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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

	This twenty week non-accredited course follows the A-FRAME structure to teach basic computer skills and digital literacy to beginners.  Learners will use Microsoft  Office  and internet explorer to learn basic skills in Word to create documents, and learn how to send emails.. Students will gain an understanding of the Health & Safety issues when using a computer and of the workplace. Students will  complete  tasks such as creating a to-do list, a flyer and some basic letters.




	Planning and consultation. Process undertaken for course development/improvement

	This class targets locals who have limited knowledge of digital literacy.This pre-accredited course serves as a stepping stone into  Accredited computer courses. The class focus is on basic skills, learning about the computer and technology.
The course would also serve as a good revision of basic skills for anyone about to enter employment in a small office.


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

	Students will be able to do the course at the Centre and practice/revise at home.

Students will have limited computer skills and adequate English skills.


	Teacher skills. Skills, experience, qualifications needed

	Skilled in successfully teaching various and diverse content and student cohorts.

Skilled in creating teaching manuals.

TAE




	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 should have increased knowledge and confidence in the use of Microsoft Word in Office  and internet explorer with some degree of proficiency. 

Students will have some understanding of the Health & Safety issues of the workplace.

It is expected that students will have completed the assigned tasks in creating a to-do list, a flyer and some business letters.

Students should have learned about Employability skills and made an effort to appreciate their own skills. 

They should also be able to create a simple resume and send an email.


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

	
	 FORMCHECKBOX 

	Speaking and listening

	
	
	Getting to know classmates throuh interviewing each other

Building confidence by doing presentations


	
	 FORMCHECKBOX 

	Reading and writing

	
	
	     

	
	 FORMCHECKBOX 

	Numeracy

	
	
	     

	
	 FORMCHECKBOX 

	Teamwork

	
	
	Working in small groups

	
	 FORMCHECKBOX 

	Problem solving

	
	
	Doing practical activities and working out what to do when things go wrong     

	
	 FORMCHECKBOX 

	Initiative and enterprise

	
	
	     

	
	 FORMCHECKBOX 

	Planning and organising

	
	
	     

	
	 FORMCHECKBOX 

	Self management

	
	
	     

	
	 FORMCHECKBOX 

	Learning

	
	
	     

	
	 FORMCHECKBOX 

	Technology

	
	
	     

	Delivery. What teaching and learning approaches will you use?

	
	Throughout the course students will be directed to use online learning materials from different sources and to use the knowledge gained to create their assigned tasks, they will also be expected to complete various quizzes and short online tests.

The course will be largely teacher-directed in the classroom, using Microsoft Office. 


	Achievement of outcomes. How will you measure the outcomes?

	
	Assessment will largely be through observation.

It is expected that students will complete and submit the assigned tasks using Microsoft Office


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

	
	Through set tasks and testing teacher will be able to see the aspects of the course which students find more difficult.

Through queries and test results teacher should also be able to discern the tasks which students have more difficulty with and then focus more detail on these within the classroom.


	Acknowledgement. How will you acknowledge what learners have achieved?

	
	Students will receive a certificate of participation once they complete the course and show evidence of the work they have done.    

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

	
	Internal pathway

	
	Due to increased confidence participants will develop pathways to more formal learning ie. accredited language training and computer classes.

	
	External pathway

	
	Accredited training at other local Community Centre/TAFE/Uni,  Volunteer work/community participation

	
	Support provided

	
	Vocational pathways program ensures students are provided with educational support and guidance re options for further training


	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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