[image: image1.png]edexcel

advancing learning, changing lives



Functional Skills ICT: 
Entry Level 2 – Scheme Of Work

Rationale

Not all tutors supporting learners with ICT are ICT specialists themselves.  Therefore supportive links for the tutor are given throughout.  Some of the links are schools-based but still have value for tutors working with adult audiences.  The aim is also to support tutors to consider using resources and activities that they have not used before e.g. podcasting, blogs and wikis.

Each of the 5 sessions are full of activity and timed for about 60 minutes.  However, depending on your learners and the duration of your sessions you may choose to break down the sessions.  In some cases it will also be worth revisiting activities but in different contexts to ensure that your learners have secure skills at this level.

Each session should begin with a refresher of what happened in the last session and a reference to any homework or self-study that was set.

Part of the rationale of the SOW is to facilitate learning by giving learners ideas of how they can support their own learning e.g. using You Tube or help desks.

At each level of the qualification these subsume the previous level’s skill standard and coverage and range.  Hence you may find that some of your learners need to review the activities covered in the schemes of work in levels below that which they are studying – you may find they have gaps in their understanding.

A number of free resources have been attached:

· E1 Activity 1 – Definition cards

· Activity 1 - Peripherals

· Activity 2 – Pub quiz

· Activity 2 – pub quiz ppt answers

· Activity 3a – Letter

· Activity 3b – Letter amendments

· Activity 4 – Flyer outline

Website links

If you haven’t considered using blogs or wikis in your teaching then have a look at 

http://www.teachers.tv/videos/blogs-wikis
A useful introduction to computing http://www.excellencegateway.org.uk/media/KSSP/intro_to_computing.pdf  This could be used to supplement the lesson plans below depending upon the needs of your learners.

Teaching and learning functional ICT http://www.excellencegateway.org.uk/page.aspx?o=201314
A range of development project resources for Functional ICT can be found at http://www.excellencegateway.org.uk/page.aspx?o=201314
Encouraging your learners to self study can be very motivating for some learners – try http://www.homeandlearn.co.uk/
http://www.move-on.org.uk/
http://www.teach-ict.com/
http://www.skillsworkshop.org/ict.htm
Level Crossing - http://www.excellencegateway.org.uk/page.aspx?o=195646
Consider

Using outside speakers.

Visits elsewhere e.g. railway stations, museums and doctors surgeries which use technology.

Structure of the qualification at entry 2

· Using ICT

· Finding and selecting information

· Developing, presenting and communicating information

The criteria of these qualifications specify the requirements in terms of skill standards and coverage and range at each level.  At each level of the qualification these subsume the previous level’s skill standards and coverage and range, supporting a progression-based suite of skills qualifications.  Tutors may choose to use activities and lesson plans from lower levels to support their learners where they may have not fully developed skills or perhaps have not used the skills for some time – skills need to be secure before the learner moves on.

Preparing learners for assessment

One internally assessed assessment. 
Assessment-taking time Minimum 1 hour. Maximum 2 hours.  The time can be spread over a number of sessions, provided centres retain assessment materials securely. 

Marks 20 marks in total. 
At entry level 2 the assessment paper will contain a context or purpose, which is adaptable to meet learners’ needs. The tutor may amend the context or purpose, to make it more appropriate to the learner, whilst maintaining the level of assessment. The tutor may amend the assessment materials to reflect the context or purpose. Questions may be re-phrased to take account of learner needs. The materials produced here can be amended in the same way i.e. the context and purpose amended to suit your learners.  The aim is always to use contexts that the learner finds interesting and engaging.

To be successful in the test the learner must be familiar all aspects as described in the standards, coverage and range.
	SUBJECT/MODULE/UNIT
	

	COURSE CODE
	
	NO OF LEARNERS
	

	START DATE
	
	FINISH DATE
	

	AGE
	16-18    
	19+   
	GENDER
	MALE    
	FEMALE   

	Special requirements
	

	DAY/TIME
	
	ROOM
	


Scheme of work and lesson plans

Entry level 2 ICT Functional Skills
	Session number
	Session Topics

Aims and Outcomes

	1. 
	Follow recommended safe practices 

Introduction to the course – initial assessment.  Getting to know the rest of the class and the learning environment – finding your way around.  Health and safety issues introduced. Using the library.  Opening times for the ICT suite etc.  Introduce the ILP (Individual Learning Plan) – from this find out in more detail what they want to get out of the course and where their starting point is.

