
 
Func%onal Skills Level 1 ICT Overview 

!"#$ Intent 🛠 Implementa%on %&'()* Impact 

The intent of this Scheme of Work is to ensure all learners 
develop the essen7al digital competencies needed to 
func7on confidently, effec7vely, and safely in a 
technology driven society. It aims not only to prepare 
learners for the Func7onal Skills ICT Level 1 assessment 
but also to equip them with prac7cal ICT skills they can 
transfer into the workplace, further educa7on, and 
everyday life. The sequencing of the course ensures a 
logical progression, star7ng with fundamental computer 
opera7ons and gradually moving towards more complex 
and integrated tasks, giving learners the 7me and support 
to master each skill area. Digital literacy is embedded 
throughout, with a strong focus on real-world applica7on, 
online safety, and responsible use of technology. 

• Deliver a coherent, progressive ICT curriculum 
aligned to Edexcel Func7onal Skills Level 1 
requirements. 

• Build learners’ confidence in using a range of 
hardware, soLware, and online tools. 

• Develop problem-solving skills through real-world 
scenarios that require selec7ng and applying ICT 
tools. 

• Promote safe, responsible, and ethical use of 
digital technology, including awareness of online 
risks and data protec7on. 

The implementa7on of this Scheme of Work is 
structured to maximise learner engagement, skill 
development, and reten7on of knowledge. The 
programme follows a “teach, prac7se, apply” 
cycle introducing skills through tutor 
demonstra7on, reinforcing them with guided and 
independent prac7ce, and applying them in 
scenario-based consolida7on projects. Sequenced 
revision and prac7cal applica7on weeks are 
embedded to strengthen long-term learning and 
bridge any gaps. 

• Weekly lessons are mapped to 
assessment tasks, ensuring full syllabus 
coverage. 

• Founda7onal skills are taught early, then 
revisited and built upon for deeper 
understanding. 

• Lessons include tutor-led demonstra7ons, 
individual prac7ce, paired work, and peer 
review. 

• Prac7cal, scenario-based tasks mirror real 
workplace and everyday ICT demands. 

The impact of this programme is measured both 
through summa7ve assessment results and the 
development of prac7cal ICT skills that extend 
beyond the classroom. By the end of the course, 
learners will not only be prepared for the 
Func7onal Skills ICT Level 1 assessment but will 
also have the confidence and capability to use 
ICT in varied contexts. Learners will 
demonstrate improved problem-solving, 
communica7on, and organisa7onal skills 
through digital tools, and will understand how 
to work safely, responsibly, and efficiently in a 
digital environment. This combina7on of 
technical competence and digital ci7zenship 
ensures learners are well-prepared for 
employment, further study, and personal digital 
use. 

• Learners achieve Func7onal Skills ICT 
Level 1 qualifica7on outcomes. 

• Increased learner confidence and 
independence in using ICT tools. 

• Improved ability to transfer skills to new 
and unfamiliar technology. 

• Greater awareness of safe and 
responsible technology use. 



 
• Support learners in becoming independent users 

of ICT, capable of adap7ng to new systems and 
applica7ons. 

 

• Revision and consolida7on weeks allow 
targeted reinforcement and confidence 
building. 

• Forma7ve assessment opportuni7es are 
embedded throughout to track progress 
and inform teaching. 

• Development of digital problem-solving 
skills applicable in work and personal 
life. 

 

 

Term 1  

Subject Week 1-2 Week 3-4 Week 5-6 Week 7-8 Week 9-10 Week 11-12 

Func7onal 
Skills Level 1 
ICT 

Week 1: 
Diagnos%c 
Assessment & 
Introduc%on to 
ICT 

Course overview 
and expecta7ons 

Diagnos7c skills 
check 

Logging in/out 
and basic 
naviga7on 

Introduc7on to 
hardware and 
soLware 

Week 3: File 
Management (Part 
1) – Crea%ng & 
Organising Files 
 
Crea7ng 
folders/subfolders 

Saving files into 
correct loca7ons 

Importance of 
structured 
organisa7on 
 

Week 4:  File 
Management (Part 
2) – Moving, 
Copying & File 
Types 

Week 5: Word 
Processing (Part 1) – 
Crea%ng & Edi%ng Text 

Basic document 
crea7on 

Edi7ng and forma_ng 
text 

Saving documents 

Week 6: Word 
Processing (Part 2) – 
Layout & Images 

Page layout adjustments 
(margins, alignment, 
spacing) 

