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Functional Skills ICT: 
Entry Level 3 – 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 7 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 – Treasure hunt 1-5

· Activity 2 - Advert

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

Outside speakers

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

Structure of the qualification at entry 3

· 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 40 marks in total. 
At entry level 3 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 3 ICT Functional Skills
	Session number
	Session Topics

Aims and Outcomes

	1. 
	Interact with and use an ICT system to meet given needs – use correct procedures to start and shut down an ICT system

See lesson plan


	2. 
	Interact with and use an ICT system to meet given needs – use input and output devices, recognise and use interface features.
Activity – ask your learners to highlight what is an input and what is an output device – the learner (or pair of learners) who highlight the most are the winners. Ask your learners what they should do if input or output devices are not working properly.

· USB sticks

· Keyboard

· What does peripheral mean?

· Screen/monitor

· Microphone

· Speaker

· Mouse

Can your learners think of other peripherals (using the term will help them to learn it)  - perhaps those they cannot see in the room in which they are working?

· Pen tablet

· Joystick

· Scanner

· Digital camera and camcorders

· Video camera

· projector

· TV screen

· Plotter

· External hard drives

Take time to explain what everything does and how it is linked.  Ask your learners again – which are input and which are output devices.  Note all of these on the whiteboard and your discussions. 

Allow your learners to turn on and off the printer (note the light on/off) and other peripherals.  Ask each individual learner to print off the file containing your notes on input and output devices.  This can then be used for later reference.

Prior to the lesson take a photograph of the workstations your learners will be working at.  Ask your learners to label each part – initially you could do this with post its on a hardcopy photograph.



	3. 
	Interact with and use an ICT system to meet given needs – Use and change passwords and change simple software settings 

Introduce the idea of passwords and give the learners their passwords.  How will they remember their password?  

Allow them to change the password to something of their own choice.

Demonstrate how to change simple software settings and discuss why you might do this.

Check to make sure that your learners have solid E2 skills eg can they scroll through a document, webpage, have more than one application open at any time?

Logging in and logging out 



	4. 
	Store information – open and save files

Saving files and using informative file names

Show learners how to save files to various media.

Discuss backing up files and why this is important.


	5. 
	Review of ILP – review progress so far 

Look at all forms of media for storing information and saving documents and using informative file names.



	6. 
	Store information – Insert and remove media
See lesson plan


	7. 
	Use simple searches to find information - search stored information 

A treasure hunt this follows on from the session on saving files etc.

Before the session search for and save various images in separate files (these must include food images including – Activity 1 files for the treasure hunt will give you a start).  Save these files on various media – include:

· Search

· How files are names

· Folders

· Subfolders

· Using the date or size to search

Show learners how information is stored on computers and attached media.

Show your learners how to find information on various media (not the images you are going to ask them to look for) .

Activity 1 ask your learners – to find the various images you have saved (these will be used in a later activity).  You may choose to give them filenames to look for (you can alter the names of files for this purpose) or the date you saved them etc.

When the learners have found the files in the treasure hunt – ask them to resave them using and informative file name.  Remind them that they will be using these files in a later activity.

	8. 
	Enter and develop different types of information to meet given needs

Text information

Show your learners a document which contains errors.  Ask them to highlight the errors.  Ask them how they would identify and correct simple errors in this document.  Discuss with them a range of ways of doing this (they should be familiar with this but this lesson should remind them and give them other tools).

Allow them to have a go.

Once they have rectified any mistakes discuss how the documents could be made more appealing or easier to read.  Consider a range of audiences:

· Children

· Adults

· Elderly

· Those with poor sight etc

How could the purpose of the document be changed for instance, if the original document is a letter what would need to be done to put the same information into the format of a brochure or a flyer, an invitation or poster?

	9. 
	Enter and develop different types of information to meet given needs – insert and position graphics or other digital content to achieve a purpose

(also highlight changing simple software settings eg page settings)

Text information continued

Use this image as the basis of producing a brochure.  Edit by what is appropriate from:

· Entering new text

· Changing font size, colour 

· Copying

· Pasting

· Cutting

· Deleting

· Inserting an image

· Drag and drop

· Undo and redo

Copy text from a document and create a new version.

Save versions and final form.

Print

	10. 
	Enter and develop different types of information to meet given needs – insert and position graphics or other digital content to achieve a purpose

See lesson plan.


	11. 
	Review of ILP – work with your learners to review their progress so far.  What do they need to work on?  Direct them to self-study possibilities as well as what can be done in class.

The rest of the session should be used to investigate the saving of documents.

Encourage your learners to have a go at taking photographs with cameras and phones.  Discuss what is appropriate (keeping safe) and the quality of photographs taken with different equipment.

Other learners can have a go at scanning documents.

Learner should save their photographs and scanned documents using informative file names.  Discuss the many places that these files could be saved:

· USB

· On-line

· On a cloud etc

What documents are worth photographing, scanning, saving in some way and why eg 

· Birth certificates

· Photographs of jewellery (for insurance purposes)

· Passports.



	12. 
	Enter and develop different types of information to meet given needs  - Process numbers to meet needs
So far we have looked at text and images – now we must look at the use of numbers.

Ask you learners what the benefit of using computer to handle numbers is.  It is important that they understand why spreadsheets are useful and the may uses of them.

