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Executive summary  

This report provides the Education and Training Foundation with the research findings 
undertaken to confirm the skill set required for a Digital Skills Enhancement 
Programme (DSEP). The DSEP will enable FE teachers and trainers to develop their 
personal digital skills so that they can prepare learners for future employment (or 
progression), and to be competent to deliver ICT up to level 2, if required.  

Background 

In October 2016, the Education and Training Foundation (the Foundation) was asked 
by the Department for Education (DfE) to deliver a Digital Skills Enhancement 
Programme (DSEP). The aim of this programme is to ensure that teachers and trainers 
across the sector are confident in their personal digital skills and are able to apply 
these skills within their teaching, and hence prepare their learners effectively for the 
modern workplace. 

The original proposal to the DfE identified a set of indicative content based around the 
‘e-Competence Framework for ICT Users’ (CEN Framework) and British Computer 
Society research, with additions to the original CEN framework made by the 
Foundation (see Appendix 1). The Foundation commissioned this piece of research to 
confirm the skill set that should be covered in the proposed programme. 

Key Findings 

To ensure rigour and to provide an inclusive approach in confirming the ICT skill set, 
the methodology adopted was a systematic rapid-review of secondary sources of 
evidence, and engagement through established networks with education specialists 
and employers.  

The researchers have been able to reach general conclusions that reflect a consensus 
view and the findings confirm the skill set required for a Digital Skills Enhancement 
Programme (DSEP) to enable FE teachers and trainers to develop their personal digital 
skills so that they can prepare learners for future employment (or progression). 

1 It is not sufficient to be able to use ICT applications in isolation; for many tasks, they 
need to be employed together in an integrated manner. Employers expect that 
employees are able to switch between them in a straightforward way. However, 
neither are these technical skills sufficient in employment. ICT is continuously 
developing as new tools, approaches and methods become available. Employers 
want staff to be able to cope with change, independently learn new skills and to 
adjust to the typical problems that everyone encounters using digital technology.  

2 In the modern workplace, there are many and varied threats to the security of the 
business. Equally, individuals are also challenged with a loss of privacy, possible 
fraud and online bullying. It is therefore important that they understand the nature of 
the threats and their responsibility to the business. Employees must have the 
understanding and the skills to cope with security, safety and legal aspects of using 
technology. These are not confined to their working lives, but also as private 
individuals. For teachers there is an additional importance since they have a duty of 
care to their students, and also may need enhanced understanding of some areas 
such as copyright. 
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3 Business, education and personal lives are increasingly spent online, so the skills to 
operate successfully online are key life skills. This is not confined to independent 
working (which is certainly part of the mix) but also with working and collaborating 
with others. In an educational setting, group working and learning is an important 
element, so this is an area of particular importance to teachers, and a powerful way 
to develop the students’ skills for their future employment. Employers also 
increasingly want staff to work collaboratively online. 

4 The delivery of any training programme needs to motivate the learners involved. 
This is often most successfully done through providing a meaningful context. For 
DSEP this is to place the training in a teaching context. This will attract the teachers 
who will easily see how it can benefit them. It is therefore vital to offer the whole 
programme of learning in this context, and also to include aspects such as 
developing content, which is central to most teachers’ working lives. Every teacher 
will have to develop material for lessons, seek suitable resources and adapt 
content. This offers a great opportunity to develop ICT skills. 

Recommendations 

The research has identified a number of recommendations. These have been grouped 
by the project objectives and are listed below. 

Objective: confirm the skill set that should be covered in this programme  

The CEN framework offers a reasonable framework for developing a skill set through 
the DSEP programme with some additions and changes of emphasis. These include: 

a. An emphasis on the integration of applications, development of soft skills (e.g. 
coping with technological change) and an overarching teaching and learning context  

b. Enhancing the communications area with sections on netiquette and managing 
online personal identity 

c. The use of devices in a range of different contexts, e.g. on the move as well as in a 
static location basic technical problem-solving  

d. Adding and integrating soft/personal skills development into the programme and 
framework: e.g. self-confidence, learning skills to help user cope with change and 
transfer of understanding to new settings/contexts, investigatory skills and working 
independently 

e. Providing an overall teaching context for delivery of learning in order to engage and 
motivate participants in the programme e.g. tasks to develop content 

f. Safety, security and legal aspects 

g. Solving technical problems 

In addition, two specialist areas should be considered which are relevant to some FE 
teachers: 

h. Graphic applications   

i. Audio and video applications. 
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Objective: confirm ICT skills expectations that future employers have of FE 
students 

The CEN framework covers many of employers’ needs, but some additions and 
changes in emphasis are recommended. These include: 

j. a focus on online collaborative working 

k. integration of applications 

l. developing soft skills (e.g. coping with ICT development and learning new skills) 

m. understanding security (e.g. personal responsibilities) 

n. understanding the basics of operating systems and file management 

o. diagnosing basic problems 

p. understanding how the web works 

In addition, realising that self-employment may require additional skills such as: 

q. creating a basic web site 

r. digital marketing which embraces social media. 
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1 Introduction and methodology 

1.1 Overview 
Technology is transforming the way we live, work, teach and learn, shaping our working 
practices and changing how we communicate and share ideas. It plays a key role in 
excellent teaching and learning, motivating students and assessing their progress. The 
flipped classroom

1
 enables teachers to focus on higher-level skills in lessons and build 

the basics through online and mobile learning. Increasingly, digital skills are also an 
essential part of the occupational expertise required in any workplace. To keep pace 
with change, teachers need to be confident in their own skills and in the pedagogy of e-
learning. 

The need for significant investment in the knowledge, skills and understanding of 
learning technology’s potential among teachers and support staff was a strong theme 
of the Further Education Learning Technology Action Group (FELTAG, October 2013) 
report

2
. It recommended that ‘the entire workforce has to be brought up to speed to 

fully understand the potential of learning technology’. 

In October 2016, the Education and Training Foundation (the Foundation) was asked 
by the Department for Education (DfE) to deliver a Digital Skills Enhancement 
Programme (DSEP). The aim of this programme is to ensure that teachers and trainers 
across the sector are confident in their personal digital skills and are able to apply 
these skills within their teaching, and hence prepare their learners effectively for the 
modern workplace. 

The original proposal to the DfE identified a set of indicative content based around the 
‘e-Competence Framework for ICT Users’ (CEN Framework) and British Computer 
Society research, with additions to the original CEN framework made by the 
Foundation (see Appendix 1). The Foundation commissioned this piece of research to 
confirm the skill set that should be covered in the proposed programme. 

The overall aim of the DSEP is to develop an offer similar to the Foundation maths and 
English enhancement programmes, covering the functional skills of ICT as a key 
employability skill. In the maths and English programmes, the primary audience has 
been teachers/tutors delivering GCSE who needed upskilling, and subsequently those 
teaching vocational subjects who also had to deliver GSCE. The audience evolved to 
include those delivering functional skills. 

With the proposed new DSEP, the Foundation wishes to upskill teachers/trainers in 
Further Education (FE) to deliver ICT functional skills at level 2 and similar 
qualifications, and so ensure that the FE workforce is capable of delivering ICT at level 
2. 

 

                                                           

1
 In the flipped classroom, students acquire knowledge before the class and use classroom time to practice and apply concepts 

and ideas through interaction with peers and teachers. After the class, students reflect upon the feedback they have received and 
use this to further their learning. Technology has a role to play to support this.  

2
 http://feltag.org.uk/wp-content/uploads/2012/01/FELTAG-REPORT-FINAL.pdf  

http://feltag.org.uk/wp-content/uploads/2012/01/FELTAG-REPORT-FINAL.pdf
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1.2 Aims and objectives of the research  
The aims of the research were to confirm the skill set required for a Digital Skills 
Enhancement Programme (DSEP). The DSEP will enable FE teachers and trainers to 
develop their personal digital skills so that they can prepare learners for future 
employment (or progression), and to be competent to deliver ICT up to level 2, if 
required. The findings from the research will be used to inform the content of the 
DSEP. 

The specific objectives of the research were to: 

 confirm the skill set that should be covered in this programme 

 confirm ICT skills expectations that future employers have of FE students 

 present interim findings to give early direction to the DSEP design and content of 
online modules that will be built to support the skill development 

 discuss, share and validate, emerging findings and implications for DSEP design 
and content with relevant Foundation staff and Foundation programme delivery 
partners.  

1.3 Methodology  
Due to the demanding timescale set for designing and launching the DSEP, the 
corresponding timetable for the preliminary research was challenging. To achieve the 
timeframe, Angela Sanders Consulting worked in partnership with Sero Consulting. 

