Walk through on ICT Mark interface with schools
This walk through intends to show the way in which a school applies for the ICT Mark (first time) using the Naace SRF tool and how the Naace Administration team process their request.

Stage 1 – school applies
When a school has filled in all aspects at level 2, the School Admin account(s) is/are given a new button on the “overview” screen and their “Your settings” page. (Note that the text boxes do not have to be filled in to get this button.) The position of the buttons are shown below:
Overview screen:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz001.jpg]
Your Settings screen:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz002.jpg]
The school clicks on the “Request ICT Mark Assessment” button to generate the request.

Stage 2 – School fills in request form
On clicking on the button, the School Admin is taken to the request form.
The first part of the form confirms the schools details:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz003.jpg]Note that should any of the filled in details be incorrect, the School Admin is requested to return to the “Your settings” screen and update their information.
“Other School details” refers to information that is either missing from the school record, or requires a checking ie. a check on pupils on roll for invoicing purposes. The school website field is compulsory.
The second part of the form provides information for administering the request:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz004.jpg]



In these fields the Headteacher’s permission is required. If the School Admin is known to be the Headteacher this is automatically completed (but can be altered at this stage). The permission box (first) is compulsory.
Links to further information on the main Naace website is provided before the form is submitted.


The submission is accepted, and the school is presented with a ‘progress screen’:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz005.jpg]This screen is also shown under the “ICT Mark” button and MAY also contain details of previously successful  ICT Mark submissions.
Clicking on the hyperlink against this submission ie. the date under requested will provide information about that submission. In this case there is only one submission so it is the same as clicking on the button “Current ICT Mark”. The “Current ICT Mark” takes the School Admin to most recent submission in progress.
The current ICT Mark screen looks like this:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz006.jpg]the screen contains all the information gathered from the form and is updated when an Assessor is appointed and a Moderator if applicable, as well as when an Assessment Date is agreed by the Assessor.
NB. Once a submission is made, the two new buttons, “ICT Mark” and “Current ICT Mark” appear on all screens when the School Admin is logged in.

Stage 3 – Handling a request in the Naace office.
Once a submission has been made it appears as a RED “Awaiting Attention” item on the main administration dashboard (note no email is sent as it is assumed that the Naace administrator is handling these requests frequently).
[image: Macintosh HD:Users:gareth:Desktop:Google ChromeScreenSnapz001.jpg]
To deal with the request, click on the “Waiting Attention” link.
[image: Macintosh HD:Users:gareth:Desktop:Google ChromeScreenSnapz002.jpg]
The screen shows a list of assessments and their status. Click on the school to handle the request or bring up details of that request eg:
[image: Macintosh HD:Users:gareth:Desktop:Google ChromeScreenSnapz003.jpg]Here you can allocate an Assessor or Moderator from those active on the system via the dropdown box (this may be altered to cater for the number of potential assessors).
Enter the cost of the assessment. This should include all other charges if there are any.
At the bottom is a “History” pane of actions completed.

On clicking the “update” button, two emails are sent. One to the Headteacher email address, and one to the Assessor. The next screen reports this.
[image: Macintosh HD:Users:gareth:Desktop:Google ChromeScreenSnapz004.jpg]
[image: Macintosh HD:Users:gareth:Desktop:PostboxScreenSnapz002.jpg][image: Macintosh HD:Users:gareth:Desktop:PostboxScreenSnapz001.jpg]
On returning to the entry a number of updates have taken place:
[image: Macintosh HD:Users:gareth:Desktop:Google ChromeScreenSnapz005.jpg]The Naace Admin can “Remove” the assessor (and allocate a new one). The assessor shown has a link to their record.


The History has been updated, showing which Admin account allocated the assessor, and who was allocated.



