	Timings
	Lecturer/Trainer activity
	Student activity
	How Learner Progress is checked
	Resources

	Approximate durations not precise times
	What the lecturer/tutor/trainer will be doing to manage the learning process effectively
	What students will be doing to help them work towards achieving the learning outcome(s) that this activity seeks to promote
	The method(s) that will be used to assess the progress of students towards achieving the targeted learning outcome(s)
	The resources used to run the activity

	30 mins 

Refreshing of technical skills
	Use ICT

1. interact with and use ICT

Systems independently

to meet needs

2. use ICT to plan work and

evaluate their use of ICT

systems

3. manage information

Storage

4. follow and understand the need for safety and security practices


	S’s to participate in a short Activity that requires written description of key terms.  
	As in L1: T must address ICT language – a short activity that requires description of key terms may highlight areas of weakness.  Many S’s when asked for 3 search engines only respond with  ‘google’  - asking S’s to explain – log in, log out, internet browser, submenu etc.  Can highlight gaps.  A comprehensive list of internet terms can be found in the 2007 QCDA functional skills standards – amplification of standards document.  This has not yet been updated and is a very useful tool.
T to discuss how to minimise risks from viruses

observe copyright and/or confidentiality when it is necessary 


	Sample paper – ordering work directions.

QCDA functional skills Standards – amplification (2008)
Guide to teaching FS ICT with examples can be found at 
http://www.excellencegateway.org.uk/page.aspx?o=201314


	30 mins

Refreshing of technical skills
	Find and select information

1. select and use a variety of sources of information

Independently to meet needs

2. access, search for, select and use ICT-based

information and evaluate its

fitness for purpose
	S’s to participate in activity that promotes selecting and using ICT based information – this can be a random activity chosen by T or S’s.
	T to ensure S’s are covering full content of FS standards e.g. able to edit and query records, which type of chart is most appropriate for different purposes and can present information effectively.   

multiple search criteria (eg using AND or ‘<’ and ‘>’, or tools such as search engines) should be explained to S’s

T may need to recap on how to  respond to an enquiry, write a project report, design or make something
Screen dump of folders or content of particular folders is an area where S’s lose marks – practice of this will enable better management in exams.
	QCDA functional skills Standards – amplification (2008)



	30 mins

Applying skills in context of assessment
	Activity

T to direct S’s in pairs to create a folder with several sub folders including a data spreadsheet containing information regarding a contemporary issue – e.g. budget, average income, possible impact on tax payers, Home Office statistics etc

This activity should be adjusted to suit S’s interests.
	S’s in pairs to create a folder with several sub folders including  a data spreadsheet containing information regarding a contemporary issue – e.g. budget, average income, possible impact on tax payers, Home Office statistics etc - This activity should be adjusted to suit S’s interests.
	T will need to address multiple search criteria (eg using AND or ‘<’ and ‘>’, or tools such as search engines)

Discussions on selection of appropriate information/data will also enable S’s to time manage.  T will need to discuss how S’s  recognise intention and authority of provider, currency of the information, relevance, bias

The use of bookmarks should also be discussed with S’s.
	Resources dependent  on activity chosen.

	30 mins

Refreshing of technical skills
	T to follow on from last Activity and request that S’s produce a spreadsheet, newsletter and chart using information gathered.  

Develop, present and communicate information

1. enter, develop and format information to suit its meaning and purpose,

Including

text and tables

images

numbers

graphs

records
	S’s to independently produce  spreadsheet, newsletter and chart using information gathered in previous session.
	S’s often lose marks as they run out of time – timed activities can encourage good time management.

Various graphs should be practiced and S’s allowed to choose appropriate graph and explain choice.  

Encourage screen shots of Formulae views and Filters  – Filter use should be addressed – many S’s lose marks as they do not show row and column headings to prove use of filters.

Formatting of spreadsheets can lose S’s marks – consistent applying of currency, format, merge, borders, gridlines or shading will address this.  

S’s must be able to print in both data and formulae view.

S’s must be made aware of the importance of suitable titles and labelling of axis on charts or graphs – many lose valuable marks as this is overlooked.
When using numerical software S’s must understand the use of logical operators and the importance of using = when wanting to include a figure. 
	Students work

	30 mins

Refreshing of technical skills
	2. bring together information to suit content and purpose

3. present information in

ways that are fit for purpose and audience

4. evaluate the selection and use of ICT tools and facilities used to present information

5. select and use ICT to

communicate and exchange information safely, independently, responsibly and effectively
	S’s to independently produce  spreadsheet, newsletter and chart using information gathered in previous session.
	Cropping and resizing should be practiced – S’s lose marks due to inappropriate resizing and positioning of logo’s etc 

Consistent use of font will help S’s gain marks.

Widening of columns and the use of text wrap should be practiced with S’s as should cell merging and use of shading/borders to improve design.  

T should address how to compare information from different sources to reach a conclusion e.g. the  use of formulas to calculate information such as a total or average
	Students work

	30 mins

Applying skills in context of assessment 
	Activity – T to direct S’s to rework previous attempts to improve 
	
	T to discuss document structures such as indents, columns and headings, borders for images and text, tables, highlight information to improve its impact, make sure it suits the needs of the audience.

T to encourage the format of information to improve its impact, refine layout making sure it suits the needs of the audience

Many S’s still lose marks as they do not add requested footers – this should be recapped 
Word Art is discourage by several Awarding Organisations.
	Students work

	60 mins

Sample assessment
	T to distribute sample assessment activities for S’s to complete individually.  T will circulate and assess progress and provide formative feedback on an individual basis.  T will collate key issues to discuss in final review session.
	S’s to independently complete sample activity.
	S’s also need to be reminded of the importance of putting names on all work – there are high number of marks lost due to work being unmarked as it is unnamed.  It is also important for S’s to follow instructions – if the Awarding Organisation requests cover sheet treasury tag, work in correct order and face up it essential that S’s practice this.  
	Sample assessment of chosen awarding organisation

	30 mins

Applying skills in context of assessment
	T to have a sample assessment workshop – each question within the sample will be discussed and explained by T.   
	S’s to discuss and review sample activity.
	T to request S’s explain their results – provide explanation and justification for chosen tactic. 
	Sample assessment of chosen awarding organisation

	Session Evaluation: Consider what went well, areas for improvement, points to take forward

	Which activities/assessment methods worked well and would be worth using again?  Which activities/ assessment methods worked less well and might need to be amended?  Is there any information from this session that would be useful to record and act on when planning the next lesson with this group?




