Checklist of preparation for teaching ICT at KS3.

Pupils' general pre-knowledge to be covered in Unit 1
Teacher's general knowledge, skills and understanding ICT at KS3

How to log into the school network using their own user name and password.

How to save their work in their own network area.

How to retrieve work from their own network area.

Know the difference between 'Save' and 'Save As'.

Know the rules for using different printers on the network.

Know their email address and password.

Know how to access the main generic software packages on the network.

Familiarity with the school's policy on network use and access.

Familiarity with the school's policy on internet use and email.


Teachers should know and understand
· That there is specialist terminology for ICT.

· That electronic content can comprise text, graphics, audio, video and can be saved in specific formats for different purposes.

· That content has to be stored somewhere, and its takes up storage space on the network or hard disk.

· That ICT systems can represent static or dynamic content.

· That content can be transferred between applications.

Teaching and learning aspects

· That classroom ICT resources should be organised effectively to meet the learning objectives.

· That key questions should be asked to stimulate and direct pupils learning.

· That the teacher should provide a model of good practice in ICT for the pupils.

· That the teacher should assist the pupils in evaluating the contribution of ICT to their learning.

The specific skills, knowledge and understanding for each unit follow:-



Unit
Teacher skills, knowledge and understanding required for this Unit
Which of the KSU will you need support to achieve?

Unit 7.2

Information and presentation

Topic - The effects of smoking


Word processing skills
· Highlighting text.

· Pasting text and pictures from the web.

· Using search facilities.

· Editing text.

Presentation package skills 

· Creating templates for pupils.

· Inserting text and pictures.

· Having an understanding of design, layout and transitions between slides and how to implement these features.

· Preparing presentation templates.

Web browser skills 
· Copying text and graphics from a browser into other applications.

· Understanding web search engines and knowing which to use with pupils.

· Information skills 

· Using contents, indexes, glossaries.

· Knowing how to use topic-based, directory-based and free text-based search engines.

· Understanding how to skim and scan text.

· Evaluating text for accuracy, validity, plausibility, reliability and bias.

Lesson preparation

· Making a list of bookmarked sites for pupils to access in lessons.  This list should be available in the 'Favourites' or 'Bookmarks' menu in the browser on the network. 

· Creating a presentation template in a shared area of the network for pupils to use.


Unit
Teacher skills, knowledge and understanding required for this Unit
Which of the KSU will you need support to achieve?

Unit 7.3

Processing text and images

Topic - creating a newspaper


Word processing skills 
· Editing and copying text and pictures into other applications.

Desktop Publishing skills
· Providing copies of tabloid and broadsheet newspapers for layout ideas.

· Placing text and pictures on a layout.

· Moving text and pictures to design and organise a layout.

· Creating master pages and templates.

· Printing composite pages.

· Having an understanding of the basic processes and vocabulary of digital newspaper production.

Graphics skills

· Understanding different vector and bitmap graphic formats (JPG, GIF, TIF, BMP, DRW).

· Knowing how to apply different graphics formats for different purposes.

· Understanding different text formats (RTF, DOC, TXT).

· Knowing how to apply different text formats for different purposes.

· Knowing how to use a scanner, digital camera and photo CD-ROM.

Advanced DTP techniques

· Understanding the properties of RGB, greyscale and CMYK for digital printing.

· Knowing how to convert a graphic in a graphics program or DTP package into colour separations for printing. 

· Understanding the copyright issues for electronic media.

Lesson preparation

· Liaising with the MFL, English, Geography or History departments for pupils to provide word-processed content for the newspaper on the network prior to the Unit lessons.

·  Creating a handout of a flow diagram showing the key processes in newspaper production.

· Arranging with the network manager for groups to have a shared area on the network to assemble their work.


Unit
Teacher skills, knowledge and understanding required for this Unit
Which of the KSU will you need support to achieve?

Unit 7.4 Models, rules and investigations

Topic: running a successful tuck shop
Spreadsheet skills
· Knowing the properties of text and numeric cells.

· Entering and calculating mathematical formulae.

· Copying formulae along a row or down a column.

· Changing the format of cells to currency.

· Graphing columns of information.

· Adapting page layout for correct printing.

· Knowing how to create a spreadsheet template.

· Pasting a spreadsheet model into another application.

Modelling skills
· Having an understanding of the concept of a computer model and the rules governing the model.

