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SUPPORTING DELIVERY OF THE T LEVEL FOUNDATION YEAR IN DIGITAL
ET-FOUNDATION.CO.UK
T LEVEL FOUNDATION YEAR IN DIGITAL

INTRODUCTION
The T Level Foundation Year (TLFY) in Digital course focuses on developing skills aligned with the National Technical Outcome (NTOs). This resource specifically aims contribute to supporting learners towards NTO 1: analysing data to meet client requirements.
This resource is designed to equip learners with the essential skills that will aid their transition T Level in Digital Software Development or prepare them for the future demands of employment. By focusing on practical applications and real-world scenarios, this resource ensures that learners gain confidence in their ability to analyse data effectively, fostering a solid foundation for their progression into the T Level in Digital Software Development or T Level in Digital Support and Security qualifications. 
This resource has three sections:
Framework for Learning
The resource includes a Framework for Learning (FfL). This covers 20 hours of learning, and there is a diagram showing how the content of those hours has been sequenced and scaffolded. A narrative also explains the sequencing and scaffolding in more detail.
Lesson plans
There is also a lesson plan for each stage of sequencing and scaffolding of learning. Lesson plans include details of the support materials required to support delivery, including those found within this resource.
Support materials
The support materials identified in the lesson plans are also available towards the end of this document.
NOTE:
There is a separate slide deck that should be used with the lessons.


SECTION 1: FRAMEWORK FOR LEARNING
The FfL sets out one approach to scaffolding and sequencing the development of skills aligned with NTO 1: Analysing data to meet the client’s requirements. This ensures learners develop competency in their digital skills and confidence in numeracy and interpretating data, over a structured 20-hour programme.
Sequencing and scaffolding
The FfL demonstrates the progression of learning through four distinct themes:
Theme one – what is data? (lessons 1 to 3):
· Learners begin by understanding foundational concepts of unstructured and structured data by analysing social media posts to identify trends and patterns.
· Learners develop their understanding of transitioning from unstructured to structured data by importing unstructured data into a spreadsheet and changing data types.
· Learners build their skills in managing files and folders securely by using consistent naming conventions and performing tasks such as editing, moving and deleting files and folders.
· Learners consolidate their learning by completing Checkpoint one, which assesses these skills and ensures they are prepared to manipulate data in Theme two.
Theme two – manipulating data (lessons 4 to 7):
· Learners build on foundational skills by learning formulae and functions for data manipulation, using a sentiment analysis approach to classify data.
· Learners progress their skills by converting unstructured data into structured formats through sentiment analysis, categorising data as positive, neutral or negative.
· Learners demonstrate their understanding by completing Checkpoint two, which assesses their ability to apply formulae and functions effectively for data manipulation.
Theme three – visualising data (lessons 8 and 9):
· Learners are introduced to visualising data by using charts, graphs and pivot tables to present information effectively.
· Learners develop their ability to interpret and communicate data insights by analysing the relationships and trends shown in visual formats.
· Learners demonstrate their proficiency by completing Checkpoint three, which evaluates their skills in visualising and presenting data.
Theme four – communicating data (lesson 10):
· Learners consolidate all skills by engaging in the final scenario, Brew Bliss Coffee.
· Learners perform sentiment analysis and create visual representations such as graphs and tables to support reasoned findings in a structured and professional format.
Rationale for sequencing
The content is sequenced to:
· Build foundational knowledge: Theme one introduces and applies spreadsheet concepts, establishing the groundwork for the subsequent themes.
· Apply skills progressively: Themes two and three develop technical skills and apply them to increasingly complex tasks.
· Consolidate learning: Theme four integrates all skills into a culminating project, preparing learners for real-world application.
· Ensure mastery through Checkpoints: Checkpoints are assessments after each theme that evaluate learners’ progress before they advance to the next stage.
This structured approach equips learners with the skills necessary to transition from the TLFY in Digital course and excel in their future workplace.
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SECTION 2: LESSON PLANS
This section includes 10 lesson plans. The lesson plans follow the FfL. The lesson plans include the following:
· lesson title
· targeted specification content coverage
· lesson number in the sequence
· total amount of time required to deliver the lesson
· teacher and learner activities to be undertaken throughout the lesson
· resources needed to deliver the lesson (see note below)
· details of how the lesson supports the development of English, maths or digital skills (where appropriate)
· details of how the lesson can be adapted to meet learners with specific needs
· next steps include homework activities and links to the next lesson.
Note:
There is an assumption that the learning environment will include the following:
· whiteboard/smartboard or similar
· materials to take notes (e.g. pens, paper, audio recorder, digital device and software)
· equipment to present a slide deck and video (e.g. projector, smartboard)
· digital devices (e.g. laptop, tablet) for all learners
· internet access
· learner access to word processing, spreadsheet and presentation software.

AoC is delivering this programme on behalf of the Education and Training Foundation. This programme is funded by the Department for Education.
Lesson 1
	Title: Data detectives
Targeted content reference:
This supports knowledge and skills in information and data, investigation, communication, numeracy and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 1
Timing: 2 hours

	Prior learning:
· No prior learning. 

	Timing
	Teacher activity
	Learner activity 
	Support materials

	20 minutes
	Distribute mini whiteboard. Present the Brightfutures College task on the slide deck and distribute the Glossary of terms. Explain the objective of analysing open day feedback. Introduce the Glossary of terms, covering key terms such as ‘unstructured data’, ‘relevant’, ‘irrelevant’ and ‘sentiment’, along with examples.
	Listen to the explanation and update their Glossary of terms with definitions and examples. Then, ask questions to clarify key terms and ensure a clear understanding of the task requirements. 
	Slide deck
Glossary of terms
Social media posts
Sorting categories
Classification totals for sorting categories

	
	Provide an overview of unstructured data and explain what constitutes ‘relevant’ and ‘irrelevant’ data, including examples. Explain what ‘sentiment’ means with examples. Ask learners questions that relate to what is either ‘relevant’ or ‘irrelevant’ towards the Brightfutures College task on the slide deck. 
	Listen and ask clarification questions. Answer directed questions and update the Glossary of terms with their meanings.
	

	30 minutes
	Allocate into pairs and distribute social media posts. Explain the sorting task: classify posts as ‘relevant’ or ‘irrelevant’. Circulate to challenge learners’ decisions.
	Listen to instructions. Sort social media posts into ‘relevant’ and ‘irrelevant’ categories in pairs. Note totals on the mini whiteboard. 
	

	
	Allocate peer review groups of two sets of pairs. Facilitate a peer review session where each pair compares their totals for ‘relevant’ and ‘irrelevant’ posts. Ask them to identify differences.
	Participate in peer review using a mini whiteboard and pen to write down the differences in each category in Classification totals for sorting categories, into ‘relevant’ and ‘irrelevant’ categories.
	

	
	Lead a class discussion to identify the differences between peer review groups and resolve any inconsistencies as a group regarding the classification of ‘irrelevant’ and ‘non-irrelevant’ posts. Ask learners to reflect on what they learnt from this task, resolve inconsistencies and consider what they would do differently next time.
	Listen and answer questions based on their discussions on what was learnt, different, how inconsistencies were addressed and why and what could be improved in future classification tasks.
	

	30 minutes
	Ask learners to return to their pairs and distribute the list of sorting categories. Introduce the second part of the social media posts task, explaining that they will now sort the ‘relevant’ posts from the previous task into sentiment categories: positive, neutral and negative. Clarify expectations by demonstrating an example and prompting discussion on why categorisation is important for data analysis.
	Listen to instructions. Ask clarification questions.
	

	
	Circulate and ask probing questions about their classification decisions. Encourage learners to justify their choices and resolve uncertainties through peer discussion. 
	In pairs, review the ‘relevant’ posts identified in the previous task. Sort each post into the correct sentiment category. Discuss and justify classification decisions. Respond to teacher questions. Record a tally of the sentiment totals and display results on the mini whiteboard.
	

	35 minutes
	Distribute the Classification totals for sorting categories document and explain the recording process. Model an example of how to accurately tally sentiment totals. Guide learners to update their Glossary of terms with any new vocabulary related to sentiment classification. Once learners have recorded their classification data, facilitate a structured class discussion on the findings.
	Review the Classification totals for sorting categories document and follow the recording process as explained. Ensure sentiment totals are calculated accurately. Identify new or unfamiliar terms from the classification process and update the Glossary of terms.
	

	
	Ask learners to compare results in pairs. Identify any inconsistencies and discuss patterns in the distribution of sentiment. Prompt them with metacognitive questions such as:
· How did you decide on each classification?
· What strategies did you use to ensure accuracy?
· What challenges did you encounter, and how did you resolve them?
· If you were to repeat this task, what would you do differently to improve your approach?
	In pairs, compare classification totals, discuss inconsistencies and justify classification decisions in a structured discussion. Respond to questions. 
	

	
	Give an example of how sentiment classifications can be used in their school. Ask learners to reflect on how sentiment classification could impact school decisions, such as new courses or social media management. Ask learners to identify how this can be used in restaurants and clothes shops. Ask probing questions.
	Listen and give examples of how sentiment classification can be used in restaurants and clothes shops. Discuss how this can help decision-making. 
	

	
	Conclude by summarising key insights from the discussion and reinforcing the importance of structured data analysis. Collect completed classification documents for review.
	Share final reflections, ensure all data is correctly recorded and submit the completed classification document to the teacher.
	

	5 minutes
	Provide details of the homework task, explaining how it prepares learners for lesson 2. Answer any learner questions to clarify expectations.
	Take notes on the homework requirements. Ask questions to ensure a full understanding of the task.
	

	Other:
Maths: Learners will use tally marks to count sentiment classifications, grouping results into positive, neutral and negative categories. They will total the tallies using addition and cross-check for accuracy before finalising their classification data.

	Adaptation:
SEND: Some learners may benefit from a transcript of the video to support comprehension on the Homework slide. For those who struggle with processing large amounts of information, provide a structured summary highlighting key points. Learners who find categorisation tasks challenging may need a visual guide with labelled examples to support accuracy. Individuals with processing difficulties may benefit from breaking the task down into smaller steps, with clear checkpoints to track their progress.
Extension: Learners identify the strongest trend in their sentiment analysis and explain what it shows about the data. They justify their choice using evidence from their findings. For example, if most posts have a negative sentiment, learners explain what this suggests about public opinion and why it might be necessary. They consider whether the data is reliable and if any factors could have influenced the results. Learners then reflect on how identifying trends in data can help make better decisions when analysing social media content.

	Next steps in learning:
· Teacher reviews completed Classification totals for sorting categories documents to identify any misconceptions or inconsistencies in sentiment classification.
· Learner’s complete homework as directed on the slide deck. 





Lesson 2
	Title: Spreadsheet superstars
Targeted content reference: This supports knowledge and skills in investigation, numeracy and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 2
Timing: 2 hours

	Prior learning:
· Lesson 1
· Knowledge of spreadsheets, including how data is structured using columns and rows and different data types, such as text, numbers and dates.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	20 minutes
	Recap the key objectives from the Brightfutures College task. Ask targeted questions to prompt learners to recall key learnings from lesson one. 
	Listen to the recap and respond to questions. 
	Slide deck
Glossary of terms (from lesson 1)
Brightfutures College task (from lesson 1)
Wordcloud
Teacher demonstration data
Social media data
Self-assessment
Peer assessment


	
	Instruct learners to submit their terms and words in the Wordcloud. Look at common words/terms identified by the learners and ask probing questions to two to three individuals on the meaning. Correct misunderstanding.
	Share structured data examples from their homework by submitting keywords to the Wordcloud. Review the collective responses and discuss how these examples fit into the concept of structured data. Justify choices by explaining how each example is structured and why it is important in data analysis. 
	

	
	Get learners into pairs, update the Glossary of terms and compare. Circulate, ask questions on terms.
	Answer teacher-led questions, move into pairs and update their Glossary of terms with missing vocabulary. 
	

	10 minutes
	Present an example spreadsheet with columns for post date, platform, likes, comments and sentiment. Demonstrate correct data formatting, such as:
· DD/MM/YYYY for dates
· converting text-based numbers (e.g. “7”) into numeric format.
	Observe, take notes and add terms to the Glossary of terms. Ask clarifying questions.
	

	
	Explain why data organisation is essential for organisations and how it supports data analysis.
	Take notes and add terms to the Glossary of terms. Ask clarifying questions.
	

	10 minutes

	Distribute mini whiteboards. Facilitate a matching activity on the slide deck. Observe responses, discuss differences and prompt learners to justify their choices. 
	Complete the matching activity and write answers on the mini whiteboard. Hold up the mini whiteboard response and observe peer responses for differences. Answer teacher questions.
	

	
	Ask learners to identify an example of an alternative data type. 
	Respond to questioning. 
	

	15 minutes
	Using the Teacher demonstration data materials, show how to import a .csv file into a spreadsheet.
	Observe and take notes on how to import a .csv file into a spreadsheet.
	

	
	Model step-by-step instructions for:
· importing structured data
· applying formatting (e.g. bold headers, number alignment)
· sorting data by a relevant column (e.g. Post date, Likes).
	Ask questions about formatting techniques for clarification.
	

	20 minutes

	Provide learners with Social media data and instruct them to input it as demonstrated. Circulate and ensure learners input data correctly.
	Individually input Social media data as demonstrated from the Teacher demonstration data. 
	

	40 minutes 
	Distribute the Self-assessment document. Explain the purpose of self-assessment.
	Listen and ask clarifying questions.
	

	
	Instruct learners to complete the Self-assessment document.
	Individually complete the Self-assessment document.
	

	
	Move learners into pairs. Distribute Peer assessment document. Explain the purpose of peer assessment.
	Move into pairs. Listen and ask clarifying questions.
	

	
	Instruct learners to complete the Peer assessment document.
	Individually complete the Peer assessment document.
	

	
	Instruct learners to read the Peer assessment document and circulate, asking probing questions on their peer assessment feedback. 
	Read peer assessment of work and make any reasonable adjustments. Respond to questioning.
	

	
	Ask learners to write down a lesson learnt from their Self-assessment and Peer assessment. 
	On the mini whiteboards write down one lesson learnt from the Self-assessment and one lesson learnt from peer assessment. 
	

	
	Select a range of learners to share their responses to lessons learnt. 
	Share lessons learnt and respond to questioning.
	

	5 minutes
	Summarise key points about structured data and data organisation. Ask learners to recall questions on key terms and concepts covered in the lesson to reinforce understanding. Use responses to clarify misconceptions before introducing the homework task.
	Answer recall questions on structured data and data organisation, demonstrating an understanding of key terms and concepts. Ask questions to clarify any uncertainties. Update the Glossary of terms with any missing definitions before receiving the homework task.
	

	
	Introduce homework task.
	Note the homework task.
	

	Other:
Digital: Learners gain hands-on experience with spreadsheet tools, applying data organisation and formatting techniques.

	SEND: Provide targeted support during the data entry activity by checking that learners understand how to structure and format spreadsheet data correctly. For learners who struggle with data entry or organisation, offer alternative input methods such as verbal instructions or guided demonstrations. Use visual aids to reinforce the differences between data types, ensuring learners apply the correct formatting when structuring their spreadsheet.
Extension: Using the mini whiteboard, learners answer the following reflection questions as an extension to the Self-assessment and Peer assessment activities:
· What did you do well during the activity?
· What could you improve for future tasks?
· How did your peer’s feedback help you refine your approach?

	Next steps in learning:
· Learners’ complete homework given on slide deck, related to file management.
· Teacher ensures file and folder management resources are available for the next lesson (e.g. cutting the table into separate boxes on the Disorganised file names document).
· Teacher creates files needed for the Learner example set on lesson 3. Print the Checkpoint one question document for learners. 





Lesson 3
	Title: File wizards
Targeted content reference:
This supports knowledge and skills in information and data, investigation and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 3
Timing: 2 hours

	Prior learning:
· Lesson 1 and lesson 2
· Homework. 

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Distribute mini whiteboards. Go to the Wordcloud task on the slide deck. Create a Wordcloud link and share it with learners. Ask learners to submit five words they have noted from their homework on the Wordcloud. 
	Listen and access the Wordcloud link. Submit five words that summarise key insights from their homework on file and folder organisation. 
	Slide deck
Glossary of terms (from lesson 1)
Wordcloud
Disorganised file names
Disorganised file name solution
Teacher example set
Learner example set
Checkpoint one question paper
Checkpoint one mark scheme

	
	Display the results in the Wordcloud and show the most frequently mentioned terms. Ask learners to write down words that are uncommon to them. Ask the learners to try and define these keywords and correct misconceptions. Inform learners to update the Glossary of terms.
	Listen and write terms on the mini whiteboard. Show terms, attempt to define terms and add terms to the Glossary of terms. 
	

	10 minutes
	Recall the Brightfutures College task. Move learners into pairs. Ask learners to discuss and note on their mini whiteboards the benefits of using file management for Brightfutures College’s learners. Ask probing questions.
	Move into pairs. Discuss and note the benefits. Answer questions.
	

	20 minutes
	Organise learners into different pairs. Distribute Disorganised file names document to the pairs. Ask learners to identify any issues with the naming conventions used in the boxes. Ask probing questions to each pair.
	Listen and review the examples of disorganised file names, identifying key issues. Answer questions.
	

	
	Define what is meant by the term ‘logical’ folder structures.
	Listen and ask clarifying questions 
	

	
	Go to the Sorting disorganised files slide. Ask learners to categorise the 20 files into logical folder structures.
	Listen and ask clarifying questions. Discuss and categorise file names as a pair. 
	

	
	Show Disorganised file name solution to learners. Ask probing questions to learners to identify similarities and strengths and suggest improvements to the file organisation.
	Listen, observe and ask clarifying questions. Answer questions. 
	