Stage 4 – assess by the Assessor and reviewing the school’s SRF
Having received the notification email, the Assessor logs onto the Naace DRF site. They have a new button on all screens, “ICT Mark”
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz007.jpg]
By clicking on the “ICT Mark” button, a list of schools they have been allocated is shown (Here there are two, The May 9th School is the one being used here for the walk through.)
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz008.jpg]Note that the system warns the Assessor that they are on their “Demo SRF” at the moment. An assessor switches to the appropriate school’s SRF by clicking on name of the school (this can also be done through the “Change Institution” button.
Although the next screen shows the template ‘preparation for visit email’ to be sent to the School Admin, the Assessor, having switched to the school, needs to click on the “Self Review” top menu item to access the school’s SRF and review its contents. (We shall look at the ‘preparation for visit email’ as the next stage.)
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz010.jpg]
Drilling down to the aspect, the Assessor may individual comments and suggestions using the Assessor field:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz011.jpg]
These comments can bee seen by the School Administrator. The Assessor should use these fields to elucidate points or ask for clarification. This should be summarised in the ‘email’ he/she will send to the School Admin to prepare the school for the visit.

Stage 5 – Sending the ‘preparation for visit email’
Once the Assessor has reviewed the SRF of the school he/she uses the ‘preparation for visit email’ template to communicate key information with the school as per the Assessor guidelines. To access this again, click on the “ICT Mark” button and the school concerned.
The template email can be used by the Assessor to provide different information to the school during the process of negotiation for a visit, by selecting different paragraphs during the process, although the intention is that the norm will be to send one email rather than more.
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz012.jpg]
This first paragraph covers points you wish to make that may require a revision of the school’s SRF before the visit.
The second paragraph enables the Assessor or the school to suggest dates for the visit.
Note, the proposed agenda and foci are the subject of a second email.


Clicking on the “Check Email before Sending” button allows the Assessor to check the text, and return if necessary to edit, before sending the email.
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz013.jpg]
Stage 6 – recording the Assessment visit date, providing the agenda and foci
Assuming that the Assessor and school agree a date via email, the Assessor must record the agreed date on the system. To do this he/she should return to “ICT Mark” screen found under the button of the same name. Note on the screen the Status has changed to “Initial contact made”.
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz014.jpg]Note also that the Assessor should NOT complete this screen by filling in the Assessment Date unless he/she has deemed the school is ready, as this moves the process on to creating the proposed agenda and providing the foci.
To move that process on, the Assessor fills in the date and updates the record. An email from Naace is sent confirming the visit date:
[image: Macintosh HD:Users:gareth:Desktop:PostboxScreenSnapz003.jpg]
Clicking the “Update” button, provides a screen to provide the foci and proposed agenda for the visit. Guidance on this is found in the Assessor handbook.
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz015.jpg]
Clicking on “Save Changes” will save the text entered, although it can still be edited for being sent to the school.
The changed screen is shown below:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz016.jpg]








· Clicking on “Save Changes” will simply save any changes the Assessor has made to the text fields.
· Clicking on “Send Agenda” will provide an email with the Agenda, foci and allow some comment text to be added – it can be reviewed before sending using the “Back” button. See:
[image: Macintosh HD:Users:gareth:Desktop:FirefoxScreenSnapz017.jpg]
Provided the Assessor is happy, clicking “Send Message” will send the email to the School Admin.
· ONLY when the Agenda has been agreed, should the Assessor tick the “Ready for Visit” box, as this finalises all processes BEFORE the visit. For example, the School cannot alter their SRF text or statements. Click on “Save Changes” with the ““Ready for Visit” box ticked, carries out this act.

NEXT STAGE = ASSESSOR’S REPORT (Code to be completed)

Finally, the system records the History of actions so that the Naace Admin team can see where the Assessor has got with the school. This can be accessed from the School’s record (bottom of the screen – ICT Mark Assessments button):
[image: Macintosh HD:Users:gareth:Desktop:Google ChromeScreenSnapz006.jpg]
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Dear DUV Assessor,

‘You have been assigned to assess the following institution:
‘The May 9th School

Support House

42 Really Street

Goodtown

Goodshire

GD1 10D

‘The administrator's name at the institution is: George Formby

To access the SAF data please log into the SRF and select the institution
name from the it

1f you have any queries please use the ‘Contact us' form available on the.
site, or telephone the Sel-review Framework support line on 0115 748 4363
during offce hours.

