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FUNCTIONAL SKILLS LEVEL 1 ICT SOW 2017 – 2018 TUTOR – HAYLEY BODEN

Scheme of Learning – ICT– Functional Skills Level One
Aims:  To reinforce and apply ICT in a range of purposeful contexts within and across the foundation programme. To work at the level needed to achieve a certificate at Level One.
Differentiation:  All learners should complete main outcomes for Level 1.  Some learners may create additional files and use a wider range of software tools. Some learners may need support or reinforcement activities.
Structure:  This course is formally assessed by an exam. Lessons 1 to 6 are primarily concerned with skill building and embedded activities linked to vocational subjects. Lessons 7 to 8 will be practice of sample assignment from examining body materials. Lesson 9 will be exams or arrangements will be made for exams to be taken in the window of opportunity in July 2018. There may be one spare lesson for tutors to use as required.
Resources: Laptops, extension leads, USB memory sticks for Laptop Users, Logins for learners. 
	Date

Lesson
	Main Learner Outcomes.

Learner will...
	Learner Activities
	Teacher Activities
	Resources
	Assessment Opportunities
	Embedding Functional Skills

	11/9/17

INDUCTION
	Gain understanding of course
	Learners will get to know other members in the group.

Learners to complete ICT initial assessment
	Ice breaker games
Learner to complete initial assessment. Re-enforce that this is not a test.
	http://www.icebreakers.ws/
Initial assessment – see www.alphatraininguk.net   

	Observation

Record initial assessment results and determine appropriate level
	Reading for information
Writing

Number for a purpose
Data handling

	18/9/17 – 9/10/17
Lesson 1

Finding and Selecting Information

	interact with and use ICT systems independently to meet needs
Use a search engine to find quality information. 
Use search queries such as:  +  -   “ “
	Use logins and passwords correctly.
Log on to Internet and identify type of connection in use.

Adjust system settings to suit needs

Learners will search for information on a given subject and recognise and take account of currency, relevance, bias and copyright.
Save information in appropriate folder structure.
	Introduction – house keeping, use of equipment, acceptable use of Internet, Vocational Learning Plans, Logins

Activity on strong passwords
Discuss wireless, broadband and mobile connections
Give challenge to create desktop shortcuts, change mouse settings, toolbars etc.

Select an appropriate topic for learners to research. 
	Teachers will have groups with different vocational subjects and should ensure their projects link to these topics. 
Handout 1 Basics of a search engine

Worksheet 1

Worksheet 2


	Check behaviour and management of equipment including packing up laptops

Observation
Printouts
	Reading for information
Speaking and listening skills

Vocational support

	16/10/17 – 13/11/17
Lesson 2
Use email and stay safe


	Read, send, receive and store emails with attachments.
Demonstrate when to stay safe and identify how to minimise the risk of computer viruses.


	Learn the basics of Microsoft outlook or an alternative web mail product.
Discuss suitable presentation of emails.

Create and send emails to other members of group and complete activities as organised by teacher.

Search for information on common viruses and how to avoid them.
	Prepare emails for learners in advance and check system is operating.
Check screen prints are understood.
Discuss text speak in emails and appropriate checks such as spelling, signatures, CC , email size, attachments


	Worksheet  - Look what I found
	Ensure a screen print out is produced showing the To field, CC field, Subject Field, with well written content and attachment identified.
Feedback to learners

Observation
	Reading and Writing for a purpose

	20/11/17

27/11/17

4/12/17

11/12/17

Lesson 3
Use software to create a publication


	Create a document with a range of formatting and layout techiniques including text, tables and graphics
	Gather resources linked to vocational subject to produce a letter, poster, or other publication.
Check product for accuracy and meaning.

Evaluate own use of ICT tools
	Prepare subject matter and discuss with learners.
Ensure learners  understand standards at Level One for word processing and publications.
Differentiate tasks to suit learners ability.
	Worksheet – create a poster for a gig
Powerpoint presentation – Design a holiday brochure
	Questioning for understanding
Observation

Peer review

Check printouts and screen displays
	Reading and Writing for a purpose

	8/1/18

15/1/18

22/1/18

29/1/18

Lesson 4
Use software for a data handling task
	Use a spreadsheet to process numerical data.
Format data to improve layout and other needs.
Display data in a graph. Identify appropriate graph format.
	Use results from Internet searches in Lesson 1 to create a spreadsheet of information.
Create a range of basic formula and functions.
Create a graph to show information form spreadsheet ensuring the graph has a title, labelled axis and is fit for purpose.
	Ensure data  available for alternatives if learner does not have suitable resources.
Demonstrate different graph types such as line, bar, scatter and  discuss.
	Powerpoint presentation – Lets learn about spreadsheets

Handout – spreadsheets
Worksheet  - Shopping list
Handout - graphs and charts


	Questioning for understanding

Observation

Check printouts and screen displays


	Data Handling
Number 

	5/2/18

12/2/18

26/2/18

5/3/18

Lesson 5
Use software for a data handling task


	Use a spreadsheet and data base to sort , search, filter and edit records.
Use fields and data types to organise information.
	Use spreadsheet tools to auto filter and custom filter information.
Edit existing records and add new records.

Identify how a sort activity could affect validity of records.

Identify field  items and data types.


	Use existing spreadsheets or introduce new data or demonstrate skills. Set tasks for learners.
Import csv file to Access database to demonstrate the difference between software data handling. Discuss real life examples of data handling such as invoices, customer records, stock control.
Data types include to text, date, currency, number. Yes/No
	Worksheet - Comic characters
Worksheet – Top scorer

Worksheet – Working out VAT
	Questioning for understanding

Observation

Check printouts and screen displays


	Ordering & Number
Data Handling

	12/3/18

19/3/18

26/3/18

16/4/18

Lesson 6

Combine information for an audience and purpose
	Use information, files, resources and graphics from previous lessons to create a slideshow or similar presentation containing at least 6 slides.
	Combine text, internet links, graphics, tables, graphs and other information within a presentation for others to view.

	Demonstrate use of PowerPoint. Discuss what makes a good or bad presentation, gather learners views.
Discuss skills needed.

Ensure copyright is addressed if using graphics from other sources.
	Using powerpoint handouts 1 and 2
Powerpoint step by step

Planning your powerpoint


	Questioning for understanding

Observation

Check printouts and screen displays
	Reading and Writing for a purpose

	23/4/18
30/4/18

7/5/18

14/5/18

Lesson 7
	Continuation from lesson 6
	Continuation from lesson 6
	Continuation from Lesson 6

	Powerpoint Presentation -  
Creating a talking book
ICT Revision
	Questioning for understanding

Observation

Check printouts and screen displays
	Reading and Writing for a purpose

	21/5/18

4/6/18

11/6/18

18/6/18

Lesson 8
	Complete a sample assignment paper from an examining board at Level One
	Read exam paper and identify issues arising and discuss as a group.
Complete paper with time allowed.

Check work or exchange with others and group mark.
	Introduce sample paper from OCR  (or City and Guilds or Edexcel in following weeks) and read as a class. Questions and technique. Invigilate and support.
Check Vocational Learning Plans are up to date


	Combined activity
On exam day an authorised invigilator may be organised to oversee exam conditions but tutor will support ICT equipment.
	Observation
Mark assignment and feedback
	

	25/6/18 – 9/7/18
	EXAMS


