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	Part 1 – overview

	Course description. Course focus and content, number of hours, place in overall program, pathway  to further courses, accredited training or employment

	Course duration 2.5 hours per week x 20 weeks  (one Semester)
Delivered as part of a partnership at Flemington Library in the City of Moonee Valley. 
Introduction to digital literacy skills including basic keyboard, MS Word skills and the internet. 
Pathways to Computers: Beyond the Basics and Working with Digital Media, Computers for Work. 
Essential for all accredited training, further study and digital literacy requirements in the workplace and daily life.
Aimed at people from CALD backgrounds; unemployed and under-employed, people with low levels of literacy and/or living with a disability or mental health issues in particular, and early school leavers (below Year 9)
This course is an introduction to computer skills for entry level learners who have not used computers or lack basic skills and confidence with technology and/or the online environment.
The learners are interested in learning how to use computers safely for work and to engage in the community and to connect with services online, with their families etc.  
Participants will develop their employability skills in a meaningful context and explore pathways to further study and into work. 


	Planning and consultation. Process undertaken for course development/improvement

	FSNLC teachers of EAL, literacy and the computer program identified a need to provide a pre-accredited computer program which is suitable for people at various computer skill levels. Staff at Moonee Valley libraries refer library customers into the program. 
Other referring agencies such as Cohealth, Waratah Mental Health Services, Jobactive Agencies and Matchworks etc all expressed a strong interest in a comprehensive and afforadable local computer program they could refer their clients to. 
Research gathered as part of FSNLC's pre-accredited Pathways program indicated that most students enrolled in accredited EAL and general education for adults programs required additional computer skills. 
Course content developed in consultation with Moonee Valley Libraries and referring agency staff. 
Planning and review embedded in the PQF A-Frame documentation.


	Prerequisites. Eg computer skills and access, literacy/numeracy levels etc

	The program is directed at learners with basic or no computer and/or digital literacy skills. 
Required ACSF is generally Level 1 or 2 or above in most areas.
 

	Teacher skills. Skills, experience, qualifications needed

	Qualified teacher who:

- Is experienced in teaching adults or show suitable skills for work in this area including Adult Learning principles.

- Has strong interpersonal and communication skills, particularly in regard to working with people from CALD backgrounds.
- Working knowledge of OHS for IT, including cyber safety
- Has strong administrative skills and excellent classroom management skills

- Proficient user of Microsoft Office and other relevant software programs, email, the internet, social network sites, digital cameras, printers, scanners and photocopiers.
- Strong interpersonal and administrative skills.

- Familiar with the Pre-accredited Quality Training Framework 


	Pre-accredited learners select options below that apply

	 FORMCHECKBOX 

	people from culturally and linguistically diverse backgrounds and those who require assistance with English as a second language

	 FORMCHECKBOX 

	people who have been marginalised and have not accessed education, training and employment

	 FORMCHECKBOX 

	people who have experienced barriers to education in the past and need intensive support to re-engage with learning

	 FORMCHECKBOX 

	people who have limited access to learning opportunities eg rural


	 FORMCHECKBOX 

	other (please describe below)

	
	    

	Outcomes. What do you want your learners to know and be able to do as a result of the course?

	
	Learners' outcomes are to:
 Outcomes include: 

• Become familiar and confident with the basic skills of using a computer.


• Familiarity with terminology associated with computers

• Able to function with basic emailing

• Use of word including: typing basics, simple layout, saving, correcting

• Basics of Internet navigation.

• Improved confidence and self-esteem in accessing IT as an avenue to community engagement, 

• Life skills, using digital skills for further learning, volunteering and employment. 

• Improved employability skills including awareness of self as a learner; self management, learning in a group, team work, problem solving, communication skills – improved language literacy and numeracy


	Employability. What employability skills will you address? What strategies will you use to build learners’ employability skills?

	
	 FORMCHECKBOX 

	Speaking and listening

	
	
	Learners follow instructions from teacher, use instructional language to assist other learners. Use oral/aural skills to solve problems, negotiate, express themselves. Use language in a learning setting.

