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	3
04/10
	Module 1 – IT Security for

Users
	ECDL

Resources

Website

Data Projector
	Module 1 Handbook
	Students will

continue to read through Module 1

Handbook guided by tutor and

discussing

various resources available through the website
	Students will be

given individual feedback on their progress
	

	
	Module 1 – IT Security for

Users Practice Exam
	None Required
	Module 1 Practice

Test Paper

Hard Copy Answer sheets
	Attempt practice

test under exam conditions.
	Papers to be

marked and feedback given to students in preparation for next week’s exam.
	

	4
11/10
	Module 1 Exam
	Individual USB

Pen Drives with

Answer file
	Printed exam

papers

Mark Scheme for tutor
	Students will

attempt Test 1.1 in the 45 minutes allowed
	45 Minute test

under normal exam conditions
	

	
	Introduction to Module 2

Using the Computer and Managing Files / IT Fundamentals
	ECDL

Resources

Website

Data Projector
	Module 2 Handbook
	Students will read

through the

Module 2

Handbook guided by tutor and will attempt all exercises contained in the handbook.
	Student’s

competence will be informally assessed as they attempt each of the exercises given to them.
	

	5
25/10
	Resit for Module 1 Exam

if necessary
	Individual USB

Pen Drives with

Answer file
	Printed exam

papers

Mark Scheme for tutor
	Students will

attempt Test 1.2 in the 45 minutes allowed
	45 Minute test

under normal exam conditions for those who need to retake the test.
	


	
	Module 2 – Using the

Computer and Managing

Files / IT Fundamentals
	ECDL

Resources

Website

Data Projector
	Module 2 Handbook
	Students will

continue to read through the handbook and attempt all remaining exercises contained in the handbook.
	Informal

assessment and feedback throughout session.
	

	6
08/11
	Module 2 – Using the

Computer and Managing

Files / IT Fundamentals
	ECDL

Resources

Website

Data Projector
	Module 2 Handbook
	Students will

continue to read through the handbook and attempt all remaining exercises contained in the handbook.
	Informal

assessment and feedback throughout session.
	

	
	Module 2 – Using the

Computer and Managing

Files / IT Fundamentals

Practice Exam
	None required
	Module 2 Practice

Exam Paper
	Students will attempt the

Module 2 practice exam under full

examination

conditions
	Papers to be marked and

feedback given to students in

preparation for

next week’s

exam.
	

	7
15/11
	Module 2 Exam
	Individual USB

Pen Drives with

Answer file
	Printed exam

papers

Mark Scheme for tutor
	Students will

attempt Test 2.1 in the 45 minutes allowed
	45 Minute test

under normal exam conditions
	

	8
22/11
	Module 7 – Web

Browsing and Communication / Using the Internet and E-Mail
	ECDL

Resources

Website

Data Projector
	Module 7 Handbook
	The students will

be introduced to the concepts of this module and will engage in open discussion
	Informal

assessment and feedback throughout session
	


	9
29/11
	Module 7 – Web

Browsing and Communication / Using the Internet and E-Mail
	ECDL

Resources Website Web-based EMail

Data Projector
	Module 7 Handbook
	The students will

be introduced to the concepts of this module and will engage in open discussion
	Informal

assessment and feedback throughout session
	

	10
06/12
	Module 7 – Web

Browsing and Communication / Using the Internet and E-Mail
	ECDL

Resources Website Web-based EMail

Data Projector
	Module 7 Handbook
	The students will

be introduced to the concepts of this module and will engage in open discussion
	Informal

assessment and feedback throughout session
	

	11
13/12
	Module 7 Practice Exam
	ECDL

Resources Website Web-based EMail

Data Projector
	Module 7 Handbook
	The students will

be introduced to the concepts of this module and will engage in open discussion
	Informal

assessment and feedback throughout session
	

	12
20/12
	Module 7 Exam
	Individual USB Pen Drives with

Answer file and working

documents

Web-based

EMail application
	Printed exam papers

Mark Scheme for tutor
	Students will attempt Test 7.2

in the 45 minutes allowed
	45 Minute test under normal

exam conditions
	

	13
10/01
	Module 3 – Word

Processing
	ECDL Resources

website

Data Projector
	Module 3 handbook and exercises
	Students will work through the

various exercises accompanying

their handbook.
	Students will be given informal

feedback throughout the

session.
	

	14
17/01
	Module 3 – Word

Processing
	ECDL

Resources website

Data Projector
	Module 3 handbook

and exercises
	Students will work

through the various exercises accompanying their handbook.
	Students will be

given informal feedback throughout the session.
	


	15
24/01
	Module 3 – Word

Processing
	ECDL

Resources website

Data Projector
	Module 3 handbook

and exercises
	Students will work

through the various exercises accompanying their handbook.
	Students will be

given informal feedback throughout the session.
	

	16
31/01
	Module 3 – Word

Processing
	ECDL

Resources website

Data Projector
	Module 3 handbook

and exercises
	Students will work

through the various exercises accompanying their handbook.
	Students will be

given informal feedback throughout the session.
	

	17
07/02
	Module 3 – Word

Processing Practice

Exam
	ECDL

Resources website

Data projector.
	Module 3 practice

exam
	Students will

attempt the practice exam under normal exam conditions
	Students will

receive informal feedback on their practice exam.
	

	18
14/02
	Module 3 – Word

Processing Exam
	Individual pen drives with all

necessary work files.

Printer
	Printed examination papers
	Students will attempt the full

exam for module

3 under normal exam conditions.
	Students will be given formal

feedback on their attempt at

this exam.
	