	15 minutes
	Demonstrate best practices for structured folder systems using the Teacher example set, covering:
· clear hierarchy (main folders, subfolders)
· consistent naming conventions (no spaces, use underscores or hyphens)
· descriptive names (e.g. Event_Plan_2024 instead of Doc1).
Ask probing questions about how best practices have been applied throughout. The teacher can demonstrate changing file names to improve meaning. 
	Listen, observe and ask clarifying questions. Answer questions. 
	

	
	Ask one or two learners to identify five terms that are new. Ask learners to try and define the term. Get learners to update the Glossary of terms.
	Answer questions. Update Glossary of terms.
	

	30 minutes
	Learners are still in pairs. Introduce the Learner example set activity. Inform learners how to access the files. Inform learners that they must adhere to best practices.
	Listen and ask clarifying questions. 
	

	
	Circulate and challenge learners’ choices, addressing misconceptions that arise.
	Answer questions. Organise files. 
	

	
	Facilitate a class discussion about the challenges learners faced during the Learner example set task and ask one or two learners their challenges. Recap key points about file organisation, security and logical folder structures.
	Listen and ask clarifying questions. Answer questions. 
	

	30 minutes
	Distribute the Checkpoint one question paper to individual learners.
	Listen and take notes on instructions.
	

	
	Clarify assessment criteria and answer questions.
	Ask clarifying questions.
	

	
	Monitor learners’ progress and clarify questions where needed.
	Complete the assessment.
	

	5 minutes
	Assign the homework task for lesson 4.
	Note down the homework task.
	

	Other:
Digital: Learners develop digital literacy by applying best practices in file and folder organisation, naming conventions and digital structuring.

	Adaptation:
SEND: Provide simplified instructions and one-to-one guidance during the folder system activity and the Checkpoint one question paper.
Extension: Learners create an advanced folder structure that includes a subfolder. They can also write a short explanation of how this logical folder structure can support teachers at Brightfutures College.

	Next steps in learning:
· Learners complete homework to read How to back up your files.
· Teacher uses the Checkpoint one mark scheme to review and mark the Checkpoint one responses, identifying learners’ strengths and areas for improvement.
· Teacher writes down and provides individual feedback to address misconceptions or reinforce best practices in file organisation.
· Teacher creates the Teacher demonstration spreadsheet from the resource data given and the Learner spreadsheet, located in the lesson 4 resources. 





Lesson 4
	Title: Formula fixers
Targeted content reference:
This supports knowledge and skills in information and data, investigation, numeracy and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 4
Timing: 2 hours

	Prior learning:
· Lessons 1 to 3
· Checkpoint one.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Distribute mini whiteboards and calculators. Go to the Checkpoint review in the slide deck and ask learners to identify key strengths and challenges in their previous work.
	Reflect on Checkpoint feedback and write key strengths and challenges on the mini whiteboard.
	Slide deck
Glossary of terms (from lesson 1)
Learner activity spreadsheet
Order cards

	
	Select a range of learners to share their responses. Facilitate a discussion, prompting them to justify their reflections and explain how their spreadsheet choices affected their outcomes.
	Share key insights with the class, justifying responses based on their performance.
	

	5 minutes
	Go to WellCare Clinic task slide. Introduce the scenario and its relevance to structured data.
	Listen to the introduction of the WellCare Clinic task, read through the provided information on the slide and ask clarifying questions. 
	

	20 minutes

	Show the table on the slide deck. Ask learners to identify the location key of the ‘+’ symbol in the table.
	Identify the key and write the answer on the mini whiteboard.
	

	
	Get learners to show their mini whiteboards and share their answers. Ask probing questions about their thought process. Correct misconceptions and define the terms ‘cell reference’ and ‘operator’.
	Show mini whiteboards and answer the teacher’s questions. Update the Glossary of terms with definitions of ‘cell reference’ and ‘operator’.

	

	
	Ask learners to identify the locations of other numbers and operators on the slide deck.
	Write cell reference locations for operators on the mini whiteboard.
	

	
	Get learners to show their mini whiteboards to another learner and share their answers. Facilitate a class discussion on patterns in the locations.
	Show mini whiteboards and share answers. Compare findings with a partner.
	

	
	Go to the Key = Cell reference slide on the slide deck. Describe the cell reference structure and explain its significance in automating calculations.
	Listen and ask clarifying questions. Note any new terms in the Glossary of terms.

	

	15 minutes
	Go to the Using formula slide. Recreate the table in a spreadsheet and demonstrate the use of the four operators. For example: “To calculate the total waiting time for patients in A1 and A2, use =A1+A2.”
	Observe the demonstration. Ask clarifying questions.
	

	
	Explain the importance of accuracy when referencing cells in patient data. Place learners into pairs and ask them to predict what would happen if they used a cell reference with a number and one without.
	Listen to the explanation on accuracy. In pairs, discuss what would happen if a formula referenced a number and a blank cell.
	

	
	Circulate and observe discussions. Have pairs write their predictions on their mini whiteboards. Ask probing questions to refine their reasoning.
	Discuss predictions with the teacher. Answer probing questions. 
	

	
	Demonstrate what has been discussed. Emphasise why at least two valid cell references are required when using an operator.
	Listen to the demonstration and ask clarifying questions.
	

	20 minutes
	Ask learners about the benefits of using formulae for those who struggle with maths.
	Try to answer the teacher’s question.
	

	
	Introduce the Learner activity spreadsheet task. Move learners into pairs to identify how the results on Monday were produced.
	Move into pairs, discuss how the results were achieved for Monday. Note answers. 
	

	
	Lead class discussion on how Monday’s results were produced. Ask probing questions. 
	Listen and answer questions.
	

	
	Ask learners to update the rest of the table. 
	Individually complete the rest of the table.
	

	
	Get learners into pairs and compare answers. Circulate, highlight and address any misunderstandings.
	Move into pairs and compare answers. 
	

	30 minutes
	Go to the Order the cards slide. Distribute Order cards and organise groups. Facilitate learner activity as per instructions on the Order cards.
	Listen to instructions, move into groups and complete the activity as instructed on the Order cards.
	

	15 minutes
	Go to the Recap slide. Review key learning points from today’s lesson. Ask learners to provide examples from the task that align with each bullet point on the slide.
	Participate in the recap by answering questions and summarising key learning points. Provide examples from today’s task.
	

	
	Select random learners to identify five new terms they have added to their Glossary of terms. If learners have fewer than five terms, allow time for updates.
	Update the Glossary of terms, ensuring at least five new terms are recorded.
	

	
	Get individuals to look at another learners Glossary of terms. Circulate and check Glossary of terms content and deal with misunderstanding and missing content. 
	In pairs, read each other’s Glossary of terms. Identify any misconceptions, add and make amendments to your own. 
	

	5 minutes
	Assign the homework task to prepare for lesson 5. Get learners to access the Glossary of terms and revise keywords for lesson 6. 
	Note down the homework task and reflect on how today’s skills apply to managing data at WellCare Clinic.
	

	Other:
Maths: Learners will apply arithmetic operators (+, -, *, /) to calculate totals, averages and differences in patient data and identify when formulae are most beneficial and explain their impact on efficiency.
Digital: Learners will input, structure and process data in a spreadsheet using formulae and cell references. Learners will start to develop an understanding of how automation reduces errors and improves efficiency in data processing.

	Adaptation:
SEND: Some learners may benefit having the table on the Using formula slide as a large, printed handout. 

	Next steps in learning:
· Learners will complete the assigned homework, reinforcing how businesses can use functions.
· Learners revise keywords on the Glossary of terms for lesson 6.
· Teacher will prepare the Teacher demonstration spreadsheet and Learner activity spreadsheet with structured data for lesson 5.





Lesson 5
	Title: Function masters
Targeted content reference: This supports knowledge and skills in information and data, investigation, numeracy and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 5
Timing: 2 hours

	Prior learning:
· Lessons one to 4. 

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Distribute mini whiteboards and calculators. Display the Recap slide and briefly revisit the WellCare Clinic task. Ask learners to write down two spreadsheet functions they recall from the homework video and one benefit of using functions. Select a range of learners to share their answers and ask probing questions to explore their understanding.
	Listen to the recap and use the mini whiteboard to write down two functions and one benefit of using them. Answer the teacher’s questions and ask for clarification when needed.
	Slide deck
Glossary of terms (from lesson 1)
Mix and match activity
Cell range activity
Function matching activity
Learner WellCare activity spreadsheet

	10 minutes
	Go to the Function and formula differences slide. Explain the difference between writing a formula and using a function. Ask probing questions to help learners identify similarities and differences, such as shared structure, use of cell references and the number of characters. Instruct learners to update their Glossary of terms with the key distinctions.
	Listen to the explanation. Respond to questions. Update the Glossary of terms with at least one similarity and one difference between a using a function and writing a formula.
	

	20 minutes
	Go to Mix and match activity slide. Put learners into groups of three. Distribute and explain the Mix and match activity. Circulate and ask probing questions.
	Listen, move learners into groups of three. Ask clarifying questions. In groups, discuss and complete the Mix and match activity. Try to identify the missing function of the description. 
	

	
	Instruct the groups to compare and contrast with other groups. Ask groups to discuss similarities and differences. Ask probing questions.
	Move to other groups. Compare and contrast results. Discuss differences. Share differences with the class. 
	

	40 minutes
	Go to Cell range activity slide. Distribute Cell range activity. Explain task to be complete as individuals. Circulate and ask probing questions and check answers. 
	Listen, ask clarifying questions. Individually write answers on the Cell range activity. Answer questions and correct mistakes. 
	

	
	Instruct learners to write three questions of their own on their mini whiteboard and note the answers separately. Circulate and check answers. 
	Write three questions and note answers.
	

	
	Instruct learners to swap questions with another learner. 
	Swap question with another learner and answer questions.
	

	
	Swap questions and answers back and instruct the individuals to peer mark the work. 
	Swap questions, mark and return. 
	

	
	Ask who got all questions correct, using thumbs up/down. Select those with thumbs down to share with group the question. Seek clarification of correct answer. 
	Show of thumbs, and share discrepancies, methods and answers. 
	

	5 minutes
	Go to Changing function result slide. Ask learners to identify if any of the functions change value because of the cell reference E4 update. Ask probing questions to check understanding and highlight the need for spreadsheet automation. 
	Check if any of the functions are impacted with the value change in E4. Answer questions. 
	

	30 minutes
	Go to Learner WellCare activity spreadsheet slide. Instruct learners where to access the Learner WellCare activity spreadsheet. Instruct learners to use appropriate spreadsheet functions.
	Listen to the instructions and ask questions. Individually try and complete the task using appropriate functions and check result with others.
	

	
	Circulate to offer support and check answers. 
	Listen, update and correct errors.
	

	
	Instruct the learners to try and identify what would happen to the functions with the waiting time changes. 
	Listen and identify changes to the functions based on waiting time changes. 
	

	
	Ask learners if any of the functions changed, using thumbs up/down. Seek clarification of changes and what method was used by learners. 
	Show of thumbs, share methods and answers. 
	

	
	Go to the Benefits of using automation slide. Ask learners to think about the question. Lead a class discussion on the benefits of automation. Record selected responses on the slide to highlight key ideas.
	Individually think about question. Share their response to the group and answer questions.
	

	5 minutes
	Go to the Homework slide. Set and assign the homework task. Ensure learners understand what is required and provide time for questions.
	Record the homework task and ask any clarifying questions if unsure about the expectations.
	

	Other:
Maths: Learners understand the mathematical principles of totalling, using average, finding maximum and minimum values. This reinforces fluency in mathematical reasoning and the use of basic operations to support data interpretation.
Digital: Learners develop digital literacy by applying predefined functions, such as COUNTIF, to structured data using spreadsheet software. They practice creating and editing formulae, structuring data and interpreting outputs to inform their decisions.

	Adaptation:
SEND: During spreadsheet tasks, keep completed examples of each function (e.g. SUM, AVERAGE, COUNTIF) visible on the board or shared screen to support learners who benefit from visual reinforcement. Avoid switching screens quickly to reduce cognitive load. Pair with a peer for supportive collaboration, if needed.
Extension: Research the difference between using TRUNC() and ROUND() and which one is appropriate for the Mix and match activity. 

	Next steps in learning:
· The teacher will prepare the Teacher demonstration spreadsheet and the Learner activity spreadsheet, featuring structured data for lesson 6, which are available in the lesson 6 resources.
· Learners will complete the assigned homework to prepare for the next lesson. 





Lesson 6
	Title: Data mixologists
Targeted content reference: This supports knowledge and skills in information and data, investigation, communication, numeracy and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 6
Timing: 2 hours

	Prior learning:
· Lesson one to lesson 5
· Homework
· Applied predefined functions, such as SUM, AVERAGE, MIN, MAX and COUNTIF, to analyse patient waiting times at Wellcare Clinic
· Explored the difference between formulae and functions
· Compared manual calculations with automated results using spreadsheets. 

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Distribute mini whiteboards and calculators. Go to the Recap slide. Recap the WellCare Clinic task. Read out the task instructions. Ask learners to respond individually on their mini whiteboards with one example of how WellCare Clinic could use concatenation and one area for improvement based on their Excel quiz results.
	Listen and ask clarifying questions on the task. Write one example of how WellCare Clinic can use concatenation and identify an area for improvement based on the Excel quiz on the mini whiteboard.
	Slide deck
Glossary of terms (from lesson 1)
Formula or function
Teacher fee demonstration spreadsheet
Learner fee activity spreadsheet

	
	Get learners to hold up mini whiteboards. Invite a range of learners to share their examples of concatenation. Then, select another range of learners to share examples of improvement. Ask probing questions and identify similarities with other learners by reading their mini whiteboard responses. 
	Hold up the mini whiteboard. Answer questions on where WellCare Clinic can use concatenation and make improvements based on their quiz results. 
	

	20 minutes
	Go to the Concatenation examples slide. Show examples and commend learners if they identify the known ones on their mini whiteboards. Select one or two learners to try to explain the ones that were not identified. Address any misconceptions. 
	Read the Concatenation slide and answer the questions. Ask clarifying questions about descriptions as needed.
	

	
	Go to the Left and right examples slide. Explain how left and right functions work, providing examples. Select one or two learners to try to explain how the function works. Explain how concatenation and left works on the last bullet. Address any misconceptions. Ask learners to update the Glossary of terms. 
	Read the Left and right examples slide, answer the questions and note any new terms and descriptions in the Glossary of terms. Ask clarifying questions about descriptions as needed.
	

	20 minutes
	Go to the Formula or function slide. Distribute Formula or function task. Explain the task to learners. Organise learners into pairs and ask them to write answers on the Function or formula task. 
	Listen and ask clarifying questions. Discuss answers as a pair. Complete the Formula or function task. 
	

	
	Circulate and ask probing questions. Address any misconceptions. 
	Answer questions and continue with the Formula or function task. 
	

	
	Select a pair for each question to try and explain if a formula or function is correct. Check with the group to see if they have a different answer and compare the results to ensure they match. Address any misconceptions. 
	Share their responses with the class. Listen and update the Formula or function task with any misconceptions or note alternative solutions.
	

	
	Go to Formula or function? both are acceptable slide. Discuss that the result does not need to be achieved in one way; it can be achieved using formulae or functions, but there are times when one is better than the other. 
	Listen and ask clarifying questions. 
	

	15 minutes
	Go to the Teacher fee demonstration spreadsheet slide. Open the Teacher fee demonstration spreadsheet and model how formulae and functions can be combined using real-world examples. Still, in the same pair, ask learners to note where the function and formulae demonstrated can be elsewhere in a spreadsheet that could use the same function or formula differently. 
	Observe the slide content and teacher fee demonstration and take notes on function and formula usage. Answer questions.
	

	
	Demonstrate to learners how to copy functions into different cells and modify cell values in the Teacher fee demonstration spreadsheet. Select one to two learners and describe the benefits of this approach for them. Emphasise the advantages of automation when using functions and the minimisation of errors in typing, such as selecting the wrong cell reference.
	Ask clarifying questions and observe how to replicate functions and formulae from one cell to another without retyping, along with the associated benefits. Answer questions. 
	

	50 minutes
	Go to the Learner fee activity spreadsheet slide. Provide learners with access to the Learner fee activity spreadsheet and state all appointment fees are £25. Explain the task to learners, instruct them to complete it individually and ask probing questions to a select number of learners on what they need to do during the task to share with the class. Circulate and ask learners to provide further probing on the process of using the spreadsheet tool to access function help.
	Open the Learner fee activity spreadsheet. Listen to instructions. Ask clarifying questions and note appointment fees. Individuals identify the appropriate formula or function to enter in the blank cells on row 4. Enter their selected formula or function into each appropriate blank cell. Answer questions and recall how to copy formulae and functions into new cells. 
	

	
	Organise the learners into pairs. Explain that the peer review activity involves learners reviewing each other’s spreadsheets and verifying one another’s formulae and functions using the prompts on the Peer review task slide. Inform the learners to write their responses on the mini whiteboard.
	Move into pairs. Listen and ask clarifying questions. Review each other’s Learner fee activity spreadsheet using the prompts on the slide. Note down positive aspects and areas for improvement on the mini whiteboard.
	

	
	Ask learners to hold up mini whiteboards. Select a range of learners to read their answers. Ask probing questions by getting the learner to explain how they could make this improvement in spreadsheets. While circulating the classroom, note improvements and the actual fixes for the improvement. 
	Hold up the mini whiteboard. Answer questions about one positive aspect and one area for improvement within the group. Answer extension questions on improving spreadsheets. 
	

	
	Navigate to the Common misconceptions and fixes slide. Note the shared improvements and record and demonstrate them on the Teacher fee demonstration spreadsheet. 
	Observe, listen and note the fixes that the teacher demonstrates on the Teacher fee demonstration spreadsheet. 
	