Inser7ng and forma_ng 
images 

Week 7: Spreadsheet 
Skills (Part 1) – 
Entering Data 
 
Crea7ng a spreadsheet 

Entering and edi7ng 
text/numbers in cells 

Basic cell forma_ng 
for clarity 
 
Week 8: Spreadsheet 
Skills (Part 2) – Basic 
Calcula%ons 

Using formulas for 
calcula7ons 

SUM, AVERAGE, MIN, 
MAX func7ons 

Week 9: Revision & 
Consolida%on (Files, 
Word, Spreadsheets) 

Applying file 
management, word 
processing, and 
spreadsheet skills in a 
single project 

Saving and organising 
work correctly 
 
Week 10: Email Basics 
(Part 1) – Composing 
& Sending Emails 

Se_ng up and logging 
into an email account 

Composing and 
sending a message 

Week 11: Email Basics 
(Part 2) – Inbox 
Management 

Reading and replying 
to emails 

Dele7ng and 
organising messages 
into folders 

Se_ng up rules for 
sor7ng 

Week 12: Online 
Communica%on Tools 
 
Using chat and video 
conferencing 
plahorms 



 
Week 2: 
Hardware & 
SoYware Basics 

Main computer 
components 

Differen7ate 
between system 
and applica7on 
soLware 

Hands-on with 
installed 
applica7ons 

Moving, copying, 
renaming files 

Recognising and 
opening common 
file types 

Searching for files 

 

Combining text and 
graphics in one 
document 

 

Applying condi7onal 
forma_ng 

Adding ajachments, 
CC, and BCC 

Sending messages and 
sharing files 

Understanding online 
communica7on 
e7queje 
 
 

Skills Developed 
 Logging in/out, 

naviga7ng 
desktop 
 
Opening 
applica7ons and 
saving/retrieving 
files. 
 
Iden7fying 
current skill level, 
following on-
screen 
instruc7ons 

Crea7ng 
folders/subfolders 
 
Naming files  
Appropriately and 
understanding 
folder hierarchy. 
 
Logical structuring 
for quick retrieval 
 
Storing files for 
specific tasks 
 
Digital organisa7on 

Crea7ng/edi7ng 
documents 
 
Applying basic 
forma_ng and using 
undo/redo func7ons 
 
Structuring wrijen 
informa7on and aligning 
text for clarity 
 
Preparing formal 
documents. 
 
Wrijen communica7on 

Entering data and 
adjus7ng column 
widths 
 
Applying basic 
forma_ng 
 
Crea7ng clear tables 
and ensuring data 
accuracy 
 
Using headings 
effec7vely 
 

Integra7ng Word and 
Excel 
 
Saving and expor7ng 
in mul7ple formats 
 
Cross-applica7on 
copy/paste 
 
Ensuring consistency 
across documents 
 
Comple7ng mul7-step 
tasks 
Time management 

Reading/replying to 
messages 
 
Organising inbox with 
folders 
 
Managing incoming 
communica7ons 
 
Priori7sing emails and 
reducing inbox clujer. 
 
Digital organisa7on 
 
Task priori7sa7on 



 
Recognising 
different file 
loca7ons. 
 
Confidence 
building 
 
Digital e7queje 
 
Iden7fying 
internal/external 
components 
 
Recognising OS 
and applica7ons, 
launching 
programs 
 
Matching tools to 
task 
 
Recognising file 
associa7ons and 
understanding 
system purpose. 
 
Digital vocabulary 
development 

Problem-solving in 
file placement 
 
Consistency in 
work habits. 
 
Moving/copying/re
naming files 
 
Recognising file 
extensions and 
using search 
func7on effec7vely 
 
Avoiding 
duplica7on errors 
 
File loca7on 
accuracy 
 
Troubleshoo7ng 
missing files 
 

Accuracy in 
spelling/grammar 
 
Adjus7ng 
margins/spacing 
 
Inser7ng and forma_ng 
images and text 
wrapping 
 
Combining visuals and 
text for purpose 
 
Balancing page design  
 
Crea7vity and visual 
communica7on 
 
Understanding audience 
needs. 
 