To ensure rigour in the limited time period and to provide an inclusive approach in 
confirming the ICT skill set, the methodology adopted was a systematic rapid-review of 
secondary sources of evidence, and engagement through established networks.  

This included: 

1. Secondary analysis of existing evidence: focused desk research and review of 
stakeholder documents  

2. Engagement with FE and Skills stakeholders and employers through established 
networks and social network online forums 

3. Developing a matrix of evidence, either confirming, or identifying gaps in, skills 
set against the indicative content around research undertaken by British 
Computer Society (2014) and the CEN Workshop Agreement (2013) ‘e-
Competence Framework for ICT Users’ (CEN framework); considering the 
framework’s strengths and weaknesses, and comparing and contrasting it with 
other frameworks 

4. An interim progress report and workshop to present and discuss findings 

5. Identifying employers and seeking their views to confirm the ICT skills that future 
employers expect of FE students. 
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2 Findings 

This section presents the findings from the research in three parts: 

1. ICT Framework Analysis 

2. Engagement with FE and Skills sector stakeholders  

3. ICT skills that future employers expect of FE students 

4. Sense making workshop  

2.1 ICT Framework Analysis 

 Introduction 2.1.1

The starting point for the project was the indicative content as in the Foundation 
proposal (Appendix 1) based on the ‘e-Competence Framework for ICT Users’ (CEN 
framework) and the report on the BCS research (2014). The key question was to 
consider if this formed a sufficient basis to assist staff in Further Education to prepare 
their learners for employment.  

The ‘e-Competence Framework for ICT Users’ (CEN framework) developed 
internationally in 2013, covering EU countries; is aimed at the general ICT user and not 
specifically teachers in Further Education.  

 Approach 2.1.2

The approach adopted was to review the ‘e-Competence Framework for ICT Users’ 
(CEN framework) and consider its strengths and weaknesses, followed by comparing 
and contrasting it against other frameworks. From a large range, four other frameworks 
were selected on the basis that they offered useful comparisons (i.e. frameworks aimed 
at teachers, focused on specific educational institutions, research based and alternative 
international ones).  

The four frameworks selected were: 

1 Open University: Digital and Information Literacy Framework (Open University, n.d) 

2 Digicomp: A framework for developing and understanding digital competences in 
Europe (JRC, 2013) 

3 UNESCO ICT Competence Framework for Teachers (UNESCO, 2008, 2011) 

4 JISC Digital capability framework (JISC, n.d) 
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The Open University is the largest university in the UK, attracting many learners who 
are returning to education, and has a wide span of students of all ages and 
backgrounds who provide a demographic mix broadly similar to the employed 
population of the UK. It thus offers a good basis for comparing against the CEN 
framework which is intended to cover a similar range of users. Importantly, the OU 
framework is more skills-based compared to CEN’s application focus. This offers a 
means of contrasting the two different approaches to developing a framework, and may 
highlight any gaps. 

Digicomp is another European-based framework which is more skills-based than 
application-based and relates to teacher training (Digicomp, 2014). It is thus another 
appropriate framework to consider alongside CEN. 

The UNESCO framework is aimed at teacher development and training and was an 
appropriate choice because it focuses on and provides a teaching context. It looks 
beyond ICT to other teacher-related areas e.g. curriculum assessment, pedagogy and 
thus offered a strong teaching context.  

The JISC framework is a research-based approach and considers Digital Literacy more 
broadly than the others. The JISC framework is associated with a considerable amount 
of other work related to digital literacy. It offers a broad model rather than a more 
narrowly focused framework. It therefore provides the opportunity to consider the wider 
issues to ensure that the new framework takes them into account.  

 Model of Digital Literacy 2.1.3

Beetham and Sharpe's (2010) pyramid model (figure 1) of an individual's development 
of their ICT digital skills summarises the process that teachers and their students need 
to follow to become a competent independent user - one who can cope with change, as 
well as the normal problems and difficulties encountered in using ICT. It begins with 
access to ICT and developing functional skills to becoming a fully competent and 
independent user. 

 

Figure 1: Beetham and Sharpe ‘pyramid model’ of digital literacy development model (2010) 

The framework that this report considers is aimed at level 2, so is towards the base of 
the pyramid, but it is important to provide links that allow users to develop further. 
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 Review of CEN Framework 2.1.4

The ‘e-Competence Framework for ICT Users’ CEN framework is based around five 
application areas: word processing; web browsing and information search; 
communications; spreadsheets; and presentations. However, it was clearly designed to 
allow for expansion with the addition of more areas. The focus on applications is 
probably the most obvious weakness (although it does have the virtue of using 
language that users can identify with). The narrow scope of the framework may hinder 
the transfer of skills to new areas, and separating applications may tend to isolate 
them, when in practice their use often requires integrating two or more applications. 

However, the lower level detail
3
 of the framework does include some wider aspects. 

Some useful inclusions are document collaboration, security, online awareness, 
information assessment, and online collaboration and social interaction. These aspects 
often relate to one specific application area of the framework rather than being relevant 
to them all. This may make transfer of skills and understanding to new areas more 
difficult.  

To provide a comprehensive list of application areas that will provide suitable skills for 
employment, the framework could usefully include in addition:  

 Graphic applications (e.g. images need to be integrated with other applications)  

 Audio and video in communication or in some employment (e.g. how to edit)  

The framework also largely ignores soft skills, for example coping with change, which is 
an important aspect of ICT, as new developments continuously arise. Such skills are 
often associated with employability, and need to be integrated with the framework.  

A final point to note is that the CEN framework was published in 2013. The process 
started with a call for participation in 2011; the final review/endorsement started in 
January 2013 and was closed in May 2013, with the final text submitted to CEN for 
publication in August 2013. This makes the published framework four years old and 
inevitably dated in some aspects, due to the rate of technological change.  

Table 1 shows a more detailed analysis of the CEN framework. 

 

 

  

                                                           

3
 ftp://ftp.cen.eu/CEN/Sectors/List/ICT/CWAs/CWA%2016624_1.pdf  

ftp://ftp.cen.eu/CEN/Sectors/List/ICT/CWAs/CWA 16624_1.pdf
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Table 1. CEN Framework Review 

Framework Area Strengths Limitations 

Word processing: Document 
creation 

Details cover the major points that 
a user would need 

Mentions legal implications in 
detail examples (e.g. copyright of 
using illustrations/images)  

Copyright needs to be 
emphasised more; for 
example, as a separate area 
such as: 

1. Copyright 
2. Safety and security  
3. Online slander. 

Word processing: Content 
Organisation 

Collaborative working included 
mainly focused on using features 
of the application 

Needs more higher level 
emphasis on wider aspects of 
collaboration such as: Online 
collaboration using multiple 
applications. 

Word processing: Document 
Collaboration and Interaction 

Includes proof reading, use of 
rules in mail merge, use of 
macros, online storage and 
securing individual documents 

Use of proof reading, rules, 
macros, online storage and 
security are important in many 
ICT applications, so it’s 
important to develop 
transferable skills by covering 
wider aspects and making 
links to other applications 
clearer.  

Web Browsing and Information 
search: Using the Browser 

Details cover the major points that 
a user would need 

Mentions confidence and ability to 
solve problems but not in detail. 

Some good underpinning 
knowledge suggested including: 

1. error messages 
2. browser settings 
3. third party software 
4. concept of links  

Many users employ more than 
one browser; it is worth 
including the use of at least 
two browsers. This is implied 
but not explicit. 

Web Browsing and Information 
search: Online Search 

Details cover the major points that 
a user would need, including the 
use of alternative search engines 

 

Web Browsing and Information 
search: Security 

This unit covers the basics of 
personal online security  

This is addressed in a narrow 
context; a broader context 
would be more helpful. 

Web Browsing and Information 
search: Information 
Assessment 

This unit covers the basics of 
assessing web-based information 

It would be useful to include 
the wider scope of media 
literacy plus understanding of 
legal aspects of using online 
resources such as licensing 
(e.g. Creative Commons). 

Communications: User 
configuration 

 

This unit covers the key points 
and makes clear there are 
multiple options  

Important to include ability to 
use multiple communication 
means and understand the 
differences and limitations. 

Communications: Security 

 

This unit covers the key points  Emphasis is on using the 
application features - needs to 
include more about personal 
understanding.  

Communications: Information 
exchange via e-mail 

This unit covers the key points 
relating to e-mail 

Information exchange can also 
take place through 
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collaborative workspaces so 
this should be covered (e.g. in 
the Cloud). 

