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Functional Skills Qualification in ICT
	Level 2 ICT Activity 8



Activity 8: Plan a holiday 

Sample lesson plan: Find, plan and study Information
Course no: _________________________________     Course title: Functional Skills ICT – Level 2

Tutor’s name:_____________________  Date:_____________   Time: ____________   Lesson length: 1 hour      Room:____________  


Lesson topic:  Planning a holiday
	Aims:  

1. Use a combination of internet searches and non-ICT sources to plan a holiday.
2. Use a spreadsheet and database to present information.
3. Communicate information using ICT systems.

	Learning outcomes:  enable learners to

1. Select information from a given paper source.
2. Select and use appropriate software to collect information on various holiday options.
3. Select and evaluate information obtained from the search.
4. Construct a spreadsheet to display the information.
5. Format the cells of the spreadsheet for text, numbers and fonts.

6. Adjust column /row widths.

7. Adjust row height.

8. Merge cells and wrap text within cells.

9. Perform calculations within the spreadsheet using basic mathematical functions including the SUM function.

10. Understand IF function operations.

11. Understand the use of ‘Absolute Cell References’ in mathematical operations.
12. Enter information into a database.

13. Use the database to produce address labels.
14. Print a screenshot of the database.

15. Organise files in folders and sub-folders.
16. Place file name in the footer of a document.

17. Understand the importance of virus protection.
18. Adjust system settings to meet individual needs.



	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 8 – Plan a Holiday

	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, in particular on extracting information from a holiday brochure and noting the information needed.
	Learners to:

· Read the paper copy of a page from a holiday brochure (given in the handout).

· Extract three pieces of information from the brochure that they need to know about the holiday.
· Note possible information needed when searching for holiday destinations and types of accommodation.
Make notes.

	Handout: Problem solving – Activity 8 – Plan a Holiday


	5
	Activity problem solving and completion of worksheet.

	Individual assistance should be provided when necessary in the use of search engines and how to use multi-search criteria.

	Learners to complete activity to:
· Explain how to open an internet browser.
· Name various methods and search criteria that could be used.

	Handout: Worksheet – Activity 8 – Plan a Holiday



	5
	Activity problem solving and completion of worksheet.

	Individual assistance should be provided when necessary to:

· Narrow down the search.

· Use a ‘wildcard’.

· Establish the criteria used to evaluate whether the information is ‘fit for purpose’ and relevant.
	Learners to complete activity to:
· Explain multiple search criteria used.

· Explain how to narrow down the search.

· Demonstrate how a ‘wildcard’ could be used in the search.

· Evaluate the information in respect of being ‘fit for purpose’.


	Handout: Worksheet – Activity 8 – Plan a Holiday

	5
	Activity problem solving and completion of worksheet.
	Individual assistance should be provided when necessary. 
	Learners to complete activity: 

· Choose four holiday resorts.

· Obtain information on three types of accommodation.


	Handout: Worksheet – Activity 8 – Plan a Holiday

	10
	Activity problem solving and completion of worksheets.
	Individual assistance should be provided when necessary on how to create a spreadsheet, especially in respect of formatting cells and calculating the cost of the holiday.
	Learners to complete:

· Summarise the holiday information.

· Enter the information into a spreadsheet.

· Format the appropriate cells in respect of text, fonts and numbers.

· Formatting techniques – merged cells, wrapped text, altered column width and altered row height. 

· Cost of the holidays shown and the recommended option shown.

· Print a draft copy.


	Handout: Worksheet – Activity 8 – Plan a Holiday

	5
	Activity problem solving and completion of worksheets. 
	The group/individuals may require an explanation about:

· Using the ‘IF’ function in formulae.

· Using an ‘Absolute Cell Reference’ in formulae.


	Learners to complete activity:
· Explain the formulae used in the various spreadsheet cells given in the handout.

· Rewrite a formula using an ‘Absolute Cell Reference’.


	Handout: Worksheet – Activity 8 – Plan a Holiday

	10
	Activity problem solving and completion of worksheets. 
	The group/individuals may require an explanation about:

· Entering information into a database.

· The formation of address labels from a database.

· Printing screenshots.
	Learners to complete activity:
· Create a database that contains information on 20 clients.

· Use the database to produce address labels.

· Print a screenshot of the database and an address label.
	Handout: Worksheet – Activity 8 – Plan a Holiday

	5
	Activity problem solving and completion of worksheets. 
	Individual assistance should be provided about:

· Virus protection.

· The Data Protection Act.

· The use of folders/sub-folders and the entering of a file name into a page footer.


	Learners to complete activity:
· Explain how to protect the computer from viruses contained in email attachments.

· Give two rights contained in the Data Protection Act.

· Save work in folders and sub-folders.

· Add a file name to a page footer.
	Handout: Worksheet – Activity 8 – Plan a Holiday

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

· Identify four skills they have used.
· Explain how ICT helped to inform clients of different holidays.
· Establish the importance of understanding the risks of computer viruses.

	Handout: Skills check – Activity 8 – Plan a Holiday



	5
	Skills check. 
	Individual assistance should be provided on how to:

· Adjust computer settings for individual needs:

1. Screen resolution.

2. Desktop contrast.

3. Window size.

4. Using a mouse with the left hand.

· Secure personal details.
	Learners to complete activity: 
· Adjust computer settings to make it easier to read the spreadsheet.

· Store email messages.

· Understand the importance of keeping personal information secure.


	Handout: Skills check – Activity 8 – Plan a Holiday

	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.
	Recap of learning.
	Handout: Skills check – Activity 8 – Plan a Holiday

	
	Extension activities

(additional).
	
	Learners can :

· Collect information from friends in order to set up a database.
· Write the results of an exercise/survey in the form of a report.

	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 the next session. 


	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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