	5 minutes
	Go to the Homework slide. Explain the homework task to prepare for lesson 7. 
	Listen, ask clarifying questions and write down homework instructions. 
	

	Other:
English: Learners will articulate the difference between formulae and functions in class discussions and written responses. They will also reflect on their learning and explain the purpose of key functions using clear, structured sentences.
Maths: Learners will apply logical thinking and problem-solving skills when using spreadsheet functions. They will understand how a function breaks down a calculation into steps, supporting accuracy and efficiency in data analysis.
Digital: Learners will apply spreadsheet skills to automate tasks, use a range of functions correctly and compare manual vs automated outputs. They will build confidence in data handling through structured, real-world tasks.

	Adaptation:
SEND: Pair learners for peer discussion and support how to use the function commands in the spreadsheet. Provide sentence starters or prompts to scaffold written reflections.
Extension: Using the data in the Learner activity spreadsheet, write a short statement explaining what the data shows about waiting times.
The learner could include in their response:
· a general trend or observation (e.g. are most patients waiting more than 20 minutes?)
· any pattern you notice related to missed appointments or total fees
· a possible reason or suggestion based on your observation.

	Next steps in learning:
· Learners to complete the homework task to research how the IF and NESTED IF functions could be applied to the Learner activity spreadsheet. Learners are to use the Learner activity spreadsheet to revise for Checkpoint two.
· Teachers will prepare for lesson 7 by reviewing learner performance in this lesson and printing out the Checkpoint two question paper for use in the next session. Teachers also make the Learner activity spreadsheet available for learners in a shared area. 





Lesson 7
	Title: Data transformers
Targeted content reference: This supports knowledge and skills in information and data, investigation, communication and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 7
Timing: 2 hours

	Prior learning:
· Lesson 1 to lesson 6.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Go to the Recap slide. Distribute the mini whiteboard. Recap the WellCare Clinic task and explain the recall task to learners, then ask them to write down their individual responses. Ask clarifying questions on relevance. 
	Listen and ask clarifying questions on the task. Note how the IF and nested IF functions can be used in the Learner fee activity spreadsheet (week six task). Answer questions by explaining how the functions are relevant to WellCare Clinic. 
	Slide deck
Glossary of terms (lesson 1)
Teacher sentiment demonstration spreadsheet
Learner sentiment activity spreadsheet
Checkpoint two question paper
Checkpoint two mark scheme

	15 minutes
	Go to the Spot the difference slide. Get learners into pairs. Show the two images to the learners and ask them to identify similarities and differences on their mini whiteboard. Circulate and ask learners or pairs probing questions. 
	Listen and ask clarifying questions. Move into pairs. Discuss the similarities and differences between the two spreadsheet images, noting them on the mini whiteboard. Answer questions. 
	

	
	Go to How is this possible?. Explain the differences on the slide and then open the Teacher sentiment demonstration spreadsheet and show the differences and how to apply $ to absolute references. Ask probing questions and get learners to update the Glossary of terms. 
	Listen, ask clarifying questions. Take notes from the Teacher sentiment demonstration spreadsheet as you answer the teacher’s questions. Ask further clarifying questions on differences and update the Glossary of terms. 
	

	30 minutes
	Go to the What is the formula or function error? slide and explain the task as outlined in the slide deck. Have learners write their responses individually and hint that column B represents the value of the field in column A to help identify errors. Circulate and clarify that they are identifying errors, not fixing them. Ask probing questions.
	Listen, take notes and ask clarifying questions about the task. Examine the spreadsheet image in the slide deck and identify the error in column B. Record the cell reference of the error along with the mistake in the formula or function. Respond to the teacher’s questions.
	

	
	Ask learners to hold up their mini whiteboards. Select a variety of learners to identify one error, then ask a different learner to clarify whether this is indeed an error. Pose probing questions. Continue until all errors have been identified, encouraging learners to update their mini whiteboards as needed to address any misconceptions or incorrect answers for the next task.
	Listen and hold up the mini whiteboard. Answer questions about where the error occurred and explain the mistake. Additionally, clarify whether another learner’s response is correct and provide reasons. Ask clarifying questions and note any mistakes or misconceptions that arise. 
	

	
	Pair up the learners. Navigate to the Fixing the error slide. Clarify the task. Move around and ask probing questions.
	Form pairs. Discuss the appropriate formula or function to apply in the cells with errors. Outline the steps necessary to correct the mistakes. Address any questions. 
	

	
	Select a range of pairs to discuss the steps needed to fix errors. Clarify and demonstrate the fix on the Teacher sentiment demonstration spreadsheet. To conclude this section, inform learners that a range of errors can occur in a spreadsheet, either as input or output. 
	Listen and ask clarifying questions. 
	

	10 minutes
	Proceed to the Input and output errors slide. Explain what input and output errors are and ask learners to provide examples of these errors. Correct any misconceptions and inform learners to update the Glossary of terms. 
	Listen and address questions regarding various input and output errors, such as the implications of entering text into a numeric field. Note any discrepancies and pose clarifying questions. Update the Glossary of terms accordingly.
	

	
	Ask the group to review the example at the bottom of the page. Have the class raise their hands once they identify the error. Ask a learner for their response and check with other learners if they share the same answer. Address any misconceptions and demonstrate how to correct them.
	Learners listen to the example and raise their hands when they identify an error. They answer questions and write down the steps to correct it.
	

	20 minutes
	Get learners into small groups of two or three. Navigate to the Learner sentiment activity spreadsheet slide. Explain the task and get learners to open the Learner sentiment activity spreadsheet. Circulate and ask probing questions.
	Listen, form small groups. Discuss in your group how to apply best practices for cleaning data. Note the necessary changes and attempt to identify the data cleaning process in the Learner sentiment activity spreadsheet. 
	

	
	Select a range of groups to explain how they identified an error and how they applied best practices. Address any misconceptions and continue until all data cleaning elements are identified. 
	Listen, answer questions and adjust as needed. Note any misconceptions for revision.
	

	
	Go to the What have you learnt? slide and explain it. As individuals, complete the task. Ask a few learners to provide examples to the group.
	Listen, write down your strengths, areas for improvement and reflection comments for next time on the mini whiteboard. Answer the question and note the responses of other learners. 
	

	25 minutes
	Go to the Checkpoint two instructions slide. Hand out the Checkpoint two question papers. Explain the task and instructions for answering the questions. Circulate and ensure learners complete the question paper independently. 
	Listen, ask clarifying questions. Complete the assessment independently and review all responses before returning them to the teacher.
	

	
	Collect the Checkpoint two question paper from each learner and give a timescale for when they will receive feedback. 
	Listen and hand in the Checkpoint two question paper to the teacher. 
	

	10 minutes
	Go to the WellCare Clinic conclusion slide. Recap the slide content and ask learners to write a response on the mini whiteboard as individuals. Ask a wide range of learners to answer set questions and ask probing questions to other learners, where appropriate. 
	Listen and ask clarifying questions. Write answers on mini whiteboard. Answer teacher questions. 
	

	Other:
English: Learners will justify corrections when fixing formula errors, encouraging the use of full sentences and clarity of thought.
Maths: Learners apply spreadsheet functions such as SUM and AVERAGE and compare automated outputs with manual reasoning. They explore calculation errors caused by incorrect references, reinforcing the concept of position, values and calculation flow.
Digital: Learners apply relative and absolute referencing to automate spreadsheet tasks. They clean and structure data, preparing it for digital processing and demonstrate understanding of formula-driven automation in real-world scenarios.

	Adaptation:
SEND:
· Use dual coding by modelling common spreadsheet errors (e.g. incorrect cell referencing) visually on screen and explaining them aloud, supporting understanding through repetition and visual cues.
· Break down the data cleaning process into manageable steps, using worked examples and sentence starters to help learners explain what they are doing and why.
· Pair learners with supportive peers during the data spotting and cleaning activity, encouraging them to talk through the logic of each error they find and correct.
· During the cleaning task, refer to a class-generated checklist on the board, guiding all learners through the process together without requiring additional handouts.
· When discussing functions, pause to review the Glossary of terms as a group, asking learners to help create simple definitions and examples based on their current spreadsheet.
Extension: Learners explain where and why absolute referencing could be used on the Learner sentiment activity spreadsheet (e.g. for fixed values like standard rates or targets) and describe how they would apply it.
During the group data cleaning task, learners identify:
· the easiest best practice to apply
· the most challenging error to fix
· one change they would make next time to improve their process.

	Next steps in learning:
· Teacher will mark Checkpoint two using the mark scheme.
· Teacher will identify common misconceptions in formula structure, referencing or error identification and note learners who require follow-up support for this and future tasks.






Lesson 8
	Title: Chart champions
Targeted content reference: This supports knowledge and skills in information and data, investigation, numeracy and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 8
Timing: 2 hours

	Prior learning:
· Lesson 1 to lesson 7
· In the previous lesson, learners explored data accuracy and cell references (relative vs absolute), practised applying spreadsheet functions and learnt to clean data for analysis, which are essential for interpreting and presenting data using bar and pie charts to ensure the correct ranges are used to select data to chart 
· Basic understanding of pie and bar charts from GCSE Maths. 

	Timing
	Teacher activity
	Learner activity 
	Support materials

	5 minutes
	Distribute mini whiteboards, sticky notes and graph paper. Recap the Checkpoint two results.
	Listen and ask clarifying questions.
	Slide deck
Glossary of terms (lesson 1)
Which bar is best?
Which pie is best?
Manual bar chart
Graph paper
Pie chart task
Teacher instructions – chart gallery walk

	
	Share common mistakes in using formulae and functions.
	Note any misconceptions.
	

	10 minutes
	Introduce Which bar is best? chart comparison document. 
	Listen and ask clarifying questions. 
	

	
	Get learners into pairs. Ask pairs to annotate charts and decide which is clearer. Circulate with probing questions.
	Move into pairs. Work in pairs to label both charts with strengths and weaknesses. Choose the most appropriate chart and explain why.
	

	10 minutes
	Introduce Which pie is best? chart comparison document. Repeat the task in pairs. Review answers and note address misconceptions.
	Complete the activity in pairs. Discuss which chart is best and why. Answer questions.
	

	10 minutes
	Go to the When to use each chart slide. Instruct when pie chart or a bar chart is most appropriate. 
	Listen and ask clarifying questions.
	

	
	Discuss misconceptions with learners, use thumbs up and thumbs down to identify learners who have the misconception. On the previous pie and bar task, select one to two pairs to say what they have learnt. Prompt learners to update their Glossary of terms.
	Listen and answer questions. Update the Glossary of terms.
	

	5 minutes
	Present and recap the DriveSuccess Academy scenario. Introduce task.
	Listen and ask questions.
	

	5 minutes 
	Demonstrate how to create a bar chart on graph paper. Show chart features.
	Observe the demonstration. Note how to create a bar chart. Answer the teacher’s questions.
	

	25 minutes
	Distribute the Manual bar chart worksheet and graph paper. Learners draw a chart by hand using May data. Circulate to support. Ask learners to write one summary sentence on their mini whiteboard.
	Complete the Manual bar chart by hand. Write and show a summary sentence.
	

	
	Class vote and gallery walk: which hand-drawn chart is clearest? Give feedback and correct misconceptions.
	Write their two sticky notes as directed and place on the appropriate chart. Participate in peer review. Discuss chart clarity and reasoning. 
	

	5 minutes
	Demonstrate how to create a pie chart in a spreadsheet using March data. Ask learners for one observation about the chart.
	Watch the demonstration and ask questions. Note key features like percentages, title and legend.
	

	20 minutes
	Explain and distribute the task and ask the learners to write a summary on the mini whiteboard. Ask one or two learners to explain their summary to the group. Address any misconceptions. Circulate and check for correct formatting and reasoning. 
	Listen, ask clarifying questions and complete the Pie chart task using April and May data. Show a summary sentence on the mini whiteboard. Answer questions.
	

	20 minutes
	Run through the Chart gallery walk. Explain the chart task.
	Move around the classroom, read each scenario and use sticky notes with their answers on the chart and reasoning. Answer the teacher’s questions.
	

	
	Circulate the Chart gallery walk and discuss outcomes with learners. Ask probing questions from sticky notes.
	Listen and answer questions. 
	

	5 minutes
	Go to the Homework slide. Explain the task.
	Note the homework task on how to prepare for the pivot table task
	

	Other:
English: interpreting and articulating meaning from charts using subject vocabulary (e.g. proportion, trend).
Maths: understanding quantities, proportions, percentages and selecting suitable chart types.
Digital: creating and formatting pie charts using spreadsheet tools.

	Adaptation:
SEND: Step-by-step walkthrough in smaller groups modelling the data using visual examples.
Extension: Learners write two to three analytical sentences based on their bar and pie charts.

	Next steps in learning:
· Learners complete pivot table homework.
· Learners will use the same chart data in the next lesson to summarise using pivot tables.
· Teacher prepares Checkpoint three assessment.





Lesson 9
	Title: Pivot pros
Targeted content reference: This supports knowledge and skills in information and data, investigation, numeracy, communication and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 9
Timing: 2 hours

	Prior learning:
· Lesson 1 to lesson 8, including pivot tables homework from lesson 8.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	5 minutes
	Distribute calculators and mini whiteboards. Introduce the Wordcloud online task and share the web address.
	Listen, access the Wordcloud online link. Recall and enter key terms from the pivot table homework video. 
	Slide deck
Glossary of terms (Lesson one)
Wordcloud
Pivot table puzzle
Pivot table task
Pick your pivot – what would you use?
Checkpoint three question paper
Checkpoint three mark scheme
Revision checklist

	5 minutes
	Recap the DriveSuccess Academy task. Explain the scenario for using pivot tables to summaries data and get learners to note the lesson’s purpose.
	Listen, ask clarifying questions. Write the purpose of today’s lesson on the mini whiteboard. 
	

	5 minutes
	Facilitate a class discussion on the benefits of pivot tables over separate functions in a spreadsheet. Use a thumbs up/down approach to Pivot table scenario slide. Select one or two learners and ask probing questions. 
	Listen, thumbs up/down to each scenario presented by the teacher. Answer questions.
	

	20 minutes
	Distribute the Pivot table puzzle to individuals. Explain the task and the need for the calculator to help. Circulate and support misunderstanding.
	Listen, asking clarifying questions. Try to identify the value to be entered into each blank cell. Use a calculator where appropriate to do so. Answer questions.
	

	
	Reveal Pivot table puzzle answers, use thumbs up/down to identify if the answers were the same as shown. Select one to two learners to explain misunderstandings and correct where appropriate. Get learners to update the correct answers.
	Listen, compare answers. Thumbs up/down and answer teacher questions. Update any misunderstandings on the task. 
	

	20 minutes
	Distribute the Pivot table task. Explain the task and demonstrate how to create a pivot table and use SUM. Get learners to complete the task. Circulate, address any misunderstandings and observe any additions on the extension task using charts. 
	Observe the demonstration. Create a structured table with values on the Pivot table task. Create the pivot table using SUM, AVERAGE, MAX and MIN. Test and explore other functions on the Pivot table task. 
	

	
	Lead a class discussion on the five pivot table questions and select one to two learners to answer each question. Use thumbs up/down from other learners to determine whether it is correct. Ask probing questions and encourage peer explanations. Address any misunderstanding.
	Listen and respond to the teacher’s questions. Use thumbs up/down and continue to answer questions, where appropriate and offer peer explanations to other learners. Note any misunderstanding of the Glossary of terms.
	

	
	Refer learners back to the benefits of using pivot tables. Ask which function was easiest to understand and why. Use thumbs up/down to identify if learners completed their charts. Ask the learner to share their experience with other learners.
	Listen. Answer questions and use thumbs up/down. Answer further questions and explain the approach to using the pivot functions or creating the charts. 
	

	20 minutes
	Explain the Pick your pivot – what would you use? task. Show learners the location of the question around the classroom and give them sticky notes to complete the task. 
	Listen and ask clarifying questions. Circulate the classroom to see each question, decide the approach, pivot function and explanation on sticky notes, and add to each question. Continue until each question is answered.
	

	
	Circulate the classroom for each question. Identify commonality in decision and explanation, use thumbs up/thumbs down and ask selected learners probing questions. Address any misconceptions in the class. 
	Listen, use thumbs up/down and answer questions. Note any misunderstanding of the Glossary of terms, if appropriate. 
	

	25 Minutes
	Distribute the Checkpoint three question paper. Explain the assessment rules and complete it individually. Monitor in silence.
	Listen to instructions and ask clarifying questions. Complete the Checkpoint three question paper in silence. 
	

	
	Collect the Checkpoint three question paper. 
	Hand in the Checkpoint three question paper to the teacher.
	

	10 Minutes
	Get learners into pairs. Explain the task of reviewing the Glossary of terms. Circulate and correct misunderstandings. 
	Listen and ask clarifying questions. Review partners’ Glossary of terms and give feedback on missing terms and definitions that lack an explanation. Note changes and update the Glossary of terms from the partner and the teacher. 
	

	10 minutes
	Inform learners to revise the Glossary of terms for the next lesson. 
	Listen and make sure they can access the Glossary of terms at home. 
	

	
	Hand out the Revision checklist. Explain to learners the purpose of the document. Explain the homework task.
	Listen, read the Revision checklist and make sure that the work from lessons 1 to 9 is accessible outside of the lesson. Note that the homework task is to use the Revision checklist outside of the lesson to identify what they need to revise for the lesson 10 assessment. 
	

	Other:
English: explaining reasoning and chart choices.
Maths: interpreting data tables and comparing values.
Digital: creating and editing pivot tables and using functions.

	Adaptation:
SEND: provide an electronic file of the Pivot table puzzle where appropriate. Use different-coloured sticky notes where appropriate. Allow oral responses where learners find it hard to write explanations.
Extension: explore how filters can be used each month to isolate monthly data and observe changes to the pivot table functions. Explore different chart types per data and reinforce lesson 8 knowledge on when to use bar and pie charts. 