More on sending and receiving 
attachments, eg. security. 

More on legal aspects of 
online information exchange. 

Communications: Contact 
creation and organisation 

This unit covers the key points 
relating to managing contacts  

 

Communications: Scheduling 

 

This unit covers the key points 
relating to using schedules 

 

Communications: Online 
collaboration and social 
interaction 

 

This covers many important areas 
including copyright  

 

More on legal aspects of 
online information exchange.  

Skills such as moderation and 
facilitation needed in a teacher 
are not covered. 

Spreadsheets: Creating 
worksheets and workbooks 

Details cover the major points that 
a user would need - 
comprehensive 

No real consideration that a 
spreadsheet may be linked to 
other applications. 

Spreadsheets: Formulas and 
functions 

 

Details cover the major points that 
a user would need - 
comprehensive 

Mathematical understanding is 
often the key factor in this 
area. 

Spreadsheets: Use and Apply 
Charts and Graphs 

 

Details cover the major points that 
a user would need - 
comprehensive 

Covers export of images, so partly 
addresses integration with other 
applications 

Mathematical understanding is 
often the key factor in this 
area. 

Spreadsheets: Data Analysis 
and organisation 

 

Details cover the major points that 
a user would need - 
comprehensive 

Mathematical understanding is 
often the key factor in this 
area. 

Spreadsheets: Output and 
storage 

Focus is on saving in different 
formats and securing them using 
application functions 

 

Presentations: Creation 

 

Details cover the major points that 
a user would need - 
comprehensive 

Covers consideration of audience 
and venue 

 

Presentations: Content 
Organisation 

 

Details cover the major points that 
a user would need - 
comprehensive 

 

Some consideration of links to 
external sources and use of 
charts/graphs, but should be 
linked more closely to 
spreadsheet or other creative 
applications. 

Presentations: Use of graphics 
and Multimedia Effects 

 

Details cover the major points that 
a user would need - 
comprehensive 

 

More links/integration with 
other applications for creating 
multimedia, audio, animation 
etc. 

Presentations: Delivery and 
storage 

 

Focus is on saving in different 
formats and securing them using 
application functions 

 

Copyright is briefly mentioned 
but only in relation to slides, 
not in terms of using other 
people's resources. 
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 Comparison with other frameworks 2.1.5

Open University 

This framework is clearly focused on Open University (OU) students and takes a wide 
view of how their digital and information literacy could aid their learning. It therefore has 
a broader application than the CEN framework. Its applicability is limited since it is 
aimed at Higher rather than Further Education and for distance learning. However, 
there is a range of similarities, and online methods are a key part of Further Education. 
The OU framework does tend to assume that users have basic ICT skills, so in some 
ways builds on the CEN approach. There is an emphasis on the soft/personal skills that 
is absent from the CEN framework. 

There are many similarities between the Open University and CEN frameworks. It may 
be appropriate to suggest adding certain elements of the OU standard to the CEN 
framework. These include: 

5 ‘Articulate principles of legal and ethical behaviour in online contexts.’ 

6 ‘Demonstrate the ability to use a range of database functionality (e.g. truncation, 
phrase searching, data limits, combining search terms, sorting, saving, exporting) 
within a single database and to interpret results (e.g. bibliographic or full text).’ 

7 From ‘Critical evaluate online interactions and tools’: 

 ‘Apply appropriate quality criteria to evaluate a range of resources (e.g. books, 

articles, websites, personal contacts) effectively.’ 

 ‘Contribute useful feedback on others’ contributions to an online interaction.’ 

 ‘Apply appropriate criteria to evaluating instances of online tools for their 

relevance to the study context.’ 

Table 2 shows a more detailed analysis of the components of the OU Digital and Information 

Literacy Framework.  
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Table 2. Open University Digital and Information Literacy Framework Review 

Digital and Information Literacy 
Framework 

Discussion 

Understand and engage in digital practices  

 

This includes understanding of legal principles 
and ethical behaviour in online contexts. 

Find information  

 

This is similar to CEN framework, but the latter 
focuses on the specific functions of the 
application, while this is more general. 

The key differences are: more focus on academic 
use (e.g. abstracts location); and searching 
databases; but these are certainly useful to some 
FE teachers. 

Critically evaluate information, online 
interactions and online tools  

 

This goes further than the CEN framework, and 
this may be appropriate for teachers. It is certainly 
stepping outside of a narrow functional approach 
to ICT applications. 

Manage and communicate information  

 

This is similar to CEN framework, with a broader 
application.  

Collaborate and share digital content  

 

This is similar to CEN framework, with a broader 
application.   

 
Digicomp 

The Digicomp framework has similar content to the CEN framework but is based on 
skills rather than applications. It also takes a wider perspective; one of its key areas is 
content creation, including programming, and considers the impact ICT has on the 
environment. It therefore offers an interesting alternative to compare and contrast with 
the CEN framework.  

Table 3 shows the aspects of Digicomp that would be worth considering for inclusion in 
the Digital Skills Enhancement Programme and to influence the CEN framework.  

Table 3. Digicomp objectives worth considering for inclusion in CEN Framework 

Area Objective Comments 

Information 

Browsing, searching and 
filtering information 

 Very similar to CEN. 

Evaluating Information To gather, process, understand and 
critically evaluate information   

Good definitions worth 
considering for inclusion. 

Storing and retrieving 
information 

To manipulate and store information 
and content for easier retrieval, to 
organise information and data 

Good definitions worth 
considering for inclusion. 

Communication 

Interacting through 
technologies 

To interact through a variety of digital 
devices and applications, to 
understand how digital 
communication is distributed, 
displayed and managed, to 
understand appropriate ways of 
communicating through digital 

A thorough description of the 
objective. 
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means, to refer to different 
communication formats, to adapt 
communication modes and strategies 
to the specific audience  

Sharing information and 
content 

To share with others the location and 
content of information found, to be 
willing and able to share knowledge, 
content and resources, to act as an 
intermediary, to be proactive in the 
spreading of news, content and 
resources, to know about citation 
practices and to integrate new 
information into an existing body of 
knowledge  

A thorough description of the 
objective. 

Engaging in online 
citizenship 

To participate in society through 
online engagement, to seek 
opportunities for self-development 
and empowerment in using 
technologies and digital 
environments, to be aware of the 
potential of technologies for citizen 
participation 

This is relevant to FE teachers. 

Collaborating through digital 
channels 

To use technologies and media for 
team work, collaborative processes 
and co-construction and co-creation 
of resources, knowledge and content 

This is particularly relevant to 
FE teachers and learning. 

Netiquette To have the knowledge and know-
how of behavioural norms in 
online/virtual interactions, to be 
aware of cultural diversity aspects, to 
be able to protect self and others 
from possible online dangers (e.g. 
cyber bullying), to develop active 
strategies to discover inappropriate 
behaviour 

It is recommended that this is 
added to CEN framework.  

Managing digital identity To create, adapt and manage one or 
multiple digital identities, to be able to 
protect one's e-reputation, to deal 
with the data that one produces 
through several accounts and 
applications 

It is recommended that this is 
added to CEN framework. 

Content creation 

Developing content To create content in different formats 
including multimedia, to edit and 
improve content that s/he has 
created or that others have created, 
to express creatively through digital 
media and technologies  

Very relevant to FE teachers. 

Integrating and re-
elaborating 

To modify, refine and mash-up 
existing resources to create new, 
original and relevant content and 
knowledge 

Very relevant to FE teachers. 

Copyright and Licences To understand how copyright and 
licences apply to information and 
content 

It is recommended that this is 
added to CEN framework. 

Programming To apply settings, programme 
modification, programme 

A difficult area – may be best as 
an optional extra.  
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applications, software, devices, to 
understand the principles of 
programming, to understand what is 
behind a programme 

Safety 

Protecting devices To protect own devices and to 
understand online risks and threats, 
to know about safety and security 
measure 

Safety and security area - 
consider if this improves 
wording. 

Protecting personal data To understand common terms of 
service, active protection of personal 
data, understanding other people’s 
privacy, to protect self from online 
fraud and threats and cyber bullying 

Safety and security area.  

Protecting health To avoid health-risks relating to the 
use of technology in terms of threats 
to physical and psychological well-
being 

Safety and security area.  

Protecting the environment To be aware of the impact of ICT on 
the environment 

Safety and security area.  

Problem solving 

Solving technical problems To identify possible problems and 
solve them (from trouble-shooting to 
solving more complex problems) with 
the help of digital means 

This is very relevant - but 
requires a decision about the 
appropriate level. 