Uses of spreadsheet:

· Formulae THIS IS IN THE SAM BUT IS NOT IN THE REGULATORY CRITERIA  - DO YOU WANT THIS INCLUDING.
Introduce spreadsheets and databases – what are they and what are they used for?  Find out what spreadsheet and database software they are familiar with.  Talk through what is available.

Learners must be able to (use a password whenever possible to get your learners into the habit):

· load and exit spreadsheet and database software

· load and save a spreadsheet file

· enter data into the spreadsheet

· format data – font, font size, colour

· Move, copy and replicate data

· Print a spreadsheet file

On the whiteboard show your learners a simple spreadsheet.  Checking for accuracy.



	13. 
	Enter and develop different types of information to meet given needs  - Process numbers to meet needs
Processing numbers continued
Discuss with your learners and identify a purposeful activity for them for example:

· Savings
· Sports team scores or times
· It may relate to their work eg stock lists, timetables
· Shopping list (perhaps for an occasion or the weekly shop) and calculate a total
· Learners could do a group survey
The tutor could produce a simple spreadsheet that could be used for all of these activities.



	14. 
	Search web- based sources of information – including checking for accuracy and meaning.

Using the internet

http://www.bbc.co.uk/webwise/course/
Introduce the Internet to your learners and the wide array of information and uses.  Ask them what they use the Internet for.  Remind your learners about staying safe on the Internet including keeping their security details safe.

Show them round an Internet site eg to buy their weekly shopping – talk through the process.

Allow your learners to search the Internet for a range of information (you may choose to use the Pub Quiz for E2).  You could develop this further by asking learners to download images as evidence of their findings.  Encourage them to navigate around and save bookmarks.

Is everything on the Internet true, valid and accurate – encourage a discussion (this will be looked at in more detail in the next session).

Use examples to show that not everything is true and introduce the idea of a Wiki.



	15. 
	Select relevant information that matches requirements of given task – search stored information & web based sources

See lesson plan


	16. 
	Bring together different types of information for a given purpose, understand the need to stay safe and to respect others when using ICT based communication, check for accuracy and meaning

Produce a short newspaper article highlighting how to stay safe when using the Internet.  Search the Internet for a suitable image.

Save with an informative file name to a media of your choice

Print

	17. 
	Use ICT based communication – read, send and receive electronic messages and use contacts

See lesson plan


	18. 
	Review of ILP – review progress so far but 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 every time they enter the classroom, in the library or at home?

	19. 
	Use software applications to meet needs and solve given problems (including Read, send and receive electronic messages – email)

Email your learners their next task.

Activity to insert and position graphics or other digital content to achieve a purpose.

This should include a hyperlink.

Print and view on screen



	20. 
	Read, send and receive electronic messages - other electronic messaging 

Find out if your learners have a mobile phone – if not you will need to organise for them to borrow one for the lesson.  If all of your learners have mobile phones then you can check how effectively they use them in this session. Find out if they use:

· predictive text etc

· Whether they have sent texts via computers

· Can they use a phone book on their phone?
Talk through the uses of text messages.

Mobile phones – ask your learners to:

· select and read a message 

· reply to a message

· save the message

then

· ask your learner to compose a message using predictive text

· Send the message to someone stored in their phone book (ideally another member of the class)

Highlight the issues of keeping yourself safe:

· Not driving while texing

· taking time to reply to texts which might be emotive 

· dealing with unwanted texts 



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

Spend time looking at the mark schemes in order to clarify the importance of good practice in health and safety, opening and closing systems and files.  Lots of marks are lost when learners are not familiar with procedures.



	22. 
	Take one of the test questions and retype it – ask your learners to amend the question to make it into a new question

	23. 
	Check for accuracy and meaning and suitability of information
Display a range of documents (some including errors) and discuss their purpose.

Check for accuracy and meaning eg do the captions/labels on images help the reader – how could they be changed?

What is proof reading?

How can print preview help?

Discuss text messaging – is accuracy important?  

	24. 
	Review of ILP – Review progress so far.

Discussion – ICT systems they come across everyday – eg cashpoints, touchscreens (eg at a doctor’s surgery)



	25. 
	Bring together two given types of information

Text and numbers - discuss with your learners and identify a purposeful activity for them

http://www.homeandlearn.co.uk/me/mes12p1.html
For example a mini research project – looking at how children grow in their first few months of life.

	26. 
	Bring together two given types of information

Text and images - discuss with your learners and identify a purposeful activity for them eg a mini photo album for a relative.

Find a suitable  image from the Internet or other media source.

	27. 
	Bring together two given types of information

Images and numbers (including formulae) - discuss with your learners and identify a purposeful activity for them eg planning for a holiday,   Images could be scanned from a brochure.  Charts and graphs could be related to temperatures or rainfall.



	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 

Send an email to all your learners containing a password for the files to be used and a hyperlink for the information you want them to use from the Internet.

Give you learners a:

· List of email addresses of colleagues who need to be informed about the .

Scenario

The learner and those on the members list are members of a sports club

An email complaining about late noise from the club has been received. 

As a group assess the issues and amend the email accordingly.

	29. 
	Solving problems

See lesson plan.



	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 eg 

· read ALL instructions carefully

· Number of questions

· Passed papers – have you seen something familiar

· Timing

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

· Making sure that the learner’s name is on all printed sheets.


