
 Year 11 ICT Medium Term Plan 
Autumn Term 

 

Learning 
Overview 

(Contents) 

•  D a t a  a n d  I n f o r m a t i o n   

•  F i l e  M a n a g e m e n t   
Software Application: 

•  W o r d  P r o c e s s i n g  

•  M a i l  M e r g e  f r o m  d a t a b a s e s  a n d  s p r e a d s h e e t s   
 

Assessment 
Opportunities 

Half Term project / assessment    

Textbooks 
Published Lesson 
Resources 

Pearson Edexcel – International GSCE – Information and Communication Technology ( ICT ) (9-1) 
ISBN 978–1–4469–3881-2 

 

Home Learning 
Resources 

 

Knowledge 
organisers 

ICT REVISION .docx 

 

Week 
Number 

Learning Overview / objective  
What should pupils know, understand and be able to do by the end of the 

week? 
 

1  
Unit 5: Applying Information and Communication 

Technology  
Chapter 13: Applying ICT  

 

 
Identify types of software applications and their purpose  
Differentiate between data and information  
Identify types of data   
Enter, organize, develop, refine and format information 
Apply editing techniques to meet needs  

 

2  
Unit 6:  Software Skills 

Chapter 14: File Management  
 

Save work and keep information secure 
Use appropriate filenames and formats 
Create and manage files and folder structures 

https://capitalschoolbahrain-my.sharepoint.com/:w:/p/basma_alaradi/EXbxf57sj-RFvqrKjnMbwqcB_tzwYgGeIeZ85bPp4yAqMg?e=rPFUaR


3  
Unit 6:  Software Skills 

Chapter 14: File Management 

 
Save work and keep information secure 
Use appropriate filenames and formats 
Create and manage files and folder structures  

4  
Unit 6:  Software Skills 

Chapter 15: Word Processing   
 

Enter and edit text  
Use SPAG (spelling, punctuation and grammar) tools  
Use formatting tools: 

•  P a r a g r a p h  f o r m a t t i n g  

•  A l i g n m e n t   

•  F o n t  f o r m a t t i n g  

•  T e x t b o x   

 

5  
Unit 6:  Software Skills 

Chapter 15: Word Processing   
 

Use Columns and Tables tool 
Use Page Layout tools 
Integrate in a single document: 

•  C h a r t s  

•  T a b l e s  

•  I m a g e s  

•  t e x t  f r o m  d i f f e r e n t  f i l e s  

•  t e x t b o x e s  

•  g r o u p i n g  /  l a y e r i n g   

•  v a l u e s  f r o m  s p r e a d s h e e t s   

 

6  
Unit 6:  Software Skills 

Chapter 15: Word Processing   
 

Identify document elements 
Produce documents in different document types  
Use standard conventions 
Use mail merge from word processor, spreadsheets and databases 

7  Half term assessment / project   Unit 6: Chapter 15: Word Processing  

 

 



 Year 11 ICT Medium Term Plan 
Autumn Term 

 

Learning 
Overview 

(Contents) 

Software Application: 

•  G r a p h i c s  i n  b i t m a p  a n d  v e c t o r   

•  C o m b i n i n g  s h a p e s  a n d  t e x t   

•  E d i t  i m a g e s   

•  C r e a t e  t e m p l a t e  a n d  m a s t e r  s l i d e   
Create slides: 

•  I n s e r t  t e x t ,  i m a g e s ,  h y p e r l i n k s  a n d  a c t i o n  b u t t o n s  

•  I n s e r t  a n i m a t i o n s  a n d  t r a n s i t i o n s  
o  P r i n t  h a n d o u t s   

Assessment 
Opportunities 

End of Term Formal Assessment    

Textbooks 
Published Lesson 
Resources 

Pearson Edexcel – International GSCE – Information and Communication Technology ( ICT ) (9-1) 
ISBN 978–1–4469–3881-2 

 

Home Learning 
Resources 

 

Knowledge 
organisers 

ICT REVISION .docx 

 

Week 
Number 

Learning Overview / objective  
What should pupils know, understand and be able to do by the end of the 

week? 
 

