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Functional Skills ICT: 
Entry Level 1 – Sample Lesson Plan


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 eg 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 eg 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:

A guide to podcasting – a resource from Teachers TV

Activity 1 – Definition cards

Activity 2 – Working safely

Activity 3 – Different types of ICT

Activity 4 - Invitation

Activity 5 – Types of image

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.teach-ict.com/
http://www.move-on.org.uk/
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 1
· 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 10 marks in total. 
At entry level 1 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
	


	Session number
	Session Topics
Aims and Outcomes
	Preparation, resources, homework
	Teaching and learning

	2
	Session aims & Outcomes

Introduction to the course – initial assessment will already have been carried out for FS English, maths and ICT.  Learners will have ILPs. 

Interact with ICT for a given purpose – the purpose is to become familiar with ICT and following recommended safe practices


	IA – Levels of functionality in English and maths should be used to ensure that learners are supported appropriately.

Resources

Tech vocab card activity ready (consider using coloured card)

Whiteboard set up to access the internet and speakers

ICT regulatory criteria

Edexcel past papers and website

Activity sheet 2 – working safely.

Spot the Hazard activity
References

Homework

Look for further examples of ICT


	Teaching and Learning

This session is about becoming familiar with adopting safe routines when working with ICT and ICT equipment.  Working with Entry 1 learners means that tutors mustn’t take anything for granted – this includes use of technical vocabulary and a recognition that learners may be quite fearful.

Opening activity

1. Opener – learning technical vocabulary – ICT terms of the session is ‘ICT’ ‘Information & Communication Technology’ & ‘hazard’.  Use the cards to play pairs – ask the learners to tell you what they think the terms mean.  Discuss and clarify. Choose 4 of the terms take the card with the term on it and the card with the definition which matches.  Place them face down and get the learners to 

2. Talk through the safe working practices required when in an ICT suite and when using ICT at home and work.

Staying safe - What is a hazard?

3. Activity – looking at hazards in the ICT room – what are the problems?  Walk around the room with your learners – discussing points which are potential hazards. Some of your E1 learners will have low literacy and may not understand signs re dangers and safe practices.

Highlight:

· Purpose of rules e.g. no eating or drinking

· Adjusting chairs, monitors etc. Seating – show them how to adjust their seats so that they are working safely.  
Activity sheet 2 – working safely.  Use the sheet to highlight issues.  What hazards are a particular issue for your learners – discuss:

· Lighting issues – reflection and glare.  Screen filters etc

· Wires and cables

· Noise

· Working tidily – why is this important?

· What other hazards?  

The checking for health and safety for themselves and other learners should be a habit you encourage your learners to develop in every session.

4. Test and develop your learner’s understanding through a ‘spot the hazard’ activity – this could be via role-play.

5. Homework – looking for further examples of how ICT is used.  If they get a chance to surf the Internet encourage them to do so.

6. Return to ILP and amend accordingly.

	7
	Session aims & Outcomes

Interact with ICT for a given purpose

Learners will have a better idea of the breadth of information and communication technology available.

Learners will have been introduced to the different forms of information e.g. text, images and numbers.

Follow recommended safe practices;

Learners will have clearer understanding of the issues around staying safe online.
	Resources

Tech vocab card activity ready

Whiteboard set up to access the internet

Spider diagram software ready for activity

ICT regulatory criteria

Edexcel past papers and website

Activity sheets 3

References

Homework

Look for further examples of ICT
	Teaching and Learning

This session introduces your learners to the many forms of ICT and how they might be used.  The Internet is investigated in more detail.

1. Opener – learning technical vocabulary – term of the session ‘ICT’ ‘Information & Communication Technology’.

2. Discussion in pairs – give your learners 5 minutes to think of as many types of ICT as possible (they may need some clues to get them started).  

Ask pairs to feedback their ideas to the whole group.  Then a whole group discussion.

Note their ideas on the whiteboard using spider diagram software – save their ideas as you progress – if you don’t have spider diagram software – draw the spider diagram on the whiteboard and save by taking a digital photograph.

Ask them to consider all the different types of information and communication technology – what sort of information can be found on each of these. 

· DVDs

· Internet sites

· Texts from friends/businesses etc

Ensure that they are aware that text, numbers and images can be stored.  See the worksheet for examples.

Ask your learners to list (or shout out) all the different types of information that can be found on these sources.  Add these to your spider diagram.  You may choose to use Activity sheet 3 for this activity – or allow your learners to use it to make notes.

7. Use the whiteboard to access the Internet – look at sites which interest your learners. Take them through the process slowly, step by step.

8. Introduce the idea of staying safe online

9. Homework – looking for further examples of how ICT is used. 

10. Return to ILP and amend accordingly. 

	9
	Find given information from an ICT-based source

Aim to show your learners different forms of written communication and to allow them to amend.

Enter and edit single items of information:

Identify and correct simple errors

Use ICT-based communication

Aim to show your learners different forms of written communication and to allow them to amend.


	Preparation

Prepare a series of twitters for your learners to read.

Prepare a Wiki with content that can be changed.

