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Activity overview
Use this template with a real, low-risk work activity. Follow agency policies and use approved systems. The core task is designed to be simple. The optional stretch activity allows you to apply deeper knowledge or work with a more complex example.
Objective
Create and complete a short plan to strengthen one digital capability that matters in your role.
Learning outcomes
After completing this activity, you will be able to:
· Identify a relevant capability gap.
· Set a clear and achievable learning goal.
· Apply learning to a real work task.
· Use feedback and reflection to choose the next step.
Activity tasks
Complete the steps below. Add short notes and evidence as you go.
Step 1
Choose one DigComp competency or digital skill that matters in your role.
Your notes:



Step 2
Record why it matters and rate your current confidence as low, medium or high.
Your notes:



Step 3
Write one thing you can already do and one thing you find difficult or avoid.
Your notes:



Step 4
Set a two-week learning goal.
Your notes:



Step 5
Choose one learning resource, colleague, coach or community that can help.
Your notes:



Step 6
Practise the skill in a real work task.
Your notes:



Step 7
Ask for feedback or compare the result with your starting point.
Your notes:



Step 8
Record what improved and choose the next learning step.
Your notes:



Reflection
Use short answers. Focus on what you learned and what you will do next.
What evidence shows improvement?



Which learning method worked best?



What should you practise next?



Stretch activity (optional)
Choose one if you want a deeper challenge.
Plan two or three connected skills over six months.
Support a colleague and compare which learning approaches work for each of you.
Stretch notes:



Evidence of completion
You have completed this activity when:
☐ A capability gap and goal are documented.
☐ Learning is applied in real work.
☐ Evidence, reflection and a next step are recorded.
Next steps
One action I will take next:



Support, approval or follow-up needed:
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