Regards
Naace SRF Team
W naace.co.uk
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Dear George Formby,
‘Organisation: The May 9th School wytestschool.sch.uk

“Thank you for your request for ICT Mark assessment for the Naace Self
Review Framework. The provisional cost of assessment is £250.00
(subject to change depending on the assessor's report to Naace).

Details of the allocated assessor
Name: DUV Assessor
Emall: assess@davidviner.com

1f you have any queries please use the ‘Contact us' form avallable on the.
site, or telephone the Sel-review Framework support line on 0115 748 4363
during offce hours.

Regards
Naace SRF Team
wwvnaace.co.uk
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Welcome to the Self-review Framework (SRF) Name: DJV Assessor

Insttution: My Demo SRF

[ LogOui | [ YourSefings |
In April 2012, the Department for Education transferred all responsibility e
for the SRF to Naace (The ICT Association). This new site provide a o {nheng Inetiion; ol CT, Motk wme)
refreshed and updated SRF tool including °
« Faster, smple-to-use Interface; <
« Overview screen with ‘traffic light" indication of how near you are Y

to achieving your objectives;

« School administration level to set-up and control other users'
access to your SRF;

« Improved summary screens and export functions;
« Discussion Forum for SRF and ICT Mark users to share practice;
« Easier communication with Naace

Not used the SRF before?

Sign up for an account right now! Just click on the Register button and you'll have instant access to the online tool. An
annual subscription cost no more than £50.

Renewing your account

If you are a present user of the SRF online tool and have ot logged in since September 15, your account will have
expired. In order to renew your account you must login and take out a subscription. Click on the Renew Account
button to see the different options are available. There's a video walk-through of the process here.

Transfer of data from the Becta tool
Transfer of data from the old Becta tool is no longer a service we can provide.
Want further help?

You will find further information on the FAQs page, but if you have further questions or want to discuss your school's
needs, you can contact Naace, either via this contact form or on 0115 748 4363, during office hours.

More information on how schools have used the SRF can be found on the Naace website,




image15.jpeg
Settings Name: DJV Assessor

Institution: My Demo SRF

[ Logow | [ Yoursetings |

} Setings .} ICT Mak Assssmers )

[ Ghange nstituion| [ ICT Mark |
ICT Mark Assessments for DIV Assessor

The May sth school| 091052013 | - | Assessor Alocatea] DV Assessor | Not Allcatea]
Davias Test School 12092013 - | Assessor Aliocatea] DV Assessor| Not Allcated]





image16.jpeg
FAQs | SelfReview | AccountCreation | Forum | Contactus

Settings

News

Feedback

A+

= e T e

Self Review
Framework

for ICT

Name: DJV Assessor

Institution: The May 9th School

AssessmentNumber | 285111

Log Out Your Setings

J
Institution | The May 9th School (GD1 10D) I [ Change institution| [ ICT Mark |
Staus | Assessor Alocated ]
Head Teacher | George Formby (enquiries @advisorymatters.co.uk) ]
Gontact | George Formby (enquiries @advisorymatters.co.uk) ]
Date Requested | ovay 2013 )
Vist Detals | Afer the summer haiterm break ]
ssessor | DIV Assessor ]
I

Woderator | NotAlocatea





image17.jpeg
Self Review

e S ———
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1. inall curriculum areas. This enables pupils to develop their ICT capabilty in a wide range of relevant
contexts and gain maximum benefit from their use of ICT across the curriculum.

Mapping has identified and developed links between pupils' ICT capability and their use of ICT in most
2. curriculum areas. Planning takes careful account of these so that pupils experience progressive use of
ICT in a range of contexts.

