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1. Introduction to the Qualification 
 
Qualification Objectives 
 
To enable learners to develop the understanding of key concepts and associated digital 
skills needed for work as set out in the National Standards for Essential Digital Skills.  
  
To provide reliable evidence of learners’ attainment in relation to the National Standards for 
Essential Digital Skills.  
 
Who the Qualification is for: 
 
This qualification is for learners aged 16 – 19 and for adults, aged 19+ with no or little prior 
experience of using digital devices or the internet, who wish to be able to use digital devices. 
 
Examples of people who may benefit from this qualification would include people in 
employment who are looking to develop their basic digital skills.   
 
Entry Requirements 
 
There are no formal entry requirements for learners undertaking this qualification.  However, 
as a pre-requisite, learners should be able to; 
 

• turn on a device (including entering and updating any account information safely, 
such as a password); 

• use the available controls on a device (such as a mouse and keyboard for a 
computer, or touchscreen on a smartphone or tablet); 

• make use of accessibility tools (including assistive technology) to make devices 
easier to use (such as changing display settings to make content easier to read); 

• interact with the home screen on a device; 
• connect to the internet (including Wi-Fi) safely and securely, and open a browser; 
• open and access an application on a device. 

 
Learner Progression  
 
By completing this qualification learners will gain knowledge, confidence, and experience in 
using digital skills to obtain work or advance their existing careers.  
 
On completion of this qualification, learners may progress to the Level 1 Essential Digital Skills 
for Work Qualification. 
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Qualification Size  
 
The size of the qualification is described in terms of Guided Learning Hours (GLH) and Total 
Qualification Time (TQT). 
 
GLH indicates the approximate time (in hours) that the learner will be supervised during any 
teaching, learning or assessment activities.   
 
TQT is a predication of the total time a learner with no prior knowledge might need to complete 
the course. 
 
TQT is made up of two elements: GLH, and all other hours (an estimate of the number of 
hours a learner will reasonably spend on any unsupervised learning or assessment activities 
including homework, research, exam preparation and formal assessment) so that they can 
successfully achieve the qualification. 
 
The qualification requires the following GLH and TQT:  
 
Qualification Title QAN Accreditation 

Start Date 
GLH TQT 

BCS Entry Level Essential 
Digital Skills for Work (Entry 3) 

603/6957/7 TBC 50 64 
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2. Structure and Content 
Structure of the Qualification  
 
The learner will take two online, onscreen tests as part of this qualification. The two tests are 
a Knowledge test (Test-K) and a Skills test (Test-S). Test-K is comprised of a range of 1, 2 
or 3 mark questions that evidence the learners’ knowledge. Test-S will involve learners using 
hotspots, advanced hotspots and office-type applications to create documents and focus on 
the ability to carry out an on-screen PC-based task. 
 
The two tests will ensure the learner develops the knowledge and skills in the following 
areas; 

- Using Devices and handling information 
- Creating and editing  
- Communicating 
- Transacting 
- Being safe and responsible online. 

 
Further details on the skills statements that will be covered as part of this qualification can be 
seen below: 
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Skills 
statements/
Category  

Sub-category Measuring 
point ref 

Amplification/Measuring point ref 

1.1 Using 

devices  

1.1.1 Know what is meant by 

hardware, software, 

operating systems and 

applications; locate and 

install an application; apply 

system settings, including 

those for accessibility.  

1.1.1.1 Devices will include computers (desktop/laptop) and 

mobile devices, smart devices, and wearable 

technology. 

1.1.1.2 Hardware means main physical elements that make 

up computers, (desktop/laptop) and mobile devices, 

smart devices, and wearable technology. It does not 

include an understanding of computer architecture. 

1.1.1.3 Software means the various kinds of programs 

providing functionality on devices. 

1.1.1.4 Operating systems include those typically used for 

computers (desktop/laptop) and mobile devices. 

1.1.1.5 Applications include applications for computers 

(desktop/laptop) and mobile devices. 

1.1.1.6 System settings include display, sound, connecting to 

Wi-Fi, time, language settings and accessibility 

settings. 

1.1.1.7 Accessibility settings include use of a magnifier, the 

use of screen readers and use of voice controls. 

1.1.1.8 Know main features and uses of devices. Know the 

role of operating systems and applications. 

1.1.1.9 Know that programs and data require storage, and 

that different devices have different storage 

capacities. 

1.1.1.10 Know how to find and install an application. Know how 

to select and adjust system settings. 
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1.3 Managing 
and storing 
information  

1.3.1 Open, read and save 
information from/to a file 
using appropriate naming 
conventions; work with files 
and folders to store, organise 
and retrieve information using 
local and remote storage.  

