 Staff IT Skills AuditRole:
Name:

[SCHOOL] are carrying out a whole school staff IT audit. The audit is being conducted to enable us to understand our strengths and weaknesses so that we are able to offer appropriate opportunities for further learning and development.
Please rate your IT skills using the following values:
1. I have no knowledge of this area of ICT
2. I have a small amount of knowledge, but would not feel confident in using this in my work
3. I have a workable knowledge of the skill, but require further practice to ensure I am completely confident
4. I am confident in this skill area and need no additional support
Whilst you may feel some areas are not appropriate to your role, we ask that you complete all sections to the best of your ability – an area which you may not have any confidence in may be helpful to your role. If you feel it entirely inappropriate, please indicate this by writing ‘N/A’. 
Once you have completed this form please return it to [DETAILS OF RETURN]
	Using the computer
	My ability

	Turning the computer on and off
	1    2    3    4

	Logging on and off
	1    2    3    4

	Opening and closing applications and programmes
	1    2    3    4

	Using the mouse to select items on the screen
	1    2    3    4

	Printing out documents
	1    2    3    4

	Saving and filing documents
	1    2    3    4


1 = No knowledge, 4 = Completely confident
	Word processing
	My ability

	Using word processing programmes (e.g. Microsoft Word) to create documents
	1    2    3    4

	Using basic word functions (e.g. spell check, changing font size, colour, style etc.)
	1    2    3    4

	Using the header and footer to insert page numbers etc.
	1    2    3    4

	Using programmes to design layouts for a poster or flyer
	1    2    3    4

	Creating tables to display information within a document
	1    2    3    4

	Formatting tables and cells (e.g. change colour, merge/split cells, change margins)
	1    2    3    4

	Adding links to external documents and web pages within a document
	1    2    3    4

	Incorporating data or charts into a document
	1    2    3    4

	Saving a document or file in different formats (e.g. PDF, JPEG)
	1    2    3    4


1 = No knowledge, 4 = Completely confident
	Spreadsheets
	My ability

	Creating a spreadsheet using programmes such as Microsoft Excel
	1    2    3    4

	Entering numerical data into cells
	1    2    3    4

	Using Excel tools to add up totals on a spreadsheet
	1    2    3    4

	Creating and entering formulas within a spreadsheet
	1    2    3    4

	Using Excel to create graphs and charts
	1    2    3    4

	Using filters to display data within a spreadsheet
	1    2    3    4



	Handling files
	My ability

	Creating and maintaining files and folders
	1    2    3    4

	Copying and moving files into different folders for storage
	1    2    3    4

	Locating a file or folder
	1    2    3    4

	Playing a DVD using the computer
	1    2    3    4

	Storing files using an Academy issued secure memory stick
	1    2    3    4


1 = No knowledge, 4 = Completely confident



	Presentations
	My ability

	Creating slides for presentations using Microsoft PowerPoint
	1    2    3    4

	Using slide timings and transitions
	1    2    3    4

	Using animations on objects
	1    2    3    4

	Creating custom templates using the slide master
	1    2    3    4

	Importing a photos and videos in to PowerPoint
	1    2    3    4


1 = No knowledge, 4 = Completely confident
	Using the internet
	My ability

	Searching for information using search engines such as Google
	1    2    3    4

	Navigating to a website using the address bar
	1    2    3    4

	Downloading files from the internet
	1    2    3    4

	Organising websites, bookmarks and favourites
	1    2    3    4


1 = No knowledge, 4 = Completely confident
	Email and calendar
	My ability

	Logging in to my email and calendar
	1    2    3    4

	Composing, replying and forwarding an email
	1    2    3    4

	Sending a secure/confidential/restricted email
	1    2    3    4

	Using the address book to select individual contacts
	1    2    3    4

	Sending emails to groups of staff (e.g. teachers, all staff, support staff etc.)
	1    2    3    4

	Adding events to your calendar
	1    2    3    4

	Inviting attendees to calendar appointments
	1    2    3    4

	Sharing your calendar with others
	1    2    3    4

	Booking resources through the calendar (e.g. conference room, minibuses)
	1    2    3    4

	Using Lync for instant messaging between staff
	1    2    3    4


1 = No knowledge, 4 = Completely confident
	Working with mixed media
	My ability

	Planning and preparing a lesion to be delivered on an interactive whiteboard
	1    2    3    4

	Using an interactive whiteboard to deliver a lesson
	1    2    3    4

	Using a digital camera to take photographs and videos
	1    2    3    4

	Transferring images and videos from a digital camera to the computer
	1    2    3    4

	Using a scanner to scan images to a computer
	1    2    3    4


[bookmark: _GoBack]1 = No knowledge, 4 = Completely confident
	Using IT in teaching and learning
	My ability

	Using IT in lesson planning and preparation
	1    2    3    4

	Using IT in administrative tasks such as writing incident logs
	1    2    3    4

	Using IT for monitoring, recording and assessing attainment and progress
	1    2    3    4


1 = No knowledge, 4 = Completely confident
	Special software/systems
	My ability

	Points for any special / organisation specific software or systems here
	1    2    3    4

	
	1    2    3    4

	
	1    2    3    4

	
	1    2    3    4


1 = No knowledge, 4 = Completely confident
	Please mention any other IT skills which you have that have not been identified above:



	How do you use IT day-to-day in your role?



	Are there any areas of the audit in which you would be confident supporting others in learning?



	Please use this space to note any areas of concern or development needs that were not identified during the audit:



Thank you for completing this form. Your response will help us identify the strengths of our team and provide support in areas where staff our not so confident. 

Please return this form to [RETURN DETAILS] 