· Knowing how to adapt a spreadsheet model and predict the outcome.

· Knowing how to interpret and analyse graphs.

Lesson preparation

· Preparing spreadsheet templates for pupils to use.




Unit
Teacher skills, knowledge and understanding required for this Unit
Which of the KSU will you need support to achieve?

Unit 7.5

Data: designing structure, capturing and presenting data

Topic:  Producing a lottery bid for funding a new sports centre
Database skills.  

· How to set up a new datafile.

· Configuring fields for different data types.

· Having an understanding of data interrogation for text and numeric fields.

· Understanding how to convert pupils' questions into the format that the database software requires.

· Knowing how to merge datafiles.

· Knowing how to save files in CSV format for transferring data into other applications.

· Knowing how to create and interpret graphs from the database software.

· Having an awareness of the main points in the Data Protection Act.

Lesson preparation

· Merging pupils' datafiles when they have completed their data entry.

· Preparing a sample data file with about five fields.  This should contain some inaccuracies for pupils to check.

· When fields have been decided, preparing a skeleton datafile for all pupils to use as a template for gathering information.

· Preparing a writing frame for the pupils' final report.




Unit
Teacher skills, knowledge and understanding required for this Unit
Which of the KSU will you need support to achieve?

Unit 7.6

Control:  Input, process and output - introduction

Topic: An automated traffic barrier at a train level crossing

Control skills.  

· Being familiar with the vocabulary of computer control:

· inputs, outputs, devices, commands, procedures, feedback, testing, bug-fixing.

· Knowing how to construct a flow diagram with the correct shaped boxes.

· Knowing how to use control software, including the commands and the methods for writing procedures for the automated barrier example.

· Understanding the functions of a control box.

· Knowing how to assemble and use the different input and output devices, such as motors, buzzers, bulbs/lights, and switches (proximity switch, tilt switch, press switch) in conjunction with the control box and control software. 

· Understanding how to diagnose pupils' problems with their systems through testing, feedback and bug-fixing.

Lesson preparation

· Creating an information sheet for pupils about flow diagrams.

· Constructing a completed automated barrier for demonstration to pupils.




Unit
Teacher skills, knowledge and understanding required for this Unit
Which of the KSU will you need support to achieve?

Unit 8.9

Publishing on the web

Topic: creating a web-based school magazine

Web publishing skills. 
· Being familiar with the school's choice of web publishing software, or word processing or DTP software with web capabilities.

· Understanding the basics of a simple HTML program, (i.e. how to interpret the code, but not how to program in HTML).

· Understanding different web graphics formats and their properties. (JPG, GIF)

· Understanding the fundamentals for web page design and web site design.

· Knowing the basic vocabulary of web page design, such as hyperlink, buttons, assets, structure.

· Understanding the issues relating to responsible publishing on the web.

· Knowing the procedure for adding pupils' work to the school intranet.

Lesson preparation

· Bookmark some school sites that pupils can evaluate for good design.

· Prepare a checklist for good web site design criteria.

· Prepare paper copies of a blank web page planning sheet for pupils.

More advanced techniques

· Knowing how to use a web animation package.




Unit
Teacher skills, knowledge and understanding required for this Unit
Which of the KSU will you need support to achieve?

Unit 8.12

Systems: integrating application to find solutions.

Topic:  A fund-raising event.

As this is mainly a consolidation Unit, the KSU build upon previous units in Y7 and Y8.

Email skills.  

· Knowing how to create and use an electronic address book

· Knowing how to import a CSV file into the address book.

· Knowing how to send email selectively to chosen groups.

Mail merge skills.
· Knowing how to use the mail merge facility in a word processor or database package.

· Knowing how to carry out a selective mail merge.

Spreadsheet skills.  

· Knowing how to use the 'scenario manager' and 'goal seeker' in a spreadsheet.

· Understanding the 'break-even point' on graphs.

Graphics skills.
· Knowing how to use a vector graphics package.

· Knowing how to create and manipulate vector images.

· Knowing how to change a vector image into a bitmap.

Report writing
· Understanding how to help pupils document a system. 

Lesson preparation

· Prepare a scenario for the fund-raising topic.

· Prepare a task sheet and time scale for pupils that covers the whole of the requirements of the lessons in the unit.

· Prepare an outline or writing frame to help pupil create the final report.