5, Planning recognises the interdependence of the development of pupils' ICT capability and their use of
ICT in other curriculum areas and has made clear links between the two.

4, There is some interaction between those planning for the development of pupils' ICT capabilty and
those planning for the use of ICT in some curriculum areas.
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have concers about. Ifyou | | Following these alterations, can you also let me know when it s best to next review your data in

have made comments in | | Preparation for the visit?
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me with a time to arive,
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Please read through the email contents to make sure they are correct.

Dear George

1 have been appointed your assessor for your application for the ICT Mark. As your assessor Naace has given me
read-access to your SRF within the online tool

Looking at your SRF there are a number of issues that need to be resolved before the visit can take place.

Lorem ipsum dolor it amet, consectetur adipiscing elit. Nullam luctus felis non erat tincidunt pellentesque sed id
purus. Vivamus imperdiet massa ut arcu tristique consequat. Aliquam eget blandit velit. Donec enim enim, faucibus
nec accumsan tempus, vulputate nec mauris. Sed feugiat orci sit amet magna dignissim pulvinar. Suspendisse nec
nisl eu felis adipiscing aliquam at id sem. Praesent posuere nibh ac ipsum ultrices condimentum. Phasellus non nibh
id urna gravida porta. Quisque ut eros massa.

Following these alterations, can you also let me know when it is best to next review your data in preparation for the
visit?

Therefore, T would be grateful if you could provide me with some available dates to complete the assessment visit
which will take about half a day. Please also provide me with a time to arrive in the morning or afternoon.

Once we have agreed a date and time, T will come back to you with a proposed agenda for the half-day and the foci
for the visit based on your SRF, together with a list of documents you cite in your evidence that need to provided

My contact details are ...

DV
erwq@eved.com
0202 135678

1f you have any questions, please o get in touch.

Regards
DIV

DIV Assessor

www.naace.co.uk

Send Email |

Retur To Edit Email |




image20.jpeg
Settings Name: DJV Assessor

[Home - Setings ) ICT Mark Assessmants .-} Assossment eitor Tus ey s ohood
Assessment Number | 28511 [ togOut [ YourSetings |
Institution | The May 9th School (GD1 10D) [ Change insttuion) [ ICT Mark |
status | nital Contact Made
Head Teacher | George Formby (enquiries@advisorymatters.co.uk)

Contact | George Formby (enquiries @advisorymatters.co.uk)
Date Requested | 9vay, 2013
Vit Detais | Afterthe summer haferm break
Assessor | Dav Assessor
Moderator | Not Alocated
INPORTANT. Only i In th assessment date once th Insttuon s ready forassessment. Thi wil move the process onlo the
nextstage (st
Assessment Date: ‘ [ @
[ Update |





image21.jpeg
noreply@naacesrf.com
enquiries@advisorymatters.co.uk

Dear George Formby,
‘Organisation: The May 9th School wwtestschool.sch.uk

‘As agreed between yourself and your assessor (DJV Assessor)
the date of your assessment has been set o:
30 May, 2013

1f you have any queries please use the ‘Contact us' form avallable on the.
site, or telephone the Sel-review Framework support line on 0115 748 4363
during offce hours.

Regards
Naace SRF Team
v naace.co.uk
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Assessor DUV Assessor
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Focus Elements.

Visit Agenda.
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Institution: The May 9th School

Assessment Number|
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‘The May Sth School (GD1 10D)

[ togout ] |

| Change Insiuton) |

Your Setiings

ICT Mark

Status

Assessment Date Agreed

Head Teacher

George Formby (enquiries@advisorymatters.co.uk)

Contact George Formby (enquiries@advisorymatters co.uk)
Dale Requesied__| 9 May, 2013

Vit Detals | Aftr the summer hat-term break

Assessor DUV Assessor
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Assessment Date _| 3010512013

Focus Elements.