1  
Unit 6:  Software Skills 
Chapter 16: Graphics   

 

 
Explain features of image types: bitmap, vector  
Create images combining basic shapes and text: 

•  r e c t a n g l e s  ( i n c l u d i n g  s q u a r e s )  

•  c i r c l e s  ( i n c l u d i n g  o v a l s )  

•  l i n e s   

•  t r i a n g l e s   

•  a r r o w s  a n d  t e x t b o x e s    

 

https://capitalschoolbahrain-my.sharepoint.com/:w:/p/basma_alaradi/EXbxf57sj-RFvqrKjnMbwqcB_tzwYgGeIeZ85bPp4yAqMg?e=rPFUaR


2  
Unit 6:  Software Skills 
Chapter 16: Graphics   

 

Edit images: 
•  C r o p  

•  A d d  c a p t i o n s /  t e x t  

•  E d i t   

•  D e l e t e   

 

3  
Unit 6:  Software Skills 

Chapter 17: Presentations 
 

 
Create a template / master slide: placeholders, footer, slide number, background, font 
enhancements (bold, underline, italic) 

 

4  
Unit 6:  Software Skills 

Chapter 17: Presentations 
 

Create slides  
•  I n s e r t  t e x t  

•  I n s e r t  i m a g e s  

•  I n s e r t  a c t i o n  b u t t o n s   

•  I n s e r t  h y p e r l i n k s  

•  A d d  a n i m a t i o n s  a n d  t r a n s i t i o n s   
5  

Unit 6:  Software Skills 
Chapter 17: Presentations 

 

Create slides  
•  I n s e r t  t e x t  

•  I n s e r t  i m a g e s  

•  I n s e r t  a c t i o n  b u t t o n s   

•  I n s e r t  h y p e r l i n k s  

•  A d d  a n i m a t i o n s  a n d  t r a n s i t i o n s   

6 Unit 6:  Software Skills 
Chapter 17: Presentations 

 

 
Create slides and print handouts: 

•  T w o  t o  a  p a g e  

•  T h r e e  t o  a  p a g e  

•  N o t e s  P a g e s   

•  F u l l  p a g e  

•  H e a d e r s  a n d  f o o t e r s  

 

7  End of term assessment    Unit 6:  Software Skills: 
Chapter 14: File Management  
Chapter 15: Word Processing 
Chapter 16: Graphics  
Chapter 17: Presentation 
 

 

 



 Year 11 ICT Medium Term Plan 
Spring Term 

 

Learning 
Overview 

(Contents) 

Software Application: 

•  U s e  a  t e m p l a t e :  t a b l e s  /  f r a m e s ,  s t a n d a r d  p a g e  f e a t u r e s ,  b a n n e r s ,  m e n u  /  
n a v i g a t i o n  

•  I n s e r t  t e x t ,  i m a g e s ,  b u t t o n s ,  a n i m a t i o n s   

•  F o r m a t  a  w e b p a g e :  h e a d i n g s ,  s u b - h e a d i n g s ,  b o d y  t e x t ,  a l i g n m e n t  

•  U s e  H T M L  c o d e :  i n s e r t  h y p e r l i n k s ,  i n s e r t  i m a g e s ,  f o n t  e n h a n c e m e n t s   

•  D a t a  t y p e s   

•  F o r m a t  a  w o r k s h e e t  

•  U s e  a r i t h m e t i c  o p e r a t i o n s ,  s i n g l e  a n d  m u l t i p l e  o p e r a t o r s ,  a b s o l u t e  a n d  r e l a t i v e  
c e l l  r e f e r e n c i n g   

•  U s e  f u n c t i o n s  a n d  f o r m u l a e   

•  I n s e r t  G r a p h s /  c h a r t s  a n d  f o r m a t   

•  P r i n t  u s i n g  d a t a  v i e w  a n d  f o r m u l a  v i e w  

Assessment 
Opportunities 

Half Term project / assessment     

Textbooks 
Published Lesson 
Resources 

Pearson Edexcel – International GSCE – Information and Communication Technology ( ICT ) (9-1) 
ISBN 978–1–4469–3881-2 

 

Home Learning 
Resources 

 

Knowledge 
organisers 

ICT REVISION .docx 

 

Week 
Number 

Learning Overview / objective  
What should pupils know, understand and be able to do by the end of the 

week? 
 

