ST JOHN PLESSINGTON

CATHOLIC COLLEGE

LEARNING PROGRAMME
	UNIT 1
	SUBJECT: ICT Btec
	YEAR 12
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	Unit Overview:
This unit provides students with an opportunity to understand a range of non-technical soft skills. It should help students to appreciate the additional skills that are expected of an effective employee. During this unit, students will have the opportunity to identify and consider their own set of skills and, where necessary, to improve them. They will also learn to exploit software tools, such as those provided within word processing software, to improve their communication skills.


	Learning Objectives:

By the end of this unit students will learn how to:-

1. Understand the attributes of employees that are valued by employers.
2. Understand the principles of effective communication
3. Be able to exploit ICT to communicate effectively
4. Be able to identify personal development needs and ways of addressing them. 
WORK RELATED LEARNING

As with all of the Btec Units the work is grounded in real life case studies. In this instance the tasks need to be completed concerning the communication systems employed by a large ICT company within SJP as the main consideration. The work needs to be produced to a professional standard as the specific job title of the students is based on their work within a large company. The final outcome is to produce a professional portfolio that could be used to demonstrate and promote good communication systems within similar organisations.


	Week
	DESCRIPTION OF WORK TO BE COVERED

	1/1
	Students will:-

Be introduced to the course, its arrangements and the coursework titles.
Consider personal development needs including self assessment, formal reports, use of feedback and performance data.

Learn about different types of records including personal development  plans, appraisal records and the methods of addressing needs.

Create a personal development plan to be completed throughout the unit.
Homework – To hand in an individual draft development plan (P7)

	1/2
	Students will:-

Focus on the attributes valued by employers, those that are job related attributes such as technical knowledge, planning, organisational skills and communication skills.

Consider the personal attributes of determination, independence, working with integrity, tolerance and reliability and other key attributes.
Homework- To hand in P1 presentation including speaker notes

	1/3
	Students will:-

Embark on a study of the principles of effective communication, focusing on general communication skills, including the audience, the message and distinguishing between facts and opinions.

Homework- To hand in P2 which is additional slides on the presentation that highlight and evaluate barriers to effective communication, speaker notes must be included

	1/4
	Students will:-

Through looking into the principles of effective communication, focus on techniques for engaging audience interest.

Through looking into the principles of effective communication, focus on communicating interpersonally. As part of this unit students must e-mail their tasks to peers as part of a proof reading process they must show evidence that they have used this system to give and receive constructive feed back, which they may have acted upon.

Homework- To begin to produce the evidence needed for P3 and P5 by producing annotated screenshots.

	1/5
	Students will

Investigate how a specialist IT communication channel can be used effectively. This may be e-mail, internet, intranet or another feature. Students must produce both diagrams and text to describe the channel and demonstrate how it works. The work must be presented in a form that is accessible to a non-specialist.
Homework- To produce a leaflet (P4, M1) that describes the channel and presents it in an appropriate way

	1/6
	Students will:-

Investigate through research the types of development needs that staff within a company may have from additional training to practical needs. They must show how these development needs may benefit the individual and the company. They will need to show how large companies meet the needs of their employers using a variety of methods.
Homework- To produce a leaflet that would be handed out during the recruitment fair (P6)

	1/7
	Students will:-

Continue to develop their work with teacher assistance prior to the hand in deadline of October half term. They will also need to update their personal development plan (PDP) to hand in as continuing evidence for P7. Students will also need to add to the evidence being produced for P3, effective communication.
Homework- To hand in all Pass criteria of the assignment

	Assessment Arrangements:
This unit is assessed by a set assignment which is marked within the centre to a set criteria. As part of the assessment, students must independently create and maintain a personal development plan to undergo a process of identification of skill need and related improvement. They need to demonstrate an understanding of why employers value particular employee attributes and describe ways of identifying and meeting development needs.
The deadline for all Pass elements of the coursework is October half-term and will be submitted via the VLE.
There is a voluntary drop in session arranged for students following this course every Wednesday starting at 3.30 



	Useful Websites:

www.teach-ict.com
www.edexcel.com 

www.uncommon-knowledge.co.uk/personal_development/plan.html
www.mcdonalds.co.uk/pages/careers/managementopportunities.html
www.standards.dfes.gov.uk/sie/si/SFCC/goodpractice/iip/
www.rnib.org.uk
www.support4learning.org.uk/education/learning_styles.cfm
 