Cras fermentum, dolor in hendrerit posuere, arcu nunc dignissim urma, commodo imperdiet nisi dolor in
sapien. Integer iaculis lacus eget massa tempus Scelerisque. Proin accumsan SUSCIpit fels in convalls.
Pellentesque congue portitor varius. Maecenas vehicula turpis eget neque soliitudin blandit. Nullam at
justo ut dui dignissim pellentesque solicitudin sed arcu. Morbi ultrices diam a nulla elementum sit amet
blandit neque tempor.

Visit Agenda

‘Suspendisse inferdum honcus arcu, non adipiscing turpis scelerisque sed. Integer mi ipsum, fringila
eget tincidunt non, tincidunt ut nibh. Pelentesque habitant morbi tristique senectus et netus et
malesuada fames ac turpis egestas. In hac habitasse platea dictumst. Vestioulum sl mi, rutrum
Iaoreet bibendum eu, laoreet at nulla. Suspendisse potenti. Magcenas tincidunt nunc a elt dignissim
iaculis. Aliquam erat volutpat. Nam turpis ibero, tincidunt non euismod et, incidunt eu velit. Duis
adipiscing libero ut ibero auctor ut tincidunt leo condimentum. Aliquam egestas, enim et pretium

Click the following button to enter some comments and email the agenda to the school: | Email Agenda |

Ready For Visit

[Tick when the school has agreed the agenda and s ready for the Assessors Vst
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‘The May 9th School

Comments

Focus Elements.

Cras fermentum, dolor in hendrerit posuere, arcu nunc dignissim uma, commodo imperdiet nisi dolor in
sapien. Integer iaculis lacus eget massa tempus scelerisque. Proin accumsan suscipit felis in convalls.
Pellentesque congue porttor varius. Maecenas vehicula turpis eget neque sollicitudin blandit. Nullam at
justo ut dui dignissim pellentesque sollcitudin sed arcu. Morbi ultices diam a nula elementum sit amet|
blandit neque tempor.

Visit Agenda

‘Suspendisse interdum thoncus arcu, non adipiscing turpis scelerisque sed. Integer mi ipsum, fringila eget
tincidunt non, tincidunt ut nibh. Pellentesque habitant morbi tristique senectus et netus et malesuada fames|
ac turpis egestas. In hac habitasse platea dictumst, Vestioulum nisl mi, rutrum laorest bibendum eu, laorest
atnulla. Suspendisse potenti. Maecenas tincidunt nunc a elit dignissim iaculis. Aliquam erat volutpat. Nam
turpis fibero, tincidunt non euismod et, tincidunt eu velit. Dus adipiscing fibero ut fibero auctor ut tincidunt|
leo condimentum. Aliguam egestas, enim et pretium pretium, quam sem pellentesque livero, eu commodo
sapien odio non sem. Suspendisse adipiscing, nisl at congue vulputate, nisl dolor placerat ipsum, a
dignissim massa nulia at orci. In pellentesque tempus ligula, id omare nunc ultrcies bibendum. Nullam
omare ipsum et sapien tristique euismod.
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Contact George Formby

Head Teacher George Formby (enauiries@advisorymatters.co.uk)
Order No P0101010

Requested Assessor | John Sprockett.

Visit Details After the summer half-term break

——r [ DV Assessor (ORemove  petails

Moderator

[ (select)
Cost of Assessment | 25000 | (ex VAT but include ALL OTHER charges here)
Assessment Date 30 May, 2013

9 May, 2013 14:31:07 - [Assessment Date Agreed] - DIV Assessor (DIVASSESSOR) j‘

Assessment date of 30/05/2013 agreed

9 May, 2013 14:35:01 - [Assessment Date Agreed] - DIV Ass:

Focus Elements and Visit Agenda updated

or (DIVASSESSOR) J‘

9 May, 2013 14:57:16 - [Assessment Date Agreed] - DIV Ass:

or (DIVASSESSOR) J‘

Focus Elements and Visit Agenda updated

9 May, 2013 14:57:16 - [Ready For Visit] - DIV As:

sor (DIVASSESSOR) )
Stotus chenged to Ready For Visit

(_update |
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Overview

Level Aiming For: Extending Learning through ICT - level 2

Name: George Formby

Insttution: The May 9th School

5 [ LogOut | [ YourSettings |
(et o] B | s
e ——
L = | || [

I

5. Professional Development

L
—

[ RequestIGT Mark Assessment |

Key to standard

[ = onor above

= 1 below

[ = 2 or more below

il to be addressed

not completed

text partially completed
[ = text completed
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Instituion