Identifying needs and 
technological responses 

To assess own needs in terms of 
resources, tools and competence 
development, to match needs with 
possible solutions, adapting tools to 
personal needs, to critically evaluate 
possible solutions and digital tools 

Very relevant to FE teachers. 

Innovating and creatively 
using technology   

To innovate with technology, to 
actively participate in collaborative 
digital and multimedia production, to 
express oneself creatively through 
digital media and technologies, to 
create knowledge and solve 
conceptual problems with the support 
of digital tools 

Very relevant to FE teachers. 

Identifying digital 
competence gaps    

To understand where own 
competence needs to be improved or 
updated, to support others in the 
development of their digital 
competence, to keep up-to-date with 
new developments 

Very relevant. Fits with learning 
skills development area. 
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UNESCO 

The UNESCO ICT Competence Framework for Teachers (ICT_CFT) was developed 
internationally for teachers, and has a wider focus than other frameworks in that it 
considers teaching and pedagogy alongside ICT in a context of educational change. 
However, a key aspect of its aim is to improve the technological skills of the workforce. 

The Framework is based on three different approaches to teaching (three successive 
stages of a teacher’s development). The first is Technology Literacy: enabling students 
to use ICT in order to learn more efficiently. The second is Knowledge Deepening: 
enabling students to acquire in-depth knowledge of their school subjects and apply it to 
complex, real-world problems. The third is Knowledge Creation: enabling students, 
citizens, and the workforce they become, to create the new knowledge required for 
more harmonious, fulfilling and prosperous societies. 

These three approaches to teaching (technology literacy, knowledge deepening, and 
knowledge creation) are broken down by six aspects of a teacher’s work: 
understanding ICT in education; curriculum assessment; pedagogy; ICT; organisation 
and administration; and teacher professional learning.  Thus a framework of 18 
modules is created. 

 

Figure 2: The UNESCO ICT Competency Framework for Teachers 

Table 4 lists the objectives that are worth considering for inclusion in the DSEP.  The 
main point is to consider how these objectives and examples could be integrated into 
the delivery of DSEP. There is duplication with the CEN framework, but there are good 
points which could enhance the DSEP and in particular in a teaching context.  

Some general additions suggested by this framework are to include searching of 
databases (as in the OU framework), and also use of local area networks within 
colleges. The soft/personal skills of reflection and self-development form part of the 
framework, and confirm the recommendation that they be included in the DSEP.  

The list below illustrates some specific points that could aid teaching delivery:  

 identify online Open Educational Resources  

 create a lesson plan using ICT applications 

 develop some learning material using an authoring package 
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The key issue is to provide a teaching context for the delivery of the DSEP. This should 
be integrated into all aspects of the programme and, in addition, a new domain, 
‘Developing Content’ should be included in the skill set. This offers a powerful teaching 
context relevant to all teachers and also provides many opportunities for the use of ICT 
skills and applications to be employed together.  

Table 4 offer a rich range of examples that could enhance the delivery programme. 

Table 4. UNESCO Objectives worth considering for inclusion in CEN Framework 

Aspect of work Objective Example 

ICT: Basic Tools Describe and demonstrate the 
use of common hardware 
technologies. 

Discuss and demonstrate the basic 
operation of various hardware 
technologies, such as desktop 
workstations, laptops, printers, 
scanners, and hand-held devices. 

ICT: Basic Tools Locate off-the-shelf 
educational software packages 
and Web resources and 
evaluate them for their 
accuracy and alignment with 
curriculum standards and 
match them to the needs of 
specific students. 

Have participants search websites and 
catalogues to identify appropriate 
software for specified learning 
objectives or standards and analyse 
these packages for accuracy and 
curriculum alignment. Have 
participants discuss the criteria they 
used for analysing and evaluating the 
software. 

ICT: Complex Tools Operate various open-ended 
software packages appropriate 
to their subject area, such as 
visualisation, data analysis, 
role-play simulations, and 
online references. 

Demonstrate the use of a variety of 
software packages in the subject 
domain; have participants explore and 
demonstrate these packages. 

ICT: Knowledge 
Deepening  

Use an authoring environment 
or tools to design online 
materials. 

Demonstrate the use of an authoring 
environment or tools. Have participants 
work in groups to design an online unit. 

ICT: Knowledge 
Creation 

Describe the function and 
purpose of ICT production 
tools and resources 
(multimedia recording and 
production equipment, editing 
tools, publication software, 
web design tools) and use 
them to support students’ 
innovation and knowledge 
creation. 

Demonstrate a variety of software 
packages and digital production 
resources and describe how they 
support and advance students’ 
innovation and knowledge creation 
practices. Have participants analyse 
specific examples of use of these 
resources in their subject area and 
describe how they support student 
innovation and knowledge creation. 
Have participants use and evaluate 
these tools in a unit that they design. 

Curriculum & 
Assessment 

Identify key concepts and 
processes in the subject area, 
describe the function and 
purpose of subject-specific 
tools and how they support 
students’ understanding of 
these key concepts and 
processes and their application 
to the world outside the 
classroom. 

Demonstrate a variety of software 
packages in the subject area (such as 
visualisations in science, data analysis 
packages in mathematics, role-play 
simulations in social studies, and 
references resources in language) or 
engaging with an expert online, visiting 
an online museum, or running a web 
based simulation and describe how 
they support student understanding of 
key concepts in the subject and their 
application to solve complex problems.  
Have participants analyse specific 
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packages in their subject area and 
describe how they support concepts 
and complex problem solving in a 
learner-centred environment. 

Curriculum & 
Assessment 

 

Help students acquire ICT 
skills within the context of their 
courses. 

 

Have participants prepare a subject 
lesson plan that includes teaching on 
the use of ICT, such as word 
processors, web browsers, email, 
blogs, wikis, and other emerging 
technologies. Have participants 
demonstrate and teach the ICT skills to 
others. 

Curriculum & 
Assessment  

Help students use ICT to 
acquire the skills of searching 
for managing, analysing, 
evaluating and using 
information. 

Discuss characteristics of effective 
information-search and 

Information-management skills, and 
how ICT-based learning activities can 
support the development and 
demonstration of these skills; have 
participants generate examples of 
such activities.  

Curriculum & 
Assessment 

Help students use ICT to 
develop communications and 
collaboration skills. 

Discuss characteristics of 
communication and collaboration skills 
and how technology-based learning 
activities can support these skills; have 
participants generate examples of 
such activities. Have participants’ 
model effective communication and 
collaboration through participation in 
virtual professional learning 
communities.  

Organisation and 
Administration 

Identify the appropriate and 
inappropriate social 
arrangements to use with 
various technologies. 

Identify different hardware and 
software technologies and discuss 
corresponding social arrangements for 
their instructional use, such as with 
individuals, pairs, small groups, and 
large group 

Policy Identify key concepts and 
processes in content areas; 
describe the function and 
purpose of simulations, 
visualisations, data collection 
tools, and data analysis 
software and how they support 
students’ understanding of 
these key concepts and 
processes and their application 
to the world outside the 
classroom. 

Demonstrate a variety of software 
packages (and/or applets, interactive 
applications, learning objects) and 
describe how they support student 
understanding of key concepts and 
their application to solve complex 
problems.  Have participants analyse 
specific packages in their subject area 
and describe how they support 
concepts and complex problem 
solving. 

Curriculum & 
Assessment 

Identify and discuss how 
students learn and 
demonstrate complex cognitive 
skills. 

Discuss the characteristics of complex 
cognitive thought processes and how 
students acquire and demonstrate 
these. Have participants identify the 
use of these skills in their own work. 
Have participants explicitly incorporate 
the acquisition and demonstration of 
one or more of these skills in a lesson 
plan. Have participants reflect on the 
lesson plan implementation and offer 
suggestions for improvement.  



Research to inform Digital Skills Enhancement Programme 

DSEP_Research_report                                          Page 20 of 39                                          16.03.17 

 

Teacher Professional 
Learning  

Use ICT resources to enhance 
their productivity. 

Discuss different tasks that occupy 
participants’ time during the work day; 
discuss how ICT resources can be 
used to help with these tasks and 
enhance productivity; have participants 
use desktop computers, laptops, 
handheld devices, and software, such 
as a word processor, blogs, wikis, or 
other productivity and communication 
tools to help with one of the identified 
tasks. 

Teacher Professional 
Learning 

Use ICT resources to support 
their own acquisition of subject 
matter and pedagogical 
knowledge. 

