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Digital capability assessment 1 

Digital discovery tool  
The digital discovery tool aims to explore personal digital capability strengths and weaknesses. It offers an 
assessment that maps to the digital capability framework as well as a range of specialist assessments for 
different groups of people. The tool aims to broadly assess capability levels and provides personal reports that 
contain relevant next steps and links to useful resources. It also aims to encourage reflection on personal 
strengths and weaknesses.  

Digital capability questions 
These questions map to the 15 elements of the digital capability framework and are intended to be relevant for 
all staff. The questions are reproduced here for people who may be supporting other staff to use the tool and are 
not intended to be used in any other way. The assessments have been designed to take advantage of the 
features of the potential.ly platform and are linked to appropriate feedback and resources. 

There are three types of questions for each of the 15 elements that make up this assessment: 

1. Confidence questions – rate your confidence with a digital practice or skill 

2. Depth questions – select the one response out of four that best describes your approach to a digital task 

3. Breadth questions – select all the digital activities that you do, from a range of six 

 

Please note that these questions are indicative, and content may change during the Digital Discovery Tool Pilot.  
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Digital proficiency 
Confidence question 

Move the pointer to show how confident you are about your general digital skills? 

Depth question 

With new or updated software: 

• I wait for someone to show me how to use it 

• I set aside time to get familiar with it 

• I start using it, using online help if I need it 

• I explore and assess any new features 

Breadth question 

These are some habits of confident digital users. Which do you have? 

• Try to solve technical problems for myself 

• Read independent reviews of digital tools 

• Find shortcuts and work-arounds in digital systems 

• Compare the functions of similar application 

• Save files in different formats for different uses 

• Consider open alternatives to standard software 

Digital productivity 
Confidence question 

Move the pointer to show how confident you feel about using digital tools to manage your workload 

Depth question 

When I have a complex task to achieve 

• I try to avoid using digital tools 

• I use the application that is easiest or most familiar 

• I choose the application that will give the best outcome 

• I work across different applications as I need them 
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Breadth question 

Which of these are part of your current skillset? 

• Change software settings to suit my way of working 

• Record and organise useful web links 

• Manage passwords across different devices 

• Manage email using different inboxes 

• Use digital task lists 

• Synchronise contacts or calendar data 

Information literacy 
Confidence question 

Move the pointer to show how confident you feel about managing digital information? 

Depth question 

How would you go about checking the credibility of a web page? 

• I make a general judgement 

• I look at the URL to see who is hosting the information 

• I assess the credibility of the publisher and the date of publication 

• I look for verification from other sources 

Breadth question 

Which of these information tasks can you do already? 

• Use filters in an online search 

• Correctly reference an online source 

• Use a reference management application or service 

• Distinguish types of open licence 

• Find articles in a date range 

• Review the history of a wiki article 
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Media literacy 
Confidence question 

Move the pointer to show how confident you feel about expressing ideas in different digital media e.g. video, 
infographics 

Depth question 

Which best describes your approach when designing a poster or presentation 

• I try to make sure the words speak for themselves 

• I look for images to illustrate my key points 

• I work hard on the look and layout of the information 

• I include visual explanations, UX design and progressive disclosure 

Breadth question 

Which of these digital content types can you create? 

• Digital audio 

• Digital video 

• Animation 

• Infographic 

• Online quiz 

• Web page 

Data literacy 
Confidence question 

Move the pointer to show how confident you feel about handling data in your job role 

Depth question 

Which best describes your attitude to data protection at work? 

• I rely on IT services to keep me safe 

• I follow basic guidelines 

• I know my data protection responsibilities 

• I keep up with the latest cyber-security threats 
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Breadth question 

Which of these data related tasks can you do? 

• Create a chart or infographic from data 

• Sort data in a spreadsheet 

• Find statistically significant differences 

• Spot patterns and trends in data 

• Judge the statistics used in public debate 

• Code or collect data into categories 

Digital communication 
Confidence question 

Move the pointer to show how comfortable you feel connecting online with people you have not met face to 
face 

Depth question 

Some web conferencing platforms use several communication channels. Select the number of channels that 
you are comfortable using at the same time: 

• One (audio or video only) 

• Two (e.g. chat and video) 

• Three (e.g. chat, video, screen sharing) 

• More than three (e.g. social media alongside a webinar) 

Breadth question 

Which of these communication media are you familiar with using? 

• Twitter 

• Webinar platform (e.g. Collaborate) 

• Instant messaging/photo sharing (e.g. Whatsapp, Instagram) 

• Video conferencing (e.g. Skype) 

• Direct messaging (e.g. in Facebook) 

• Threaded discussions (e.g. in forums, email lists 
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Digital collaboration 
Confidence question 

Move the pointer to show how confident you are about collaborating digitally (e.g. with shared documents, 
calendars, project plans) 

Depth question 

The open content movement encourages people to share their digital content with others. Which best 
describes your attitude? 

• Content is too valuable to share in this way 

• I’m happy to share with colleagues where there is mutual benefit 

• I look for ways to share beyond my immediate colleagues 

• I support the open movement and crowd sourcing of ideas 

Breadth question 

Which of these collaborative tasks can you do? 

• Share a task list or project timeline 

• Send calendar events/invites to other people 

• Create collaborative documents e.g. reports, presentations 

• Use chat or direct messaging to collaborate in real time 

• Use project management software e.g. Slack, Basecamp 

• Host your own online meeting room e.g. Zoom 

Digital participation 
Confidence question 

Move the pointer to show how confident you feel about sharing ideas publicly e.g. via a blog 

Depth question 

You are joining a new online group or network. What is your main focus? 