	
	 FORMCHECKBOX 

	Reading and writing

	
	
	Learners develop skills to read and write using digital tools. 
Follow written instructions. 
Use realia such as web sites, emails etc to develop reading/ writing skills. 


	
	 FORMCHECKBOX 

	Numeracy

	
	
	Digital and analogue clock times, calendar and measurement addressed within meaningful contexts.

	
	 FORMCHECKBOX 

	Teamwork

	
	
	Learners work in pairs to complete tasks such as emailing. 
Peer support encouraged in the classes.


	
	 FORMCHECKBOX 

	Problem solving

	
	
	Working on computers constantly presents problems which need to be solved, such as risks of losing work, the need for clear coding, security, privacy. Learners are encouraged to anticipate risks and problems and to develop skills to address them.

	
	 FORMCHECKBOX 

	Initiative and enterprise

	
	
	Learners create own texts and designs to be transcribed into digital format. Use initiative and enterprise to plan future tasks, assess what may go wrong and how to deal with that. 

	
	 FORMCHECKBOX 

	Planning and organising

	
	
	Learners learn to save and file their work electronically and as hardcopy and organise themselves around set time lines.

	
	 FORMCHECKBOX 

	Self management

	
	
	Learners are encouraged to:

- Follow instructions and complete tasks independently.

- Develop and manage their own work and within timelines

- Demonstrate punctuality by turning up to class on time


	
	 FORMCHECKBOX 

	Learning

	
	
	As part of their enrolment, learners fill in individual learner plans and consider their own learning styles and priorities. Volunteer mentors are recruited to assist learners in all aspects of their learning. Peer support encouraged in the class. 

	
	 FORMCHECKBOX 

	Technology

	
	
	Class focusses on the use of computers to access the internet, use emails, understand software packages etc. Also draws learners' attention to how smart phones are part of their digital literacy repetoire.

	Delivery. What teaching and learning approaches will you use?

	
	Face to face delivery

Step by step tutorials

Handout sheets

Screen presentations 

Peer support encouraged. 

Volunteer mentors are recruited to support individual learners if necessry


	Achievement of outcomes. How will you measure the outcomes?

	
	Outcomes will be measured as demonstrated improvement against an individuals' point of entry in their:


• Familiarity and confidence with terminology associated with computers

• Ability to function with basic emailing, MS Word and basic internet navigation.

• Improved confidence and self-esteem in accessing IT as an avenue to community engagement, further learning, volunteering and employment. 


	Evaluation. How will you evaluate the effectiveness of the course and plan improvements?

	
	Effectiveness of course will be evaluated by outcomes outlined above.

Planning for improvement will be through annual reviews and PQF moderation sessions with computer teachers, volunteers and education manager. This will assess the successes or gaps in the program as identified through its effectiveness evaluation as outlined above. 


	Acknowledgement. How will you acknowledge what learners have achieved?

	
	Positive feedback, peer encouragement and support given every session, 
FSNLC Statement of Participation presented at the end of the semester outlining skills achieved during the course.


	Pathways. Where will this course lead for most learners? How can you provide support?

	
	Internal pathway

	
	This course will open pathways to further study in computer skills, including Beyond the Basics and Working with Digital media. It will assist in building LLN skills and participation accredited training such as EAL Frameworks or similar. It will build on learners' self confidence and to aid in participatation in the local and broader community. 

	
	External pathway

	
	Volunteer work 

Paid employment

Further study for career goal

Increased confidence and focus to use IT in searching for work, training and personal/social contexts.


	
	Support provided

	
	Support from FSNLC staff, staff at Moonee Valley libraries and skilled volunteers recruited from the local community. Support from referring agencies.     