1.3.1.1 Know and understand terminology and concepts 
relating to: 
• files and file types 
• file size 
• applications typically associated with file types 
• folders 
• digital storage (memory, hard drives) 
• local and remote storage. 

 
 

1.4 
Identifying 
and solving 
technical 
problems  

1.4.1 Recognise when a 
technical problem has been 
encountered, solve simple 
technical problems, and seek 
assistance when unable to 
solve a technical problem.  

1.4.1.1 Recognise when a technical problem has been 
encountered includes recognising when there is a 
problem with a device or software and knowing that 
some problems are caused by user errors. User errors 
may include: using incorrect credentials, incorrectly 
connecting hardware, attempting to open a file with an 
unsuitable application, attempting to save a file using a 
filename with inappropriate characters. 

1.4.1.2 Solving simple problems refers to solving issues (such 
as system or application freeze, or internet connection 
issues) with a simple solution, such as an application 
re-start, device re-boot or network re-connection. 

1.4.1.3 Be aware of typical technical problems, e.g. on-screen 
error messages arising from application or peripheral 
hardware malfunctions, or online connectivity and 
communication issues. 

 
1.5 
Developing 
digital skills  

1.5.1 Not Entry level 1.5.1.1 None required 
 
 
 
 
 
  

1.2 Finding 
and 

evaluating 
information  

1.2.1 Navigate online content 
using hyperlinks, menus and 
other navigation elements to 
locate required information; 
carry out searches to find 
information and content.  

1.2.1.1 Navigation elements include: menus, hyperlinks, 
browser navigation controls (back and forward 
buttons, bookmarks). 

1.2.1.2 Searching refers to searching online for a specific 
and clearly defined piece of information or content. 

1.2.1.3 Know and understand terminology and concepts 
relating to web pages: websites, hyperlink 
navigation, URLs, search engines, keywords, web 
browsers, types of information, documents and 
media. 
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1.6 Creating 
and editing 
documents  

1.6.1 Use a suitable application 
to enter, edit and format 

information (including text, 
numbers and graphics).  

1.6.1.1 Editing text includes entering or amending, selecting, 
copying, cutting and pasting text. 

1.6.1.2 Formatting text includes bold, underline, italics, font 
sizes and colours, text alignment, bulleted and 
numbered lists. 

1.6.1.3 Formatting graphics includes positioning, sizing, 
borders. 

1.6.1.4 Know and understand terminology and concepts 
relating to documents (including types e.g. word 
processed, presentations, etc.) and associated 
applications), with understanding of the purpose of 
different applications and typical uses of different 
document types. 

    
1.7 Creating 
and editing 
digital 
media  

1.7.1 Capture and save 
images, sound and video.  

1.7.1.1 "Capture and save" means using a device to grab an 
image, record video, or record sound, and storing the 
result on the device. 

1.7.1.2 Know and understand terminology relating to digital 
devices and digital media, including common file types 
such as JPEG, MPEG and WAV. 

 
1.8 Processing 
numerical data  

1.8.1 Not Entry level 1.8.1.1 None required 

    

1.9 
Communicating 
and sharing  

1.9.1 Create, edit and use 
contacts when sending 
and receiving online 
communications 
comprising text and other 
digital content to individual 
and multiple recipients; 
initiate and participate in a 
video call.  

1.9.1.1 Sending… digital content includes sharing access to 
online content. 

1.9.1.2 Video call refers to a simple one-to-one communication 
via live video. It does not include a video conference 
involving groups of people, nor does it require 
scheduling meetings or inviting participants. 
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1.9.1.3 Know and understand terminology and concepts 
relating to emailing, texting and using other messaging 
apps, contacts and groups, and video calls. 

 
1.10 Managing 
traceable 
online 
activities  

1.10.1 Identify the types of 
digital activities that leave a 
‘digital footprint’ and 
understand the 
implications.  

1.10.1.1 Know and understand terminology and concepts 
relating to private and public communications (including 
the characteristics and benefits of each) and the actions 
which contribute to an individual’s digital footprint. 

1.10.1.2 Know that a digital footprint is data left by online 
activity, including search history and websites/social 
media platforms visited, emails, uploaded photos and 
information sent to online services, blogs and social 
media activity. 

    
1.11 Using 
online 
services  

1.11.1 Complete and submit 
a form as part of an online 
transaction, complying with 

verification checks.  

1.11.1.1 Online form typically comprises a simple single page 
form used to enter information (e.g. name and/or 
contact details) to register for, or to request a service 
e.g. make an appointment, or collection of household 
rubbish. 