	Next steps in learning:
· Learners use the Revision checklist and Glossary of terms to revise for the lesson 10 assessment.
· Teacher uses the Checkpoint three mark scheme to mark learner work and note general strengths and misconceptions from the group.
· Teacher writes these down and makes them available to the learners in lesson 10.





Lesson 10
	Title: Data storytellers
Targeted content reference: This supports knowledge and skills in information and data, investigation, numeracy and digital skills from the National Technical Outcomes (NTO) outcome one for the TLFY in Digital.
Lesson sequence number: 10
Timing: 2 hours

	Prior learning:
· Lesson 1 to lesson 9.

	Timing
	Teacher activity
	Learner activity 
	Support materials

	10 minutes
	Present Checkpoint three results and provide feedback. Highlight positives, common mistakes and misconceptions to clarify areas for improvement.
	Listen to feedback and ask questions for clarification. Update personal notes based on feedback.
	Coffee shop client task
Coffee shop data
Coffee shop mark sheet
Peer review checklist
Self-evaluation checklist


	10 minutes
	Distribute the Coffee shop client task.
	Ask questions for clarification.
	

	
	Guide learners to identify keywords and unfamiliar terms.
	Read and highlight key terms in the Coffee shop client task. 
	

	
	Encourage learners to use their Glossary of terms for reference.
	Write keywords on a mini whiteboard and ask for clarification of key terms. Add definitions to their Glossary of terms.
	

	
	Distribute the Coffee shop client task.
	Read Coffee shop client task. Highlight key words. 
	

	
	Ask learners if there are any words they do not understand. Ask other learners to give responses if they understand the word. If not, give learners to the answer.
	Ask for clarification of key terms. Add definitions to their Glossary of terms.
	

	10 minutes
	Set learners the task of analysing the Coffee shop client task. Remind learners of the process to follow when interpreting a task.
	Listen and ask questions. Then analyse the Coffee shop client task. Annotate with keywords from the analysis.
	

	
	Circulate and observe how learners are engaging with the task. Ask probing questions to confirm understanding. The correct analytical technique or suggest alternatives if the approach is not working.
	Decide on the selected analytical technique to be used on the dataset. If unsure, discuss the approach with a peer or seek clarification from the teacher. Adjust the method based on feedback and document any changes made to refine accuracy.
	

	
	Address any misconceptions and ask probing questions.
	Discuss the approach with peers and teacher.
	

	35 minutes
	Distribute the Coffee shop data file. Explain how learners should import and structure data. Set expectations for data cleansing and structuring (correct data types, tab naming and formatting). Inform learners to complete tasks one to three in the Coffee shop client task. 
	Listen and ask questions. 
	

	
	Circulate and check learners’ progress on their data analysis techniques. Check folder storage. Check techniques used for analysis.
	Import the Coffee shop data file and structure it by applying the correct data types. Format the spreadsheet to ensure consistency, then analyse the dataset by completing tasks one to three on the Coffee shop client brief. Apply formulae and functions to classify sentiment, using COUNTIF, AVERAGE, MAX and MIN to identify trends and extract key insights.
	

	35 minutes
	Set requirements of the task. 
	Listen. Ask clarification questions.
	

	
	Provide a brief recap of how to create graphs and pivot tables, focusing on key steps and best practices for visual representation. Clarify expectations for formatting and data presentation. Instruct learners to complete tasks 4 and 5 while circulating to observe progress, assess understanding and provide targeted support where needed.
	Apply prior knowledge to create graphs and pivot tables, following the given expectations. Take notes on key steps and formatting requirements. Ask for clarification if needed and adjust visualisations based on teacher feedback.
	

	
	Circulate and observe how learners are engaging with the task. Ask probing questions to confirm understanding. Observe responses. Address any misconceptions.
	Complete tasks 4 and 5 by creating a graph or pivot table and ensuring it aligns with the given expectations. Justify choices in the rationale for analysis, explaining how the visualisation supports their findings. Seek clarification where needed and adjust their work based on teacher feedback.
	

	20 minutes
	Set the task requirements to complete the self-review with peer reflection.
	Listen. Ask clarification questions.
	

	
	Distribute the Peer review checklist and Self-evaluation checklist to learners. Organise learners into groups of three. Remind learners what to look for when completing both tasks.
	Swap work with a partner and use the peer review checklist to assess spreadsheet formatting and data accuracy. Complete the self-evaluation checklist, reflecting on their own work and identifying areas for improvement. Discuss feedback with their partner and make necessary adjustments based on the review.
	

	
	Circulate and observe how learners are engaging with the task. Ask probing questions to confirm understanding. Observe responses. Address any misconceptions.
	Use the peer review checklist to assess a partner’s spreadsheet, providing constructive feedback based on the criteria. Review the feedback received from their peer and reflect on their own work using the self-evaluation checklist. Identify areas for improvement and make necessary adjustments before finalising their spreadsheet.
	

	
	Review content of whiteboards. Highlight any common issues, misconceptions and strengths of the class.
	Learners add one strength and one area to develop onto their whiteboard and hold in the air.
	

	Other:
Maths: applying statistical functions (COUNTIF, AVERAGE, MAX, MIN) to analyse trends.
Digital: using spreadsheet tools for data structuring, formulae and creating visual representations.

	Adaptation:
SEND: Provide one-to-one support where needed. Read instructions aloud if required and use visual prompts to reinforce key points. Neurodiverse learners may experience anxiety under time pressure, so provide extra time and allow flexibility in how they demonstrate understanding, such as explaining their thought process verbally before completing the task. Allow short movement breaks to support focus and reduce cognitive overload. Check in regularly to reassure and clarify misconceptions before learners continue with the task.
Extension: Learners can complete some of the extended challenges in the Coffee shop client task.

	Next steps in learning:
Learners could engage in a series of future-focused projects that build on the skills developed in this learning block while providing stepping stones for extended learning and enhancements in the use of artificial intelligence (AI) in interpreting data. These projects could also address additional NTO skills related to investigating and communicating, which are not directly covered during this initial study block. These projects could help learners build on their existing skill set while transitioning seamlessly into future learning blocks or qualifications. This approach would ensure they are well-prepared for the demands of T Level in Digital qualifications, such as the T Level in Digital Software Development or T Level in Digital Support and Security, along with the evolving needs of the digital industry.






SECTION 3: LESSON SUPPORT MATERIALS
This section contains all the handouts, worksheets, templates and case study materials referenced in the support materials section of each lesson plan. These resources support learning, reinforce key concepts and provide structured activities for learners to apply their skills.
Each document aligns with the lesson objectives and includes guided tasks, step-by-step instructions and peer review opportunities to encourage engagement and deepen understanding. The materials cater to various learning needs, including differentiated support for neurodiverse learners, extension activities for challenges and practical scenarios to apply spreadsheet skills in real-world contexts.


The following materials relate to lesson 1: Data detectives.



Glossary of terms
Instructions:
· Each lesson introduces new key terms and concepts related to the topic.
· Update this glossary during every lesson with definitions and examples discussed in class.
· Use the “example/context” column to provide real-world applications for each term.

	Key term
	Definition
	Example/context

	Unstructured data
	Data like free text social media posts do not follow a predefined format or organisation.
	Examples include social media comments, emails or video files.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Additional notes:
· This glossary will help you build a personalised resource for key concepts in the course.
· Review and revise your entries as we progress through the lessons.



Social media posts
	“Had a great time at the Brightfutures College open day! #FutureBright”
	“Can’t believe the library closes early on Fridays. It’s so inconvenient!”
	“The learner union events are always fun. Looking forward to the next one!”

	“Brightfutures College career fair was very helpful. Thank you!”
	“The campus Wi-Fi is slow again. Please fix this issue!”
	“Why don’t we have more vegetarian options in the cafeteria? #Frustrated”

	“Loving the new campus app! It makes finding events so easy!”

	“I couldn’t register for the workshop because the website was down. Please fix this!”
	“Brightfutures sports teams are amazing this year! Go Falcons! #ProudLearner”

	“The parking situation is terrible. I’ve been late to class twice this week.”

	“Great job on the recent sustainability campaign. It’s inspiring to see the college care about the environment!”
	“I feel like the communication about exam schedules could be better. I nearly missed mine last term.”

	“Thank you to the staff for organising the mental health awareness day. It meant a lot to us.”
	“The lecture hall microphones weren’t working again today. It’s hard to follow the session without proper sound.”
	“The new social media challenge is so much fun! I’ve already posted my entry. #BrightChallenge”


Sorting categories

	Relevant
	Irrelevant




	Positive
	Neutral
	Negative





Classification totals for sorting categories
	Category
	Total count

	Relevant
	

	Irrelevant
	

	Positive
	

	Neutral
	

	Negative
	





The following materials relate to lesson 2: Spreadsheet superstars.


Teacher demonstration data
The following data would need to be imported into a spreadsheet and saved as a CSV file saved as “Teacher demonstration data.csv”:
Date,Event,Attendance,Feedback
01/01/2025,Sustainability Campaign,150,Well-organised and informative event!
02/01/2025,Open Day Workshop,200,Could use more parking spaces for visitors.
03/01/2025,Career Fair,175,Very helpful and insightful discussions.
04/01/2025,Technology Showcase,120,Impressive tech demonstrations, but could use better signage.
05/01/2025,Alumni Meet and Greet,190,Great opportunity to network with alumni and hear their stories.
06/01/2025,Learner Art Exhibit,100,Amazing talent displayed; would love to see more exhibits.
07/01/2025,Science Fair,220,Innovative projects but too crowded.
08/01/2025,Music Festival,300,Lively and entertaining performances!
09/01/2025,Robotics Competition,180,Great event but more seating is needed.
10/01/2025,Sports Day,250,Very well-organised and engaging activities.
11/01/2025,Debate Tournament,130,Impressive arguments; would like more audience interaction.
12/01/2025,Coding Bootcamp,140,Very insightful but ran out of time for Q&A.
13/01/2025,Cultural Fair,210,Amazing food and performances; would love more diversity in vendors.
14/01/2025,Scholarship Ceremony,170,Inspirational speeches; technical issues with microphones.
15/01/2025,Internship Fair,160,Well-organised but booths were difficult to navigate.
16/01/2025,Parent-Teacher Evening,140,Very informative discussions with teachers.
17/01/2025,Book Launch,90,Fantastic event; needed more seating space.
18/01/2025,Environmental Workshop,125,Great session; more practical activities would be helpful.
19/01/2025,Photography Contest,110,Amazing photos but judging criteria were unclear.
20/01/2025,Film Screening,180,Well-organised and entertaining!
21/01/2025,Drama Showcase,150,Incredible performances; sound system needs improvement.
22/01/2025,Startup Expo,200,Very inspiring but more space needed for networking.
23/01/2025,Language Workshop,95,Helpful session but materials were limited.
24/01/2025,Leadership Conference,220,Inspiring talks; could use a better Q&A format.
25/01/2025,Community Volunteering Day,135,Heartwarming experience but logistics need refinement.
26/01/2025,Chess Tournament,100,Well-organised but more time for matches is needed.
27/01/2025,Alumni Reunion,180,Great event but needed more time for networking.
28/01/2025,Entrepreneurship Panel,190,Insightful discussions; would benefit from breakout sessions.
29/01/2025,Creative Writing Workshop,120,Helpful session but could use more interactive exercises.
30/01/2025,Health and Wellness Fair,160,Great event; more fitness demos would be appreciated.
31/01/2025,Financial Planning Seminar,140,Very informative; needed more individual consultations.
01/02/2025,Volunteer Recognition Ceremony,130,Wonderful recognition; technical issues with presentation.
02/02/2025,Research Symposium,200,Impressive projects; would like more time to engage with presenters.
03/02/2025,Music Workshop,110,Engaging and fun; needed more instruments for participants.
04/02/2025,Food Festival,300,Amazing selection of dishes; better queue management needed.
05/02/2025,Technology Seminar,220,Very informative; more practical demonstrations would help.
06/02/2025,Art Auction,150,Fantastic artwork; bidding process was unclear.
07/02/2025,Mentorship Day,140,Helpful guidance; would benefit from smaller group discussions.
08/02/2025,College Open Day,250,Great experience; signage could be improved for better navigation.
09/02/2025,End-of-Year Gala,300,Amazing event to conclude the year; more parking space required.
10/02/2025,Library Launch,180,Fantastic new space; needed more time for the tour.

Social media data
The following data would need to be saved as a CSV file saved as “Social media data.csv”:
Post date,Platform,Likes,Comments,Sentiment
01/01/2025,Instagram,150,12,Positive
02/01/2025,Twitter,45,8,Neutral
03/01/2025,Facebook,200,15,Negative
04/01/2025,Instagram,300,25,Positive
05/01/2025,Twitter,20,3,Negative
06/01/2025,Facebook,180,18,Neutral
07/01/2025,Instagram,120,10,Positive
08/01/2025,Twitter,60,5,Neutral
09/01/2025,Facebook,250,30,Positive
10/01/2025,Instagram,140,14,Neutral
11/01/2025,Twitter,90,7,Positive
12/01/2025,Facebook,210,20,Positive
13/01/2025,Instagram,50,4,Negative
14/01/2025,Twitter,70,6,Neutral
15/01/2025,Facebook,190,17,Positive

Self-assessment
Task: Review your structured data and evaluate your performance based on the following criteria.
	Criteria
	Rating (1 to 5)
	Comments

	Organising data into structured columns.
	
	

	Applying appropriate formatting (e.g. date conversion, alignment).
	
	

	Sorting data accurately by a relevant column.
	
	

	Clarity and readability of the structured dataset.
	
	

	Overall understanding and execution of the task.
	
	






Peer assessment
Task: Review your peer’s structured data and provide constructive feedback.
	Criteria
	Rating (1 to 5)
	Comments

	Data columns are clear and well-organised.
	
	

	Formatting is consistent and appropriate.
	
	

	Sorting enhances the clarity of the data.
	
	

	Data is presented in a professional and readable manner.
	
	

	Suggestions for improvement.
	N/A
	




Teacher structured data example
Create the following table in a spreadsheet and name it as “Structured data example.xlsx”:
	Post date
	Platform
	Likes
	Comments
	Sentiment

	01/01/2025
	Instagram
	150
	12
	Positive

	01/02/2025
	Twitter
	45
	8
	Neutral

	01/03/2025
	Facebook
	200
	15
	Negative



Demonstrate the following to the learners
Entering data into the spreadsheet:
· Open a new spreadsheet in Microsoft Excel or Google Sheets. 
· Click on cell A1 and type Post date. 
· Press the Tab key to move to the next cell and enter Platform in B1.
· Continue this process to enter all column headers:
· C1: Likes
· D1: Comments
· E1: Sentiment
· Move to row 2 and start entering data for each post:
· A2: 01/01/2025
· B2: Instagram
· C2: 150
· D2: 12
· E2: Positive
· Repeat for rows 3 and 4 using the correct values. 
Tip: Press Enter after typing in a cell to move down, or Tab to move right.
Selecting the correct data type:
· Highlight column A (Post date).
· Click Format → Number → Date and ensure it follows the DD/MM/YYYY format.
· Highlight column C (Likes) and column D (Comments).
· Click Format → Number → Number to ensure they are stored as numeric values.
· Ensure column E (Sentiment) remains as text, as it contains words instead of numbers.
Tip: applying the correct data type ensures accurate sorting and filtering.
Using cell borders to improve readability:
· Select all data (A1:E4).
· Click on the Borders icon (usually in the toolbar).
· Choose All Borders to add clear gridlines.
Tip: borders make structured data easier to read.
Changing font style for clarity:
· Select row 1 (headers).
· Click on the Bold (B) button to highlight column titles.
· Adjust font size if necessary (e.g. size 12 for readability).
Tip: a bold header row makes data easier to scan.
Final check:
· Ensure column widths fit all content (double click the column divider to auto fit).
· Verify that data is correctly aligned and formatted.
· Save the spreadsheet as “Structured Data Example.xlsx”.
Outcome: the table should match the provided format, ensuring clarity and consistency in structured data presentation.


The following materials relate to lesson 3: File wizards.


Disorganised file names
	AttendanceRecord_January2025.xls
	BrightfuturesPoster2025.jpg

	BudgetAnalysis2025.docx
	CareerFair2025Agenda.pdf

	Doc1.pdf
	EventSurveyResults.xlsx

	ExamTimetable2025.docx
	File_v2_FINALFINAL.docx

	FinancialOverview.xlsx
	Image12345.png

	LibraryTimetable.xlsx
	MeetingNotes_Staff.docx

	MonthlyReport_January2025.xlsx
	Notes2024.docx

	OpenDay2025_Plan.docx
	StaffDirectory2025.pdf

	LearnerFeedbackForm2025.docx
	TrainingSchedule2025.xlsx

	WiFiAccessInstructions.txt
	YearlySummary_2024.pdf




Disorganised file name solution
Brightfutures College
	Folder name
	Files

	Reports
	AttendanceRecord_January2025.xlsx, BudgetAnalysis2025.docx,
FinancialOverview.xlsx,
MonthlyReport_January2025.xlsx,
 YearlySummary_2024.pdf

	Events
	BrightfuturesPoster2025.jpg,
CareerFair2025Agenda.pdf,
EventSurveyResults.xlsx,
OpenDay2025_Plan.docx

	Staff
	MeetingNotes_Staff.docx,
StaffDirectory2025.pdf,
TrainingSchedule2025.xlsx,
WiFiAccessInstructions.txt

	Learners
	ExamTimetable2025.docx,
LibraryTimetable.xlsx,
LearnerFeedbackForm2025.docx

	Unorganised
	Doc1.pdf,
File_v2_FINALFINAL.docx,
Image12345.png,
Notes2024.docx 





Teacher example set
Prepare a disorganised version of the files and then walk through sorting them into a logical folder structure. Below is a set of files that should be created in advance.
Step one: disorganised file list (pre-demonstration)
Before the lesson, create a single folder with all files mixed up and unclear naming for some:
Unsorted files (before organising):
· Doc1.pdf
· January_Report.xlsx
· Budget2025_vFinal.docx
· Brightfutures_Flyer.png
· StaffDirectory.docx
· Notes_Meeting2025.docx
· TrainingPlan_v2.xlsx
· LearnerFeedback.docx
· Library_Schedule.pdf
· Monthly Budget.pdf
· Survey2025results.csv
· WiFi_Setup.txt
· EventDetails.docx
· IMG_4598.jpg
· CareerFair_Presentation.pptx
· ExamSchedule.docx
· Timetable_Learners.docx
· Report_FINAL_FINAL_v3.pdf
Step two: teacher demonstration – organising the files
During the lesson, walk through the process of renaming, structuring and sorting the files into folders. Explain the importance of:
· using consistent and meaningful names (e.g. changing “Doc1.pdf” to “Attendance_Report_Jan2025.xlsx”)
· creating folders to categorise information properly (e.g. “Reports,” “Events,” “Learners,” etc.).