	Some options to consider for course planning

Tick any options you plan to use:

	How
	How
	How

	Employability

embedding skill development
	Delivery

teaching and learning methods
	Achievement

ways of gathering evidence

	Embed processes
	 FORMCHECKBOX 

	group presentation and discussion
	 FORMCHECKBOX 

	demonstration

	 FORMCHECKBOX 

	group work and active learning
	 FORMCHECKBOX 

	group and pair activities
	 FORMCHECKBOX 

	questioning and discussion

	 FORMCHECKBOX 

	team projects
	 FORMCHECKBOX 

	demonstration by tutor or learner
	 FORMCHECKBOX 

	interview

	 FORMCHECKBOX 

	problem-based challenges
	 FORMCHECKBOX 

	modelling by tutor or learner
	 FORMCHECKBOX 

	group work

	 FORMCHECKBOX 

	planning, scheduling and monitoring
	 FORMCHECKBOX 

	games
	 FORMCHECKBOX 

	scenario

	 FORMCHECKBOX 

	learning-to-learn modelling
	 FORMCHECKBOX 

	self-directed worksheets or units
	 FORMCHECKBOX 

	case study

	 FORMCHECKBOX 

	computer-based tasks and products
	 FORMCHECKBOX 

	lecture style presentation
	 FORMCHECKBOX 

	problem and solution

	Build explicit skills
	 FORMCHECKBOX 

	DVD-based activities
	 FORMCHECKBOX 

	role play

	 FORMCHECKBOX 

	using email, phone and web tools for group tasks
	 FORMCHECKBOX 

	case studies
	 FORMCHECKBOX 

	self assessment

	 FORMCHECKBOX 

	time management
	 FORMCHECKBOX 

	web-based activities
	 FORMCHECKBOX 

	journals

	 FORMCHECKBOX 

	dealing with different opinions
	Add others
	 FORMCHECKBOX 

	written test

	 FORMCHECKBOX 

	brainstorming and mapping
	     
	 FORMCHECKBOX 

	online quiz

	 FORMCHECKBOX 

	task and project planning
	
	 FORMCHECKBOX 

	portfolio

	 FORMCHECKBOX 

	work-group collaboration methods
	
	 FORMCHECKBOX 

	action plan

	 FORMCHECKBOX 

	Internet researching
	
	 FORMCHECKBOX 

	project

	 FORMCHECKBOX 

	organising learning
	
	 FORMCHECKBOX 

	research and data collection

	 FORMCHECKBOX 

	decision-making in groups (including meetings)
	
	 FORMCHECKBOX 

	observation

	Add others
	
	Add others

	     
	
	     

	How
	Which
	Where to

	Evaluation

improving the course
	Acknowledgement

recognising achievement
	Pathways 

providing pathway support

	 FORMCHECKBOX 

	learner feedback sheet
	 FORMCHECKBOX 

	certificate of participation
	 FORMCHECKBOX 

	discussion of needs and aspirations via Learner Plan

	 FORMCHECKBOX 

	monitoring during the course
	 FORMCHECKBOX 

	exhibition of work
	 FORMCHECKBOX 

	class discussion of internal and  external options

	 FORMCHECKBOX 

	group interviews
	 FORMCHECKBOX 

	demonstration
	 FORMCHECKBOX 

	Internet links

	 FORMCHECKBOX 

	in-course reviews (strengths, issues)
	 FORMCHECKBOX 

	publicity
	 FORMCHECKBOX 

	careers advisors

	 FORMCHECKBOX 

	post-course surveys
	 FORMCHECKBOX 

	film, computer or oral presentation
	 FORMCHECKBOX 

	other programs, other providers

	 FORMCHECKBOX 

	benchmarking other courses
	 FORMCHECKBOX 

	performance
	 FORMCHECKBOX 

	community advertisements

	 FORMCHECKBOX 

	feedback from critical friends
	 FORMCHECKBOX 

	letter, note, email
	 FORMCHECKBOX 

	mentoring

	 FORMCHECKBOX 

	client feedback (employers/community)
	 FORMCHECKBOX 

	skills portfolio
	Add others

	Add others
	 FORMCHECKBOX 

	community recognition
	     

	     
	Add others
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