Please note E2 does not require that a learner switch on the computer system however they must use a password to access the computer system.  The assessor is permitted to provide assistance with this.

From the very first session ensure that your learners are developing safe practices.

	2. 
	Interact with ICT for a purpose & follow recommended safe practices – minimise physical stress and understand the need to stay safe.

See full session plan 

	3. 
	Follow recommended safe practices – keep access information secure by using password

Password or PIN – introduce the idea of passwords and give the learners their passwords.  How will they remember their password?  Setting up password reminders may be useful for some of your learners. 

Discuss why it is important to keep access information safe and secure.

Inform the learners that it is the tutor’s role to turn the computers on and off.  

Give your learners a tour of the computer (computer hardware) – the keyboard, mouse, etc and the purpose of each. Give them time to play and have a go and feel what it is like to use the tools.  

Then introduce them to what they see on the screen (software applications) – icons etc.

	4. 
	Interact with ICT for a purpose – recognise and use interface features

Computer hardware

Return to the keyboard!

Introduce the functions of the keys on the keyboard (explain how the keys are organised) and what can be done with the mouse:

· Typing

· Control keys

· Navigation keys

· Numeric pad 

· mouse

· Icons

· Menus

· Printers

· etc

Let them play but give them a purpose for doing so.  Show them how to Print screen.  

Some learners may benefit from learning to type – point them in the direction of online tools to support this (you may have something in house on your Moodle).



	5. 
	Find specified information from ICT based sources

See full lesson plan

Pub Quiz activity



	6. 
	Review of ILP  

Where are they now in their understanding – discuss with your learners progress so far and amend their ILPs.

Complete the session by asking your learners to amend some text – font, colour and correct any errors (remind them that spell check may pick up errors but that they must proofread.



	7. 
	Use ICT based sources of information - Numbers 

Many E2 learners will be fearful of using numbers – support them by outlining how computers can help.  At this level they will need to be able to recognise numbers on the keyboard and on screen.

http://www.ehow.com/video_4433299_typing-numbers-using-numeric-keypad.html (some Americanisms which your learners might find fun).

Give your learners these links so that they can review in their own time.

Discuss with your learners where they use numbers and how they might be important when they are using computers e.g. entering information when applying for a job or online banking.  Show your learners some sites where they are used and allow them to fill in forms (be careful to choose something that won’t result in them applying for anything!).

Give your learners the opportunity to use the keyboard to input and amend numbers.

Introduce the idea of graphs and charts as different ways of displaying and reading numbers


	8. 
	Enter and edit information for a simple given purpose – simple editing and formatting

See full lesson plan
Activity sheets 3a and 3b.

	9. 
	Enter and edit information for a simple given purpose – simple editing and formatting/identify and correct simple errors

Use the letter from last week – show a range of the letters produced last week and discuss how they could be improved.  (You may choose not to use a letter – there might be an event or festival in the next few weeks and the activity could be based in that context).

Ask each learner to change the details of their letters and improve the look – perhaps for a different audience e.g. what would they change if the audience was younger/older, has poor eyesight etc.

Proofreading and spellchecking.

Show your learners how to print out their documents.  Do they need to proofread again?

Take in the letters/documents so that you can give your learners individual written feedback on their work.

	10. 
	ICT based communication - read, send and receive electronic messages - Email
Introduce email.  

You may set up an email address for each of your learners.

Use the whiteboard to show them around the email – allow them to read the email.  Print screen an email page and give your learners a hard copy so that they can annotate it for future reference (note that at E1 learners need to label an image – they could be reminded of this skill at this point and do this electronically).

Show your learners how to open an email or ask learners who are already familiar with this to show other learners.

Ask your learners to type emails to each other and send the emails – this means all your learners will be able to receive emails.

Learners need the opportunity to develop their skills so that they can:

· Open and read messages

· Create messages

· Reply to messages

· Send messages

· Navigate messages

· Use contacts

E2 learners are not expected to be able to attach files to an email.



	11. 
	ICT based communication - read, send and receive electronic messages - Texting and other electronic messaging

Many of your learners will be familiar with texting but not all – introduce  texting.

	12. 
	Review of ILP 

Review progress so far – highlight everything covered so far.  In particular look at whether your learners are clear about health and safety issues – have they developed good health and safety habits?  Do they check their chair height, screen resolution etc.  Discuss how to stay safe when working in various settings/environments e.g .in a café or other public space.  

Review their understanding of the importance of passwords/PINs and the disclosure of personal information.

