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	Part 2 – session planner

	Course
	Kick Start Your Career in the Health Industry (BRHS) – Digital Literacy for Work

	Teacher
	Fiona Ross

	Session dates
	WHAT to learn
	HOW to learn
	Review and changes

	
	Include employability, numeracy and literacy skills. Indicate acknowledgement activities

	
	What will your learners 
know and be able to do?
	How will you deliver, judge 
progress and evaluate?
	How is it going? 
What adjustments are needed?

	1
	24/09/2019
	Welcome
Housekeeping

Introduction to Digital Literacy for Work
Getting to know you

Understand employability skills

Identify goals

Use USB Flash Drive safely

Computer Basics

Workstation Hazard Assessment
Identify a range of trouble shooting strategies

An introduction to Moodle

· Sign-in

· Navigating Moodle

	Activity 1: Welcome

Discussion 

Questions & answers

Activity 2: Introduction to Employability skills

Discussion; What are employability skills?

Group activity: Marshmallow Challenge

Discussion: Which employability skills did you use to complete the challenge?
Complete Employability skills checklist
Activity 3: Discussion 

Learner Plan Part 1

Activity 4: Pre-training survey – Self-assessment checklist

Discussion: What would you like to learn?

Activity 5: Demonstration: 

Open USB drive and navigate in File Explorer

Custom scan external drive
Transfer files 

Eject a USB external drive
Practice: As above
Activity 6: Discussion

Interactive learning resource; Workstation Hazard Assessment

Workstation checklist

Discussion
Activity 7: Discussion

Questions and answers 

Activity 8: File Explorer

Demonstrate 

Individual: Work through interactive 
Activity 4: Introduction to Moodle:

Demonstration: Sign in and navigate Moodle

Practice: Sign-in and explore Moodle

Resources:

Interactive Learning Objects

· Hazards

· File Explorer

Handout:

· ILES Managing Files & Folders

· Employability Skills Checklist

· Learner Plan part 1

· Computer skills self-assessment survey

· Using External Storage Devices

· Custom Scan using Trend PPT
· Hazard Checklist

USB Flash drives

Evaluation:
· Observation

· Learner feedback 
· Self-assessment

· Q&A
Employability Skills:

· Communication

· Technology

· Self-management


	.

	2
	01/10/2019
	Extract files from a compressed folder
Email & Internet
Session 1: Introduction to Internet

Manage your Internet Browser
· Bookmark a website

· Understand inbuilt privacy and security settings 

· Customise a Web Browser

Search the World Wide Web effectively

Part 2: Digital Footprint

Understand passive digital footprint

Understand active digital footprint

Manage an internet browser history settings

Manage how the internet browser collects and saves cookies

Select appropriate information to share online

Understand a website's privacy policy
Recognise the difference between Policy & Procedure

Access policy & procedure relevant to employment

Understand the importance of social media policy

Understand a social media procedure
Session 2: Email

Define email

Web mail

Working safely with email

Create an email account

Create a strong password

Work with your client

Send and receive emails

· Attachments

· Signature

Review presentation planning     
	Demonstration

Practice
Discussion: What is the Internet?

Demonstrate

Practice

Discussion/Brainstorm

Activity 1: Discussion

Handout: Lesson # Intel Learn Easy Steps Your Digital Footprint

Moodle activity: Your Digital Footprint

Activities:

1.
Clear the Browser History

2.
Manage Cookies

3.
Google Yourself

4.
Explore a website privacy policy
Activity 1: Introduction to Social Media 

Discussion

Activity 2: Explore social media policy

2.1 Video Social Media

https://youtu.be/GqdV0_JpsnM  

2.2 Interpret social media procedure

Group work-Identify key components of a social media procedure

Discussion

Quiz:  BRHS Social Media Policy Quiz
Handout for discussion:
https://www.abc.net.au/news/2017-10-10/facebook-employers-ask-to-see-profile-page-for-interview/9033722 

Activity 1: Discussion Introduction to 

email

· Email clients

· Email accounts

· Email address

· Email servers

Little Black Book of Scams

Activity 2: Create an email account

Activity 3: 

Create an auto-signature

Send an email with an attachment

Complete quiz, save and change file 

name to your name, email as an 

attachment

Explore the calendar interface

Schedule an event

Discussion: Learners to lead
Resources:

Interactive Learning Objects

· Working with a Web Browser

· Working with Email

Activity Cards:

· Conduct an Internet Search

· Download or save files from the 

· internet

· Surf the net

Evaluation:
· Observation

· Learner feedback 
· Q&A
Employability Skills:
· Communication

· Technology

· Self-management

	

	3
	08/10/2019
	MS Word

Use MS Office Word to create a simple document

Understand the MS Office Word interface

Locate basic features of MS Word

Insert text into a document

Work with text

Select, delete, copy, cut, paste and drag and drop text

Format text:

· Select font style

· Change the font size and colour

· Apply formatting styles: bold and italics

· Use the format painter

· Apply line and paragraph spacing

· Select & apply appropriate page layout

· Align text on the page

Work with lists:

Change bullet style & colour

Change list level

· Use tabs/indents
· Formatting letters

· Resume formats

· Working with tables

· Insert a table

· text to table

· table to text

· Work with layout tools

· Text position

· Merge cells

· Split cells

· Add & delete rows and columns

· Cell size

· Table properties

· Work with design tools

· Fill table cells with colour, pattern or image

· Use Format Painter/Pen to change line style and colour

Save documents in different file formats
Afternoon session

MS Power Point

Prepare a presentation 


	Activity: Introduction

Discussion: Why and how do we use word processing applications?

Activity 1: Getting to know MS Word

Demonstrate MS Word interface

Practical: Explore MS Word interface

Demonstrate: Opening a Word document

· File

· Start Menu

· Shortcut

Discussion: Introduction to formatting

Demonstrate: Work with text

Practice: Explore Font and Paragraph tools

Demonstrate formatting techniques

Practice: Apply formatting techniques

Practice: Format a cover letter

Demonstrate working with tables

Practice: Create and format a table

Demonstrate

Demonstrate & discuss
Resources:

MS Office tutorials GCFLearnfree.org

https://www.gcflearnfree.org/subjects/office/ 

Intel Learn Easy Steps Activity Cards:

· Create a letter

· Create a resume

· Create a Brochure

· Create a Receipt

· Create a Flyer
Handout: Slide Basics

Evaluation:
· Observation

· Learner feedback 
· Work samples
· Q&A
Employability Skills:
· Communication

· Technology

· Self-management

	

	4
	15/10/2019
	MS Word continued:
Consolidate skills 

Work with templates

MS Power Point

Create a slide show

Prepare a presentation
	Activity:
Complete Word docs from last week

Demonstration:

· Download Office templates
· Canva Resume Template

Activity Download templates and use to create a Resume or doc of choice

Demonstrate animations & transitions
Insert videos 

Resources:

Handouts: 

· Animating text & objects

· Inserting videos into slides

Evaluation:
· Observation

· Learner feedback 
· Q&A
· Work samples
Employability Skills:
· Communication

· Technology

· Self-management

	

	
	28/10/2019
	Identify skills required to transition to accredited training

Receive feedback on mock interviews and work experience.
Guest Speaker: Shelby Kent 1 pm
	Self-learning: Smart Study Skills Online

Discussion: one-to-one
Presentation/whiteboard

Brainstorm 
	

	5
	29/10/2019 

	Complete work samples 

Develop presentation


	Self-learning 
Resources:

All handouts from previous classes

Evaluation:

· Work samples

· Learner feedback

Employability Skills:
· Communication

· Technology

· Self-management
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