Discuss different ICT resources that 
participants can use to increase their 
subject matter and pedagogical 
knowledge; have participants identify a 
personal professional development 
goal and create a plan for the use of 
various ICT tools to accomplish this 
goal, such as web browsers and 
communication technologies. 

Teacher Professional 
Learning 

Use ICT to access and share 
resources to support their 
activities and their own 
professional development. 

Discuss the various sources of online 
information and other resources that 
can be used to support professional 
learning; have participants conduct 
online searches for materials that 
support their professional learning 
goals; have them share and discuss 
the results of these searches and 
plans for implementation. 

Teacher Professional 
Learning 

Use ICT to access outside 
experts and learning 
communities to support their 
activities and their own 
professional development. 

Discuss the various sources of online 
experts and communities that can 
support professional learning; have 
participants conduct online searches 
for such experts and communities; 
have them communicate with experts 
and participate in communities and 
then share and discuss the results of 
these activities. 

Teacher Professional 
Learning 

Use ICT to search for, 
manage, analyse, integrate, 
and evaluate information that 
can be used to support their 
professional development. 

Discuss the importance of developing 
knowledge management skills related 
to the analysing of online resources 
integrating them into practice, and 
evaluating their quality; have 
participants describe, discuss, and 
demonstrate examples of their 
practices in this regard. 
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JISC 

The JISC ‘Developing digital literacy’ project material covers many aspects that are 
relevant to this project. It provides a model and a structure into which the DSEP content 
could be placed. The JISC approach to digital literacy covers six elements, which are: 

1 Information, data and media literacies  

2 ICT proficiency  

3 Digital creation, problem solving and innovation  

4 Digital communication, collaboration and participation  

5 Digital learning and development  

6 Digital identity and wellbeing 

Table 5 shows a simple analysis of the strengths and weaknesses of the approach in 
relation to the project. 

Table 5. Review of JISC Model 

JISC Digital Literacy 
framework 

Strengths Limitations 

Information, data and media 
literacies 

This is partly included in CEN 
framework but there focuses on 
functionality of applications, while 
this is more broadly applied. 

This is outside the scope of the 
project, but part of the skill set for 
users is to be able to make 
judgement about online 
information. 

ICT proficiency 

 

Same goals as CEN framework; 
the emphasis is on adapting, 
adopting and using digital 
resources, whereas this is not 
entirely clear in the CEN 
framework. 

 

Digital creation, problem 
solving and innovation 

 This is outside the scope of the 
project, but details skill set ‘to 
design and create digital materials 
to meet learning needs’.  

Digital communication, 
collaboration and 
participation 

This is partly included in CEN 
framework, although CEN focuses 
on functionality of applications; this 
focuses on learning and research. 

HE rather than FE focus; some 
common ground in learning, 
working online with others and 
information finding. 

Digital learning and 
development  

Using ICT to enhance personal 
learning.  

This is outside the scope of the 
project but details digital skills for 
aspects of ‘digital teaching 
including planning, assessment 
and feedback.  

Digital identity and well being Focus on professional staff. This is outside the scope of the 
project but but issues such as safe 
guarding yourself and managing 
your identity are relevant to FE. 
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The key benefits of this model are that it is important: 

1. to see ICT skills not in isolation but integrated into the professional and personal 
life of the individual. This should form part of the DSEP content.  

2. that ICT skills are not considered as learning how to master commonly used ICT 
office applications but as developing underpinning understanding far wider than 
application functions. 

3. that users can self-develop through using ICT skills 

4. to see online collaboration and communication as essential aspects of ICT skill 
development, and increasingly so in the future. 

 Summary: Framework analysis 2.1.6

The research indicates that the E-competency Framework for FE Teachers based on 
CEN Framework needs extending and modifying in order to meet the skill set that 
should be covered in the new DSEP. 

Overall, the CEN framework provides a reasonable structure, which can be enhanced 
by broadening its focus from solely ICT application skills. The key points are: 

1. Applications should not be considered in isolation but as integrated topics, since 

many tasks require the use of multiple applications. 

2. Although safety, security, copyright and legal issues are mentioned in the CEN 

framework descriptions, it is quite narrow in application. A wider view of these 

issues is required, to cover topics such as personal security, online slander and 

copyright /Creative Commons licences. 

3. Soft/personal skills are a vital component and need to be added and integrated 

into the framework. The skills include: 

 self confidence 

 learning skills to help user cope with change and transfer of 

understanding to new settings/contexts 

 investigatory skills 

 working independently 

4. Implementation of the new DSEP should cover the use of devices in a range of 

different contexts such as on the move as well as in a static location. The CEN 

Framework implies this but does not make it an explicit requirement. 

5. The framework should consider the teaching context for delivery of learning. 

Context is vital to engage and motivate learners. The UNESCO examples in 

Table 4 offer a range of illustrations of how to provide context. 

6. There should be some consideration of technical problem-solving, although 

more thought on the level required is needed. Learners need to be able to 

overcome the typical problems that people encounter when using ICT.  

The three key words are integration, soft skills and context.  
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Recommended extensions to the skill set 

From the review of other frameworks the report authors suggest that the skill set in the 

DSEP should be extended to include: 

1. Netiquette and managing your personal identity as part of the communications 

area 

2. Developing content - since this offers a powerful teaching context and many 

ways to integrate different applications 

3. Soft and personal skills 

4. Safety, security and legal aspects 

5. Solving technical problems. 

In addition, two specialist areas which are relevant to some FE teachers are: 

1. Graphic applications - images need to be integrated with other applications  

2. Audio and video in communication (e.g. How to edit media). This may be a little 
specialised, but is important for some teachers and students. 

Finally, the analyses of the frameworks reveal that there are a large number of related 

resources available and these should be reviewed as part of the delivery of a new 

DSEP.  

2.2 Engagement with FE and Skills sector 
stakeholders  

 Introduction 2.2.1

An important element of the research was eliciting comments and suggestions from 
leading practitioners, who responded enthusiastically with numerous contributions. 

 Approach 2.2.2

Primary engagement with stakeholders was through established networks and social 
network online forums. The forums included: 

1. ALT-MEMBERS Discussion list at ALT-MEMBERS@JISCMAIL.AC.UK  

2. ILT Curriculum Champions list at CHAMP-CURRICULUM@jiscmail.ac.uk  

3. FELTAG Special Interest Group at FELTAGSIG@jiscmail.ac.uk  

A discussion was posted (see Appendix 1) inviting people to give their views on the list 
of suggested DSEP content, drawing on the CEN ‘e-Competence Framework for ICT 
Users – Overview’, and also extended to cover the use of smart devices and social 
media (See Appendix 2). Direct emails were also used to follow up specific points and 
to prompt contributions from people within our networks who are experienced in the 
field. 

mailto:ALT-MEMBERS@JISCMAIL.AC.UK
mailto:CHAMP-CURRICULUM@jiscmail.ac.uk
mailto:FELTAGSIG@jiscmail.ac.uk
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A total of 26 people from Higher Education, Further Education, Adult and Community, 
Work-based and Offender Learning contributed to the discussion and through direct 
contact and expressed their views based on experience of working with FE learners 
and employers to develop digital skills. The discussion ran from from January 6th to 
January 26th 2017. All contributions have been anonymised and attributed as ‘Trainer’.  

 Review of the CEN framework by the sector  2.2.3

The respondents to the discussion group post accepted that the CEN ‘e-Competence 
Framework for ICT Users’ contained some of the skill set of personal digital skills that 
FE teachers and trainers need and which they can use and pass on to learners to 
improve their employability.  

The respondents all agreed that there were skills missing, and offered specific 
suggestions about these. These can be summarised as: suggestions about gaps in the 
framework; comments regarding accessibility skills; and a discussion based on whether 
a framework with a scope wider than purely ICT application skills would be more 
appropriate.  