Resources 

ICT regulatory criteria

Whiteboard and internet access.

Activity 4 email – invitation

References

http://www.guardian.co.uk/technology/2008/may/08/socialnetworking.twitter
Homework

Looking for the use of passwords – question – what is the most obvious password?
	Teaching and Learning

This session aims to broaden your learner’s knowledge of the range of ICT available and gives them the opportunity to amend a document. It is essential that your learners are able to recognise these tools as ICT systems. Looking at a wiki – sharing the experience is a useful way of doing this.  Prepare a Wiki and show your learners on the whiteboard how they can all contribute to change its content e.g. develop a story together.

1. Opener – learning technical vocabulary – word of the session ‘password’ quick card activity.

2. Ask learners what examples of ICT they have spotted since the last session – review the last session, reminding learners about the importance of staying safe.

Introduce this session – This session is in two sections –

3. Ask them if they have heard of Twitter and Wikis.

Discuss what they are – clarify any misunderstandings.

Show them a Twitter page.  Use Twitter to engage learners in reading and noting their ideas for adding a Twitter – to introduce the idea of onscreen information. 

Using a Wiki to engage your learners – put your pre-prepared Wiki up on the whiteboard for your learners to see.  Ask them to give you ideas as to how the Wiki content could be amended. Introduce ICT terms ‘edit’, ‘insert’, ‘amend’

4. Make the changes to the Wiki.  Show your learners different ways of amending ie deleting and retyping, overtyping etc   This should be a fun way of looking at information on screen and looking for errors.  

5. Introduce the idea of them typing words into a computer themselves.

6. Show them how to log in to their machines and open a document (Activity 4 - invitation) that you have already prepared.   Set the document up so that the learners have to access via the use of a password.

Show the learners how to access a file using a password.  Ask them again – why are passwords are used? Let them have a go.  Give them plenty of opportunity to amend and change, ask them to make a mistake and redo etc.  Encourage them to play.

Ask them to change the document as:

· the start time is now 7:30pm

· the party is on New Years Day

· add their name into the document instead of Frederick Holbein’s

Although it is not part of the coverage and range at entry 1 you may choose to show your learners how to save or print their invitation.  An alternative would be for your learners to open a file with their definition cards in and change the definitions so that they use their own words.

7. Go back to the technical vocabulary – ask them what the word ‘password’ means

8. Homework – looking for the use of passwords.

9. Return to ILP and amend accordingly.



	14
	Enter and edit single items of information:

Receive and open electronic messages

Label an image


	Preparation

A collection of interesting photographs, postcards etc.

Post its

Email accounts for all learners – Set up email accounts or have messages send via text.

Send an email to each of the accounts for them to open if appropriate.

Resources

ICT regulatory criteria

Edexcel past papers and website

Activity Sheet 5 – types of images

Homework

Look for images and note how they are labelled

	Teaching and Learning

In this session two aspects are going to be investigated – labelling images and electronic messaging.

1. As learners enter the classroom ask them to take a photograph/postcard/image of their choice from the front table.

2. Ask learners how their homework went last lesson – what passwords have they seen?  What is the most obvious password (and therefore the one they shouldn’t use)?  Give them some examples to get them going – 1066, birthdays, 1234, password, qwerty, abc123, letmein.  Ask them how they might make the passwords more secure.

3. Opener – learning technical vocabulary – word of the session ‘error’  - do quick card activity.

4. Ask the learners to discuss the photographs/postcards/images on their tables – why did they pick that particular one?  Ask the learners to add suitable labels to the images by writing on the post its. 

5. On the whiteboard show a series of images and ask the class what labels might be needed on the images.  Add the images (ideally get learners to add the images for the class).  Discuss with the learners the importance of labels – what are they for. Ensure that you have a mixture of images e.g. photographs, maps, diagrams, charts and graphs (ensure that you show them at least one graph or chart showing how labels aid understanding) etc – see Activity sheet 5 for some ideas.

6. Log in – using a password.

7. Open a file which contains a range of images (give the learner a range of images -at this level they don’t need to produce or find one). 

8. Ask you learner to amend the image by adding a suitable label to the image.   This could be in pairs with learners discussing what would be most suitable for each image.

9. Homework – look for images and note how they are labelled, 

10. Return to ILP and amend accordingly.



	29
	Bringing it all together

Find given information from an ICT-based source

voicemail
	Resources 

ICT regulatory criteria

Edexcel past papers and website

References

Homework
	Teaching and Learning

Your learners have now looked at all the areas covered by the skills standards at entry 1 – this session will concentrate on consolidating what they have learned.

1. Ask your learners to view their ILPs and highlight areas they need to concentrate on – what do they need to work on and how can you help them?  Find out what your learners would like to work on for the first half of the session. This might include:

a. Logging on

b. Using passwords

c. Staying safe

d. Correcting simple errors

e. Remembering the names of interface features

f. Using email

Your learners can return to the topics covered in earlier sessions.  Group your learners together according to their preference/learning need.

2. In the second half of the session you will bring all the activities of the previous sessions together in the following activity.  This takes the form of a challenge.

