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	Learning Objectives:

1. Planning and Managing A Project

2. File Management – Organise their work in an orderly manner 
3. Gather Information from different media types – CD, internet
4. Be able to send and receive e-mails
5. Be able to set up and use business spreadsheets


	The scenario:

Students will be given a scenario and are expected to complete a variety of ICT tasks. This includes building a spreadsheet and database, planning and managing a project, file management, gathering information and sending and receiving emails.
Work Related Learning

The pupils will look at a number of  software packages that are used within business settings. They will develop their word processing, email, file management and spreadsheet skills. These are used throughout any business setting frequently. They will also manage their time and prepare portfolio based work ready for assessment.

	Week 
	DESCRIPTION OF WORK TO BE COVERED

	1/1
	1. The pupils will be introduced to the OCR National Course and what they will be studying this year. 

2. The pupils will set up two directories for their work to be saved into.

3. The pupils will then produce two subdirectories in each of the directories with appropriate names.

4. Understand what the files will be used for and have a look at what file management is.

5. Introduce what search engines are and what they are used for.

6. Make pupils aware of the difference between a search engine and a website.

7. Complete a number of tasks to introduce how to search the internet effectively. (Available in the OCR booklet)
Homework -
Write down the reasons for developing a good folder structure.

	1/2
	1. Complete the searching the internet task more able pupils should be able to go on and complete the Merit and Distinction criteria.
2. Use Boolean connectors when searching the internet.

3. The pupils will comment on the trustworthiness of websites.
4. Use the advanced search criteria to gain higher marks.
Homework –
Write down the reasons for using the advanced search facility. Why does it aid searching the internet.

	1/3
	1. Look at a number of different communication methods that have evolved over the years.

2. Have a look at how e-mail has developed and the advantages and disadvantages of it.
3. Set up an email account and learning the different functions of the account.

4. Send an email, receive and email, reply to an email, open an attachment, save an attachment.

5. Send multiple attachments using the email account that they have set up.
Homework- 
Edexcel pg 16 - 17

	1/4
	1. Complete any of the work from the previous week.
2. Use the assignment brief to complete any Merit and Distinction criteria.
Homework –
Produce a document that looks at the risks of receiving and opening e-mail attachments.

	1/5
	1. First we will look at the basics of spreadsheets and practice using formula, formatting etc.
2. The pupils will be introduced to the spreadsheet part of the task.
3. Create a spreadsheet that will calculate the accounts for a company.

4. Add simple and effective formulas to the spreadsheet to work out calculations.

5. Learn how to use row headings to make the spreadsheet easy to understand.

6. Format the spreadsheet so that the user finds it easy to understand. 
Homework –
Read through and complete the tasks on the spreadsheet worksheet.


	1/6
	1. Learn how to use headers and footers and will set other layout features.

2. Complete any Merit and Distinction tasks from the assignment brief.

Homework - 

Complete any outstanding work at the ICT after school club.

	1/7
	1. The pupils will complete any outstanding work from the unit so far.
2. The pupils will use the assessment criteria and mark their own work to see what grade they are achieving.

3. The pupils can then make any necessary changes to improve their performance.
4. The pupils will print off any work not in their folders. They will then produce a portfolio of work completed so far.


	

	Assessment Arrangements

Summative assessment during each lesson through teacher feedback and effective questioning making sure that the pupils have an excellent understanding of the topics.
Formative assessment at the end of each task when the work produced will be assessed and feedback given to the pupils. 


	Extended learning:

Pupils will be expected to improve their work:-
Add more detailed to spreadsheet eg more advanced formulas etc.
Pupils to produce more documentation that related to the database eg reports.
www.ictpro.com
www.teach-ict.com
www.ocrnationals.com
www.reviseict.co.uk