Step three: organised folder structure (after demonstration)
After the teacher demonstrates the sorting process, the files should be arranged as follows:
	Folder name
	Files (after organising)

	Reports
	Monthly_Report.xlsx, Budget2025_vFinal.docx, Report_FINAL_FINAL_v3.pdf

	Events
	Brightfutures_Flyer.png, Survey2025results.csv, CareerFair_Presentation.pptx, EventDetails.docx

	Staff
	StaffDirectory.docx, Notes_Meeting2025.docx, TrainingPlan_v2.xlsx, WiFi_Setup.txt

	Learners
	LearnerFeedback.docx, ExamSchedule.docx, Timetable_Learners.docx, Library_Schedule.pdf

	Unorganised (before fixing)
	IMG_4598.jpg, Doc1.pdf, Monthly Budget.pdf (To show why bad naming is an issue)



Step four: learner task
After the demonstration, ask learners to take their own mixed up file set and complete the sorting process independently.


Learner example set
To ensure that learners can practise file organisation, create the files needed for the task. Store the files in an accessible shared location.
Learners will receive 20 files with mixed up names, random formats and no clear folder structure. Some file names will be unhelpful or repetitive.
Unsorted files (before organisation)
· Report_v3_FINAL.docx
· Budget2024_LastVersion.xlsx
· EventPoster_Brightfutures.jpg
· StaffList.docx
· NOTES_meeting_1.docx
· TIMETABLE_Learner2025_v2.xlsx
· Library_Times_vFinal.pdf
· SurveyData123.csv
· WiFi_SetupGuide.txt
· IMG_7896.png
· CareerFair_Invite.pptx
· Training_Outline_2025.xlsx
· Learner_FEEDBACK_final.docx
· Exam_TIMETABLE_v1.docx
· Jan_Budget.xlsx
· AttendanceRecord.pdf
· OpenDay_Schedule.docx
· 2025_LearnerList_v3.xlsx
· EventDetails_Meeting.docx
· File_v4_NEWNEW.docx
Teacher preparation
· Create the above files and store them in a shared network folder or USB drive for easy learner access.
· Ensure all learners have access to the files before the lesson starts.
· Demonstrate the sorting process before organising learners into pairs.
Learner task
· Each pair must rename, organise and categorise files based on logical folder structures.
· Each pair should identify poor file names and suggest improved naming conventions.


Expected organised folder structure
Task result of the sorting task:
	Folder name
	Files (after organising)

	Reports
	Report_v3_FINAL.docx, Budget2024_LastVersion.xlsx, Jan_Budget.xlsx, AttendanceRecord.pdf

	Events
	EventPoster_Brightfutures.jpg, SurveyData123.csv, OpenDay_Schedule.docx, CareerFair_Invite.pptx

	Staff
	StaffList.docx, Training_Outline_2025.xlsx, NOTES_meeting_1.docx, WiFi_SetupGuide.txt

	Learners
	TIMETABLE_Learner_v2.xlsx, Learner_FEEDBACK_final.docx, Exam_TIMETABLE_v1.docx, 2025_LearnerList_v3.xlsx, Library_Times_vFinal.pdf

	Unorganised (before fixing)
	IMG_7896.png, File_v4_NEWNEW.docx, EventDetails_Meeting.docx (to highlight naming issues)



Extension task
For learners who complete the task quickly, they can:
· add new files to the folder structure based on realistic needs (e.g. adding a “Marketing” or “Admin” folder)
· write a short reflection explaining why their structure is effective.
· 

Checkpoint one question paper
Learner name: ___________________________________
Part one: multiple choice questions (MCQs)
Instructions: select the correct answer for each question. (1 mark each)
1. What is unstructured data?
A) Data stored in a spreadsheet.
B) Data that does not have a clear format.
C) Data that is always numerical.
D) Data organised into tables.
2. What does structured data look like?
A) a table with rows and columns
B) a list of random text messages
C) images in a folder
D) handwritten notes
3. Why is formatting data important?
A) It makes the data look nicer.
B) It ensures data is clear and easy to understand.
C) It adds more data to the spreadsheet.
D) It removes errors automatically.
4. Which of the following is an example of a folder structure?
A) EventPlans.docx, 01-2025, MonthlyReports.xlsx
B) Events > Monthly Reports > January 2025
C) data on my computer
D) a list of items saved randomly
5. What is a naming convention?
A) a file name that follows a consistent format
B) a random name for a file
C) a folder that contains only one file
D) a list of names used for documents
6. What should you do with irrelevant files?
A) Delete or move them to a backup folder.
B) Rename them for clarity.
C) Move them to the top of the folder structure.
D) Highlight them in bold.
7. How does organising files help a team?
A) It allows easy access to important information.
B) It makes the computer run faster.
C) It removes the need for folder structures.
D) It avoids needing file backups.


8. Why is folder structure important?
A) It makes files look organised.
B) It helps locate files quickly and efficiently.
C) It avoids having to rename files.
D) It ensures files are always backed up.
9. What type of data would fit into a “Comments” column in a spreadsheet?
A) numbers
B) text
C) dates
D) percentages
10. What is the best format for dates in a spreadsheet?
A) 2025/01/01
B) January 1, 2025
C) 01/01/2025
D) 01-01-2025
11. Which tool is best for sorting and categorising data?
A) word processor
B) spreadsheet
C) presentation software
D) image editor
12. How does grouping files into folders help Brightfutures College?
A) It improves file organisation and supports teamwork.
B) It makes files easier to delete.
C) It avoids needing file names.
D) It saves space on the computer.
13. Why is it important to review your folder organisation?
A) To ensure files are organised logically.
B) To rename files for accuracy.
C) To create a backup automatically.
D) To delete all irrelevant files.
14. What steps should you take when sorting file names?
A) Group files based on content, use clear names and create folders.
B) Rename all files to match each other.
C) Move files randomly into folders.
D) Delete any file without reviewing it.
15. What should you do after creating a folder structure?
A) Share it with your team and check for clarity.
B) Lock all files to prevent changes.
C) Avoid adding more files to the folders.
D) Delete folders not used often.
Total for part one: 15 marks


Part two: short answer questions (SAQs)
Instructions: answer the following questions in full sentences, and support your answers with examples where needed.
1. Give one example of structured data and one example of unstructured data
(2 marks).
	

	

	

	

	



2. Why is it important to organise files into logical folder structures? Give three different reasons (3 marks).
	

	

	

	

	



Total for part two: 5 marks
Overall total for part one and two: 20 marks


Checkpoint one mark scheme
Mark scheme for part one: multiple choice questions (MCQs)
Instructions:
· Award 1 mark for each correct answer.
· No partial marks for MCQs.
MCQs and correct answers
1. What is unstructured data?
Correct answer: B) Data that does not have a clear format.
A) Incorrect: Spreadsheets are structured data.
C) Incorrect: Numerical data is not necessarily unstructured.
D) Incorrect: Tables represent structured data.
2. What does structured data look like?
Correct answer: A) A table with rows and columns.
B) Incorrect: A list of random text messages is unstructured data.
C) Incorrect: Images are not structured data.
D) Incorrect: Handwritten notes are considered unstructured.
3. Why is formatting data important?
Correct answer: B) It ensures data is clear and easy to understand.
A) Incorrect: Making data look nicer is not the main purpose.
C) Incorrect: Formatting does not add data.
D) Incorrect: Formatting alone does not remove errors.
4. Which of the following is an example of a folder structure?
Correct answer: B) Events > Monthly Reports > January 2025.
A) Incorrect: A list of file names is not a folder structure.
C) Incorrect: “Data on my computer” is not descriptive.
D) Incorrect: A random list of items lacks organisation.
5. What is a naming convention?
Correct answer: A) A file name that follows a consistent format.
B) Incorrect: Random names are not conventions.
C) Incorrect: Folder contents are unrelated to naming conventions.
D) Incorrect: A list of names is not a naming convention.
6. What should you do with irrelevant files?
Correct answer: A) Delete or move them to a backup folder.
B) Incorrect: Renaming irrelevant files does not address the issue.
C) Incorrect: Moving irrelevant files to the top does not help organisation.
D) Incorrect: Highlighting irrelevant files is unnecessary.
7. How does organising files help a team?
Correct answer: A) It allows easy access to important information.
B) Incorrect: Organisation does not affect computer speed.
C) Incorrect: It does not remove the need for folder structures.
D) Incorrect: File backups are unrelated to organisation.
8. Why is folder structure important?
Correct answer: B) It helps locate files quickly and efficiently.
A) Incorrect: Organised files do not just look neat.
C) Incorrect: Renaming files is not the main purpose of folder structures.
D) Incorrect: Folder structures do not inherently back up files.
9. What type of data would fit into a “Comments” column in a spreadsheet?
Correct answer: B) Text
A) Incorrect: Numbers belong in numerical columns.
C) Incorrect: Dates do not belong in a Comments column.
D) Incorrect: Percentages are not comments.
10. What is the best format for dates in a spreadsheet?
Correct answer: C) 01/01/2025
A) Incorrect: Using slashes but reversing order is uncommon.
B) Incorrect: Text format is not as effective for sorting.
D) Incorrect: Dashes are less standard for dates.
11. Which tool is best for sorting and categorising data?
Correct answer: B) Spreadsheet
A) Incorrect: Word processors are not used for sorting data.
C) Incorrect: Presentation software is not designed for data organisation.
D) Incorrect: Image editors do not handle data.
12. How does grouping files into folders help Brightfutures College?
Correct answer: A) It improves file organisation and supports teamwork
B) Incorrect: File organisation is not about deleting files.
C) Incorrect: Avoiding names is counterproductive.
 D) Incorrect: Space-saving is not the main goal.
13. Why is it important to review your folder organisation?
Correct answer: A) To ensure files are organised logically.
B) Incorrect: Renaming files is not the primary goal.
C) Incorrect: Review does not automatically create backups.
D) Incorrect: Deleting files is not the main purpose of review.
14. What steps should you take when sorting file names?
Correct answer: A) Group files based on content, use clear names and create folders.
B) Incorrect: Renaming all files is unnecessary.
C) Incorrect: Random organisation defeats the purpose.
D) Incorrect: Deleting files without review is impractical.
15. What should you do after creating a folder structure?
Correct answer: A) Share it with your team and check for clarity.
B) Incorrect: Locking files prevents updates.
C) Incorrect: Avoiding file additions is unrealistic.
D) Incorrect: Deleting folders unnecessarily is not helpful.


Mark scheme for part two: short answer questions (SAQs)
1. Give one example of structured data and one example of unstructured data (2 marks).
· 1 mark: acceptable example of structured data (e.g. a spreadsheet, database)
· 1 mark: acceptable example of unstructured data (e.g. a video, handwritten notes, social media post).
2. Why is it important to organise files into logical folder structures?
Give three different reasons (3 marks).
· 1 mark for each valid reason, such as:
· it makes files quicker to find
· it reduces the chance of losing work
· it helps others understand your system
· it prevents file duplication
· it supports professionalism in the workplace.



The following materials relate to lesson 4: Formula fixers.


Teacher demonstration spreadsheet
Teacher instructions for the CSV file:
· The following content should be copied into a notepad and saved as a CSV file using the same name at the top of this resource.
· Once saved as a CSV, it will open within a spreadsheet application.
CSV file content:
	,,,,Manual answer,,,Automated answer,
Day,Waiting time,,,Day,Total waiting time,,Day,Total waiting time
Mon,20,,,Mon,,,Mon,
Mon,12,,,Tues,,,Tues,
Tues,10,,,Wed,,,Wed,
Tues,18,,,Thurs,,,Thurs,
Tues,25,,,Fri,,,Fri,
Wed,36,,,,,,,
Wed,44,,,,,,,
Wed,48,,,,,,,
Wed,12,,,,,,,
Thurs,8,,,,,,,
Thurs,12,,,,,,,
Fri,8,,,,,,,
Fri,7,,,,,,,
Fri,9,,,,,,,
Fri,10,,,,,,,
Fri,12,,,,,,,





Teacher reference of how the CSV file will look:
[image: ]

Learner activity spreadsheet
Teacher instructions for the CSV file:
· The following content should be copied into a notepad and saved as a CSV file using the same name at the top of this resource.
· Once saved as a CSV, it will open within a spreadsheet application.
CSV file content:
	,,,,Manual answer,,,
Day,Waiting time,,,Day,Total waiting time,Day count,Average waiting time
Mon,18,,,Mon,,,
Mon,16,,,Tues,,,
Mon,14,,,Wed,,,
Mon,20,,,Thurs,,,
Tues,25,,,Fri,,,
Tues,18,,,,,,
Tues,10,,,,,,
Tues,14,,,,,,
Wed,44,,,,,,
Wed,48,,,,,,
Wed,36,,,,,,
Wed,24,,,,,,
Wed,18,,,,,,
Wed,22,,,,,,
Thurs,12,,,,,,
Thurs,9,,,,,,
Thurs,10,,,,,,
Thurs,11,,,,,,
Fri,12,,,,,,
Fri,10,,,,,,
Fri,8,,,,,,
Fri,7,,,,,,
Fri,9,,,,,,





Teacher reference of how the CSV file will look:
[image: ]


The following materials relate to lesson 5: Function masters.




Function matching activity
Cut out the following functions and descriptions and ask learners to match each function to its correct description.
	Function
	Description

	SUM()

	Adds the total revenue from all clinic appointments in a month.

	AVERAGE()
	Finds the average number of daily appointments over a week.

	MIN()
	Identifies the shortest waiting time recorded in the clinic.

	MAX()
	Identifies the highest number of appointments booked in a single day.

	COUNTIF()
	Counts how many patients waited longer than 30 minutes before seeing a doctor.

	SUM()
	Adds up the total number of patient feedback responses collected.

	AVERAGE()
	Finds the average rating given to doctors based on patient surveys.

	MIN()
	Identifies the lowest rating a doctor received from patient reviews.

	MAX()
	Determines the highest rating given in patient satisfaction surveys.

	COUNTIF()
	Counts how many patients rated their experience as ‘Excellent’.



Teacher demonstration spreadsheet
Teacher instructions for the CSV file:
· The following content should be copied into a notepad and saved as a CSV file using the same name at the top of this resource.
· Once saved as a CSV, it will open within a spreadsheet application.
CSV file content:
	Patient waiting times
Date,Patient id,Waiting time (mins),,Statistics,Result,
01/02/2025,1,15,,Total waiting time,146,
01/02/2025,2,10,,Average wait time,,
01/05/2025,3,12,,Maximum wait time,,
01/05/2025,4,8,,Minimum wait time,,
01/08/2025,5,17,,Patients waiting >20 mins,,
01/08/2025,6,20,,,,
01/11/2025,7,9,,,,
01/11/2025,8,14,,,,
15/01/2025,9,22,,,,
15/01/2025,10,19,,,,
20/01/2025,11,16,,,,
20/01/2025,12,21,,,,
25/01/2025,13,25,,,,
25/01/2025,14,13,,,,
30/01/2025,15,30,,,,
30/01/2025,16,11,,,,
02/04/2025,17,27,,,,
02/04/2025,18,18,,,,
02/11/2025,19,6,,,,
02/11/2025,20,9,,,,





Teacher reference of how the CSV file will look: 
[image: ]


Learner WellCare activity spreadsheet
Teacher instructions for the CSV file:
· The following content should be copied into a notepad and saved as a CSV file using the same name at the top of this resource.
· Once saved as a CSV, it will open within a spreadsheet application.
CSV file content:
	Patient waiting times,,,,Using functions,,
Date,Patient id,Waiting time (mins),,Statistics,Manual result,Automation result
01/02/2025,101,13,,Total waiting time,,
01/02/2025,102,8,,Average wait time,,
01/04/2025,103,17,,Maximum wait time,,
01/04/2025,104,12,,Minimum wait time,,
01/06/2025,105,9,,Patients waiting >20 mins,,
01/06/2025,106,22,,,,
01/08/2025,107,14,,,,
01/08/2025,108,10,,,,
01/10/2025,109,25,,,,
01/10/2025,110,15,,,,
01/12/2025,111,6,,,,
01/12/2025,112,21,,,,
14/01/2025,113,19,,,,
14/01/2025,114,11,,,,
16/01/2025,115,30,,,,
16/01/2025,116,18,,,,
18/01/2025,117,7,,,,
18/01/2025,118,27,,,,
20/01/2025,119,9,,,,
20/01/2025,120,16,,,,
22/01/2025,121,12,,,,
22/01/2025,122,10,,,,
24/01/2025,123,23,,,,
24/01/2025,124,8,,,,
26/01/2025,125,14,,,,
26/01/2025,126,19,,,,
28/01/2025,127,17,,,,



Teacher reference of how the CSV file will look:
[image: ]
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The following materials relate to lesson 6: Data mixologists.