1.11.1.2 Know and understand terminology and concepts 
relating to online forms and data validation, verification 
checks, entering data (including numerical data, for 
example in an online form or calculator). 

 
1.12 Buying 
securely 
online  

1.12.1 Buy an item/service 
online using a chosen 
method of online payment.  

1.12.1.1 Online payment methods may include: credit/debit 
cards; third party online and/or mobile payment 
services; third party online and/or mobile digital wallet 
services etc. 
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1.13 Protecting 
privacy  

1.13.1 Identify situations 
where personal information 
may be stored by devices 
and online activity; identify 
and use simple methods to 
protect personal information 
and privacy.  

1.13.1.1 Personal information … stored by devices and online 
activity refers to the collection and use of personal 
information and data by organisations (often used to 
personalise online experiences and target 
advertisements). 

1.13.1.2 Methods of protecting personal information and privacy 
may include: 
• guarding your date of birth and telephone number 
online 
• using a pseudonym on social media sites 
• looking for HTTPs when entering login credentials or 
other personal data 
• being aware that the security of your digital devices 
can be compromised, hacked and/or hijacked etc. 

1.13.1.3 Know and understand implications of sharing personal 
information. 

1.13.1.4 Know when personal information may be stored by 
devices. 

 
1.14 Protecting 
data 1 

1.14.1 Be aware of online 
risks and threats; identify 
and use simple methods to 
protect a device and data 
from online risks and 
threats; be aware of the 
security risks of using public 
Wi-Fi.  

1.14.1.1 Methods of protecting devices and data include: 
• using anti-virus and firewalls 
• securing mobile devices (using screenlock etc.) 
• using secure passwords 
• being mindful of the security risks of using public Wi-Fi 
networks 
• being mindful of phishing emails 
• being mindful of risks associated with clicking on links 
found in emails or other digital messages. 

 
1.15 Protecting 
data 2 

1.15.1 Configure and use 
secure ways to access 
devices and online services.  

1.15.1.1 Secure ways to access a device include strong 
passwords, fingerprint, facial, voice recognition, or 
similar. 

1.15.1.2 Know and understand terminology and concepts 
relating to online risks and threats, how personal data 
may be compromised or stolen, how data and a 
device can be protected. 
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1.15.1.3 Know that the security of digital devices can be 
compromised, hacked and/or hijacked, and be aware 
of the nature of and threats posed by viruses and 
phishing. 

 
1.16 Protecting 
data 3 

1.16.1 Not Entry level 1.16.1.1 None required 

 
1.17 Being 
responsible 
online 1 

1.17.1 Know how to report 
concerns with online 
content.  

1.17.1.1 Concerns with online content could include illegal, 
inappropriate or harmful content. 

 
1.18 Being 
responsible 
online 2 

1.18.1 Not Entry level 1.18.1.1 None required 

 
1.19 Digital 
wellbeing  

1.19.1 Recognise and 
minimise the effects of 
physical stresses of being 
online.  

1.19.1.1 Physical stresses include pain from poorly positioned 
equipment and/or bad posture, repetitive strain injury 
caused by repeated movements over a long period of 
time, eyestrain, headaches, etc. 

1.19.1.2 Know and understand the terminology and concepts 
relating to potential physical stresses of using devices. 
Know that the effects can be minimised by using an 
adjustable chair which supports good posture, and not 
being too close or too far away from the screen/device 
and peripherals e.g. keyboard, mouse etc. 
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3. Assessment 
Assessment Centre Requirements   
 
To be able to offer these qualifications an organisation must be a BCS Approved 
Centre. Details of what is required to be a centre can be found on our website at 
https://www.bcs.org/deliver-and-teach-qualifications/become-accredited/  
 
 
Assessment Methods  
 
The qualification will be assessed in BCS Approved Centres, through two online, on-
screen invigilated tests of knowledge (with a range of question types) and skills 
(using the BCS In-Application assessment platform), lasting 45 minutes each and 
supported by teaching of 50 guided learning hours (GLH) within a total qualification 
time (TQT) of 64 hours.  
 
Automated Testing  
 
The qualification is assessed through two online, on-screen tests. Each test is 
appropriate for the level of the qualification.  
 
These on demand assessments, set by BCS are; 
 

- conducted under specified exam conditions; 
- held at approved centres only; 
- automatically marked. There will be no manual marking of Essential Digital 

Skills tests by Centres. 
 
