
Business 
Letter

How to set up a formal 
business letter

Paragraph Marks, 
spacing, inserting 
images, align tool

Importance of formal 
communication

Business 
Letter

Creating a mail merge 
letter

Linking a database, using 
merge fields, automatic 

dates

Benefits of Automating 
office processes

Spreadsheet 
Skills

Using spreadsheets to help 
make business decisions

Fill handle, absolute and 
relative cell referencing

Improving productity & 
efficiency

Spreadsheet 
Skills

Using spreadsheets to 
analyse data

Formulae with absolute and 
relative cell referencing

Improving productivity & 
efficiency

Advanced 
Spreadsheet Skills

Using Functions to 
analyse data

SUM, MAX, MIN & 
AVERAGE functions

Improving productity & 
efficiency

Advanced 
Spreadsheet Skills

Using Advanced Functions 
to analyse data

Using VLOOKUP, RANK, 
SUMIF functions

Improving productity & 
efficiency

Advanced 
Spreadsheet Skills

Creating tables, slicers 
and pivot tables

Using tables and pivot 
tables to analyse 

business data

Improving productity & 
efficiency

Creating and mailmerging a formal business letter independently

Assessment 1

Assessment 2

Advanced 
Spreadsheet Skills

Creating tables, slicers 
and pivot tables

Using tables and pivot 
tables to analyse 

business data

Improving productity & 
efficiency

Advanced 
Spreadsheet Skills

Creating a dashboard to

Using slicers and 
creating charts. 

Formatting.

Improving productity & 
efficiency

Introduction to 
ICT

This unit, students will learn..
How to log on and create good 

passwords.
Learn to organise their files and 

documents.
How to use Microsoft teams.

Using outlook and emails

This unit, students will learn..
The importance and use of 

Microsoft word.
The difference between word and 

PowerPoint.
The key functions in PowerPoint

Using Word 
and PowerPoint

This unit, students will learn..

How to be safe while online.

How to search for information 

online.

The laws which govern the 

computing world.

How computers are misused. 

Understand what is meant by 

hacking.

How to avoid health problems 

associated with the use of 

computers.

E-Safety and using 
the internet 

This unit, students will learn...

What scratch program is used for. 

The main features of the scratch 

program.

Simple game design.

The basics of all programming 

constructs.

The different tools to design a 

simple computer game.

Scratch Programming

Year

9

Year

12

Year

7

Year

8

Computing Vocational Learning Journey Template

10
Year

11
Year

13
Year

Understanding 
Computers

This unit, students will learn..

What a computer is.

Input and output devices.

How the computer views all data 

as binary (4 bit).

Simple binary arithmetic (addition).

The importance of ascii.

Storage devices

Networks

Data RepresentationConcerns regarding Computing.Logic and Languages

UNIT 1: Fundamentals of IT

1. Understand computer 
hardware

2. Understand computer software
3. Understand business IT 

systems
4. Understand employability and 

communication skills used in an IT 
environment

5. Understand ethical and 
operational issues and threats to 

computer systems

UNIT 5: Virtual and 
augmented reality

1. Understand virtual and 
augmented reality and how they 

may be used
2. Be able to design virtual and 
augmented reality resources

3. Be able to create a virtual or 
augmented reality resource
4. Be able to predict future 
applications for virtual and 

augmented reality

UNIT 2: Global information

1. Understand where information is 
held globally and how it is transmitted 
2. Understand the styles, classification 

and the management of global 
information 

3. Understand the use of global 
information and the benefits to 
individuals and organisations

4. Understand the legal and regulatory 
framework governing the storage and 

use of global information
5. Understand the process flow of 

information 
6. Understand the principles of 

information security 

UNIT 13: Social media and digital 
marketing

1. Understand digital marketing
2. Understand the use of social 

media in a business
3. Be able to plan content and 

propose appropriate social media 
channels for digital marketing 

campaigns
4. Be able to develop social media 

digital marketing campaigns

UNIT 18: Computer systems 
- hardware

1. Understand the components of 
a computer system

2. Be able to propose a computer 
system for identified business 

requirements
3. Be able to build or upgrade 

computers
4. Be able to test and evaluate the 
functionality of computer systems

BTEC Digital 
Information 
Technology 
• Project planning 
• Designing and 

creating user 
interfaces 

• Presenting data 

Cambridge Technical 
Introductory 
Diploma in ICT 
• Communication
• Critical thinking
• Problem solving/ 

Decision making
• Time 

management

Creating and mail merging 
a formal business letter 
independently

Creating a spreadsheet to help 
analyse the strengths and 
weaknesses of a business

Component 1: Exploring User Interface 
Design Principles and Project Planning 

Techniques

A Understand interface design for 
individuals and organisations

B Be able to use project planning 
techniques to plan, design and develop a 

user interface
C Be able to review a user interface.

Component 3: Effective Digital
Working Practices

A Modern technologies 
B Cyber security

C The wider implications of digital 
systems 

D Planning and communication in digital 
systems 

(Links to Component 1 A1, A2, B1)

Component 2 Collecting,
Presenting and Interpreting Data

A Understand how data is collected and 
used by organisations and its impact

on individuals
B Be able to create a dashboard using 

data manipulation tools
C Be able draw conclusions and review 

data presentation methods.

Component 3: Effective Digital
Working Practices

A Modern technologies 
B Cyber security

C The wider implications of digital systems 
D Planning and communication in digital 

systems 

(Links to Component 1 A1, A2, B1)

This unit, students will learn…
That Computer networks are 

everywhere around the world.
How the internet functions.

The different ways we can set up a 
Network.

How data is sent across the internet.

Architecture of the CPU
This unit, students will learn…

The CPU and it’s function within 
the computer.

The different types of storage 
devices within the computer.

The factors which help the CPU 
perform better.

This unit, students will learn…
how the computer views data.

the function of Binary.
Binary arithmetic.

Hexadecimal: what it is used for and 
why it is used

The purpose of ASCII and why it is 
significant.

Computer NetworksData Representation

MS PowerPoint 
MS Word
Programming Skills
• Scratch 

Programming Skills
• Python   
• HTML 

Extended writing 

MS Excel



Business 
Letter

How to set up a formal 
business letter

Paragraph Marks, 
spacing, inserting 
images, align tool

Importance of formal 
communication

Business 
Letter

Creating a mail merge 
letter

Linking a database, using 
merge fields, automatic 

dates

Benefits of Automating 
office processes

Spreadsheet 
Skills

Using spreadsheets to help 
make business decisions

Fill handle, absolute and 
relative cell referencing

Improving productivity & 
efficiency

Spreadsheet 
Skills

Using spreadsheets to 
analyse data

Formulae with absolute and 
relative cell referencing

Improving productity & 
efficiency

Advanced 
Spreadsheet Skills

Using Functions to 
analyse data 

SUM, MAX, MIN & 
AVERAGE functions

Improving productity & 
efficiency

Advanced 
Spreadsheet Skills

Using Advanced Functions 
to analyse data 

Using VLOOKUP, RANK, 
SUMIF functions 

Improving productity & 
efficiency

Advanced 
Spreadsheet Skills

Creating tables, slicers 
and pivot tables

Using tables and pivot 
tables to analyse 

business data

Improving productity & 
efficiency

Creating and mailmerging a formal business letter independently

Assessment 1

Assessment 2

Advanced 
Spreadsheet Skills

Creating tables, slicers 
and pivot tables

Using tables and pivot 
tables to analyse 

business data

Improving productity & 
efficiency

Advanced 
Spreadsheet Skills

Creating a dashboard to 

Using slicers and 
creating charts. 

Formatting.

Improving productity & 
efficiency

Introduction to 
ICT

This unit, students will learn..
How to log on and create good 

passwords.
Learn to organise their files and 

documents.
How to use Microsoft teams.

Using outlook and emails

This unit, students will learn..
The importance and use of 

Microsoft word.
The difference between word and 

PowerPoint.
The key functions in PowerPoint

Using Word 
and PowerPoint

This unit, students will learn..

How to be safe while online.

How to search for information 

online.

The laws which govern the 

computing world.

How computers are misused. 

Understand what is meant by 

hacking.

How to avoid health problems 

associated with the use of 

computers.

E-Safety and using 
the internet 

This unit, students will learn...

What scratch program is used for. 

The main features of the scratch 

program.

Simple game design.

The basics of all programming 

constructs.

The different tools to design a 

simple computer game.

Scratch Programming

This unit, Students will learn...

The way the modern computer is 

built.

The functions and characteristics of 

the CPU.

The different memory components 

of the computer.

Year

9

Year

12

Year

7

Year

8

Computing Learning Journey Template

10
Year

11
Year

13
Year

Understanding 
Computers

This unit, students will learn..