Gaps in the framework 

The specific skills suggested are listed below: 

1. Knowing how to create a basic web-site page might be very useful, knowing 
about web domains, setting up emails and automatic forwarding etc. (Trainer 1, 
ILT Champions’ list) 

2. The basics of setting up and running a video conference/webinar/online 
meeting. (Trainer 2, ILT Champions’ list) 

3. Multimedia: simple video creation and editing; video formats and hosting 
basics; simple audio creation and editing; audio formats and hosting basics; 
image making, editing and sharing; in a social media context. (Trainers 3 and 4, 
ALT Discussion list) 

4. Cloud storage: Cloud storage basics; Cloud security; backups (Trainer 2, ALT 
Discussion list) as part of management of files: organising, tagging and sharing 

files, as well as securing and backing up. (Trainer 4, ALT Discussion list) 

5. Personalising applications for yourself or others: changing views, colours, 
magnification, using text to speech, navigating through long documents, 
choosing a better export format etc. (Trainer 5, direct email, Trainer 6, direct 
email) 

6. Legal requirement to make content accessible: Equality Act 2010 and Public 
Sector equality duty. (Trainer 7, direct email) 

7. Simple introduction to programming – ‘it’s so easy using Lego or similar that it’s 
a shame not to give them a taster (but needs some kit – Lego or Raspberry pi or 
similar)’. (Trainer 8 [direct email] + Trainer 9, ALT Discussion list) 

8. Copyright: fair sharing – what images and other content can I use and re-use 
and for what? A simple introduction to Creative Commons and public domain. 
(Trainer 3, ALT Discussion list) 
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9. Civil and professional use of social media - what knowledge and attitudes will 

an employer expect? (Trainer 3, ALT Discussion list) 

10. Information literacy –‘Is it fake? Am I liable if I share it? Can I trust it for my 

essay?  (library and current events all in one!)’ (Trainer 3, ALT Discussion list) 

11. Keeping yourself up-to-date (Trainer 7, direct email) 

12. Importing one document into another, such as a chart into a Word document. 
(Trainer 8, direct email) 

13. Right to focus on security in all aspects of IT – ‘important to change our attitude 

to it.’ (Trainer 8, direct email) 

14. ‘Condense A, B and C (domains) into one or two sessions as there is significant 
overlap between Word, Excel and PowerPoint (assuming you are using 
Microsoft)’. Cloud storage could be incorporated into D 'Using the web'. (Trainer 
9, ALT Discussion list) 

Accessibility 
Feedback on the framework was given by three stakeholders whose role is to advise 
on how FE and HE organisations can use technology to maximise accessibility. The 
overall feedback was that the key benefit for staff engaging in digital education is that 
resources in digital format can be the most accessible and barrier-free way of 
accessing the curriculum. 

With a bit of training and awareness it's one of the easiest and most effective 
ways of meeting obligations under the Equality Act and improving the learning 
experience for all learners. The key benefit for staff is that resources in digital 
format can be the most accessible. (Trainer 5)  

 
Suggestions included: 

 Word processing ‘Document Creation’/’Worksheet creation’ etc.  Rename 
those with a slightly different emphasis – ‘Creating quality documents’ and then 
in the underlying information you clarify that a key requirement of a quality 
document / presentation etc. is that it should minimise barriers to use. This 
would then include developing skill set in good practices that would define 
accessibility (for example, within a document setting, the use of heading styles, 
background colour, text alternatives to images, unique hyperlink text etc.). 

 Equality duty: Include something about the Equality Act 2010 ‘duty to make 
reasonable adjustments’ and the 2011 public sector equality duty (the equality 
duty) and using digital resources to meet the requirements.  

 Using the web Understand the potential of browser-based plugins that offer the 
opportunity to change colour, to have text read back, to magnify, to strip out 
extraneous content (e.g. text speech for Google Chrome, text to speech for 
Firefox). 

 Cloud based tools (googledocs) Being aware of tools that can check/evaluate 
accessibility features of Cloud-based tools.  
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 Safety/safeguarding online Staying safe online, eSafety for vulnerable 
learners; privacy settings in social media. 

 Multimedia Accessible multimedia. Understanding the importance of creating 
content that can be accessed by all users regardless of whether they can see, 
hear, or use a mouse to access it.  

 Mobile Understanding the potential of inbuilt usability/accessibility benefits of 
mobile/tablet hardware (iOS, Android etc.); exploring apps to enhance 
productivity and learning. 

 Webinar/VC broadcasting Incorporating aspects of inclusivity when planning, 
organising and delivering webinars. 

 Understanding how to personalise content accessed in MS Office, web, 
learning platforms. 

 Understand how to adapt and personalise resources used by an individual 
(e.g. using ‘text to speech’ software, enlarging font, changing background colour, 
etc.). 

A framework widened from ICT application skills 

The views from those contacted in the FE sector was that, whilst the framework was 
useful, it would benefit from being widened from ICT application skills - this would be 
more appropriate for FE teachers. The suggestions included: 

1. Complement the framework with the JISC digital capabilities framework  

2. Develop a matrix of the skills with examples.  
 

 A useful complement to this list might be the learner profile on the JISC digital 
capabilities framework. It is pitched more towards aptitudes and practices - ways 
of applying the how-to skills to meaningful tasks e.g. communication, discovery, 
problem solving etc. (Trainer 4, ALT Discussion list) 

 

 I would see a list of applications as a useful resource to associate with a generic 
framework… finding ways of describing (groups of) applications in relation to the 
practices they support: e.g. file management, collaboration etc. That provides a 
structure into which new and alternative applications can be fitted… (Trainer 4, 
ALT Discussion list) 

 

The point of any framework I think is that it should apply across settings and some 
distance into the future. And even if this only happens later in the process, when 
the technical skill is accomplished, it should make people think beyond the 
functional to the purposeful i.e. why and how an application might be useful to 
them. (Trainer 4, ALT Discussion list) 
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If you represented them (domains) against each other as a matrix, we could 
probably fill quite a lot of the cells with examples… a matrix could be quite useful, 
because each technology can be a vehicle for learning one or more skills – and 
vice versa. (Trainer 11, ALT Discussion list) 

 

A great contribution of your framework would be to link the opaque vocab to 
descriptors or examples in practice…start with the vocabulary of the functional 
skills curricula and tests, and work from there to the apps. You’re starting with the 
vocab the basic level users will be familiar with. (Trainer 11, ALT Discussion list) 

 Summary/Conclusions: stakeholder engagement  2.2.4

There was a hearteningly positive reaction from stakeholders when they learned of the 
research and the Digital Skills Enhancement Programme, which demonstrates a clear 
appetite for the work being done by the Foundation.  Comments varied widely, from 
one-off comments on a specific skill, to broader issues of accessibility, and a deeper 
perspective on the nature of the criteria that should be included in the framework: 
whether the focus should be on specific applications and skills, or on the uses to which 
these skills may be put.  Besides these perceptive comments, the research has also 
sparked a wider interest and commitment to looking afresh at the digital skills that 
teachers need, and how these might be delivered. 
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2.3 ICT skills that future employers expect 
of FE students 

A key objective of the consultation was to identify employers and seek their views to 
confirm the ICT skills that future employers expect of FE students. This was achieved 
through:  

 desk research 

 direct approach to six individual employers covering a wide geographical spread 
and of varied size (large private and small enterprises) 

 posting to two employee-based LinkedIn discussion forums 

 telephone interview with a business support service with a focus on the 
construction industry and digital skills training.  

 Desk research 2.3.1

Although there is a multitude of references online and in research papers to 
employability and ICT, perhaps surprisingly few are specific about precise needs in 
terms of applications or ICT skills. The exception is in the case of ICT professionals; 
there are clearly specific skills in demand. However, the focus of the research was on 
the wider aspect of all types of employee. There is a range of sources making a strong 
case that employers want more than employees who can just use commonly used ICT 
office applications. 

The Science, Technology, Engineering, and Mathematics Network defines 
Employability (Employability Skills, n.d), 'as the transferable skills needed by an 
individual to make them “employable”. Along with good technical understanding and 
subject knowledge, employers often outline a set of skills that they want from an 
employee.’ The STEM network's top transferable skill is 'Communication and 
interpersonal skills', which can relate to email and social media.  

Another widely cited soft skill for employability is the 'Ability to learn and adapt.' This 
links directly to the framework, and again employers have a general need for staff who 
can keep themselves up-to-date. The University of Kent (n.d) undertook simple 
analysis of a range of employer surveys looking at the employability of graduates ‘What 
are the top ten skills that employers want?’ It identifies commonly used ICT office 
applications as a general requirement, although not in the top ten but under ‘other skills 
that were seen as important’. However, it places initiative and motivation (which 
includes 'Learn new skills') as number 5. This reinforces the particular importance of 
the skill set of ‘Soft and personal skills: Able to cope, adapt to the changing ICT world’. 

The general indication is that employers regard the use of ICT applications in the 
round, rather than have a focus on individual ICT applications. This suggests that 
teaching office applications in an integrated way is appropriate.   
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One of the few sources that considered specific ICT need was the British Computer 
Society (n.d), who surveyed employers. Their report concluded that the following skills 
were appropriate for most roles in enterprises: 

 Email skills (97%)  

 Word processing (92%) 

 Spreadsheets (89%) 

 Social media (71%) 

This tends to support the view that communication is a key area, and also supports the 
conclusion that there is no particular priority across the ICT application areas (e.g. word 
processing, spreadsheets etc.).  

