Westmeath VEC


Laois and Offaly ETB
Programme Module for 

Computer Skills

leading to 

Level 2 QQI  

Computer Skills M2T11

	1. Title of Programme Module

Computer Skills



	2. Component Name and Code 

Computer Skills M2T11



	3. Duration in Hours

50 Hours (typical learner effort, to include both directed and self directed learning)


	4. Credit Value

5 Credits 


	5. Status

This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure


	6. Special Requirements

None



	7. Aim of the Programme Module

This programme module aims to recognise basic knowledge, skill and competence in a range of computer interactions, including in relation to current information technologies.  It provides recognition for appropriate use of language and concept within a variety of familiar and well supported contexts.



	8. Objectives of the Programme Module

· To assist the learner to turn a personal computer on and off safely and use frequently-used keys appropriately, e.g. enter, space bar, upper and lower case, delete

· To facilitate the learner to use a software package, involving opening a package, entering and manipulating text/image/data, save to file, print and exit safely and access websites on the internet

· To enable the learner to identify common information/symbols and name some benefits of electronically stored information packages and the internet

· To assist the learner to develop the language, literacy and numeracy skills related Computer Skills through the medium of the module themes and content

· To enable the learner to take responsibility for his/her own learning.





9. Learning Outcomes of Level 2 Computer Skills M2T11

Learners will be able to:


1. Turn a personal computer on and off safely


2.  Use frequently-used keys appropriately, e.g. enter, space bar, upper and lower case, delete


3. Use a software package, involving opening a package, entering and manipulating text/image/data, save to file, print and exit safely 


4.  Identify common information/symbols


5. Access websites on the internet


6. Name some benefits of electronically stored information packages and the internet


	10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.



	1. Turn a personal computer on and off safely

· Turn on systems box and  monitor

· Close down all applications

· Use proper procedures to turn off computer

2. Use frequently-used keys appropriately, eg. Enter, space bar, upper and lower case, delete

· Within an application show the learner how to utilise frequently used keys such as:

· the enter key

· the space bar

· tab key

· backspace and delete

· shift key

· arrow keys

· caps lock


3. Use a software package, involving opening a package, entering and manipulating text/image/data, save to file, print and exit safely 

· Show learner how to open application

· Enter data/text/image appropriate to instruction given

· Manipulate data/text/image appropriate to instructions given

· Save file to appropriate location

· Print file

· close the file and software application


4. Identify common information/symbols

· Use your shift key to access symbols on your keyboard

· Input symbols into a document

5. Access websites on the internet

· Navigate specific given websites 

· Navigate websites  appropriately to instructions given


6. Name some benefits of electronically stored information packages and the internet

· Outline benefits of electronically storing information using various storage mediums
· Outline the benefits of using the internet


11. Assessment

11a.
Assessment Techniques

Collection of Work
100%


11b.
Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.


	Learning Outcome
	Assessment Technique

	1. Turn a personal computer on and off safely


	Collection of Work

	2. Use frequently-used keys appropriately, eg. Enter, space bar, upper and lower case, delete


	Collection of Work

	3. Use a software package, involving opening a package, entering and manipulating text/image/data, save to file, print and exit safely


	Collection of Work

	4. Identify common information/symbols


	Collection of Work

	5. Access websites on the internet


	Collection of Work

	6. Name some benefits of electronically stored information packages and the internet


	Collection of Work


11c.  
Guidelines for Assessment Activities

The assessor is required to devise for the Collection of Work.  In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Collection of Work


	100%

	The collection of work may be produced throughout the duration of this programme module



	The collection of work assembled by each learner is designed to indicate that they have achieved each of the specific learning outcomes, and should demonstrate an ability to do the following:

· Turn a personal computer on and off safely

· Use frequently-used keys appropriately, eg. Enter, space bar, upper and lower case, delete

· Use a software package, involving opening a package, entering and manipulating text/image/data, save to file, print and exit safely

· Identify common information/symbols

· Access websites on the internet

· Name some benefits of electronically stored information packages and the internet

Evidence for this assessment technique may include:

· Photographs, audio/video tapes

· Evidence arising from interaction, for example, print outs

· Assignments, for example, cards, posters, evidence from personally relevant websites
The collection of work may also include worksheets, diagrams, cloze tests, multiple choice statements or other appropriate evidence in the form of written, oral, graphic, audio, video, visual or any combination of these. Any audio or video evidence must be provided as a recording. 

All instructions for the learner must be clearly outlined in an assessment brief.




12. Grading

The achievement of awards at Level 1-3 are graded as follows:

Successful indicates that the learner has achieved all the learning outcomes, within a narrow range of predictable and structured contexts.

Referred indicates more learning is required to enable satisfactory achievement of one or more learning outcomes.

	Computer Skills
M2T11

	Learner Marking Sheet




Learner’s Name: ________________________________

Learner’s PPSN: ________________

	Learning Outcome
Learners will be able to:
	LO

()
	Evidence/ Explanatory Note

	1. Turn a personal computer on and off safely
	
	

	2. Use frequently-used keys appropriately, e.g. enter, space bar, upper and lower case, delete

	
	

	3. Use a software package, involving opening a package, entering and manipulating text/image/data, save to file, print and exit safely


	
	

	4. Identify common information/symbols

	
	

	5. Access websites on the internet


	
	

	6. Name some benefits of electronically stored information packages and the internet


	
	


This is to state that the evidence presented in the attached portfolio is complete and is the work of the named learner.

Assessor’s Signature: 


_________________________

Date: ___________________

External Authenticator’s Signature: 
_________________________

Date: __________________
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