• Just making the connection work 

• Understanding the rules of participation 

• Exchanging ideas with others 
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• Making it a productive experience for the whole group 

Breadth question 

Which of these are ways you participate online?  

• Comment and re-post other people’s contributions 

• Try to build contacts and followers 

• Take part in live events e.g. tweetups, realtime chat 

• Contribute to public websites, blogs or wikis 

• Build a new online group or network 

• Curate and collate information for others 

Digital creation 
Confidence question 

Move the pointer to show how creative you are in your use of digital tools and media 

Depth question 

You have an idea for a new educational application or game. What do you do? 

• Think about the ideas I want to get across 

• Think about the audience and sketch out the user experience 

• Think about functionality and research similar applications 

• Design the UX and get on with building some functionality 

Breadth question 

Which of these creative digital practices have you tried? 

• Sketch with stylus and tablet 

• Use advanced effects in photo editing 

• Use mind-mapping or other visual thinking tool 

• Modify styles in a Word document 

• Create a how-to video or screencast 

• Use a 3D printer or other digital making tool 
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Digital research and problem solving 
Confidence question 

Move the pointer to show how confident you are using digital evidence to answer real-world questions or solve 
real-world problems 

Depth question 

Where would you look for evidence to support an important professional decision 

• I’d consult my own experience 

• I’d do a general web search 

• I’d look for answers in specialist (academic/professional) sources 

• I’d review specialist evidence and carry put my own analysis 

Breadth question 

What kinds of digital research have you carried out? 

• Evaluate a new digital tool or technique 

• Carry out an online survey 

• Use specialist data analysis software (quantitative or qualitative) 

• Pose a question online and collate ideas 

• Use a simulation to tackle a real-world issue 

• Take a trouble-shooting role for a digital project 

Digital innovation 
Confidence question 

Move the pointer to show how confident you are to join in conversations about new and emerging 
technologies 

Depth question 

Which best describes your response if a friend recommends a new app to try? 

• I wonder how to find and download an app 

• I download the app to try when I have time 

• I check out the app and decide whether the benefits are worth it 
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• I can name alternative apps and discuss the pros and cons 

Breadth question 

Which of these is true of you? 

• I’m good at spotting emerging trends 

• I see new ways of using technology in my job role 

• I like using devices or platforms that no-one else uses 

• I see how apps and interfaces could be better designed 

• I challenge traditional practices if I can see a better way 

• I look for ideas from other sectors I can bring into my own 

Digital learning 
Confidence question 

Move the pointer to show how positive you feel about updating your digital skills and practices 

Depth question 

Which best describes your approach to your own learning (learning in your own time and for your own 
interest)? 

• I prefer not to learn from digital devices or media 

• I look for interesting content online 

• I challenge myself with apps and online learning materials 

• I am constantly learning through my digital media and networks 

Breadth question 

Which of these have you done in the last year? 

• Used a language learning or brain training app 

• Joined an online course or special interest group 

• Earned a digital badge 

• Downloaded a podcast or open lecture 

• Learned a completely new application 

• Taken on a task or role to develop your digital skills 



Building Digital Capabilities 

Digital discovery tool 

Digital capability assessment 10 

Digital teaching 
Confidence question 

Move the pointer to show how likely other people are to turn to you for help with digital issues 

Depth question 

Which of these best describes your attitude to digital learning (also called e-learning, technology-enhanced 
learning, or digital education)? 

• I know that people use different tools and techniques for learning 

• I’m interested in finding out more about digital learning 

• I read email threads and blog posts on digital learning 

• I regularly share or publish ideas about digital learning 

Breadth question 

Which of these have you done to support others in your digital world? 

• Refer to useful web sites or articles 

• Create explainer or ‘how-to’ videos 

• Make engaging digital presentations 

• Design online quizzes 

• Warn people about fake news or phishing emails 

• Act as a digital adviser, mentor or trainer 

Digital identity 
Confidence question 

Move the pointer to show how confident you are about managing your online identity and profile(s) 

Depth question 

If a web site asks you to sign up with personal information, do you: 

• Use the fastest method e.g. sign in through Facebook 

• Consider how your data might be used first 

• Read the small print, uncheck boxes, check data security notice 

• If satisfied with security, sign in with an email you keep for this purpose 



Building Digital Capabilities 

Digital discovery tool 

Digital capability assessment 11 

Breadth question 

Which of these are ways you manage your digital identify? 

• Know the privacy settings on all my social media 

• Use different profiles for personal and professional networks 

• Monitor my impact on social media e.g. followers, retweets 

• Manage a LinkedIn profile and update it regularly 

• Consider other people’s privacy when sharing information 

• Link different media (e.g. email, twitter, blog) to build followers 

Digital wellbeing 
Confidence question 

Move the pointer to show how far you agree that your use of digital technologies makes your life better 

Depth question 

How do you deal with negative messages in your social media networks (e.g. fake news, bullying)? 

• I try not to get drawn in 

• I avoid passing on any messages I feel might be damaging 

• I consider blocking or reporting offenders 

• I point the issue out and suggest how the group could respond 

Breadth question 

Which of the following healthy digital habits do you practice? 

• Schedule screen breaks when I am working 

• Avoid bright screens before bedtime 

• Log off from social media if I need to do so to concentrate 

• Use digital networks to extend and nurture my friendships 

• Use health related apps or belong to a health-related forum 

• Set up my workspace to look after my posture 
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