The Flux report (Right Management, 2014) includes ICT skills as amongst the 
important employee skills to enhance growth. They defined one of the characteristics of 
flux as the rapid pace of technological change.   

Adams (2015), a member of Forbes staff, reported that amongst the ten most important 
skills employers wanted was a ’proficiency with computer software programmes.'   

This lack of a particular focus when considering employers as a group perhaps should 
not surprise us, in that differences are likely to be contextual. An organisation based 
around office workers or administration is likely to focus on commonly used ICT office 
applications. Differences are only likely to emerge if we consider sectors such as 
manufacture, retail or construction, where other specific areas of application may 
emerge (e.g. stock control, design), but office applications are likely to feature as part 
of every organisation's administration. 

An interview with an organisation supporting the construction sector suggested that 
there are sector-specific differences, but not on a large scale. The use of commonly 
used office applications was often inefficient, and the need was for employees not 
simply to use them but to be able to apply them efficiently and effectively. Staff needed 
to be able to explore applications they were using and to be willing to try new 
applications to gain a full understanding of them. It was important for staff to have the 
ability to learn new skills, although the pace of technology change in construction is 
modest. This fits with the framework area of coping and adapting to the changing 
nature of technology. 

One area of employment that has become increasingly important in the last decade is 
self-employment; and we should not forget the entrepreneur and self-employed worker. 
An individual who starts a small enterprise is likely to need the skills within our 
framework, and also additional ones, such as: knowing how to create a basic website 
page; an understanding of web domains; as well as how to set up emails and automatic 
forwarding. This suggests that it is important to emphasise the framework areas of 
‘Solving technical problems’, ‘Soft and personal skills: Explore/investigate new 
situations independently’ and ‘Communication: Managing digital identity’.  
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 Individual employers’ views 2.3.2

Several employers that the researchers approached readily accepted the framework 
areas as generally meeting their requirements, and also emphasised a number of other 
needs. Responses were received from a wide range of employers; the specific needs 
suggested are listed below: 

 the ability to set up webinars and 'meet me' meetings, or to train others to do this 

 using Cloud-based collaborating technology such as Office 365, Dropbox, etc 

 typing skills, with a focus on improving productivity e.g. speed and accuracy 

 the need to understand cyber-security and specifically their personal 
responsibilities relating to data held by them or their organisation 

 an understanding of the five elements of the Government-backed Cyber 
Essentials initiative (H M Government 2014) 

 file management and the core functionality of the operating system - basic 
understanding of the main operating systems (e.g. Windows, MacOS and Linux) 

 ability to put together a simple page of content in HTML (if only to give a basic 
understanding of how the web works) 

 basic diagnostics for network connectivity issues over fixed links or WiFi, and 
connecting to projectors 

In summary, these employers are saying that their employees need to be able to work 
online, understand their personal responsibilities for cyber security, understand file 
management and the basics of operating systems, diagnose basics problems and 
understand how the web works. Some of these needs fit quite well with the framework 
areas such as: 

 Safety, security and legal aspects 

 Solving technical problems  

 Communication: Online Collaboration and Social Interaction 

The requirements with the least coverage in the CEN framework are operating system 
skills and typing, which are only implied in the framework. In summary, employers’ 
views are emphasising needs additional to the current coverage of the framework. 

 Other views 2.3.3

In addition to employers and secondary sources, the researchers also consulted with a 
range of specialists who, from their different perspectives, offered a variety of views. 
Some respondents clearly spoke for themselves, while others reflected the breadth of 
many years of experience and research. Their contributions have already been 
integrated into this report.  
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 Summary: Employer engagement  2.3.4

From the combination of reviews of published sources, comments from individual 
employers and input from specialists, the researchers have been able to reach general 
conclusions that reflect a consensus view. 

1. The framework is appropriate in meeting employers needs, with additional 

emphasis on particular aspects such as: 

 the need for skills in online collaborative working 

 integration of applications 

 soft skills - coping with continuous ICT developments and learning new skills 

 security 

 operating systems and file management 

 diagnosing basic technical problems 

 understanding how the web works. 

 

2. The self-employed may require additional skills such as: 

 creating a basic web site 

 digital marketing (embracing social media). 
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3 Conclusions 

The aims of the research were to confirm the skill set required for a Digital Skills 
Enhancement Programme (DSEP) to enable FE teachers and trainers to develop their 
personal digital skills so that they can prepare learners for future employment (or 
progression). The basis of the research was a systematic-rapid review of secondary 
sources of evidence, and engagement through established networks.  

The research indicates that the e-Competency Framework for FE Teachers based on 
CEN Framework requires extending and modifying. Overall, the framework provides a 
reasonable structure, but needs to be enhanced by broadening its focus from purely 
ICT application skills. 

From the combination of reviews of published sources, comments from individual 
employers and input from specialists, the researchers have been able to reach general 
conclusions that reflect a consensus view. 

1 It is not sufficient to be able to use ICT applications in isolation; for many tasks, 
they need to be employed together in an integrated manner. Employers expect that 
employees are able to switch between them in a straightforward way. However, 
neither are these technical skills sufficient in employment. ICT is continuously 
developing as new tools, approaches and methods become available. Employers 
want staff to be able to cope with change, independently learn new skills and to 
adjust to the typical problems that everyone encounters using digital technology.  

2 In the modern workplace, there are many and varied threats to the security of the 
business. Equally, individuals are also challenged with a loss of privacy, possible 
fraud and online bullying. It is therefore important that they understand the nature of 
the threats and their responsibility to the business. Employees must have the 
understanding and the skills to cope with security, safety and legal aspects of using 
technology. These are not confined to their working lives, but also as private 
individuals. For teachers there is an additional importance since they have a duty of 
care to their students, and also may need enhanced understanding of some areas 
such as copyright. 

3 Business, education and personal lives are increasingly spent online, so the skills to 
operate successfully online are key life skills. This is not confined to independent 
working (which is certainly part of the mix) but also with working and collaborating 
with others. In an educational setting, group working and learning is an important 
element, so this is an area of particular importance to teachers, and a powerful way 
to develop the students’ skills for their future employment. Employers also 
increasingly want staff to work collaboratively online. 

4 The delivery of any training programme needs to motivate the learners involved. 
This is often most successfully done through providing a meaningful context. For 
DSEP this is to place the training in a teaching context. This will attract the teachers 
who will easily see how it can benefit them. It is therefore vital to offer the whole 
programme of learning in this context, and also to include aspects such as 
developing content, which is central to most teachers’ working lives. Every teacher 
will have to develop material for lessons, seek suitable resources and adapt 
content. This offers a great opportunity to develop ICT skills. 
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4 Recommendations 

The research has identified a number of recommendations. These have been grouped 
by the project objectives and are listed below. 

Objective: confirm the skill set that should be covered in this programme  

The CEN framework offers a reasonable framework for developing a skill set through 
the DSEP programme with some additions and changes of emphasis. These include: 

a. An emphasis on the integration of applications, development of soft skills (e.g. 
coping with technological change) and an overarching teaching and learning context  

b. Enhancing the communications area with sections on netiquette and managing 
online personal identity 

c. The use of devices in a range of different contexts, e.g. on the move as well as in a 
static location basic technical problem-solving  

d. Adding and integrating soft/personal skills development into the programme and 
framework: e.g. self-confidence, learning skills to help user cope with change and 
transfer of understanding to new settings/contexts, investigatory skills and working 
independently 

e. Providing an overall teaching context for delivery of learning in order to engage and 
motivate participants in the programme e.g. tasks to develop content 

f. Safety, security and legal aspects 

g. Solving technical problems 

In addition, two specialist areas should be considered which are relevant to some FE 
teachers: 

h. Graphic applications   

i. Audio and video applications. 

Objective: confirm ICT skills expectations that future employers have of FE 
students 

The CEN framework covers many of employers’ needs, but some additions and 
changes in emphasis are recommended. These include: 

j. a focus on online collaborative working 

k. integration of applications 

l. developing soft skills (e.g. coping with ICT development and learning new skills) 

m. understanding security (e.g. personal responsibilities) 

n. understanding the basics of operating systems and file management 
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o. diagnosing basic problems 

p. understanding how the web works 

In addition, realising that self-employment may require additional skills such as: 

q. creating a basic web site 

r. digital marketing which embraces social media. 

