Simon Smith 7407


Session / Lesson Plan

Course
ECDL
Date 19/04/2004
Day/Time Monday 10:00 to 12.00
Session No 1 (A.M) Term 3
Topics: Internet section 1and 2  of module 4 Getting Started: Starting Excel; The Excel Screen; Menus; Toolbars; The Worksheet Window; Moving Around; Help;  The Office Assistant;  Closing Excel and Section 2 Section 2 Open and Close Workbooks; Opening a Workbook; Closing a Workbook; Using Scroll Bars; Multiple Workbooks.
Objectives: The main group: Covering sections 1 and 2 of the CIA ECDL manual. The independent learners work at their own pace and have their own individual objectives.

	Time
	Content
	Method
	Tutor Activity
	Student Activity
	Resources
	Evaluation

	10:00
	Students settle down and turn on their machines
	Students have been taught this previously, but can get help from the tutor if need be.
	Facilitate students with getting set up and dealing with any problems that may arise.
	Turning on pc getting comfortable
	A computer with internet access software. 
	Tutor checks each PC is on an booted up

	10:10
	Quick recap of previous lesson 
	Recap includes a quick scan of last section we covered in the manual
	Discussion with group, Q & A.
	Group discussion with tutor
	As above
	Questions and Answers (Q.A.) and SAE test.

	
	 Work with main group on section, and helping independent learners.
	Working through manual, demonstration, discussion, hands on exercises.
	Working through manual, demonstration, discussion helping with hands on exercises. Helping independent learners.
	Listening, observing, discussing, practicing, and taking notes.
	As above
	Questions and Answers (Q.A.) and SAE test.

	10:55
	10 minute break in accordance with HASAW
	Helping students
	Helping students verbally
	Taking Refreshments and discussion
	As above
	

	11:05
	Work with main group on section, and when main group are doing exercises help independent learners.
	Working through manual, demonstration, discussion, hands on exercises.
	Working through manual, demonstration, discussion, helping with hands on exercises. Helping independent learners.
	Listening, observing, discussing, practicing, and taking notes.
	As above
	Questions and Answers (Q.A.) and SAE test.

	11:55
	Recap and wind down
	Discussion and question and answers
	Quick recap discussion and asking students to pack up for lunch
	Switching off monitors and preparing to leave class
	As above
	Questions and Answers (Q.A.)

	Lunch break
	1 hour
	Speak with students in canteen


	
	
	
	


Session / Lesson Plan 

Course
ECDL
Date 19/04/2004
Day/Time Monday 13:00 to 15:00
Session No 1 (P.M) Term 3
Topics: Section 3of module 4 Creating and Saving Workbooks; Starting a New Workbook; Entering; Labels; Entering Numbers; Saving a New Workbook; Saving a Named Workbook; Saving in Different Formats; Save as Web Page and Section 4  Formulas Formulas; Brackets; Percentages; AutoSum; Checking Formulas

Objectives: The main group: Covering sections 3 and 4 of the CIA ECDL manual. The independent learners work at their own pace and have their own individual objectives.

	Time
	Content
	Method
	Tutor Activity
	Student Activity
	Resources
	Evaluation

	13:00
	Settle in to class
	Solving problems and discussions
	
	
	
	

	13.10
	Work with main group on section, and when main group are doing exercises help independent learners.
	Working through manual, demonstration, discussion, hands on exercises.
	Working through manual, demonstration, discussion, helping with hands on exercises. Helping independent learners.
	Listening, observing, discussing, practicing, and taking notes.
	As above
	Questions and Answers (Q.A.) and SAE test.

	13:55

Break
	10 minute break in accordance with HASAW
	Helping students
	Helping students verbally
	Taking Refreshments and discussion
	As above
	

	14:05
	Work with main group on section, and when main group are doing exercises help independent learners.
	Working through manual, demonstration, discussion, hands on exercises.
	Working through manual, demonstration, discussion, helping with hands on exercises. Helping independent learners.
	Listening, observing, discussing, practicing, and taking notes.
	As above
	Questions and Answers (Q.A.) and SAE test.

	14:45
	Recap and wind down
	Discussion and question and answers
	Quick recap discussion and asking students to pack up for lunch
	Switching off monitors and preparing to leave class
	As above
	Questions and Answers (Q.A.)
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