1  
Unit 6:  Software Skills 

Chapter 18: Web Authoring  
 

 
Use a template :  

•  t a b l e s  /  f r a m e s   

•  s t a n d a r d  p a g e  f e a t u r e s   

https://capitalschoolbahrain-my.sharepoint.com/:w:/p/basma_alaradi/EXbxf57sj-RFvqrKjnMbwqcB_tzwYgGeIeZ85bPp4yAqMg?e=rPFUaR


 
 

•  b a n n e r s   

•   m e n u  /  n a v i g a t i o n  
 

Insert: 
•  t e x t   

•  i m a g e s  

•   b u t t o n s   

•   a n i m a t i o n s   

 

2  
 
 

Unit 6:  Software Skills 
Chapter 18: Web Authoring  

 
 

 
Format a webpage:  

•  h e a d i n g s   

•  s u b - h e a d i n g s   

•  b o d y  t e x t   

•  a l i g n m e n t  

3  
 
 

Unit 6:  Software Skills 
Chapter 18: Web Authoring  

 
 
 

 
Use HTML code:  

•  i n s e r t  h y p e r l i n k s   

•   i n s e r t  i m a g e s   

•   f o n t  e n h a n c e m e n t s   

 

4  
Unit 6:  Software Skills 

Chapter 19: Spreadsheets 

 
Understand data types  
 
Format a worksheet: 

•  c e l l  t y p e s   

•  c e l l  b o r d e r s   

•  g r i d l i n e s   

•  t e x t  w r a p  

•   r o w  h e i g h t  

•   c o l u m n  w i d t h   

•  c e l l  b o r d e r s  a n d  s h a d i n g   

•  m e r g e / s p l i t  c e l l s   

•  h i d e  c e l l s   

•   d a t e  a n d  t i m e   

•   p e r c e n t a g e   



•  c u r r e n c y   

•  d e c i m a l  p l a c e s    

•   

5  
Unit 6:  Software Skills 

Chapter 19: Spreadsheets  

Use Formulae: 
•  a r i t h m e t i c  o p e r a t i o n s  ( a d d i t i o n ,  s u b t r a c t i o n ,  

m u l t i p l i c a t i o n  a n d  d i v i s i o n )   

•   s i n g l e  a n d  m u l t i p l e  o p e r a t o r s   

•  a b s o l u t e  a n d  r e l a t i v e  c e l l  r e f e r e n c i n g  

6 Unit 6:  Software Skills 
Chapter 19: Spreadsheets  

 
Use functions: 

•  S U M  

•  A V E R A G E  

•  M I N  

•  M A X  

•  C O U N T  ( C O U N T A ,  C O U N T I F )  

•  L E N G T H  

•  P R O D U C T   
 
Use features: 

•  M u l t i p l e  w o r k s h e e t s   

•  S o r t i n g   

•  F i l t e r i n g   

 

7  Unit 6:  Software Skills 
Chapter 19: Spreadsheets 

 
 

Half term project  

 
Insert graphs and charts: 

•  P i e  c h a r t  

•  L i n e  c h a r t  

•  B a r /  C o l u m n  c h a r t  

•  S c a t t e r g r a m  
 

Select appropriate chart and format  by adding: 
•  t i t l e   

•  a x i s  l a b e l s   

•  l e g e n d s   

•  a x i s  s c a l e  

•  t r e n d  l i n e .  