	13. 
	Interact with ICT for a purpose - Images 

Explain to your learners what an image is.  Show them a range of images and how they can be manipulated.

Give your learners the opportunity to move and resize a whole range of images.



	14. 
	Interact with ICT for a purpose - Images continued

Adding an image to a document – ask your learners to choose suitable images to add to pre-prepared documents.

Discuss what has worked well and why.

What is missing – how to add a label to an image.

	15. 
	Find specified information from ICT based sources

Discuss all the sources of information that are available including both folders and files.

Give your learners a simple research task to use their simple searching skills.  Organise a treasure hunt around the files that are available to your learners including as many sources from session 5 as possible.

Also ask your learners to email each other to find out from each other how they are progressing.



	16. 
	Find specified information from ICT-based sources - simple Internet searches
See lesson plan


	17. 
	Developing, presenting and communicating information - Bring together two given types of information

Producing a document adding an image from the internet to a document. Etc.

	18. 
	Review of ILP 

Find out from your learners how comfortable they feel about sitting tests.  Introduce the idea of the test and how you will support them to be successful. This will give you some time to prepare for session 21.



	19. 
	Bring together two given types of information  - use simple editing and formatting techniques, identify and correct simple errors and print

See lesson plan


	20. 
	THE SAM INCLUDES OPENING, CLOSING AND SAVING DATA FILES – WHICH IS E3 – DO YOU WANT THIS INTRODUCED in E2?

	21. 
	Introduction to assessments – what does the whole ‘test’ look like?

Look through some past tests with your learners and look at the questions – what do they find difficult – do they understand the questions they are given?

Walk through one question from a past paper with your learners.

Allow your learners to have a go at another question.

Discuss how easy/difficult they found the question.  Discuss the skills that the question is testing - how might they change the question e.g. a different context etc

	22. 
	Introduce your learners to social media.  You may choose to use Twitter to discuss topics of interest.

	23. 
	Quiz week

In pairs ask your learners to produce a quiz about what they have learned so far – in preparation for the ILP review next time.

	24. 
	Review of ILP 
Plan for the next five weeks building up to the summative assessment

Have your learners enter information a to do list in preparation for their test.  

	25. 
	Review electronic messaging

Practical activity – opening and sending emails to members of their class.  Give your learners a purpose for this e.g. arranging an event or perhaps something seasonal/social/informative.

Encourage your learners to include images and numbers as well as text.

If you have the facilities organise for your learners to experience chat rooms within your VLE.

	26. 
	Print and view on screen
Have your learners bring in a range of old hard copy photographs to scan in.

Support your learners to resize and add labels to the images.

Introduce your learners to digital photography.  Encourage your learners to take photographs which are a challenge – e.g. of a moving object so that you can discuss the editing process.

Print and discuss how they could be improved.

	27. 
	Bring together two given types of information
It would be useful to have greetings card software – if this is not possible then simple cards could be designed using clipart.  You may have pen tools that could be used.

Use the photographs from the last session to make greetings cards (add simple text) or a calendar (add simple numbers) or a business card.



	28. 
	Solving problems

You can choose to break these activities down into shorter activities but it is advisable to give your learners a strict time limit so that they get used to working to deadlines.

Present your learners with a problem.  For example – I need to make a meal tonight for a vegetarian but I don’t know what to cook.  What should I do?

Discussion – how to tackle the problem – how can ICT help, what skills have they got to tackle this problem?

	29. 
	Solving problems

You can choose to break these activities down into shorter activities but it is advisable to give your learners a strict time limit so that they get used to working to deadlines.

Present your learners with a problem.  For example – I need to pay my TV licence and I have heard of Direct Debit but I don’t know what this is.

http://www.tvlicensing.co.uk/ 
You might choose to introduce your learners to Internet sites which answer questions.

Needs to include numbers.

Consider accuracy and the message that is being communicated.

	30. 
	Preparation for assessment including final review of ILP
What do they need to do to be successful?  This must include not only development of ICT skills and knowledge but an understanding of test.

Check that your learners know when and where the test will take place.  Ensure that they know the time they need to be there not just the time the test starts and what they can and cannot take in with them.  Ensure that if they have any help or support that this is also arranged for the test.

Test technique – ask your learners to search online for help with test technique 

Have your learners share what they have found and make a list of what they need to do:

· Read ALL instructions carefully

· Number of questions

· Past papers – have you seen something familiar before?

· Timing 

· Checking through at the end – have you answered the question?