What a computer is.

Input and output devices.

How the computer views all data 

as binary (4 bit).

Simple binary arithmetic (addition).

The importance of ascii.

Storage devices

System Architecture

This unit, Students will learn...
that we use Algorithms every day.
the different waysthe computer 

searches for data.
the different ways the computer sorts 

data.
how to design algorithms using both 

flowcharts and pseudocode.
How to fix errors in their algorithms.

Algorithms
This unit, Students will learn...

the detailed concepts in 
programming.

the application of algorithms in 
Python.

Advanced programming concepts: 
arrays, records and lists.

Databases in SQL.

Programming

This unit, Students will learn...
that we use networks 

everywhere.
the different types of networks 

and how they are managed.
how the internet works through 

protocols and layers.

Networks
This unit, Students will learn..

The multiple threats to a network.
how to avoid the threats before they 

affect a network.
how to eliminate threats after a 

network has been attacked.
The maintainance of a computers 

operating system.

Software and Security

This unit, Students will learn...
how the computer views and works 

with data for sound and images.
Binary and ASCII.

Binary arithmetic.
Hexadecimal.
Compression.

Networks

Data Representation

This unit, Students will learn...
The ethical, cultural and 

environmental concerns regarding 
the Digital world.

Students will think about both the 
positives and negatives of our 

digitally advancing world.

Concerns regarding Computing.

This unit, Students will learn...
how the computer makes decisions.
How this might link to the evolving 

digital world.
the advanced creation of programs.

how to create highly functioal 
programs.

Logic and Languages

This unit...
Students will review everything they 

have done on Algorithms, 
programming and the creation of 
robust program on the creation of 

an advanced program.

Algorithms and Programming

UNIT 1: Fundamentals of IT

1. Understand computer 
hardware

2. Understand computer software
3. Understand business IT 

systems
4. Understand employability and 

communication skills used in an IT 
environment

5. Understand ethical and 
operational issues and threats to 

computer systems

UNIT 5: Virtual and 
augmented reality

1. Understand virtual and 
augmented reality and how they 

may be used
2. Be able to design virtual and 
augmented reality resources

3. Be able to create a virtual or 
augmented reality resource
4. Be able to predict future 
applications for virtual and 

augmented reality

UNIT 2: Global information

1. Understand where information is 
held globally and how it is transmitted 
2. Understand the styles, classification 

and the management of global 
information 

3. Understand the use of global 
information and the benefits to 
individuals and organisations

4. Understand the legal and regulatory 
framework governing the storage and 

use of global information
5. Understand the process flow of 

information 
6. Understand the principles of 

information security 

UNIT 13: Social media and digital 
marketing

1. Understand digital marketing
2. Understand the use of social 

media in a business
3. Be able to plan content and 

propose appropriate social media 
channels for digital marketing 

campaigns
4. Be able to develop social media 

digital marketing campaigns

UNIT 18: Computer systems 
- hardware

1. Understand the components of 
a computer system

2. Be able to propose a computer 
system for identified business 

requirements
3. Be able to build or upgrade 

computers
4. Be able to test and evaluate the 
functionality of computer systems

OCR GCSE Computer 
Science 
• A01- Knowledge 
• A02- Application 
• A03- Analysis and 

Evaluation
Extended writing 
Programming Skills
• Python  

Cambridge Technical 
Introductory 
Diploma in ICT 
• Communication
• Critical thinking
• Problem solving/ 

Decision making
• Time 

management
• Extended writing 

Creating and mail merging 
a formal business letter 
independently

Creating a spreadsheet to help 
analyse the strengths and 
weaknesses of a business

Computer Networks
This unit, students will learn…
That Computer networks are 

everywhere around the world.
How the internet functions.

The different ways we can set up a 
Network.

How data is sent across the internet.

Architecture of the CPU
This unit, students will learn…

The CPU and it’s function within 
the computer.

The different types of storage 
devices within the computer.

The factors which help the CPU 
perform better.

Data Representation
This unit, students will learn…
how the computer views data.

the function of Binary.
Binary arithmetic.

Hexadecimal: what it is used for and 
why it is used

The purpose of ASCII and why it is 
significant.

Programming Skills
• Python   
• HTML 

Extended writing 

MS PowerPoint 
MS Word
Programming Skills
• Scratch 

MS Excel