When a learner completes an Essential Digital Skills test using the automated 
system, the results are submitted directly to BCS. Centre staff will review the results 
and the overall profile of the Learner. If the total of the learner’s best Test-K mark 
and the learner’s best Test-S mark is higher than the pass mark, then an award is 
made. The learner and Centre are informed by email of the award to the named 
individual. The individual receives a pdf of the award certificate. If the total of the 
best test marks does not meet the pass mark, the learner and Centre receives a 
report of the learner’s results profile. 
 
 
Assessment Summary  
 
Test-S and Test-K have the same weighting. Each test is marked out of 50. If the 
total of the Learner’s best Test-K mark and the Learner’s best Test-S mark is higher 
than the pass mark, then an award is made. The pass mark will be set after the tests 
are live. 
 
 
 
  

https://www.bcs.org/deliver-and-teach-qualifications/become-accredited/
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Requirements for Assessments  
 
Since the assessment is carried out electronically, the centre will require access to 
the Skillsbox online platform. Please refer to the ‘’Quick Start Guide for Skillsbox’’ 
and ‘’Skillsbox System Requirements’’ documents for detailed information on the 
system requirements. 
 
Grading  
 
This is a pass/not passed qualification. 
 
Please note: Whilst BCS would not normally want to make changes to either grade 
thresholds or grading algorithms there is potential for them to change in order to 
maintain standards.  
 
Re-sits  
 
Learners are permitted to re-sit units they need to increase their aggregate score. 
The system is designed so a learner cannot re-sit the same test stream (A, B or C).   
 
If a learner has had 3 attempts, it is possible for the learner to take a 4th test, but the 
Centre Manager must contact BCS for approval. The Centre Manager must be able 
to demonstrate how the learner, through support, is fully prepared for the test. 
This will include a discussion of the reports from the previous tests and might include 
additional revision of the learning materials on areas of weakness, further exercises 
for the learner to practice, or further taught classes. BCS will inform the Centre 
Manager if an additional test will be released. This ensures the learner is best 
supported to develop and show their capability yet protects the integrity of the 
assessment process.  
 
There are rules around the time interval between re-sit opportunities reflecting the 
needs of the learner and the requirement for validity and reliability of the 
assessment. The rules currently in place in all BCS Centres is that the same 
Assessment cannot be taken within a full calendar day. That is, “there must be at 
least one clear calendar day between the original test and the next attempt. For 
example, if a learner has taken a live test on a Monday, they are not permitted to re-
sit that unit again until Wednesday”. This is to ensure technical aspects of the 
assessment process can be undertaken. The learner will be advised to consult their 
Tutor and to revise before taking another test. Some Centres will provide full-time 
courses of less than 2 weeks duration. It is appropriate that a learner might carry out 
the next assessment in the shortest possible time having had a potential extra 7 
guided learning hours. Where teaching sessions occur once-a-week, then a full week 
between assessment attempts is more usual. If a learner attempts to start a test too 
soon, the Skillsbox system will automatically inform the learner through an on-screen 
message. 
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4. Support 
Support Materials  
 
The support for teaching the content of the EDS Framework will be through a 
dedicated online website and will be open to Learners, Teachers and Approved 
Centre managers. The major feature will be the connections between the framework 
measuring points (MPLs) used to create the assessment test-items and the 
presentation of the teaching materials. There will be access to a practice test 
delivered by Skillsbox that reflects the characteristics of the qualification tests. There 
will be access to ‘Provider Toolkits’ which include a suggested sequence of learning, 
some proposed activities and signposting to other resources/reading. A 
Teacher/Trainer will be able to use the ‘Provider Toolkit’ to write and design their 
own session plans based around their own delivery. 
 
 
Access to Assessment  
 
Reasonable Adjustments will be made, when required, for Learners. These might 
include the mode of access to the test (laptop, PC, tablet of other online device), 
time to complete the assessment, screen readers or any assistive technology that 
does not affect the assessment process. 
 
All requests for reasonable adjustments will be managed by the Centre and 
considered by BCS to ensure they meet the legal regulatory requirements.  Further 
information about our access to assessment policy can be found on the Approved 
Centre Forum. 
 

5. Contact Us 
BCS is committed to providing you with professional customer service and support.   
 
Please see how to contact us by clicking on this link:  
 
https://www.bcs.org/contact-us/. 
 
If you require this document in accessible format, please contact us. 
 
Useful Links 
 
If you’re interested in delivering our qualifications, further information is available on 
our website: https://www.bcs.org/deliver-and-teach-qualifications/become-accredited/ 

https://www.bcs.org/contact-us/
https://www.bcs.org/deliver-and-teach-qualifications/become-accredited/
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