Formula or function
Decide whether each task requires a formula or a function.
	Scenario
	Function or formula
	Justification (and example)

	Calculate total revenue from patient appointments.
	
	

	Add consultation fee and appointment fee together.
	
	

	Identify patients with more than three missed appointments.
	
	

	Combine first and last names into one column.
	
	

	Find the longest waiting time in the dataset.
	
	

	Determine the number of appointments on a Monday.
	
	

	Multiply the number of appointments by the average fee.
	
	

	Count how many patients are flagged as high-risk.
	
	

	Calculate the average waiting time for all patients.
	
	

	Check if the value in one column is greater than another.
	
	



Teacher fee demonstration spreadsheet
Teacher instructions for the CSV file:
· The following content should be copied into a notepad and saved as a CSV file using the same name at the top of this resource.
· Once saved as a CSV, it will open within a spreadsheet application.
CSV file content:
	Teacher demonstration spreadsheet
Patient ID,First name,Last name,DOB,Consultation fee (£),Appointment fee (£),Missed appointments,Waiting time (mins)
1001,Sarah,Johnson,12/04/2025,50,0,1,12
1002,David,Brown,27/08/2004,75,0,0,25
1003,Emma,Clarke,03/02/2006,60,15,2,18
1004,Tom,Patel,19/11/2005,90,15,1,30
1005,Mia,Wilson,25/06/2004,50,0,3,21
,,,,
,,Demonstrate functions,,,
,,SUM,,,
,,AVERAGE,,,
,,COUNTIF,,,
,,CONCATENATE,,,
,,RIGHT,,,
,,,,
,,Demonstrate formulae,,,
,,Total fees,,,





Teacher reference of how the CSV file will look:
[image: ]



Learner fee activity spreadsheet
Teacher instructions for the CSV file:
· The following content should be copied into a notepad and saved as a CSV file using the same name at the top of this resource.
· Once saved as a CSV, it will open within a spreadsheet application.
CSV file content:
	Learner spreadsheet activity
Patient ID,First name,Last name,DOB,Full name,DOB year,Consultation fee (£),Appointment fee (£),Total fee (£),Missed appointments,Waiting time (mins)
2001,Jake,Thompson,“14/03/2005”,,,,,55,,0,16
2002,Olivia,Martin,“29/11/2004”,,,,,80,,2,27
2003,Ben,Richards,“07/07/2006”,,,,,95,,1,22
2004,Ava,Lewis,“21/01/2005”,,,,,60,,3,10
2005,Liam,Harris,“03/06/2004”,,,,,70,,1,35
2006,Sophia,Walker,“19/09/2006”,,,,,85,,0,12
2007,Noah,Taylor,“30/12/2004”,,,,,50,,2,30
2008,Emily,Bennett,“15/05/2006”,,,,,95,,3,18
2009,James,Evans,“04/02/2005”,,,,,75,,1,25
2010,Ella,Morris,“27/08/2005”,,,,,55,,0,28
2011,Lucas,Cooper,“09/03/2006”,,,,,70,,1,19
2012,Grace,Fisher,“11/04/2004”,,,,,90,,0,34
2013,Mason,Campbell,“16/10/2006”,,,,,85,,2,14
2014,Zoe,Stewart,“23/07/2005”,,,,,55,,1,26
2015,Ethan,Roberts,“12/11/2004”,,,,,60,,3,22
2016,Lily,Parker,“03/12/2005”,,,,,80,,0,13
2017,Logan,Edwards,“20/05/2006”,,,,,95,,2,35
2018,Aria,Cook,“06/01/2005”,,,,,70,,1,24
2019,Daniel,Morgan,“18/09/2004”,,,,,85,,0,29
2020,Chloe,Foster,“25/06/2006”,,,,,50,,3,20
2021,Matthew,Bailey,“14/08/2005”,,,,,60,,1,27
2022,Harper,Reed,“08/02/2006”,,,,,75,,0,32
2023,Henry,Simmons,“13/04/2005”,,,,,90,,2,15
2024,Scarlett,Ward,“28/10/2006”,,,,,70,,3,22
2025,Ryan,Kelly,“22/03/2004”,,,,,85,,1,36
2026,Amelia,Carter,“01/01/2006”,,,,,50,,0,11
2027,Nathan,Price,“19/05/2005”,,,,,60,,2,28
2028,Victoria,Gray,“17/07/2004”,,,,,90,,1,25
2029,Alexander,Butler,“03/03/2006”,,,,,75,,3,12
2030,Hannah,Wright,“27/09/2005”,,,,,80,,0,38
2031,Samuel,Wood,“05/06/2004”,,,,,85,,2,19
2032,Addison,Russell,“12/08/2006”,,,,,55,,1,30
2033,Jacob,Murphy,“31/01/2005”,,,,,95,,0,27
2034,Natalie,Howard,“06/12/2006”,,,,,60,,3,23
2035,Owen,Barnes,“09/11/2004”,,,,,50,,1,34
2036,William,Hayes,“07/04/2005”,,,,,90,,2,17
2037,Samantha,Bell,“10/07/2006”,,,,,70,,0,29
2038,Michael,Cole,“02/10/2004”,,,,,55,,3,21
2039,Brooklyn,Hughes,“24/06/2005”,,,,,80,,1,33
2040,Ella,King,“11/05/2006”,,,,,75,,2,22
,,,,,,,,,,
,,,,Total,,,,,,,
,,,,Average,,,,,,,





Teacher reference of how the CSV file will look:
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The following materials relate to lesson 7: Data transformers.


Teacher sentiment demonstration spreadsheet
Teacher instructions for the CSV file:
· The following content should be copied into a notepad and saved as a CSV file using the same name at the top of this resource.
· Once saved as a CSV, it will open within a spreadsheet application.
CSV file content:
	Teacher demonstration data (copy and paste into a spreadsheet)
Post ID,Date,Platform,Likes,Comments,Shares,Positive sentiment,Neutral sentiment,Negative sentiment,Total engagement
101,01/08/2024,Facebook,120,25,30,Positive,Neutral,Negative,=SUM(D2:F2)
102,02/08/2024,Twitter,75,15,20,Negative,Neutral,Positive,=SUM(D3:F3)
103,03/08/2024,Instagram,180,35,50,Positive,Neutral,Negative,=SUM(D4:F4)
104,04/08/2024,LinkedIn,95,20,10,Neutral,Positive,Negative,=SUM(D5:F5)
105,05/08/2024,Facebook,130,40,25,Positive,Neutral,Negative,=SUM(D6:F6)
106,06/08/2024,Twitter,60,10,15,Negative,Neutral,Positive,=SUM(D7:F7)
107,07/08/2024,Instagram,200,50,60,Positive,Neutral,Negative,=SUM(D8:F8)
108,08/08/2024,LinkedIn,110,30,20,Neutral,Positive,Negative,=SUM(D9:F9)
109,09/08/2024,Facebook,90,15,10,Positive,Neutral,Negative,=SUM(D10:F10)
110,10/08/2024,Twitter,50,5,8,Negative,Neutral,Positive,=SUM(D11:F11)
111,11/08/2024,Instagram,170,45,55,Positive,Neutral,Negative,=SUM(D12:F12)
112,12/08/2024,LinkedIn,120,20,15,Neutral,Positive,Negative,=SUM(D13:F13)
113,13/08/2024,Facebook,140,35,40,Positive,Neutral,Negative,=SUM(D14:F14)
114,14/08/2024,Twitter,65,12,18,Negative,Neutral,Positive,=SUM(D15:F15)
115,15/08/2024,Instagram,210,60,70,Positive,Neutral,Negative,=SUM(D16:F16)
116,16/08/2024,LinkedIn,100,25,12,Neutral,Positive,Negative,=SUM(D17:F17)
117,17/08/2024,Facebook,80,10,9,Positive,Neutral,Negative,=SUM(D18:F18)
118,18/08/2024,Twitter,55,8,6,Negative,Neutral,Positive,=SUM(D19:F19)
119,19/08/2024,Instagram,195,55,65,Positive,Neutral,Negative,=SUM(D20:F20)
120,20/08/2024,LinkedIn,115,28,17,Neutral,Positive,Negative,=SUM(D21:F21)

,,TOTAL ENGAGEMENT,,=SUM(G2:G21)
,,AVERAGE ENGAGEMENT,,=AVERAGE(G2:G21)
,,MOST ENGAGEMENT (MAX),,=MAX(G2:G21)



Demonstration of key spreadsheet techniques
1. Applying formulae and functions
· SUM() → used in the “Total engagement” column to add likes, comments and shares.
· COUNTIF() → can be used to count how many posts fall into each sentiment category.
· MAX() → identifies the platform with the highest engagement.
· AVERAGE() → calculates the average engagement across all posts.
2. Data cleaning
· Check for inconsistent date formats.
· Ensure numbers are correctly formatted (e.g. no text entries in numerical fields).
3. Visualisation
· Create a pivot table summarising engagement per platform.
· Generate a bar chart showing engagement by platform.
· Generate a pie chart visualising sentiment distribution.
Guided discussion questions:
· What patterns do you notice in engagement across platforms?
· How does sentiment vary by platform?
· Why is it important to use formulae and functions in spreadsheets?
· How would you improve this data structure for further analysis?



Learner sentiment activity spreadsheet
Teacher instructions for the CSV file:
· The following content should be copied into a notepad and saved as a CSV file using the same name at the top of this resource.
· Once saved as a CSV, it will open within a spreadsheet application.
CSV file content:
	,,,,,Appointment fee (£)
Patient ID,First name,Last name,DOB,Full name,DOB year,Consultation fee (£),Total fee (£),Missed appointments,Waiting time (mins),,
2001,Jake,Thompson,03/09/2006,,, £55.00 ,,0,16,,
2002,Olivia,Martin,27/11/2006,,,80.00,,Two,27,,
2003,Ben,Richards,19/04/2004,,, £95.00 ,,1,22,,
2004,Ava,Lewis,02/11/2005,,, £60.00 ,,3,10,,
2005,Liam,Harris,25/05/2004,,, £70.00 ,,1,35,,
2006,Sophia,Walker,28/04/2004,,,85,,0,12,,
2007,Noah,Taylor,13/05/2007,,, £50.00 ,,2,30,,
2008,Emily,Bennett,21/06/2005,,, £95.00 ,,3,Eighteen,,
2009,James,Evans,12/06/2005,,, £75.00 ,,1,25,,
2010,Ella,Morris,22 May 2004,,, £55.00 ,,Zero,28,,
2011,Lucas,Cooper,20/11/2005,,,70,,1,19,,
2012,Grace,Fisher,18/12/2005,,, £90.00 ,,None,34,,
2013,Mason,Campbell,06/08/2007,,, £85.00 ,,2,Twelve,,
2014,Zoe,Stewart,09/11/2005,,,55,,1,26,,
15,Ethan,Roberts,22/06/2004,,,60,,3,22,,





Teacher reference of how the CSV file will look:
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Checkpoint two question paper (20 marks)
Time allocation: 40 minutes
Section one: multiple choice questions (12 marks)
Circle the correct answer for each question.
1. Which function calculates the total sum of a selected range of values?
A) AVERAGE()
B) SUM()
C) COUNTIF()
D) MAX()
2. Which formula would correctly calculate the difference between two numerical values in cells B2 and C2?
A) =B2+C2
B) =B2-C2
C) =B2*C2
D) =B2/C2
3. What does the COUNTIF() function do?
A) It counts all numbers in a range.
B) It counts cells that meet a specific condition.
C) It finds the largest number in a dataset.
D) It returns the average value of a dataset.
4. Which of the following is NOT a function commonly used in data analysis?
A) MAX()
B) IF()
C) COPY()
D) AVERAGE()
5. What is the correct function to determine the smallest value in a dataset?
A) MIN()
B) SUM()
C) COUNTIF()
D) AVERAGE()
6. How would you apply a formula to an entire column in a spreadsheet?
A) Manually type the formula in each cell.
B) Drag the fill handle down from the first cell.
C) Copy and paste the formula into each row.
D) Use a SUM() function.
7. Which of the following is an example of a logical function?
A) SUM()
B) COUNT()
C) IF()
D) MAX()


8. Which function would best be used to calculate the average waiting time of patients in a dataset?
A) COUNT()
B) AVERAGE()
C) SUM()
D) IF()
9. When would you use the CONCATENATE function?
A) to combine two text values into one
B) to count values in a range
C) to determine the highest value in a dataset
D) to remove spaces from text data
10. What does an absolute cell reference (e.g. $A$1) do in a formula?
A) It allows the reference to change when copied.
B) It keeps the reference fixed when copied.
C) It multiplies the value of A1 by two.
D) It makes the formula inactive.
11. Which of the following formulae would correctly categorise a value in cell B2 as “High” if greater than 50 and “Low” otherwise?
A) =IF(B2>50, “High”, “Low”)
B) =COUNTIF(B2>50, “High”, “Low”)
C) =AVERAGE(B2, “High”, “Low”)
D) =SUM(B2>50, “High”, “Low”)
12. If a dataset contains missing values, what is the best way to handle them before analysis?
A) Delete the entire dataset.
B) Leave them blank and continue analysis.
C) Replace them with an average or default value.
D) Copy and paste random values into the missing spaces.


Section two: short answer questions (8 marks)
You are working as a junior data assistant at WellCare Clinic. Your job is to help the team understand patient data stored in a spreadsheet. You are using spreadsheet tools to analyse waiting times and consultation fees to help improve clinic performance.
Provide clear, structured answers to the following questions:
13. You need to show which patients are high-risk because they waited over 20 minutes. Describe a formula or function you could use in the spreadsheet to do this (2 marks).
	

	

	

	



14. Explain one benefit of using functions and formulae rather than manually calculating data in a spreadsheet (2 marks).
	

	

	

	





15. You have a spreadsheet with waiting times and consultation fees.
The manager wants to know which consultation type earns the most money.
Explain what you would do in the spreadsheet to help them understand this (4 marks).
	

	

	

	

	

	





Checkpoint two mark scheme
Total marks: 20
Section one: multiple choice questions (12 marks total)
Each correct answer = 1 mark
	Q
	Answer
	Explanation

	1
	B
	SUM() adds all values in a selected range.

	2
	B
	=B2-C2 correctly calculates the difference between two values.

	3
	B
	COUNTIF() counts cells that meet a specific condition.

	4
	C
	COPY() is not a valid spreadsheet function.

	5
	A
	MIN() finds the smallest value in a dataset.

	6
	B
	Dragging the fill handle applies a formula down a column.

	7
	C
	IF() is a logical function used for decision-making.

	8
	B
	AVERAGE() calculates the mean value of a dataset.

	9
	A
	CONCATENATE() combines two or more text values into one.

	10
	B
	$A$1 keeps the cell reference fixed when copied.

	11
	A
	=IF(B2>50, “High”, “Low”) is the correct structure to return text based on a condition.

	12
	D
	=B2*C2 multiplies two cells — a valid formula for calculating new values.



Section two: short answer questions (8 marks total)
Q13. You need to show which patients are high-risk because they waited over 20 minutes. Describe a formula or function you could use in the spreadsheet to do this (2 marks).
· 1 mark: identifies an appropriate formula or function (e.g. IF).
· 1 mark: describes how it is used to categorise based on the waiting time.
Acceptable examples:
· =IF(I4>20, “High-risk”, “Low-risk”) – checks waiting time and assigns a label.
· =IF(H2>20, “Yes”, “No”) – marks whether the patient exceeded 20 minutes.
· =IF(A2=“”,“”,IF(I2>20,”High”,”Low”)) – nested example with error handling.
Also accept:
· Explanation without exact formula, e.g. “Use an IF function to check if the waiting time is more than 20 minutes. If it is, mark them as high-risk.”
Any other clear explanation or formula that identifies patients based on time > 20 may be accepted.
Q14. Explain one benefit of using functions and formulae rather than manually calculating data in a spreadsheet (2 marks).
· 1 mark: identifies a relevant benefit.
· 1 mark: explains the benefit in context.
Acceptable examples:
· “Functions are faster than working things out by hand and save time.”
· “They reduce the risk of human error and make sure data is accurate.”
· “You can reuse formulae easily, which saves effort if the data changes.”
· “Formulae update automatically when data is added or changed.”
Any other clear benefit that explains improved efficiency, accuracy or time-saving is acceptable.
Q15. You have a spreadsheet with waiting times and consultation fees.
The manager wants to know which consultation type earns the most money.
Explain what you would do in the spreadsheet to help them understand this
(4 marks).
· 1 mark: mentions grouping or summarising consultation types.
· 1 mark: mentions using a function or pivot table.
· 1 mark: mentions visual presentation (chart or summary format).
· 1 mark: explains how it helps with decision-making or understanding.
Acceptable examples:
· “Use a pivot table to group each consultation type and add up the fees. Then use a chart to show which one made the most.”
· “Use SUMIF to total fees for each consultation type and sort the results.”
· “Make a table showing each type and total fee, then highlight the highest one.”
· “Use a formula to work out which brings in the most money and make a chart to show it clearly.”
Any other suitable explanation that covers summarising, analysing and presenting the data to support understanding is acceptable.


The following materials relate to lesson 8: Chart champions.


Which bar is best?
Teacher instructions: 
· Print the next page (on A2 for best result).
· Organise learners into pairs.
· Give out pens, if needed.
· Read instructions on Which bar is best? slide.


 Chart one


Chart two




Which pie is best?
Teacher instructions: 
· Print the next page (on A2 for best result).
· Learners move into new pairs.
· Read instructions on Which pie is best? slide.