 

Logical structuring of 
informa7on 
 
Pajern recogni7on in 
data 
 
SUM, AVERAGE, MIN, 
MAX func7ons  
 
Performing and 
applying calcula7ons 
 
Using func7ons to 
solve prac7cal 
problems 
 
Analy7cal thinking and 
error checking 
 
Interpre7ng numerical 
results. 
 

Decision-making in 
soLware choice 
 
Composing and 
sending emails 
 
Adding ajachments 
and using CC/BCC. 
 
Wri7ng clear subject 
lines 
 
Professional tone in 
email 
 
Online professionalism 
 
Concise 
communica7on 
 

Joining video mee7ngs 
 
Using chat features 
and sharing files 
online. 
 
Selec7ng appropriate 
communica7on tools 
 
Sending/receiving 
messages effec7vely 
 
Digital e7queje in 
virtual spaces 
 
Adaptability to new 
plahorms. 
 

Term 2 
Subject Week 1-2 Week 3-4 Week 5-6 Week 7-8 Week 9-10 Week 11-12 



 
Func7onal 
Skills Level 1 
ICT 

Week 1: Revision 
& Consolida%on 
(Email & 
Communica%on) 
 
Applying email 
and chat skills in a 
prac7cal scenario 

Combining file 
ajachments and 
online messaging 
 

Week 2: Internet 
Safety (Part 1) – 
Safe Browsing 

Iden7fying secure 
websites (HTTPS, 
padlock icon) 

Recognising 
phishing emails 

Crea7ng strong 
passwords 

Week 3: Internet 
Safety (Part 2) – 
Privacy & Online 
Risks 
 
Managing personal 
informa7on online 

Avoiding malware 
and scams 

Adjus7ng privacy 
se_ngs 
 
Week 4: Research 
Skills (Part 1) – 
Using Search 
Engines 
 
Performing basic 
searches 

Refining results 
with keywords 

Introduc7on to 
Boolean operators 

Week 5: Research Skills 
(Part 2) – Evalua%ng 
Sources 

Spo_ng reliable vs 
unreliable sources 

Checking author and 
publica7on date 

Basic cita7on 

Week 6: Cloud Storage 
 
Uploading files to cloud 
storage 

Crea7ng folders online 

Sharing files with 
permissions 

Week 7: Presenta%on 
Skills (Part 1) – 
Crea%ng Slides 

Crea7ng slides with 
text 

Applying themes and 
layouts 

Adding images 

Week 8: Presenta%on 
Skills (Part 2) – 
Transi%ons & 
Mul%media 

Adding slide 
transi7ons 

Inser7ng video/audio 

Adjus7ng mul7media 
se_ngs 

Week 9: Digital 
Graphics (Part 1) – 
Crea%ng & Edi%ng 
Images 
 
Crea7ng graphics 
using shapes/text 

Cropping and resizing 
images 

Introduc7on to layers 
 
Week 10: Digital 
Graphics (Part 2) – 
Finalising Designs 
 
Combining text and 
images in layout 

Adjus7ng resolu7on 
for clarity 

Saving in correct 
formats 

Week 11: Database 
Skills (Part 1) – 
Crea%ng & Entering 
Data 

Crea7ng database 
tables 

Adding and dele7ng 
records 

Sor7ng data 

 
Week 12: Database 
Skills (Part 2) – 
Queries, Forms & 
Reports 

Filtering with queries 

Crea7ng forms for 
data entry 

Producing formajed 
reports 
 
 
 

Skills Developed 
 Combining email 

and chat tools 
 

Adjus7ng privacy 
se_ngs and 
avoiding malware 
 

Evalua7ng website 
reliability 
Checking 
authorship/date 

Crea7ng slides, 
applying 
themes/layouts and 
inser7ng images. 

Crea7ng shapes/text, 
cropping/resizing 
images and using 
layers. 

Crea7ng tables 
 
Adding/dele7ng 
records 



 
Ajaching and 
sharing 
documents 
 
Coordina7ng 
communica7on 
across tools 
 
Mee7ng set 
deadlines for 
communica7on 
tasks 
 
Feedback 
exchange 
 
Professional 
rela7onship 
building. 
 
