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Functional Skills Qualifications in ICT
	Level 2 ICT Activity 5



Activity 5: Your money
Sample lesson plan: Access accounts to make budget decisions
Course no: _________________________________     Course title: Functional Skills ICT – Level 2
Tutor’s name:_____________________  Date:_____________   Time: ____________   Lesson length:  1 hour      Room:____________  


Lesson topic:  Personal budgets
	Aims:  

1. Use online banking information to develop a spreadsheet to compare income and expenditure.
2. Communicate information about income and expenditure using ICT systems.
3. Use an ATM/cashpoint.

	Learning outcomes:  to enable learners to

1. Analyse multi-step tasks and identify the relevant ICT requirements required to set up a spreadsheet.
2. Produce a graph or chart from a spreadsheet.

3. Print a copy of a spreadsheet and graph/chart.

4. Track and highlight changes made to a document.
5. Insert comments into a spreadsheet.
6. Apply mathematical functions, including SUM and %, to the data in a spreadsheet.

7. Organise files in folders and sub-folders.

8. Understand the steps required to operate an ATM. 



	Timing

(mins.)
	Work to be covered
	Teaching activity/assessment
	Learner activity
	Resources

	5
	Register learners at the start of the session.
Introduction.

	Brief introduction to the activity to be undertaken and an outline of the problem to be solved.
Q&A.
Consolidate learning from the last session/linked topics.
	Brief discussion / Q&A about the activity.
	Handout: Information – Activity 5 – Your money

	5
	Logging on to the computer network.

	Ensure that learners have logged on to the network successfully.
	Learners to log on to the computer network.

	Computer

Software

Printer 

	5
	Information gathering and planning.
	Circulate around individuals, providing assistance and guidance.
Provide general information about online banking services, especially in respect to account information available.
	Learners to complete activities: 
Decide what information they require from the online banking webpage.

	Handout: Problem solving – Activity 5 – Your money

	5
	Activity problem solving and completion of worksheet.
	Individual assistance should be provided when necessary on how to open an internet browser.
	Learners to complete activities: 
· Decide how they will organise the spreadsheet.
· Decide which mathematical functions will be used.
· Decide which ICT application they can use.

	Handout: Worksheet – Activity 5 – Your money

	5
	Activity problem solving and completion of worksheets.
	Individual assistance should be provided when necessary on how to create the spreadsheet.
	Learners to complete activity: 
· Create a spreadsheet.

· Enter relevant data.

· Print a draft version.


	Handout: Worksheet – Activity 5 – Your money

	5
	Activity problem solving and completion of worksheets. 
	Individual assistance should be provided when necessary in the application of mathematical functions, in particular the effects of the SUM and % operations on cells in the spreadsheet.


	Learners to complete activity: 
· Calculate total spending in specific areas.

· Calculate total spending for two weeks.

· Calculate the percentage (%) spending for each specific area.


	Handout: Worksheet – Activity 5 – Your money

	5
	Activity problem solving and completion of worksheets.
	Individual assistance should be provided when necessary, in particular when creating a graph or chart. 
	Learners to complete activity: Create a graph or chart from the spreadsheet.


	Handout: Worksheet – Activity 5 – Your money

	5
	Activity problem solving and completion of worksheets.

	Individual assistance should be provided when necessary to enable a ‘review’ by a friend, to indicate changes/comments made to the spreadsheet.

 
	Learners to complete activity: 

· Ask a friend to review their work.

· Track changes made, highlight changes and insert comments.


	Handout: Worksheet – Activity 5 – Your money

	5
	Activity problem solving and completion of worksheets.

	Individual/group assistance should be provided in respect of the operation of an ATM, the necessity of a PIN and keeping the PIN secure.
	Learners to complete activity: Explain how to withdraw cash from an ATM. 


	Handout: Worksheet – Activity 5 – Your money

	5
	Activity problem solving and completion of worksheets.

	Individual assistance should be provided about the use of folders/ sub-folders and the entering of a file name into a page footer.


	Learners to complete activity:
· Save work in folders and sub-folders

· Add a file name to the page footer.
	Handout: Worksheet – Activity 5 – Your money

	5
	Skills check.
	To be completed individually in order to check learning.
	Learners to:

· Identify 4 skills they have used in solving this problem.
· Describe how they could apply these skills to other situations in the future.
· Judge the effectiveness of the ICT applications used.
	Handout: Skills check – Activity 5 – Your money

	5
	Skills check. Plenary/reflection.
	Directed questioning / led group discussion to reflect on the activity, the problem solving process and about what went well and/or what was challenging.

Recap of learning.
	Learners to complete activity: 
· Adapt work to include other personal expenses.
· Apply skills to the running costs of a car.
Recap of learning.
	Handout: Skills check – Activity 5 – Your money

	
	Extension activities

(additional).
	
	Learners can:

· Enter their own data into the spreadsheet to compare their income and expenditure.
· Present their findings to an audience using a suitable format.
	Internet

Software

Computers

Printers

	How is learning to be measured? 
Level to which the worksheet tasks have been completed.

	Homework/Research work: 
· Any unfinished task(s) to be completed for homework?
· Carry out research in preparation for next session – About Mobile Phone Functions


	Lesson Evaluation

(Delete as appropriate)
	· Was the lesson better than expected?
· As expected?
· Worse than expected?

	Suggestions/Modifications for next lessons:



Lesson evaluation/comments:
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