 
Print using data view and formula view  

 



 



 Year 11 ICT Medium Term Plan 
Spring Term 

 

Learning 
Overview 

(Contents) 

•  I d e n t i f y  d a t a  t y p e s   

•  S t r u c t u r e  o f  a  d a t a b a s e   

•  I d e n t i f y  v a l i d a t i o n  c h e c k s   

•  S o r t  u s i n g  d i f f e r e n t  w a y s   

•  I n p u t  i n f o r m a t i o n  t o  d i f f e r e n t  t a b l e s  /  f o r m s  a n d  f o r m a t  a c c o r d i n g l y .  

•  U s e  s e a r c h  a n d  q u e r i e s  

•  P r o d u c t  o u t p u t s :  r e p o r t s ,  m a i l  m e r g e ,  d e s i g n  v i e w  a n d  d a t a s h e e t  v i e w   
 

Assessment 
Opportunities 

End of term assessment      

Textbooks 
Published Lesson 
Resources 

Pearson Edexcel – International GSCE – Information and Communication Technology ( ICT ) (9-1) 
ISBN 978–1–4469–3881-2 

 

Home Learning 
Resources 

 

Knowledge 
organisers 

ICT REVISION .docx 

 

Week 
Number 

Learning Overview / objective  
What should pupils know, understand and be able to do by the end of the 

week? 
 

1  
Unit 6:  Software Skills 

Chapter 20: Database Management   
 
 

 

 
Identify data types :  

•  A l p h a n u m e r i c  /  t e x t  

•  N u m e r i c  /  n u m b e r  

•  D a t e  

•   C u r r e n c y   

•  L o g i c a l  /  B o o l e a n  
 

Explain structure of a database: 
•  r e c o r d  

https://capitalschoolbahrain-my.sharepoint.com/:w:/p/basma_alaradi/EXbxf57sj-RFvqrKjnMbwqcB_tzwYgGeIeZ85bPp4yAqMg?e=rPFUaR


•  f i e l d  

•   t a b l e  

•   P r i m a r y  k e y  /  f i e l d   

•  F o r e i g n  k e y  /  f i e l d  

•  R e l a t i o n s h i p s  b e t w e e n  t a b l e s   

 

2  
 
 

Unit 6:  Software Skills 
Chapter 20: Database Management   

 
 

 
Explain the need for validation and identify validation checks: 

•  R a n g e  c h e c k  

•  P r e s e n c e  c h e c k  

•  T y p e  c h e c k  

•  L e n g t h  c h e c k  

 
Sort using: 

•  S i n g l e  f i e l d   

•  M u l t i p l e  f i e l d s  

•  A s c e n d i n g  o r d e r   

•  D e s c e n d i n g  o r d e r   

 
Input information to different tables / forms and format accordingly. 
 

3  
 
 

Unit 6:  Software Skills 
Chapter 20: Database Management   

 
 
 

Use search / queries:  
•  S i n g l e  c r i t e r i o n  

•   M u l t i p l e  c r i t e r i a    

•   S e a r c h  w i t h i n  r e s u l t s  

•  R e l a t i o n a l  o p e r a t o r s  

•  L o g i c a l  o p e r a t o r s    

 

4  
Unit 6:  Software Skills 

Chapter 20: Database Management   
 

Use search / queries:  
•  S i n g l e  c r i t e r i o n  

•   M u l t i p l e  c r i t e r i a    

•   S e a r c h  w i t h i n  r e s u l t s  

•  R e l a t i o n a l  o p e r a t o r s  

•  L o g i c a l  o p e r a t o r s    

 

5  
Unit 6:  Software Skills 

Chapter 20: Database Management   

Produce output: 
•  M a i l  m e r g e  

•  R e p o r t s  

•  S p e c i f i e d  f i e l d s  



 •  T a b l e s  s t r u c t u r e  

•  Q u e r i e s  /  s e a r c h e s  

•  F o r m s  

•  R e l a t i o n s h i p s  

•  Q u e r y  r e s u l t s  

6 Unit 6:  Software Skills 
Chapter 19: Spreadsheets 

Chapter 20: Database Management   

 
Revision 
Past Papers – Focusing on Spreadsheets and Database Management  

 

7 Assessment   
Paper 1 (Unit 1- Unit 4) 
Paper 2(Unit 5 and Unit 6)  

 

 