	19
21/02
	Module 6 – Presentations
	ECDL

Resources website

Data projector.
	Module 6 handbook

and exercises
	Students will

watch presentation and attempt exercises
	Students will be

encouraged to join in open discussion
	

	20
28/02
	Module 6 – Presentations
	ECDL

Resources website

Data projector.
	Module 6 handbook

and exercises
	
	
	

	21
07/03
	Module 6 – Presentations
	ECDL Resources

website

Data projector.
	Module 6 handbook and exercises
	Students will

carry out research

into a country then present their findings to the whole class
	Students will be given individual

feedback and will also carry

out a self-

assessment.
	

	22
14/03
	Module 6 – Presentations
	ECDL

Resources
	Module 6 handbook

and exercises
	Students will

carry out research
	Students will be

given individual
	


	
	
	website

Data projector.
	
	into a country

then present their findings to the whole class
	feedback and

will also carry out a self- assessment.
	

	23
21/03
	Module 6 Presentations
	ECDL Resources

website

Data projector.
	Module 6 handbook and exercises
	Students will continue to work

through exercises
	I will work along with the students

individually to give guidance where needed.
	

	24
11/04
	Module 6 – Presentations

Practice Exam
	ECDL

Resources website

Data projector.
	Module 6 practice

exam
	Students will

attempt the practice exam under normal exam conditions
	Students will

receive informal feedback on their practice exam.
	

	25
18/04
	Module 6 – Presentations

Full Exam
	Individual pen

drives with all necessary work files
	Module 6 full exam

photocopies
	Students will

attempt the full exam for module

6 under normal exam conditions.
	Students will be

given formal feedback on their attempt at this exam.
	

	26
25/04
	Module 4 – Spreadsheets
	ECDL

Resources website

Data projector.
	Module 4 handbook

and exercises
	Students will work

through module 4 handbook and exercises
	Students will be

given individual feedback on their progress
	

	27
02/05
	Module 4 – Spreadsheets
	ECDL

Resources website

Data projector.
	Module 4 handbook

and exercises
	Students will work

through module 4 handbook and exercises
	Students will be

given individual feedback on their progress
	

	28
09/05
	Module 4 – Spreadsheets
	ECDL

Resources website

Data projector.
	Module 4 handbook

and exercises
	Students will work

through module 4 handbook and exercises
	Students will be

given individual feedback on their progress
	

	29
16/05
	Module 4 – Spreadsheets

Practice Exam
	
	Module 4 practice

exam photocopies
	Students will

attempt the practice exam under normal exam conditions
	Students will

receive informal feedback on their practice exam.
	


	30
23/05
	Module 4 – Spreadsheets

Full Exam
	Individual pen

drives with all necessary work files
	Module 4 full exam

photocopies
	Students will

attempt the full exam for module

4 under normal exam conditions.
	Students will be

given formal feedback on their attempt at this exam.
	

	31
30/05
	Improving productivity

using IT
	ECDL

Resources website

Data projector.
	Improving

productivity using IT handbook and exercises
	Students will work

through a

scenario to reflect those they will face in the final exam.
	Students will be

given individual feedback on their progress
	

	32
06/06
	Improving productivity using IT
	ECDL Resources

website

Data projector.
	Improving productivity using IT

handbook and exercises
	Students will work through a

scenario to reflect those they will

face in the final

exam.
	Students will be given individual

feedback on their progress
	

	33
13/06
	Improving productivity

using IT
	ECDL

Resources website

Data projector.
	Improving

productivity using IT handbook and exercises
	Students will work

through a

scenario to reflect those they will

face in the final exam.
	Students will be

given individual feedback on their progress
	

	34
20/06
	Improving productivity

using IT
	ECDL

Resources website

Data projector.
	Improving

productivity using IT handbook and exercises
	Students will work

through a

scenario to reflect those they will face in the final exam.
	Students will be

given individual feedback on their progress
	

	35
27/06
	Improving productivity

using IT – Practice Exam
	
	Improving

productivity using IT practice exam photocopies
	Students will

attempt the practice exam under normal exam conditions
	Students will

receive informal feedback on their practice exam.
	

	36
04/07
	Improving productivity

using IT – Full Exam
	
	Improving

productivity using IT
	Students will

attempt the full
	Students will be

given formal
	


	
	
	
	full exam

photocopies
	exam for

Improving Productivity Using IT under normal exam conditions.
	feedback on

their attempt at this exam.
	


Course Title:�
European Computer Driving Licence �
�
Tutor (s):�
�
�






Week


No�



Topic/Subject Area�



ILT Resources�



Other Resources�
Student


Activity�
Student


Assessment�
Lesson


Evaluation�
�
1


20/09�
Enrolment, Registration & Induction�
None�
Enrolment


Forms�
Complete


Enrolment forms�
�
�
�
�
Introduction to ECDL�
ECDL


Resources


Website


Data Projector�
ECDL Introductory


Handbook�
Read through


introductory handbook guided by tutor�
Use Question


and Answer Technique to establish the knowledge already in the class.�
�
�
�
Introduction to Module 1


IT Security for Users�
ECDL


Resources


Website


Data Projector�
Module 1 Handbook�
Read through


Module 1


Handbook guided by tutor and discussing


various resources available through the website�
Students will be


given individual feedback on their progress�
�
�
2


27/09�
Module 1 – IT Security for


Users�
ECDL Resources


Website


Data Projector�
Module 1 Handbook�
Students will continue to read


through Module 1


Handbook guided by tutor and discussing


various resources available through the website�
Students will be given individual


feedback on their progress�
�
�









