5
	
	
	
	

	 
	 
	5.8 create and develop charts and graphs to suit the numerical information, using suitable labels 
	
	
	T3

D 3 and 5
	
	
	

	 
	• records 


	5.9 enter, organise, select and edit records using field names and headings, data types and unique record identifier when appropriate 
	
	
	
	
	
	

	 
	 
	5.10 sort records on one or more fields in ascending or descending order 
	
	
	T5
	
	
	

	 
	5b bring together information to suit content and purpose 
	5.11 bring together and organise components of images and text 
	
	
	
	T2
D 2, 4, and 6
	
	

	 
	 
	5.12 organise information of different forms or from different sources to achieve a purpose 
	
	
	
	T2

D 2, 4, and 6
	
	

	 
	6a present information in ways that are fit for purpose and audience 
	6.1 work accurately and proofread, using software facilities where appropriate 
	
	
	T3

D All
	
	
	

	 
	 
	6.2 produce information that is fit for purpose and audience using accepted layouts and conventions as appropriate 
	
	T 2

D All
	
	
	
	

	 
	6b evaluate the selection and use of ICT tools and facilities used to present information 
	6.3 evaluate the effectiveness of ICT tools to meet needs 
	
	
	
	
	T 6

D 6
	

	 
	 
	6.4 review and modify work as it progresses to ensure the result is fit for purpose and audience, and to inform future judgments 
	
	
	T 2

D All
	
	
	

	 
	7 select and use ICT to communicate and exchange information safely, responsibly and effectively including storage of messages and contacts lists 
	7.1 create, access, read and respond appropriately to email and other ICT-based communication, including attachments, and adapt style to suit audience 
	
	
	
	
	T 1

D All
	

	 
	 
	7.2 manage efficient storage of ICT-based communications, attachments and contact addresses 
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