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Introduction 
This module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a QQI major or special purpose award.
The educator[footnoteRef:2] should familiarise themselves with the information contained in Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme prior to delivering this module. [2:  NOTE: Educator in this context refers to an teacher, tutor, instructor, assessor.] 


The module is structured as follows: 
	1. Title of Module 

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	7. Aim of the Module 

	8. Objectives of the Module 

	9. Minimum Intended Module Learning Outcomes (MIMLOs)

	10. Content
a. Indicative Content
b. Suggested Methodologies for Delivery
c. Suggested Resources

	11. Assessment 
a. Assessment Techniques 
b. Mapping of MIMLOs to Assessment Techniques 
c. Guidelines for Assessment Activities 
d. Eligibility for Certification

	12. Grading 

	13. Learner Marking Sheet(s) 
Assessment Criteria

	Appendices
a. Suggested Content for Delivery
b. Sample Assessment 
c. Assessment Rubric




Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified. 
 
Likewise, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module.  
1.	Title of Module
Information Technology Skills
2.	Component Name and Code 
Information Technology Skills 4N1125
3.	Credit Value
10 Credits	
4.	Duration in Hours
100 hours (typical learner effort includes both directed and self-directed learning)
5.	Status
This module can be delivered as a stand-alone minor award or as part of a relevant full CAS major or special purpose award.  

In some major and special purpose awards this module is mandatory and in others it is offered as an elective. Educators should check Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.	Specific Validation Requirements
None
7.	Aim of the Module
This module aims to provide the learner with the knowledge, skills and competence to operate a computer and become proficient in Information Technology Skills.  
8.	Objectives of the Module 
· To describe various information technology concepts and terminology, and discuss their effects on personal, professional, and community life.
· To organise and protect files and folders across different drives and cloud storage platforms.
· To utilise secure browsers for web access, retrieval, storage, and printing of information from trusted sites, and manage email and online communication applications to ensure secure and effective account maintenance and communication. 
· Use word processing software to create, edit, format, proofread, spell check, print, save, and share documents, efficiently inputting text, numeric, and special characters using data entry applications.
9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLOs) of Information Technology Skills
	Mapped to QQI component specification for the minor award

	1. Explain a range of information technology concepts and terminology, and their impact on personal, working, and community life.
	LO 1 & LO 2

	2. Manage files and folders securely across various drives and cloud storage.
	LO 3

	3. Practice safe web browsing by using a secure browser and employing effective search techniques to access, retrieve, and store or print information from trusted websites.
	LO 9 & LO 13

	4. Use email and online communication applications, to securely manage and maintain your accounts, ensuring safe and effective communication.
	LO 10 & LO 11

	5. Use word processing software to create, edit, format, proofread, print, save and share documents.
	LO 5, LO 6, LO 7, LO 8 & LO 12

	6. Efficiently input text, numeric, and special characters using data entry applications.
	LO 4




10a.	Indicative Content  
 
The indicative content in Section 10 does not cover all teaching/instructing possibilities and is not intended to be prescriptive. The educator is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The educator is free to use other examples, as appropriate. The indicative content ensures all MIMLOs are addressed but it may not follow the same sequence as that in which the MIMLOs are listed in Section 9. It is the educator's responsibility to ensure that all MIMLOs are included in the delivery of this module. 

Educators delivering this module as part of a CAS Major or special purpose award should ensure that the content is focused on the specific vocational field of learning of the target award.  

MIMLO 1: Explain a range of information technology concepts and terminology, and their impact on personal, working, and community life.

Facilitate the learner to understand the commonly used term Information Technology (IT), which refers to the use of computers, software, networks, and other technological systems to store, process, transmit, and manage information. 

IT is fundamental to modern business operations and daily life, enabling everything from email communication to cybersecurity, and cloud computing.

Key Learning Points:
The aim of this unit is to enhance learners’ knowledge of:

Information Technology encompasses the following:
· Hardware
· Software
· Computer Memory
· Storage
· Networks
· Data management & Security
· Artificial Intelligence

Learners should also be able to describe the impact of information technology on personal, working, and community life.
MIMLO 2: Manage files and folders securely across various drives and cloud storage.
Key Learning Points:
The aim of this unit is to enhance learners’ knowledge of:

File Management Features:
· Managing files/folders
· Organising folders and subfolders
· Saving files in different formats
· File Management views
· Understanding file extensions and types

MIMLO 3: Practice safe web browsing by using a secure browser and employing effective search techniques to access, retrieve, and store or print information from trusted websites.
Key Learning Points:
The aim of this unit is to enhance learners’ knowledge of:

· Browser Navigation Bar Elements
· Safe Web Browsing Practices
· Effective Search Techniques
· Printing Options

MIMLO 4: Use email and online communication applications, to securely manage and maintain your accounts, ensuring safe and effective communication.
Key Learning Points:
The aim of this unit is to enhance learners’ knowledge of:

· Sending and Receiving Emails
· Managing Email accounts
· Safe Communication Practices
· Using an online communications platform

MIMLO 5: Use word processing software to create, edit, format, proofread, print, save and share documents.
Key Learning Points:
The aim of this unit is to enhance learners’ knowledge of:

Using Desktop or Cloud based Word Processing Application:
· Text Editing and Formatting
· Paragraph Editing and Formatting
· Clipboard Management
· Insert Table
· Proof Reading
· Document Management

MIMLO 6: Efficiently input text, numeric, and special characters using data entry applications.
Assist the learner in practicing entering data into a word-processing package that reflects modern digital workplace requirements and includes both traditional typing skills and contemporary digital literacy elements.

Key Learning Points:
The aim of this unit is to enhance learners’ knowledge of:

Keyboard Skills Development Using Data Entry Applications:
· Text Input
· Essential Key Functions
· Numeric, Special Characters and Symbols Input
· Document Formatting
· Document View Options
· Essential Skills

10b. Suggested Methodologies for Delivery 
Learning practitioners are encouraged to use a range of teaching methodologies to suit the needs and learning styles of all learners. The following publications from ETBI, SOLAS and AHEAD raises awareness amongst ETB FET educators in relation to Universal Design for Learning:
· A Conceptual Framework of Universal Design for Learning for the Irish Further Education and Training Sector (solas.ie)
· UDL for FET Practitioners
Examples of teaching and learning methodologies
· Facilitator-led instruction
· Classroom supported peer learning
· Classroom supported group discussion
· Learner presentations
· Case studies, scenario-based or video-based
· Workshops
· Practical demonstrations
· Video recording
· Classroom supported individual and group reviews
· Self-directed learning
· Tutorials / one on one supported learning
10c. Suggested Resources 
Suggested books 
· Further Education Support Service and Education and Training Boards Ireland (2019) Referencing handbook for the FET sector. Available from
https://www.fess.ie/images/stories/ResourcesForTutors/Referencing_Handbook_files/Referencing_Handbook_February_2019.pdf  [accessed 10 June 2024]

· Further Education Support Service and Education and Training Boards Ireland (2019) Academic writing handbook for learners in the FET sector. Available from
https://fess.ie/images/stories/ResourcesForTutors/AcademicWritingHandbookForLearnersInTheFETSector.pdf [accessed 10 June 2024]. 

Suggested web resources 
	Organisation / Author 
	Resource
	Web location  

	ETBI Library 
	Referencing guide
	https://library.etbi.ie/referencing 

	ETBI Library 
	Academic integrity guide 
	https://library.etbi.ie/ld.php?content_id=34423196 

	ETBI Library 
	Indicative content expanded - examples 
	See Appendix A

	ETBI Library
	Support material for 4N1125 module
	See Appendix A




11a. 	Assessment Techniques 
To demonstrate that learners have reached the standards of knowledge, skill and competence identified in all the MIMLOs, the following assessment techniques are used to assess learners:

1. Collection of Work		20%
2. Examination			80%

The rationale for the selection of the assessment techniques is to ensure that the learner meets the MIMLOS associated with the award through various methods. The collection of work allows the learners to showcase their Information Technology theoretical knowledge and their attainment of MIMLO1. The utilisation of a collection of work allows the internal assessor to implement UDL principals within their assessment criteria.

The examination provides a means of assessing a learner’s ability to recall and apply knowledge, skills and understanding within a set period of time and under clearly specified conditions. This practical examination assesses specified practical skills demonstrated in a set period of time under restricted conditions, covering MIMLOS 2 – 6.

Learners need to be provided with the opportunity to complete the assessments, and it is the assessor's responsibility to devise assessment instruments (e.g. project and assignment briefs, examination papers, etc.), and marking schemes, consistent with the assessment techniques and assessment criteria identified below.

Where this module is being delivered as part of a CAS major or special purpose award, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module.

11b. 	Mapping of MIMLOs to Assessment Techniques 
To ensure that the learner is facilitated to demonstrate the achievement of all MIMLOs, each minimum intended learning outcome is mapped to one or more assessment technique(s). This mapping should not restrict an educator from taking an integrated approach to assessment. 




	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	1. Explain a range of information technology concepts and terminology, and their impact on personal, working, and community life.
	Collection of Work

	2. Manage files and folders securely across various drives and cloud storage.
	Examination

	3. Practice safe web browsing by using a secure browser and employing effective search techniques to access, retrieve, and store or print information from trusted websites.
	Examination

	4. Use email and online communication applications, to securely manage and maintain your accounts, ensuring safe and effective communication.
	Examination

	5. Use word processing software to create, edit, format, proofread, spell check, print, save and share documents.
	Examination

	6. Efficiently input text, numeric, and special characters using data entry applications.
	Examination



The original learning outcomes, outlined in the component specification have been mapped to the Minimum Learning Outcomes (MIMLOs) listed above.  Therefore, learners will be assessed on, and must achieve these MIMLOs, rather than the original learning outcomes.
11c.	Guidelines for Assessment Activities 

	Collection of Work 20%
Guidelines for assessors:
The assessor is required to devise an assessment brief and marking scheme for the Collection of Work. In devising the assessment brief care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of the MIMLO.

