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Lesson 03: Release Notes
Communicating Change to Everyone Who Needs to Know
	Qualification
	NCFE Level 2 Certificate in Understanding Coding (603/5854/3)

	Unit / Lesson
	Unit 05: Communication & Project Management — Lesson 03 of scheme

	Duration
	90 minutes

	Prior learning
	Learners met release notes as one of six communication methods in Lesson 01, and practised adapting communication for different audiences in Lesson 02. This lesson gives release notes a full, dedicated treatment as a specific written communication artefact.

	Room / resources
	Classroom with student devices, retrieval.toolsforteaching.co.uk, OneNote Class Notebook, an example set of real release notes, projector for slide deck Unit_5_Lesson_03_Release_Notes.pptx



Learning Objectives
By the end of this lesson, learners will be able to:
1. Identify and explain the key sections of real-world release notes
1. Explain who reads release notes and why clarity and transparency matter
1. Produce a basic set of release notes using a structured template

Key Vocabulary (teacher reference)
	Term
	Definition

	Release notes
	A written record of all changes in a new version of a software product.

	Version number
	A unique identifier for a software release, allowing users, testers and support to refer to exactly the right update.

	Known issue
	A problem in the current release that is not yet fixed, disclosed honestly to users.

	Bug fix
	A description of a problem that has been resolved in this release.

	Transparency
	Being open and honest about what a software update does and does not fix.

	Audit trail
	A clear, ordered record of changes over time, which release notes help provide.



Lesson Phases and Timing
	Time
	Phase
	Teacher activity
	Learner activity

	5 min
	Starter and housekeeping
	Displays retrieval.toolsforteaching.co.uk recall code (slide 2). Reminds learners phones go in the wall pockets once logged in.
	Complete the retrieval quiz on devices, then put phones away.

	3 min
	Learning objectives
	Introduces today's three objectives.
	Copy learning objectives into OneNote workbook.

	6 min
	Release note spotting
	Sets the task, examine the example in the Lesson 03 OneNote Workbook and identify the version number, new features or improvements, bug fixes, and known issues (if present).
	Working independently, examine the example release notes and label the version number, new features, bug fixes and known issues.

	5 min
	What are release notes?
	Gives the definition, a written record of all changes in a new version of a software product, and lists who reads them, end users, testers/QA, support staff, stakeholders and managers, other developers.
	Write down the definition of release notes and the five groups who read them.

	3 min
	Why do they matter?
	Explains that release notes ensure transparency, trust, reduced support queries, and a clear audit trail.
	Note down the four reasons release notes matter.

	5 min
	The six sections of release notes
	Introduces the six principal sections, version number, summary, new features, bug fixes, known issues, how to update, how to get help, briefly explaining what each identifies or communicates.
	Note down the six sections of release notes and what each one is for.

	5 min
	Release notes example table
	Walks through the full example table (slide 10), showing the purpose and a worked example for each of the six sections in turn.
	Copy the release notes example table, purpose and example for each section.

	18 min
	Research task: find real release notes
	Sets the independent task, find a real set of release notes from a product or service the learner actually uses, take a screenshot or note the URL, label each identifiable section, write one sentence per section explaining what it communicates and to whom, then write a short paragraph (3–5 sentences, using ‘because’ at least twice) explaining how the release notes as a whole help their readers.
	Working independently, find and paste real release notes, label the sections, explain what each communicates, and write the short paragraph using ‘because’ at least twice.

	20 min
	Create task: write release notes using the template
	Sets the independent task, choose one of three scenarios, a calculator app bug fix and new feature, a homework tracker app with new notifications and a fixed login error, or a school canteen app with a new filter and a fixed payment glitch, then write full release notes using the OneNote template, completing all six sections in plain English for a non-technical user.
	Working independently, choose one scenario and write complete release notes covering all six sections in plain English, remembering the audience is a user, not a developer.

	15 min
	Workbook preparation
	Sets the writing task, explain how release notes are used to communicate information to others, using sentence starters provided in OneNote if needed.
	Working independently, write the explanation of how release notes communicate information to others.

	5 min
	Finally... exit ticket
	Poses the three exit questions, name two sections you would always find in release notes, give one reason why a support worker would read release notes, what is the difference between a bug fix and a known issue.
	Answer all three exit ticket questions individually in OneNote.



Differentiation
	Support
	Core
	Stretch

	Provide the release notes example table (slide 10) as a direct reference throughout the create task, rather than requiring recall of all six sections from memory.
Reduce the create task to four of the six sections for learners who need more time per section.
Provide the sentence starters for the workbook preparation task directly rather than requiring learners to locate them.
	Complete the research task with all six sections labelled and the short paragraph using ‘because’ twice, and the create task with all six template sections completed in plain English.
	Ask stretch learners to find a second, contrasting set of real release notes (for example, a very brief consumer app update versus a very detailed developer tool changelog) and compare how each is written for its audience.
Extend the create task, ask learners to write a short summary sentence at the very top of their release notes, as seen in the summary/headline section of the example table.



Assessment for Learning
1. The release note spotting task is a quick, low-stakes check that learners can identify the structure of release notes before any formal definitions are given.
1. Verbal recall of who reads release notes checks that learners understand release notes serve more audiences than just end users, before the create task requires them to write for one specific audience.
1. The research task's one-sentence-per-section explanations are the main checkpoint for whether learners understand what each section communicates, not just that it exists.
1. Circulate during the create task and check work on the move, this is the main practical checkpoint, plain English suitable for a non-technical user, consistent with Lesson 02's audience-adaptation skill, is the key indicator.
1. Exit ticket responses, especially the bug fix vs known issue distinction, are the main end-of-lesson checkpoint before Lesson 04 asks learners to peer-review their own release notes.