Chart one

Chart two




Manual bar chart
DriveSuccess Academy ran three social media campaigns over the past three months. Your task is to compare the results by creating a bar chart using the data below.
Feedback data:
	Sentiment
	March
	April
	May

	Positive
	60
	25
	40

	Neutral
	25
	55
	30

	Negative
	15
	20
	30



Instructions:
1. Using the graph paper provided, create a bar chart by hand to show all three months on the graph paper supplied (or next page printed).
2. Use different colours or shading for each month.
3. Your chart must include:
· a clear title
· labelled axes
· a key/legend to show the months
· even bar spacing and a sensible scale
· correct placement of values.
4. Once finished:
· Swap with a partner.
· Review their chart using two sticky notes:
· one strength
· one suggestion for improvement.

Pie chart task
Create pie charts to show how customer sentiment has changed over three months.
Sentiment data
Open a spreadsheet and add the following data:
	Month
	Positive
	Neutral
	Negative

	March
	60%
	25%
	15%

	April
	25%
	55%
	20%

	May
	35%
	45%
	20%



Instructions:
1. Use the March data to create a pie chart with your teacher. This will be demonstrated as a class example.
2. Your turn: use the April and May data to create two separate pie charts.
3. Make sure your charts:
· include clear titles
· show percentage values
· have a legend to label sentiment categories
· use distinct colours for each sentiment.
4. Think carefully about how your charts help someone understand the changes in feedback across the three months.
Challenge questions (optional):
· What month had the most balanced feedback?
· Which sentiment changed the most over time?
· What could this suggest?



Chart gallery walk
This activity helps learners practise choosing between a bar chart and a pie chart based on real-world scenarios linked to DriveSuccess Academy. The aim is to encourage movement, discussion and decision-making in a low-pressure setting.
How to set up:
· Print the 10 scenario cards on A3 (or printed large font on A4) and place them around the classroom (walls or tables work well).
· Provide each learner with two sticky notes for each scenario:
· one to choose the best chart type (bar or pie)
· one to explain why they made that choice.
· Learners walk around the room in pairs or small groups, reading each scenario and posting their responses.
· Answers at the end, but these should not be distributed to learners.
Extension:
Ask learners to identify which one of the 10 charts would help DriveSuccess make a decision best and what kind of decision it would support.
Plenary suggestion:
Choose one or two scenarios and invite volunteers to read some responses aloud. Discuss chart choice as a class.


Teacher instructions:
Cut out the following scenarios for displaying around the classroom:
	DriveSuccess had three training groups this month. You want to show how many learners were in each group.

	After a feedback survey, learners said their experience was positive, neutral or negative. You want to show the split.

	DriveSuccess tracked how many people attended sessions in week 1, week 2 and week 3.

	You want to show what percentage of learners said their favourite training topic was coding, design or digital skills.

	The academy cafe sold drinks over a week. You want to compare how many were sold each day.

	DriveSuccess spent money on books, licences, trips and events. You want to show how the money was split.

	You reviewed support tickets from learners. You want to show how often each support issue was mentioned.

	DriveSuccess staff work in four teams: digital, wellbeing, support and careers. You want to show the proportion of each team.

	You tracked logins to the DriveSuccess system on Monday, Tuesday and Wednesday.

	You want to show how learner feedback changed in March, April and May.




Answers:
	1
	Recommended chart: bar chart
Why: a bar chart makes it easy to compare group sizes directly.

	2
	Recommended chart: pie chart
Why: a pie chart shows how each response fits into the whole (percentages or proportions).

	3
	Recommended chart: bar chart
Why: a bar chart is ideal for comparing values over time.

	4
	Recommended chart: pie chart
Why: you’re showing how preferences are divided — a pie chart shows proportions clearly.

	5
	Recommended chart: bar chart
Why: a bar chart lets you easily compare quantities across days.

	6
	Recommended chart: pie chart
Why: a pie chart shows how the total budget was shared.

	7
	Recommended chart: bar chart
Why: bar charts are useful for comparing frequency across categories.

	8
	Recommended chart: pie chart
Why: a pie chart shows how the teams compare as parts of a whole staff.

	9
	Recommended chart: bar chart
Why: you’re comparing quantities over days — a bar chart is best for this.

	10
	Recommended chart: bar chart
Why: a bar chart allows you to track and compare changes over time.






The following materials relate to lesson 9: Pivot pros.


Pivot table puzzle
Your task:
1. Use the totals to work out missing values in the table.
2. Add up the row totals and fill in any missing column totals.
3. Complete each row’s maximum and minimum columns (highest and lowest sentiment that month).
4. Once complete, compare with a partner.
	Month
	Positive
	Neutral
	Negative
	Total
	Maximum
	Minimum

	Jan
	40
	30
	
	100
	
	

	Feb
	
	25
	15
	70
	
	

	Mar
	35
	
	20
	85
	
	

	Apr
	20
	40
	10
	
	
	

	May
	50
	
	20
	95
	
	

	Jun
	
	30
	15
	70
	
	

	Jul
	45
	
	20
	100
	
	

	Aug
	35
	25
	
	80
	
	

	Sep
	
	40
	10
	80
	
	

	Oct
	25
	
	20
	75
	
	

	Nov
	30
	30
	
	105
	
	

	Dec
	
	20
	10
	60
	
	



Can you go further?
· What is the average number of responses for each sentiment across the year?
· Which month had the widest range between highest and lowest values?
· What percentage of total responses were positive?


Pivot table task
Instructions:
1. Open a blank spreadsheet.
2. Copy the table below into your spreadsheet exactly as shown.
3. Use this data to create a pivot table in your spreadsheet to analyse the feedback.
	Month
	Positive
	Neutral
	Negative

	Jan
	40
	30
	30

	Feb
	30
	25
	15

	Mar
	35
	30
	20

	Apr
	20
	40
	10

	May
	50
	25
	20

	Jun
	30
	30
	15

	Jul
	45
	35
	20

	Aug
	35
	25
	20

	Sep
	30
	40
	10

	Oct
	25
	40
	20

	Nov
	30
	30
	45

	Dec
	30
	20
	10



Teacher demonstration and walk through:
Your teacher has shown you how to do a total, now it is your turn.
Once your table is in the spreadsheet:
1. Highlight the full table and insert a pivot table.
2. In the pivot table:
· set rows to ‘month’
· set columns to ‘sentiment type’
· set values to the sum of values.
Now it is your turn.


Your task: pivot table challenges
Use your spreadsheet and the same pivot table setup.
Answer the following using functions or pivot tables where possible:
1. What is the maximum number of positive responses in any month?
2. Which month had the lowest total responses?
3. What is the average number of neutral responses across all months?
4. What is the total number of feedback entries for the whole year?
5. Which month had the highest number of negative responses?
Write your answers clearly in the space provided on your worksheet or digital file.
Extension task: create your own charts
Using your spreadsheet:
· Create a bar chart comparing the number of responses per sentiment (positive, neutral, negative).
· Create a pie chart showing the percentage of total feedback that was positive, neutral or negative across the year.
Be ready to explain:
· why you chose each chart type
· what insights your chart shows.


Pick your pivot – what would you use?
Teacher instructions:
Write the following questions on an A3 sheet and place around the classroom:
· Which month had the highest number of positive responses?
· What is the total number of responses in each month?
· What is the average number of negative responses across the year?
· Which sentiment category had the most responses overall?
· Which month had the highest overall number of responses?
· Which sentiment was most consistent (least change) across all months?



Revision checklist
Lesson 1
	Can I...
	Complete

	Explain the difference between structured and unstructured data
	

	Sort data into relevant and irrelevant categories
	

	Identify feedback as positive, neutral or negative
	

	Use a glossary to define sentiment terms
	



Lesson 2
	Can I...
	Complete

	Enter structured data into a spreadsheet correctly
	

	Add column headings and format them clearly
	

	Use the correct data type (e.g. number, date, text)
	

	Save my spreadsheet using a clear file name
	

	Use labels like ‘post date’ and ‘platform’ in the right place
	



Lesson 3
	Can I...
	Complete

	Create a main folder and subfolders for a task
	

	Name files in a clear and consistent way
	

	Explain why digital file organisation is important
	

	Spot mistakes in disorganised file names
	





Lesson 4
	Can I...
	Complete

	Use a formula to add, subtract, multiply or divide values (e.g. =A1+B1)
	

	Understand the difference between a formula and a function
	

	Use cell references like A1 and B1 correctly
	

	Fix errors in my formulae (e.g. wrong reference or symbol)
	

	Use brackets and symbols (+: * /) to build formulae
	



Lesson 5
	Can I...
	Complete

	Use SUM() to add a list of values
	

	Use AVERAGE() to find the mean
	

	Use COUNTIF() to count entries that meet a rule (e.g. ‘positive’)
	

	Use MAX() and MIN() to find the highest or lowest values
	

	Explain when to use a function instead of a formula
	



Lessons 6 and 7
	Can I...
	Complete

	Use CONCATENATE() to join words or numbers into one cell
	

	Use LEFT() and RIGHT() to take part of the text
	

	Clean data by fixing spelling, spacing and capital letters
	

	Check my formulae work by testing them on sample data
	

	Explain how these tools help organise real data
	



Lesson 8
	Can I...
	Complete

	Choose between a bar chart and a pie chart for different types of data
	

	Draw a bar chart by hand with a title and axis labels
	

	Create a pie chart in a spreadsheet and label it clearly
	

	Spot what is missing from a poorly designed chart
	

	Add titles, legends, data labels and axis labels to improve a chart
	

	Say which chart is clearer and explain why
	

	Suggest improvements to a chart layout or labels
	

	Label chart features like ‘legend’, ‘segment’, ‘axis’ and ‘title’
	

	Match a chart type to a scenario (e.g. comparing vs showing a split)
	

	Explain how formatting helps people understand the data
	



Lesson 9
	Can I...
	Complete

	Explain what a pivot table does
	

	Build a pivot table to group and summarise data
	

	Use different functions in a pivot table (SUM, AVERAGE, MAX, MIN)
	

	Choose the correct function for the task (not just use SUM)
	

	Decide what goes in rows, columns and values in a pivot table
	






Checkpoint three question paper
Circle your answer for Q1 to Q10.
Q1. What is the main reason to use a pie chart?
A) to compare values across time
B) to show how parts make up a whole
C) to show a trend in feedback
D) to rank responses from highest to lowest.
Q2. Which chart is best for comparing the number of responses in March, April and May?
A) pie chart
B) pivot chart
C) bar chart
D) line chart.
Q3. In a pivot table, what does the SUM function do?
A) finds the biggest number in a group
B) adds all numbers in a group
C) counts the number of categories
D) divides one value by another.
Q4. What is the purpose of using rows in a pivot table?
A) to format charts
B) to create a total column
C) to sort the values alphabetically
D) to group data by a category.
Q5. A learner created a pie chart, but it is hard to understand. What is most likely missing?
A) bar spacing
B) gridlines
C) title and labels
D) a filter.
Q6. What happens when you change the function in a pivot table from SUM to AVERAGE?
A) It shows the highest value.
B) It shows the lowest value.
C) It shows the total.
D) It shows the average value.
Q7. You want to find which month had the highest number of negative responses. What pivot setup do you need?
A) Rows: sentiment, Values: average.
B) Rows: month, Values: negative responses (MAX).
C) Rows: sentiment, Columns: month, Values: count.
D) Rows: month, Columns: sentiment, Values: MIN.
Q8. Which of these is a good reason to choose a bar chart over a pie chart?
A) You want to compare data over time.
B) You want to show the percentage split.
C) You are using only one category.
D) You need to show proportions.
Q9. In a chart, what does the legend show?
A) the number of rows in the data
B) the total of all values
C) the labels used for each colour
D) the filter settings.
Q10. Which function is best for finding the smallest number in a set of responses?
A) AVERAGE
B) COUNT
C) MAX
D) MIN.


Scenario:
A local leisure centre collected feedback about three different fitness classes: Yoga, Spin and BoxFit. Over the last four weeks, they recorded how many people attended each class every week. The centre manager wants to compare the popularity of each class over time and decide which one to promote in the next leaflet.
Q11. What is the most appropriate chart to use and why is it the best choice for this task? (3 marks).
	

	

	

	

	

	



The centre manager wants to include a bar chart in the next leaflet to show which class was most popular and encourage new sign-ups.
Q12. What two formatting features should the chart include to make it clear and easy to understand? Explain why each one is important (3 marks).
	

	

	

	

	

	





Ratings were scored out of 10. The manager now wants to know which class was rated highest overall, not just the one that received the most feedback.
They decide to use a pivot table to help them compare the class ratings.
Q13. What is the most suitable function to use in the pivot table, and why is it better than using the total of all the ratings? (4 marks).
	

	

	

	

	

	

	

	






Checkpoint three mark scheme
Multiple choice questions (Q1–Q10) – 1 mark each
	Q
	Correct answer
	Explanation

	1
	B
	Pie charts show how parts contribute to a whole.

	2
	C
	Bar charts are best for comparing values across time.

	3
	B
	SUM adds up all values in a group in a pivot table.

	4
	D
	Rows group data by category (e.g. month, sentiment).

	5
	C
	Charts need a clear title and labels to be understood.

	6
	D
	AVERAGE shows the mean value of all entries.

	7
	B
	Using MAX with negative responses shows the highest monthly value.

	8
	A
	Bar charts are ideal for comparing values over time.

	9
	C
	A legend links colours or styles to data labels in charts.

	10
	D
	MIN is used to find the smallest value in a data set.



Q11. Chart type – written answer (3 marks)
Question:
What is the most appropriate chart to use, and why is it the best choice for this task?
Model answer:
A bar chart is the best choice because it allows you to compare the number of attendees for each class over time. It clearly shows changes across the four weeks and makes it easier to see which class was most popular overall.
Mark scheme:
	Mark
	Criteria

	1 mark
	Identifies bar chart as correct choice.

	1 mark
	Mentions comparison between weeks or categories.

	1 mark
	Explains it shows popularity trends clearly.





Q12. Chart formatting – written answer (3 marks)
Question:
What two formatting features should the chart include to make it clear and easy to understand? Explain why each one is important.
Model answer:
A title is important, so readers know what the chart shows. Axis labels are useful, so the audience knows which class and how many people attended. This helps avoid confusion and makes the chart easier to read.
Mark scheme:
	Mark
	Criteria

	1 mark
	Identifies a correct formatting feature (e.g. title, axis labels, legend).

	1 mark
	Explains the purpose of the feature (e.g. clarity, understanding).

	1 mark
	Gives a second correct feature and its explanation.



Q13. Pivot table function – written answer (4 marks)
Question:
What is the most suitable function in the pivot table, and why is it better than using the total of all the ratings?
Model answer:
The best function is AVERAGE, which shows how well each class was rated across all weeks. Using the total could be misleading, since a class with more ratings might appear better, even if its individual scores were lower. AVERAGE gives a fairer comparison of class quality.
Mark scheme:
	Mark
	Criteria

	1 mark
	Identifies AVERAGE as the correct function.

	1 mark
	Explains AVERAGE gives a fair measure across weeks.

	1 mark
	Recognises that TOTAL could give a false impression.

	1 mark
	Gives a complete and clear comparison showing why AVERAGE is better.





The following materials relate to lesson 10: Data storytellers.


Coffee shop client task
Brew Bliss Coffee – social media sentiment analysis task
Introduction
As a junior data analyst at Brew Bliss Coffee, you help the marketing team understand customer sentiment from social media posts. By analysing data from multiple platforms, your insights will help the business improve engagement and make data driven decisions about future campaigns.
Your task is to process, analyse and present social media sentiment data using formulae and functions in a spreadsheet. You will classify sentiment, identify trends and create visual representations to communicate key insights. This will involve:
· cleaning and structuring the dataset
· applying formulae and functions to categorise and analyse sentiment
· using statistical functions to calculate key metrics
· creating pivot tables and charts to visualise patterns
· writing a task report with data driven recommendations.
You will have 80 minutes to complete this assessment, with 40 marks available. A peer review will follow to ensure accuracy and quality before submission.
Carefully read the instructions in each section and check your work against the provided checklist before moving on – present evidence of these tasks in an appropriate document with suitable headings and layout.


Task 1: preparing and structuring the data (10 minutes, 5 marks)
Core challenge (must complete):
1. Import the provided post_data.csv file into a spreadsheet.
2. Rename the worksheet tab appropriately (e.g. “Raw Data” instead of “Sheet1”).
3. Clean the data by:
· converting dates to DD/MM/YYYY format
· formatting numbers correctly (e.g. likes, shares, comments)
· checking spelling and cases to ensure they are consistent and correct.
4. Insert three new columns titled: positive sentiment, neutral sentiment and negative sentiment.
5. Save the file with a meaningful name, such as “brewbliss_sentimentanalysis.xlsx”.
Extended challenge:
· Identify and highlight any missing data in the dataset.
Checklist:
· The CSV file is imported correctly.
· Data formatting is correct in data type use and spelling is consistent and correct.
· Sentiment classification columns are added.
· The worksheet is named appropriately.


Task 2: categorising sentiment using formulae (15 minutes, 10 marks)
Core challenge (must complete):
1. Use a concatenation formula to create a full sentiment summary for each post by merging key sentiment words into a single cell.
2. Copy the formula down the Sentiment Summary column for all posts.
3. Manually check five randomly selected posts to ensure the formula works correctly.
Extended challenge:
· Use a LEFT or RIGHT function to extract the first or last keyword from the sentiment data.
Checklist:
· The concatenation formula is correctly applied to combine sentiment words.
· The formula is applied to all rows.
· Five posts have been manually checked for accuracy.



Task 3: analysing trends and statistical calculations (20 minutes, 10 marks)
Core challenge (must complete):
1. Use COUNTIF to count the number of positive, neutral and negative posts per platform.
2. Use MAX and MIN to find the highest and lowest engagement values.
3. Use AVERAGE to determine the average engagement per post.
Extended challenge:
· Calculate the range of engagement values.
Checklist:
· COUNTIF is used to calculate sentiment per platform.
· MAX and MIN functions are applied correctly.
· AVERAGE function is used correctly.
· Accuracy of formulae is confirmed.