The assessment brief should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. All instructions for the learner must be clearly outlined in the assessment brief.

Sample assessment brief and marking scheme available in the Appendix.

Assessment Aim:
This assessment aims to allow learners to showcase their knowledge of basic concepts of Information Technology and their impact on modern life to include personal, work and community

Time allocated to complete the assessment:
Sufficient time should be allowed for learners to develop the required Information Technology knowledge and to complete the assessment. 

Scheduling of the assessment:
This assessment may take place once the theory content has been covered by the assessor. The assessment should be scheduled at a time that allows learners ample opportunity to develop their knowledge. Learners must be informed of the assessment in advance, with clear due dates provided. Assessors should avoid scheduling conflicts with major assessments from other modules.

The learner will show evidence that they understand and can describe:
· The basic concepts of Information Technology to include:
· Hardware
· Software
· Computer Memory
· Storage
· Networks
· Data management & Security
· Artificial Intelligence

· The impact of Information Technology on modern life to include personal, work and community.

	Examination 80%
Guidelines for assessors:
The assessor is required to devise examination papers and marking schemes for the Examination. In devising the examination papers care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the MIMLOs.  

Examination papers should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.

Sample examination papers and marking schemes available in the Appendix.

Time allocated to complete the assessment:
If assessing all parts in one exam, the learner should be allowed 2 hours to complete this examination. If parts A, B, C, and D are assessed over multiple sittings, apply a proportional breakdown of the time per part, based on their weightings and the effort required from learners. The time allocation should reflect a proportional breakdown to ensure consistency and fairness across different delivery models.

Part A: File Management 
Learners should demonstrate an ability to manage their files both on their local system and cloud-based system, namely:
· Managing files/folders
· Organising folders and subfolders
· Saving files in different formats
· File Management view
· Understanding file extensions and types

Part B: Internet and Email
Learners should demonstrate an ability to use the internet in a safe manner to find specific, relevant information. Skills involved include:
· Browser Navigation Bar Elements
· Safe Web Browsing Practices
· Effective Search Techniques
· Printing Options

Learners should demonstrate an ability to use email, ensuring safe and effective communication. Skills involved include:
· Sending and Receiving Emails
· Managing Email accounts
· Safe Communication Practices
· Using an online communications platform
Part C: Word Processing
Learners should demonstrate an ability to use a word processing package effectively. Skills involved include:
· Text editing and formatting
· Paragraph editing and formatting
· Clipboard management
· Inserting tables
· Proof reading
· Document management
Part D: Data Entry
Input 150 words in 10 minutes – Text must include some numeric data, symbols and special characters. Tutors should supply the text that is to be copied to the learner in hard copy.
Calculate the Speed using the following procedures: Minimum of 15 words per minute
· Calculate the number of keystrokes typed 
(You can use the Word Count function to calculate the number of characters typed – highlight the text typed, then on the Review tab, click word count. In the word count dialogue box note the number shown for Characters with spaces.)
· Divide the keystrokes by 5 to obtain the average words typed (as words vary in length this is the agreed definition of ‘word’)
· Divide the words typed by 10 to obtain the speed in wpm

Calculate errors using the following procedures:
A Penalty of ¼ or 0.25 deducted for the following:
· Extra space between words
· No space between words
· Incorrect case
· Incorrect punctuation
· Letter / Symbol / Number omitted

A penalty of 0.5 mark deducted for the following:
· Incorrect spelling of a word
· Word omitted
· Extra word inserted
· Word repeated
· Line repeated

A penalty of 1 mark deducted for the following:
· A line of text omitted.








11d.	Eligibility for Certification
The learner is eligible for certification because they have demonstrated achievement of all MIMLOs.
12.	Grading 

Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 
At levels 4, 5 and 6 CAS major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards


13.	Assessment Criteria - Learner Marking Sheet(s)

	Individual Learner Marking Sheet
Information Technology Skills 4N1125
	Learner Name: 

	Assessment Technique:
	Maximum Mark
	Learner Mark

	Collection of Work
	20
	

	Examination:
Part A – File Management
	20
	

	Examination:
Part B – Internet and Email
	25
	

	Examination:
Part C – Word Processing
	25
	

	Examination:
Part D – Data Entry
	10
	

	Total Mark
	100
	

	External Authenticator’s Signature:
	
	Date:
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