Iden7fying secure 
websites 
 
Spo_ng phishing 
ajempts 
 
Password 
crea7on 
 
Choosing safe 
browsing op7ons 

Recognising scams 
 
Managing personal 
data online 
 
Applying safety 
se_ngs 
appropriately 
 
Judgement in 
sharing informa7on 
 
Cyber-awareness 
 
Digital self-
protec7on habits 
 
Using search 
engines 
 
Refining with 
keywords 
 
Boolean searches 
 
Selec7ng relevant 
search terms 
 
Narrowing results 
efficiently 
Informa7on literacy 

Basic cita7on 
 
Judging source 
credibility 
 
Avoiding misinforma7on 
 
Cri7cal evalua7on 
 
Uploading/downloading 
files 
 
Crea7ng online folders 
and sharing with 
permissions. 
 
Storing work for remote 
access 
 
Se_ng appropriate file 
permissions 
 
Collabora7on skills and 
digital organisa7on 
 
Trust and accountability. 
 

Structuring 
informa7on visually 
 
Designing for audience 
understanding 
 
Public speaking 
prepara7on 
 
Crea7ve problem-
solving. 
 
Adding transi7ons, 
inser7ng mul7media 
and adjus7ng 
playback. 
 
Enhancing 
presenta7ons for 
engagement 
 
Integra7ng mul7media 
effec7vely. 
 
Confident in public 
presenta7on 
 
Adaptability to 
audience needs 
 

Producing clear visual 
messages 
 
Adap7ng graphics to 
purpose 
 
Brand awareness,  
 
Visual problem-
solving. 
 
Combining 
text/images and 
adjus7ng resolu7on 
 
Preparing graphics for 
print/web 
 
Ensuring accessibility. 
 
Design judgement 
 
Audience awareness 
 
Task comple7on to 
brief. 
 

Organising informa7on 
for retrieval 
 
Maintaining data 
accuracy 
 
Ajen7on to detail 
 
Data stewardship. 
 
Filtering data, crea7ng 
forms and genera7ng 
reports. 
 
Presen7ng data clearly  
 
Streamlining data 
entry. 
 
Process efficiency 
 
Structured thinking 
 
Informa7on 
presenta7on. 
 



 
Protec7ng login 
details 
 
Risk assessment 
 
Personal 
responsibility 
online. 

Problem-solving 
 
 
 

Term 3 
Subject Week 1-2 Week 3-4 

Func7onal Skills 
Level 1 ICT 

Week 1: Revision & 
Consolida%on – 
Mul%-Skill Project 
 
Combining 
spreadsheet, word 
processing, 
graphics, and email 
skills 

Organising project 
files in folders 
 
Week 2: Exam 
Prepara%on (Part 1) 

Reviewing exam 
format 

Ajemp7ng prac7ce 
paper 

Week 3: Exam 
Prepara%on (Part 2) 
 
Applying feedback 
from mock 

Ajemp7ng second 
paper 

Improving accuracy 
and confidence 
 
Week 4:  Final 
Assessment & 
Course Review 
 
Comple7ng final 
assessment 

Reflec7ng on 
progress 



 
Iden7fying common 
mistakes 

Planning next steps 
 

Skills developed 
 Integra7ng mul7ple 

applica7ons 
 
Managing project 
folders, expor7ng 
formats 
 
Planning project 
workflow 
 
Mee7ng a detailed 
brief. 
 
Time management 
and teamwork,  
 
Applied problem-
solving. 
 
Naviga7ng 
assessment 
soLware 
 
Comple7ng prac7ce 
papers. 
 

Applying feedback 
to improve accuracy 
 
Reducing repeated 
errors. 
 
Refining work for 
higher marks 
 
Maintaining focus 
under pressure 
 
Persistence and 
reflec7ve prac7ce. 
 
Demonstra7ng 
mastery across all 
ICT areas. 
 
Producing work to 
meet qualifica7on 
criteria 
 
Self-evalua7ng 
progress. 
 



 
Time management 
under exam 
condi7ons 
 
Applying skills to 
unfamiliar tasks 
 
Resilience 
 
Test strategy 
development. 

Confidence for 
progression 
 
Iden7fying future 
learning goals 
 

 
 
 
 
 

 

 

 

 

 

 