Return to ILP and amend accordingly.




Activity Sheet one – ICT Entry level one

Paired activity looking at the cards and quizzing each other.  Depending on the FS English level of your learners using the cards with or without the definitions.

These cards can be used in many different ways for example:

· Give all your learners a set to use for homework activities

· Pairs games 

· Dominoes – matching the definition to the term

· Cover and remember

· Top trumps – asking each other questions

· Supporting learners to produce their own definitions and their own set of cards

· Word of the session ‘password’.  What does it mean?  The aim is for the learner to develop an understanding of what the term means and to be able to recognize them.  Many learners have problems in the final assessments because they do not recognize words.

One of the issues highlighted by many people new to using ICT is remembering the technical terms and they find it liberating when they become familiar and can use the terminology themselves.  However when working with Entry level 1 learners it is important to use these with discretion – remember rephrasing may be used where appropriate.   Some Entry level learners are simply new to ICT others may have literacy or other issues which need to be considered

Data file

Electronic message

Email

Error

Hazards

Icon

ICT

Interface features

Keyboard

Log in

Monitor

On-screen

Password

Saving

Secure methods

Software application

Text message

Voicemail 
	Password

A Password is a secret word or code, which a user must supply during a login to demonstrate that he is, in fact, the person he claims to be.
	Login

The process of identifying oneself to a computer, usually by entering one's username and password.
	Text message

Short text messages from a mobile phone to other mobile phone users

	Error

A mistake
	Electronic message

Communication by computer
	Voicemail

An interactive computerised system for answering and routing telephone calls, for recording, saving, and relaying messages, and sometimes for paging the user.

	On-screen

Appearing on television or in a movie; Appearing on a computer screen
	ICT

Information and communication technology

ICT covers any product that will store, retrieve, manipulate, transmit or receive information electronically in a digital form.
	Keyboard

Device consisting of a set of keys on a piano or organ or typewriter or typesetting machine or computer.


	Interface features

Everything designed into an information device with which a human being may interact eg display screen, keyboard, mouse, light pen, the appearance of a desktop, illuminated characters, and how an application program or a Web site invites interaction and responds to it.
	Secure methods

Authentication is the process of determining whether someone or something is, in fact, who or what it is declared to be. In private and public computer networks (including the Internet), authentication is commonly done through the use of logon passwords.
	Hazard

A possible source of danger.

	Saving

Save When you save a file, you can save it to a folder on your hard disk drive, a network location, disk, DVD, CD, the desktop, flash drive, or another storage location
Save As Used to save a document for the first time or to save a new version of an edited file
	Icon

Small pictures that represent commands, data files or windows. You can also move the icons around the display screen as if they were real objects on your desk.
	Data file

A data file is a computer file which stores data for use by a computer application or system

	email

Electronic mail, most commonly abbreviated email and e-mail, is a method of exchanging digital messages
	Software application

Also known as software application, application or app, - is computer software designed to help the user to perform a task(s). Typical examples are word processors, spreadsheets, media players and database applications
	 A monitor

Display screen.  A device that accepts video signals from a computer and displays information on a screen; a video display


	Password


	Login


	Text message



	Error


	Electronic message


	Voicemail



	On-screen


	ICT


	Keyboard




	Interface features


	Secure methods


	Hazard



	Saving


	Icon


	Data file



	email


	Software application


	 A monitor
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Different types of information and communication technology

ICT covers any product that will store, retrieve, manipulate, transmit or receive information electronically in a digital form.
	Types of ICT
	What are these used for
	examples

	Personal Computers
	Work, games
	

	Digital TV
	Pleasure, learning
	

	Robots
	Pleasure, in the workplace
	

	Email
	Keeping in touch with friends, business
	

	Storage eg

· DVDs

· Video

· USB sticks

· Hard drives on computers


	Storing information eg photographs

· DVDs

· Music

· Videos

· Films

· games


	

	Internet sites
	Research, selling and buying things, online banking, social networking


	Twitter, Facebook, 

http://www.bbc.co.uk/


	Mobile phones:

Texting

Talking

Accessing the internet

games
	Personal – friends and family

Work – to sell things

Texts (from friends, asking for information, businesses – selling things, schools)


	

	Bank cash machines 
	Also known as ATMs – automated teller machines
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Hi
You are invited to come to a party at my house on New Years Eve.  The party starts at 6 o’clock.  Everyone is going to bring something to add to the buffet.  Please let me know what you are going to bring.

Looking forward to seeing you.

Best wishes

Frederick Holbein
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Take off the labels and what does this mean – what could it mean? (see attached excel spreadsheet for you to manipulate).
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http://photo.net/photodb/photo?photo_id=11261172&size=lg
This is called ‘father and son’ but what do you learners think it is about?
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http://en.wikipedia.org/wiki/File:Circuit_diagram_–_pictorial_and_schematic.png  Diagrams can be very complex and need labels – why?
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Maps can be pretty worthless without labels 

http://www.tfl.gov.uk/gettingaround/1106.aspx
Functional Skills ICT:

Entry Level 1 – Sample Lesson Plan
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