Common Misconceptions
	Misconception
	How to address it

	Learners think release notes are only for end users.
	Reinforce the full list of readers directly, end users, testers/QA, support staff, stakeholders and managers, and other developers, release notes serve a wide range of audiences with different reasons for reading them.

	Learners think a known issue is the same as a bug fix.
	Contrast directly, a bug fix describes a problem that has been resolved, a known issue is a problem that is not yet fixed, disclosed honestly rather than hidden, this distinction is directly tested in the exit ticket.

	Learners write their create task release notes using technical language aimed at developers.
	Reinforce the audience instruction explicitly, the create task scenarios are consumer apps, plain English suitable for a non-technical user is required, this directly applies the audience-adaptation skill from Lesson 02.



Homework
Finish the workbook preparation explanation if not completed in class, then find one more real set of release notes and note whether they follow all six sections covered in this lesson, or are missing any.



	STUDENT SECTION — CUT & PASTE INTO ONENOTE



Unit 05 | Lesson 03: Release Notes
	ℹ️  How to use this page
This is your notes, classwork and revision resource in one place. Complete the tasks during the lesson as directed. Use the space under each box for your own answers. Return to the key terms and revision checklist when revising for assessments.



What will I be able to do by the end of this lesson?
☐  Identify and explain the key sections of real-world release notes.
☐  Explain who reads release notes and why clarity and transparency matter.
☐  Produce a basic set of release notes using a structured template.

Recall Quiz
Visit: retrieval.toolsforteaching.co.uk
Code: mu6v1t

Release Note Spotting
Examine the example in the Lesson 03 OneNote Workbook. Let's identify: the version number, new features or improvements, bug fixes, known issues (if present).

	📌  What Are Release Notes?
Release notes are a written record of all changes in a new version of a software product.
Who reads them? End users, Testers/QA, Support staff, Stakeholders and Managers, Other developers.



	💡  Why Do They Matter?
They ensure: transparency, trust, reduced support queries, a clear audit trail.



The 6 Principal Sections of Release Notes
	Section
	Purpose
	Example

	Version number
	Uniquely identifies the release so users, testers, and support can refer to exactly the right update.
	v2.4.1 / Version 14.3

	Summary / headline
	A plain-English overview of the update, helps skim-readers understand the change at a glance.
	‘This update fixes a crash on startup and adds a dark mode option.’

	New features / improvements
	Lists what has been added or improved.
	‘Added: Export to PDF function in reports section.’

	Bug fixes
	Describes what problems have been resolved, builds trust.
	‘Fixed: App crash when saving large files on iOS 16.’

	Known issues
	Honest disclosure of problems not yet fixed, prevents duplicate reports.
	‘Known issue: Dark mode may not apply correctly on older Android devices.’

	How to update / get help
	Practical guidance so users know what to do next.
	‘Update via the App Store or visit help.example.com’



Research Task — Find Real Release Notes
	🎯  Task focus — independent, 18 minutes
Find a real set of release notes from any product or service you actually use (a game, social media app, browser, phone OS update, productivity tool, etc.).
Step 1: find your example, take a screenshot or note the URL, paste into your OneNote page.
Step 2: label each section you can identify (version number, features, fixes, known issues, etc.).
Step 3: for each section, write one sentence explaining what it communicates and to whom.
Step 4: write a short paragraph (3–5 sentences) explaining how these release notes as a whole help the people who read them. You must include the word ‘because’ at least twice.
Stuck? If you can't think of a product, try Microsoft Word, Microsoft PowerToys, or Adobe Media Encoder.


Product/service chosen and URL/screenshot:

Labelled sections and what each communicates:

My paragraph:

Create Task — Write Release Notes Using the Template
	🎯  Task focus — independent, 20 minutes
Choose one of these scenarios:
1. A. A simple calculator app — bug fix (crash on large numbers) and a new calculation history feature has been added.
1. B. A student homework tracker app — new deadline reminder notifications added, login error fixed, known issue with dark mode on older devices.
1. C. A school canteen ordering app — vegetarian filter added, payment glitch fixed, slow load times on some devices still under investigation.
Using the template in OneNote, write your own release notes. Complete all six template sections in plain English suitable for a non-technical user. Remember: your audience is someone who uses the app, not a developer.


Scenario chosen:

	Section
	My release notes

	Version number
	

	Summary
	

	New features
	

	Bug fixes
	

	Known issues
	

	How to update / get help
	



Workbook Preparation
	📝  Independent, 15 minutes
Explain how release notes are used to communicate information to others. You can use the sentence starters in the OneNote Workbook to help you.


My explanation:

Finally...
	Exit question
	My answer

	Name two sections you would always find in release notes.
	

	Give one reason why a support worker would read release notes.
	

	What is the difference between a 'bug fix' and a 'known issue'?
	



Revision Checklist — Can I...?
☐  Name the six sections of release notes and explain what each is for.
☐  Explain who reads release notes and why.
☐  Explain why transparency matters in release notes.
☐  Write a set of release notes in plain English for a non-technical audience.

Portfolio Evidence Checklist
	✓
	Evidence item

	☐
	Release note spotting completed on the example.

	☐
	Research task, real release notes found, labelled, and paragraph written.

	☐
	Create task, own release notes written across all six sections.

	☐
	Workbook preparation explanation completed.

	☐
	Exit ticket answered.