[The May 9th School

| srFiD=2851

‘School Number

(URN for England/Wales, SEED number or Scotland, Inst Ref No for Northarn Ireland)

Name George Formby |pasess | [spponriome |
Logn Narme GFORMBY | |roson |
Account Type Scool Admin | |

Current password

[ o155 [Gaaiom

Enter new password

[y [come

Confrm new password

‘ Post Code ‘ 01100

Telephone

[a1502511849

“Caum’y ‘ United Kingdom

Main Email Address.

garetn.n.h.davies@gmail.com

Your Email Address

enquiries@advisorymatters.co.uk

Your Job Title

Headteacher

Level Aiming For

[ Extending Learning through ICT - level 2 ¢ |

Preferred Language

| English (eng)

‘Aspect Display Order

[ Level 1atthe Top ¢ |

‘Account Expiry Date.

9 May, 2014 (+ grace time)

Faciltator Comments

‘Access is: [ School Admin Only

[ Save Settings |

| Staff Accounts |

[ Request CT Mark Assessment |
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Main School Details

If any of the main school and contact details below are missing or incorrect then please update them first on your settings

screen.
Name of School ‘The May 9th School
Address ‘Support House

42 Really Street

Goodtown

Goodshire.

GD1 10D

United Kingdom
Phone. 441502511849

School Number

Contact Name.

George Formby

Contact Job Title

Headteacher

Contact Email Address

enquiries@advisorymatters.co.uk

Other School Details’

Please update any missing or incorrect information below.

Number of pupis on roll*

w1

School Web Site"

‘School Twitter Feed
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This Booking Form Is Your Order
A purchase order number may be entered below. Naace will invoice the ICT Mark assessment fee after the agreed visit date.

Invoice Address
(ifdiferent to school adcfess)

Your Order Number (optional)

Assessor Naace will generaly allocate your assessor, but you are free to nominate one here if you wish.

Visit Details

AUTHORISATION

) * 1 agree to submit my school fo ICT Mark assessment and to make such payment as published according to the size of my
School as curentl listed by Edubase (www.education.gov.ukledubase) (1o be completed by head teacher). Please note
that should you withdraw from the process, a cancellaton fes may be charged.

) Naace notfes the local MP when a school In their constituency achieves ICT Mark accrediation. Tick this box if you are
happy for us o supply individual contact detals to the MP / Local Authorty should these be requested.

(2] 1am happy to receive further information from Naace about s other actviies, products, publications and events.

() 1am happy to receive further information from Naace sponsors about their activiies, events and products.

Head Teacher” | George Formoy

Head Teacher's Emal Address”

enquiries@advisorymatters.co.uk

NOTES

‘When your booking is received we will check that your evidence from the Self-review Framework is complete and mets the ICT
Mark threshold level. When the evidence s ready we wil allocate an assessor who will again review it and contact you to arrange
the assessment. The date and agenda will both be arranged in consultation with the school.

Further information:

« The ICT Mark assessment visit
« Assessment Fees
« Naace Membership for ICT Mark Schools

( Submit Form |
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Settings

(=

} ICT Mark Assessments

Your request for an ICT Mark assessment has been saved - we will contact you in the next few days.

ICT Mark Assessments for The May 9th School

oo0s2013 | -

| Not Allocatea] Not Alocated

Name:

eorge Formby

Institution: The May 9th School

[ LogOu | YourSetings |
Support | [ Current ICT Mark |
CT ark
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