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Introduction
The Standards for QTS stipulate that all newly qualified teachers must be able to use Information and Communication Technology (ICT) effectively in their subject teaching. ICT capability is more than acquiring technical competency in using software applications; it also includes the reasoning behind when and why to use ICT to fulfil a particular task.

This audit just focuses on technical competency with ICT. It is designed to help PG applicants to prepare for interview and, if successful, to prepare for their first and second tutorials with their subject tutor. It is also designed to help BEd trainees in their final year to prepare for their tutorials.

At interview
Page 2 onwards contains a framework which you can use to self-asses your ICT skills. You should complete this and bring it to your interview.

Some pre-course ICT tasks may be set for you as a result of the interview.

Take this ICT audit away with you at the end of the interview. If pre-course ICT tasks have been set for you, you should complete them and record your progress in this audit document.

September tutorial
All PG trainees and final year BEd trainees have a tutorial with their subject mentor in September. Bring your updated ICT Audit to that tutorial.

Further ICT related targets may be set during that tutorial. The September tutorial will also provide an opportunity to discuss which Marjon ICT sessions you should attend and which other learning opportunities you should take. (See the Resources and learning opportunities section at the end of this audit.)

January tutorial
The January tutorial provides another opportunity to discuss ICT progress with your subject tutor. Bring your updated ICT Audit to that tutorial.

Resources and learning opportunities
At the end of this audit you will find details of some suggested resources and ICT related learning opportunities.

	Name
	
	Interview date
	

	
	
	
	

	Subject
	
	Tutor
	




Assessing your own ICT skills
Use the grids on this page and on other pages to assess your personal ICT skills using the following 3-point scale:

(1) I don’t know how to do this; 
(2) I have some idea but extra practice would help; 
(3) I’m confident that I can do this.

Where you have assessed your skills at either level 1 or 2, make plans to develop your skills.

	Interview
	September tutorial
	January tutorial
	ICT Skills

	
	
	
	You are expected to be able to:
· Log on to the network.  Whenever you access the Marjon network you need to go through the log-on procedure. This includes managing your password, which needs to be changed periodically.
· Save and load files.  Network users have a private work area (MyWork on drive N:). It is helpful to be able to load and save work in this area. You should also be able to save to/load from a USB memory stick.

	
	
	
	You are expected to be able to:
· Log on to the LearningSpace (LS) VLE
LS is the Marjon VLE. It can be found at LS.net.marjon.ac.uk.
Some of your course materials will be made available through LS.
· Access and download documents from LS 


	Action plan & progress
[Note: logging on to the network at Marjon and use of LearningSpace is covered during induction in September.]















	Interview
	September tutorial
	January tutorial
	ICT Skills

	
	
	
	You are expected to be able to:
· Word process all your assignments 
· Load, print and save documents
· Set up page margins, page numbers and spell check your work. 

You will probably find it helpful to be able to-
· Use tables

You can do these on your own computer or on a Marjon computer. Computers in Marjon generally run Microsoft Word 2007.
As a complimentary skill, you should also know how to back-up word processor files.

	Action plan & progress












	
	
	
	You are expected to be able to:
· Use E-mail to send and receive messages
· Send and receive e-mail attachments
You will be given a Marjon e-mail address when you first register and Marjon expects to be able to communicate with you via this address. You can access Marjon e-mail (based on Microsoft Outlook) from locations outside of Marjon (e.g. home) using a browser such as Internet Explorer or Firefox. 

If you have an existing e-mail account that you wish to continue using you may find it helpful to redirect your Marjon e-mail to this account. Please contact MOLU for help with this.

	Action plan & progress











	Interview
	September tutorial
	January tutorial
	ICT Skills

	
	
	
	You are expected to be able to:
· Create a basic PowerPoint presentation


	
	
	
	You are expected to be able to:
· Access resources on the Internet 
Lectures frequently refer to documents (e.g. government publications) that are available on the Internet. You need to know how to access these.
· Use a search engine (e.g. Google) to carry out research on the Internet 
The Internet is a key tool in research. You need to be able to use a search engine, such as Google, to find information on a given topic.


	
	
	
	You are expected to:
· Have basic computer file handling skills
· Be able to create folders to keep work organised. 
You need to be able to move and/or copy files from one folder or disk drive to another. One reason why this is important is because of the need to keep backup copies of your work. 


	Action plan & progress
















	Interview
	September tutorial
	January tutorial
	ICT Skills

	
	
	
	You are expected to be able to:
· Import pictures from a digital camera to your student laptop computer


	
	
	
	You are expected to be able to:
· Burn a data CD/DVD on your student laptop computer


	
	
	
	You are expected to have a basic knowledge of:
· Spreadsheets, including formulas and graphs


	
	
	
	You are expected to be able to:
· Use an Interactive Whiteboard (IWB) including being able to prepare an IWB flipchart for use in a lesson.


	Action plan & progress












Resources and learning opportunities
Induction programme
During all induction programmes there is an ICT session where the Marjon network and LearningSpace are introduced.

Secondary general ICT sessions
A series of open ICT sessions are run for secondary trainees. The sessions are likely to cover the following topics:

An introduction to Smartboard and Promethean Interactive Whiteboards (IWB).
Using Moviemaker to create simple movie clips from PowerPoint slides. Add Titles, Effects, Audio Tracks & Transitions to enhance the video content.
Using Photostory to create slideshows using digital photos. Add special effects, soundtracks or voice narration to a photo story. Personalise the video with titles and captions.
Using Microsoft Access to create a simple database.
Microsoft Producer.  Microsoft Producer is an add-on for Microsoft PowerPoint. It synchronises audio, video, slides and images for preview and presentation in a Web browser.
ICT Skills Test.  Some tips and pointers in order to pass this QTS test.
Graphics – A basic introduction to Paint Shop Pro. Re-size graphics, Copy & Paste images, Mirror images.  Using the Clone tool to enhance images.  Generate simple animations from objects and images to enhance presentations.

MOLU Open Learning
MOLU provide optional structured courses at level 1, 2 or 3 in the following areas: Text Production, Word Processing, Mail merge, Spreadsheets, Desktop Publishing, Database, PowerPoint and Electronic Communication. The European Computer Driving Licence is also available as an e-learning resource.  If you choose to do this the cost of the logbook is £25 and each on-line assessment is £20 (assessments need to be booked via MOLU).

Searching the Internet
Intute provide an online tutorial which will help you to improve the way in which you use a search engine to support your research. Access at http://www.vts.intute.ac.uk/he/tutorial/education

Books
Weverka, P (2007) Office 2007 All-in-One Desk Reference For Dummies.  (For Dummies) Publisher: John Wiley & Sons. ISBN-13: 978-0471782797 
Johnson, D. (2008) How to Do Everything: Digital Camera (How to Do Everything Series) 5th Edition. McGraw-Hill Osborne ISBN-13: 978-0071495806 
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