  



Research to inform Digital Skills Enhancement Programme 

DSEP_Research_report                                          Page 35 of 39                                          16.03.17 

 

5 References 

Adams, S (2015), Forbes, The 10 Skills Employers Most Want In 2015 Graduates, 
http://www.forbes.com/sites/susanadams/2014/11/12/the-10-skills-employers-most-
want-in-2015-graduates/#1730dc1a19f6(last accessed on 6 February 2017) 

Beetham and Sharpe (2010), Developing Digital Literacies, 
https://www.jisc.ac.uk/guides/developing-digital-literacies (last accessed on 14 
February 2017)  
 

BCS (2014) Digital skills from the employers' perspective 
http://www.bcs.org/content/ConWebDoc/52325 (last accessed on 8 March 2017) 

BCS (n.d), Digital literacy and employability, http://www.bcs.org/category/17854  (last 
accessed on 6th February) 

CEN Workshop Agreement (2013) ‘e-competence framework for ICT users’ (CEN 
Framework) ftp://ftp.CEN.eu/CEN/Sectors/List/ICT/CWAs/CWA%2016624_1.pdf (last 
accessed on 8 March 2017) 
 
Clarke, A (2008), E-Learning Skills, Second Edition, Palgrave MacMillan 
 
Clarke, A (2011), How to Use Technology Effectively in Post-Compulsory Education, 
Routledge 
 
Digicomp (2014), Digital Competences for Teachers, http://www.digital-competences-

for-teachers.eu/ (last accessed on 11 February 2017) 

Equality Act 2010, https://www.equalityhumanrights.com/en/equality-act/equality-act-
2010 (last accessed on 15 March 2017) 

H M Government (2014), Cyber Essentials Scheme, 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/317480/
Cyber_Essentials_Summary.pdf (last accessed on 9th February 2017) 

JISC (n.d), Developing digital literacies, https://www.jisc.ac.uk/guides/developing-

digital-literacies (last accessed on 11 February 2017) 

JISC (n.d), Building digital capability (https://www.jisc.ac.uk/rd/projects/building-digital-

capability (last accessed on 15 March 2017) 

JRC (2013), DigiComp: A framework for developing and understanding digital 

competences in Europe, http://ftp.jrc.es/EURdoc/JRC83167.pdf (last accessed on 11 

February 2017) 

Open University (n.d), Digital and Information Literacy Framework, 

http://www.open.ac.uk/libraryservices/subsites/dilframework/level2 (last accessed on 

11 February 2017) 

Public Sector Equality Duty (2011) https://www.equalityhumanrights.com/en/advice-
and-guidance/public-sector-equality-duty (last accessed on 15 March 2017) 



Research to inform Digital Skills Enhancement Programme 

DSEP_Research_report                                          Page 36 of 39                                          16.03.17 

 

Right Management (2014), The Flux Report - Building a resilient workforce in the face 
of flux, http://www.rightmanagement.co.uk/wps/wcm/connect/right-uk-
en/home/thoughtwire/categories/thought-leadership/The+Flux+Report+-
+Building+a+resilient+workforce+in+the+face+of+flux (last accessed on 6th February) 

The Science, Technology, Engineering, and Mathematics Network (n.d), Employability 
Skills, 
http://www.exeter.ac.uk/ambassadors/HESTEM/resources/General/STEMNET%20Em
ployability%20skills%20guide.pdf (last accessed on 6th February) 

UNESCO (2011), Competence Framework for Teachers, Version 2, 

http://unesdoc.unesco.org/images/0021/002134/213475E.pdf (last accessed on 11 

February 2017) 

University of Kent (n.d), https://www.kent.ac.uk/careers/sk/top-ten-skills.htm (last 

accessed on 6th February) 

White, J (2015), Digital Literacy Skills for FE Teachers, Sage Publishing  
 
 
 
 
  



Research to inform Digital Skills Enhancement Programme 

DSEP_Research_report                                          Page 37 of 39                                          16.03.17 

 

Appendix 1: DSEP Indicative content  

Indicative content as in the Foundation proposal 

In March 2014 the BCS, the Chartered Institute for IT, ran a focus group to explore the 
current employer attitudes to digital skills (digital literacy) within UK workplaces and to 
promote digital literacy as a key employability skill.  

‘The group identified a number of areas that were considered vital across virtually all 
sectors of employment and that a core / base level of knowledge was important. There 
should be a good understanding of handling smart devices and associated PDAs as 
this is relevant in many areas of employment. To complement this there needs to be 
familiarity with the standard range of “office” software applications.  

The group felt that there was an overwhelming need for knowledge on how to access 
and handle data appropriately and in particular to be able to use and benefit from 
engaging with social media in the workplace, which should be accompanied with 
knowledge of e-safety and how to protect brand and reputation.’  

http://dlfl.bcs.org/content/conWebDoc/52325   

A breakdown of what might be covered under these broad headings, referred to as 
Domains, is contained in the e-competence framework for ICT users.  

The list of suggested content below draws on this framework but also extends it to 
cover the use of smart devices and social media.  

We (the Foundation) would focus our support material under the following headings
4
: 

Domains  
A Word processing  

 Document Creation  
 Content Organisation  
 Document Collaboration and Interaction  
 Document Automation  
 Document Output and Storage  

B Spreadsheets  
 Workbooks and Worksheet Creation  
 Formulas and Functions  
 Use and Apply Charts and Graphs  
 Data Analysis and Organisation  
 Spreadsheet Output and Storage  
 
 

                                                           

4 The list below is drawn from e-Competence Framework for ICT Users – Overview. This CEN Workshop 

Agreement is publicly available as a reference document from the CEN Members National Standard Bodies.  
CEN members are the national standards bodies of Austria, Belgium, Bulgaria, Croatia, Cyprus, Czech Republic, 
Denmark, Estonia, Finland, Former Yugoslav Republic of Macedonia, France, Germany, Greece, Hungary, Iceland, 
Ireland, Italy, Latvia, Lithuania, Luxembourg, Malta, Netherlands, Norway, Poland, Portugal, Romania, Slovakia, 
Slovenia, Spain, Sweden, Switzerland, Turkey and United Kingdom.  
ftp://ftp.cen.eu/CEN/Sectors/List/ICT/CWAs/CWA%2016624_1.pdf   

http://dlfl.bcs.org/content/conWebDoc/52325


Research to inform Digital Skills Enhancement Programme 

DSEP_Research_report                                          Page 38 of 39                                          16.03.17 

 

C Presentations  
 Presentation Creation  
 Content Organisation  
 Graphic and Multimedia Effects  
 Presentation Delivery and Storage  

D Using the web  
 Using the Browser  
 Online Search  
 Security  
 Online Awareness  
 Information Assessment  
 Online Services  
 Information Sharing  

E Communication and social media  
 User Configuration  
 Security  
 Information Exchange via Email  
 Contact Creation and Organisation  
 Scheduling  
 Online Collaboration and Social Interaction  
 Using social media for communication*5  
 Social media protocols and best practice*  

 
F Using mobile devices*  

 Range of devices available *  
 Security*  
 Communicating*  
 Apps and applications*  

 

  

                                                           

5
 Note the items marked * have been added to the original CEN list by the Foundation 
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Appendix 2: Discussion lists posting 

To ALT-MEMBERS@jiscmail.ac.uk  

Hi all  

I’m doing some research to update the set of personal digital skills that all FE teachers 
and trainers need and which they can use and pass on to learners to improve their 
employability.  

Can I ask you to have a quick look at this e-competence framework and suggest what 
should be added or clarified and what could be taken away?   

An example suggestion might be: basic file types (pdf, jpg, etc) – when each is useful 
or appropriate 

Please get back to me with your suggestions.  If you’ve got your own list of basic digital 
skills, that would be helpful too! 

 Many thanks 

To FELTAGSIG@JISCMAIL.AC.UK  

I’m doing some research for a Digital Skills Enhancement Programme to enable all FE 
teachers and trainers to develop their personal digital skills so that they would be 
competent to deliver ICT up to level 2 if required, and able to prepare learners for future 
employment or progression. 

The focus here is less about the pedagogy of e-learning and more about just ensuring 
teachers have the basic personal digital skills that learners would need to reach ICT 
level 2.  The assumption is that teachers would then be empowered to make their own 
individual choices about how they use these skills in their teaching.  But the expectation 
is that they will be used in all subjects to improve learners' employability. 

Can I ask you to have a quick look at this e-competence framework and suggest what 
should be added or clarified and what could be taken away?   
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