Task 4: data visualisation with pivot tables and charts (20 minutes, 10 marks)
Core challenge (must complete):
1. Create a pivot table to summarise sentiment and engagement per platform.
2. Insert one visualisation:
· bar chart or pie chart (learner chooses one).
3. Ensure the chart has a title, axis labels and a legend.
Extended challenge:
· Write a comment on why you selected either the bar chart or pie chart, and state what the graph is showing.
Checklist:
· A pivot table summarising engagement and sentiment is included.
· At least one chart is created and correctly formatted.
· The graph(s) accurately represent the data.



Task 5: presenting insights and recommendations (15 minutes, 5 marks)
Core challenge (must complete):
1. Write a 100–150-word report summarising key findings.
2. Your report must include:
· the most common sentiment per platform
· at least one recommendation for improving engagement.
Extended challenge:
· Include two recommendations based on insights from the data. 
Checklist:
· The most common sentiment per platform is clearly identified.
· At least one recommendation is provided.
· The report is clear, concise and backed by data.
Final checklist:
· The spreadsheet contains correctly applied formulae and functions.
· Data is structured logically and correctly formatted.
· Visualisations are clear, relevant and well-labelled.
· The final report is structured, insightful and backed by data.
Final submission requirements:
1. Submit your spreadsheet file with all formulae and functions applied.
2. Submit your short report as a separate document.
3. Attach the peer review checklist to your work.
Total marks: 40



Coffee shop data
Instructions:
This dataset contains social media sentiment data collected from various platforms for Brew Bliss Coffee. The teacher can create the CSV for the learners, who will analyse trends, apply formulae and functions and note some insight to support business decision-making.
How to prepare the data for use:
To ensure the dataset is imported correctly into a spreadsheet, follow these steps:
1. Copy the dataset text provided in the “Coffee Shop Data” file.
2. Open Notepad (or any plain text editor).
3. Paste the copied text into the Notepad window.
4. Save the file by selecting File > Save As.
5. In the Save as type dropdown, select All Files.
6. Name the file post_data.csv ensuring that it has a .csv extension.
7. Click Save and close Notepad.
8. Import the CSV file into a spreadsheet software (e.g. Microsoft Excel, Google Sheets) by selecting File > Import and choosing Comma-Separated Values (.csv) as the file type.
Data for use:
	Post ID,Date,Platform,Amazing,Awesome,Bad,Disappointed,Fair,Great,Help,Love,Poor,Undecided
1,01/08/2024,Twitter,0,0,3,3,0,0,0,0,3,1
2,01/08/2024,LinkedIn,0,0,0,0,3,0,1,0,1,1
3,01/08/2024,Facebook,4,2,0,0,0,3,0,6,0,0
4,01/08/2024,Twitter,0,0,4,4,0,0,0,0,4,0
5,01/08/2024,Twitter,0,0,6,5,0,0,0,0,2,0
6,01/08/2024,LinkedIn,0,0,0,0,4,0,2,0,0,2
7,01/08/2024,Facebook,6,3,0,0,0,4,0,5,0,0
8,01/08/2024,Facebook,5,5,0,0,0,3,0,4,0,0
9,01/08/2024,Twitter,0,0,5,6,0,0,0,0,3,0
10,01/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
11,01/08/2024,Twitter,0,0,4,5,0,0,0,0,4,0
12,01/08/2024,Twitter,0,0,3,4,0,0,0,0,3,0
13,01/08/2024,Twitter,0,0,6,7,0,0,0,0,2,0
14,01/08/2024,Twitter,0,0,5,6,zero,0,0,0,3,0
15,01/08/2024,LinkedIn,0,0,0,0,2,0,3,0,0,3
16,01/08/2024,Facebook,5,6,0,0,0,5,0,5,0,0
17,01/08/2024,LinkedIn,0,0,0,0,5,0,2,0,0,2
18,01/08/2024,LinkedIn,0,0,0,0,4,0,3,0,0,3
19,01/08/2024,linkedIn,0,0,0,0,3,0,1,0,0,2
20,01/08/2024,Twitter,0,0,4,3,0,0,0,0,4,0
21,01/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
22,01/08/2024,facebook,4,3,0,0,0,6,0,6,0,0
23,01/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
24,01/08/2024,LinkedIn,0,0,0,0,3,0,2,0,0,3
25,02/08/2024,LinkedIn,0,0,0,0,2,0,1,0,0,2
26,02/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
27,02/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
28,02/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
29,02/08/2024,LinkedIn,0,0,0,0,2,0,2,0,0,4
30,02/08/2024,LinkedIn,0,0,0,0,3,0,2,0,0,3
31,02/08/2024,Facebook,7,4,0,0,0,3,0,4,0,0
32,02/08/2024,Facebook,8,2,0,0,0,5,0,7,0,0
33,02/08/2024,LinkedIn,0,0,0,0,4,0,3,0,0,2
34,02/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
35,02/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
36,02/08/2024,Facebook,4,3,0,0,0,4,0,5,0,0
37,02/08/2024,LinkedIn,0,0,0,0,5,0,4,0,0,3
38,02/08/2024,facebook,6,4,0,0,0,7,0,6,0,0
39,02/08/2024,Facebook,5,5,0,0,0,6,0,8,0,0
40,02/08/2024,Twitter,0,0,3,4,0,0,0,0,5,0
41,02/08/2024,Twitter,0,0,4,5,0,0,0,0,4,0
42,02/08/2024,Twiter,0,0,5,6,0,0,0,0,3,0
43,02/08/2024,Instagram,2,0,0,0,0,1,0,3,0,0
44,02/08/2024,LinkedIn,0,0,0,0,4,0,zero,0,0,2
45,02/08/2024,LinkedIn,0,0,0,0,3,0,5,0,0,3
46,02/08/2024,LinkedIn,0,0,0,0,4,0,3,0,0,4
47,02/08/2024,LinkedIn,0,0,0,0,2,0,1,0,0,3
48,02/08/2024,Twitter,0,0,7,7,0,0,0,0,2,0
49,“03-08-24”,Instagram,2,0,0,0,0,1,0,3,0,0





Mark sheet
This document provides guidance for teachers on how to assess learners’ work for the Brew Bliss Coffee sentiment analysis task. It includes descriptions of expected outputs, a mark scheme checklist for each task and additional commendations for extended challenges if completed by learners. Once the learner’s work is marked, the teacher can give feedback to the learners individually and deal with group misconceptions.
Overview of the task
Learners are analysing real social media campaign data from Brew Bliss Coffee to assess customer sentiment across different platforms. Before presenting their findings, they will import, clean, process and analyse the data using a combination of formulae, functions and pivot tables. The assessment is out of 40 marks and focuses on core spreadsheet skills, data analysis and structured decision-making.
Task 1: preparing and structuring the data (5 marks)
Expected learner output:
The dataset is imported into a spreadsheet, formatted correctly and cleaned. A worksheet tab is renamed appropriately (e.g. “Raw Data”). The date format is consistent (DD/MM/YYYY), and numerical values (likes, shares, comments) are correctly formatted. Spelling and capitalisation issues are corrected. Three new sentiment classification columns have been added. The file is saved with a meaningful name (e.g. “brewbliss_sentimentanalysis.xlsx”).
Marking breakdown (5 marks for core challenge)
1 mark – imported CSV file successfully into a spreadsheet.
1 mark – dates formatted correctly as DD/MM/YYYY.
1 mark – numbers formatted correctly (e.g. no text in numerical columns).
1 mark – sentiment classification columns added and correctly labelled.
1 mark – worksheet tab renamed appropriately, and file saved with a meaningful name.
Commendation (extended challenge)
The learner identified and highlighted any missing data in the dataset.
Task 2: categorising sentiment using formulae (8 marks)
Expected learner output:
The IF formulae are used to classify each post as positive, neutral or negative based on keywords in the dataset. Formulae are applied to all rows correctly. Sentiment classification outputs are consistent and logical based on the provided sentiment keywords.
Marking breakdown (8 marks for core challenge)
2 marks – IF formula is used correctly: 1 mark for correct formula structure, 1 mark for logical condition handling.
2 marks – formula is copied correctly across all posts: 1 mark for applying to all rows, 1 mark for avoiding errors in references.
2 marks – outputs are logical and match sentiment keywords: 1 mark for correct sentiment categorisation, 1 mark for checking against sample data.
2 marks – formula syntax is correct with no errors: 1 mark for correct use of syntax, 1 mark for error free implementation.
Commendation (extended challenge)
Learner used an alternative logical function, such as COUNTIF or SEARCH, to refine sentiment classification.
Task 3: analysing trends (10 marks)
Expected learner output:
COUNTIF functions applied to determine how many posts fall into each sentiment category. SUM function used to calculate total engagement for each platform. MAX function applied to determine the most common sentiment per platform.
Marking breakdown (10 marks for core challenge)
2 marks – COUNTIF used correctly: 1 mark for correct function usage, 1 mark for correct range selection.
3 marks – SUM function applied to total engagement: 1 mark for function usage, 1 mark for correct range, 1 mark for applying it across all platforms.
3 marks – MAX function used to determine most common sentiment: 1 mark for function usage, 1 mark for correct range, 1 mark for applying it to all platforms.
2 marks – results clearly displayed in table format: 1 mark for clear structure, 1 mark for appropriate formatting.
Commendation (extended challenge)
Learner used AVERAGE, MIN or RANGE calculations to explore additional insights into engagement trends.
Task 4: data visualisation (10 marks)
Expected learner output:
Pivot table created summarising platform engagement. Bar chart and pie chart included to visualise trends. Charts are formatted with clear labels, titles and legends.
Marking breakdown (10 marks for core challenge)
3 marks – pivot table summarises data logically: 1 mark for correct setup, 1 mark for relevant fields, 1 mark for clear presentation.
2 marks – bar chart correctly visualises platform engagement: 1 mark for correct data selection, 1 mark for proper chart formatting.
2 marks – pie chart correctly displays sentiment distribution: 1 mark for correct data selection, 1 mark for clear formatting.
3 marks – charts are formatted professionally: 1 mark for titles, 1 mark for axis labels, 1 mark for legend use.
Commendation (extended challenge)
The learner used additional chart types (e.g. line graphs) to explore further trends.
Task 5: presenting insights (7 marks)
Expected learner output:
A concise summary of findings explaining key trends in customer engagement and sentiment. A short report or slide deck is created with a structured approach. Based on the data, recommendations are made on how Brew Bliss Coffee can improve customer interactions.
Marking breakdown (7 marks for core challenge)
3 marks – clear explanation of trends in customer sentiment: 1 mark for identifying key trends, 1 mark for platform based insights, 1 mark for structured explanation.
2 marks – logical recommendations provided based on data insights: 1 mark for evidence based recommendations, 1 mark for relevance to Brew Bliss Coffee.
2 marks – findings presented in a structured format: 1 mark for professional presentation, 1 mark for clarity in written or visual format.
Commendation (extended challenge)
Learner used real-world examples or external data sources to support their recommendations.
Final review – peer assessment and self-assessment (not marked but recommended for reflection)
Learners swap work and use the Peer review checklist to check formula accuracy, data structure and visualisation effectiveness. Learners also self-evaluate their work before submission.
Total marks: 40
Learners must complete all core tasks to achieve full marks. Extended challenge tasks do not contribute to the final score but can be commended as advanced work. This assessment ensures that learners demonstrate proficiency in spreadsheet skills, critical thinking and data analysis while reinforcing real-world business applications.


Peer review checklist
Instructions: Swap your spreadsheet with a peer and review their work. Place an X in the box where the criteria are met. Provide feedback for any areas that need improvement.
Section 1: data classification and functions
☐ Are all posts correctly classified as positive, neutral or negative?
☐ Has COUNTIF() been correctly used to count sentiment occurrences?
☐ Are functions applied consistently across all rows?
Section 2: data accuracy and formatting
☐ Is the spreadsheet formatted clearly with correct column headers?
☐ Are dates and platform names entered correctly?
☐ Are all formulae applied correctly without errors?
Section 3: identifying the most common sentiment
☐ Is the most frequent sentiment per platform correctly identified?
☐ Do the results align with the sentiment count data?



Final feedback
What was done well?
	

	

	



What could be improved?
	

	

	



One piece of advice for future analysis tasks:
	

	

	



Reviewer name: ___________________________

Learner reviewed: ___________________________


Self-evaluation checklist
Instructions: Use this checklist to reflect on your work. Place an X in the box where the criteria are met. Identify any corrections before submission.
Section 1: data classification and functions
☐ Did I apply functions correctly to classify sentiment?
☐ Did I use COUNTIF() accurately to count occurrences?
Section 2: data accuracy and formatting
☐ Is my spreadsheet neatly formatted with clear column headers?
☐ Are my data entries accurate and consistent?
☐ Are all my functions and formulae applied correctly?
Section 3: identifying the most common sentiment
☐ Did I determine the most frequent sentiment per platform?
☐ Do my results align with my sentiment count data?



Final reflection
What did I do well?
	

	

	



What was challenging, and how did I overcome it?
	

	

	



What improvements could I make if I repeated this task?
	

	

	



Learner name: ___________________________

Date: ___________________________
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Patientid _|First name Lastname __ [DOB [Consultation fee (£)[Appointment fee (£)[Missed appointments [Waiting time (mins)
1001[Sarah [Johnson 12/04/2025 50 0 1 1)
1002|David Brown 27/08/2004] 75 0 0 25
1003[Emma [Clarke 03/02/2006] 60 15 2 18]
1004[Tom Patel 19/11/2005 90 15 1 30
1005[Mia 25/06/2004] 50 0 3 21

Demonstrate functions

SUM

AVERAGE|

COUNTIF|

CONCATENATE|

RIGHT|

Demonstrate formulas

TotalFees] |
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Learner spreadsheet activity

Patient ID [Firstname |Lastname [DOB [Fullname [DOB year _|Consultation fee (£) _|Appointment fee (£) _[Total fee (£) _|Missed appointments. Risk (Wait > 20)
2001|Jake [Thompson | _o3/00/2008] 55| 0|
2002{Olvia Wartin 2771172008 80| 2|
2003[Ben Richards 10/04/2004] 95| 1
2004[Ava Lewis 02/11/2005] 60 3|
2005|Liam Harris 25/05/2004] 70| 1
2006[Sophia___|Walker 28/04/2004| ES 0|
2007|Noah [Taylor 13/05/2007] 50| 2|
2008 |Emily Bennstt 21/06/2005] 95| 3|
2009|James __|Evans 12/06/2005] 75| 1
2070[Ella Morris 22/0572004] 55| 0|
2071|Lucas [Cooper 20/11/2008] 70| 1
2072{Grace Fisher 16/12/2005] 90 0|
2013[Mason __|Campbell | 06/08/2007] 85| 2|
2074|Zoe [Stewart 09/11/2005] 55| 1
2075[Ethan Roberts 2210672004 60 3]
2016y Parker 08/01/2008] El 0|
2017|Logan Edwards 13/05/2004] 95| 2|
2078|Aria [Cook 0771072008 70| 1
2075|Daniel Morgan 0771172007 £S5 0|
2020[Chioe Foster 15/12/2007] 50) 3|
2021[Watihew _|Bailey 05/05/2005] 60 1
2022[Harper __|Reed. 08/12/2008] 75| 0|
2023|Henry [Simmons | 24/10/2007] 90 2|
2024[Scarlett___|Ward 16/07/2006] 70| 3]
2025[Ryan Kelly 08/03/2007] £S5 1
2026|Amelia___|Carter 03/01/2004] 50) 0|
2027|Nathan___[Price 05/11/2005| 60 2|
2028|Victoria___[Gray. 26/11/2007] %0 1
2025|Alexander _|Butler 20/0272007] 75| 3]
2030[Hannah___|Wright 13/10/2007] 0| 0|
2031[Samuel __|Wood 17/05/2004] 85| 2|
2032|Addison__|Russell 2211272003 55| 1
2033[Jacob urphy 22/09/2008] 95| 0|
2034|Natalie___|Howard 25/11/2008] 60 3|
2035[owen Bames 0470572007 50) 1
2036 | Wiliam __|Hayes 06/08/2004] %0 2|
2037|Samantha_[Bel 2471272008 70| 0|
2038|Michael __|Cole 17/03/2004] 55| 3|
2038[Brooklyn __[Hughes 28/11/2008] 80| 1
2040[Ella [King 27711/2008] 75| 2|

[Total

[Average
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Learner activity spreadsheet
Appointment fee (£)
Consultation| Total fee
Patient id First name |Last name DOB Full name DOB year fee (£) (£) Missed appointments | Waiting time (mins)

2001 Jake Thompson | 03/09/2006 £ 55.00 0 16
2002 Olivia Martin | 27/11/2008 80.00 Two 27
2003 Ben Richards | 19/04/2004 £ 95.00 1 22
2004 Ava Lewis 02/11/2005 £ 60.00 3 10
2005 Liam Harris | 25/05/2004 £ 70.00 1 35
2006 Sophia Walker | 28/04/2004 85 0 12
2007 Noah Taylor | 13/05/2007 £ 50.00 2 30
2008 Emily Bennett | 21/06/2005 £ 95.00 3 Eighteen
2009 James Evans 12/06/2005 £ 75.00 1 25
2010 Ella Morris | 22 May 2004 £ 55.00 Zero 28
2011 Lucas Cooper | 20/11/2005 70 1 19
2012 Grace Fisher 18/12/2005 £ 90.00 None 34
2013 Mason Campbell | 06/08/2007 £ 85.00 2 Twelve
2014 Zoe Stewart | 09/11/2005 55 1 26

15 Ethan Roberts | 22/06/2004 60 3 22
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