Scheme of works for ECDL course Term 1 lessons 1 to 10 covering Modules 1 and 2
	Lesson No.


	Lesson Content AM

10 a.m. to 12 Midday. 
	Lesson Content PM

1p.m. to 3 p.m.
	Activities


	Differentiation



	
	Module 1


	Module 2 


	
	

	1

Date__ /__/ __
	Induction and 

INITIAL ASSESSMENT
	INITIAL ASSESSMENT – inc mouse and keyboard exercises
	Filling out college paper work, direct discussion with class members, and practical exercises.
	AM

PM

	
	Section 1  
Getting Started – 

Types of Computer - Main Parts of a PC – 


	Section 1 
Getting Started –
Starting the Computer- The Windows Desktop - Arranging Icons - The Taskbar - The Start Menu - Shut Down and Restart
	Reading through the booklet together, discussing issues raised, question and answer sessions, and note taking
	

	
	
	
	Demonstration, discussion 

Q &A session

Hands on practice 
	

	
	
	
	
	

	2

Date__ /__/ __
	Section 1 
Getting Started – Cont.

 Hardware / Software - 
Section 2 
Hardware – 

Central Processing Unit - Input Devices  - Output Devices – 


	Section 1 
Getting Started – Cont.
Opening Windows - Sizing and Moving Windows - Scroll Bars - Close a Window - View System Properties - Using Help -
	Reading through the booklet together, discussing issues raised, question and answer sessions, and note taking
	AM

PM

	
	
	
	Demonstration, discussion 

Q &A session

Hands on practice
	

	
	
	
	
	

	3

Date__ /__/ __
	Section 3 – 
Storage Devices – 
Types of Memory - Measuring Memory - Computer Performance 
	Section 2 
Managing Files – 

Advanced Searching - 

Disks, Folders and Files - Folder View -  Moving Files - Selecting Multiple Files - Viewing Object Properties - Renaming Files and Folders


	Reading through the booklet together, discussing issues raised, question and answer sessions, and note taking
	AM

PM

	
	
	
	Demonstration, discussion 

Q &A session

Hands on practice
	

	
	
	
	
	

	4

Date__ /__/ __
	Section 4 
Software – 

Operating System - Application Software - Systems Development - 


	Section 2 Managing Files –

Deleting Files and Folders - The Recycle Bin - Copy a Floppy Disk - Search Files/Folders – 

	Reading through the booklet together, discussing issues raised, question and answer sessions, and note taking
	
AM

PM

	
	
	
	
	

	5

Date__ /__/ __
	Section 5 
Information Networks –

LAN and WAN - The Telephone Network - The Internet - Electronic Mail – 


	Section 3 
Print Management – 

Printers - Change the Default Printer - Print Information - View Print Job – 

	Reading through the booklet together, discussing issues raised, question and answer sessions, and note taking
	AM

PM

	
	
	
	Demonstration, discussion 

Q &A session

Hands on practice
	

	
	
	
	
	

	6

Date__ /__/ __
	Section 6 
Computers In Everyday Life –

Computers in the Home - Computers at Work / in Education - Computers in Daily Life
	Section 4 
Running Applications – 

Run an Application- Entering & Formatting Text - Saving Text - Print a Document - Switch between Applications - Closing an 


	Reading through the booklet together, discussing issues raised, question and answer sessions, and note taking
	AM

PM

	
	
	
	Demonstration, discussion 

Q &A session

Hands on practice
	

	
	
	
	
	

	7

Date__ /__/ __
	Section 7 
IT and Society – 

A Changing World - Health and Safety


	Section 4 continued 
Application  - Create a Desktop Shortcut Icon - Create a Menu Shortcut
Saver -
	Reading through the booklet together, discussing issues raised, question and answer sessions, and note taking
	AM

PM

	
	
	
	Demonstration, discussion 

Q &A session

Hands on practice
	

	
	
	
	
	

	8

Date__ /__/ __
	Section 8 
Security, Copyright and the Law – 

Security Backups  - Computer Viruses - Copyright - The Data Protection Act
	Section 5 
Control Panel – 

Control Panel - Date/Time - Display Options - Select a Background - Screen 
	Reading through the booklet together, discussing issues raised, question and answer sessions, and note taking
	AM

PM

	
	
	
	Demonstration, discussion 

Q &A session

Hands on practice
	

	
	
	
	
	

	9

Date__ /__/ __
	Preparation for the exam
	Section 5 
Control Panel –  cont.
· Appearance - Settings and Effects - Sound and Multimedia
Preparation for the exam
	Preparation for the exam involves working through “Record of Achievement
Matrix” to identify weak areas. Helping individuals with those areas.
Practising doing the exams using on line mocks.

	AM

PM

	
	
	
	Demonstration, discussion 

Q &A session

Hands on practice
	

	
	
	
	
	

	10

Date__ /__/ __
	Preparation for the exam
End of term paper work / assessment
	Preparation for the exam 

End of term paper work / assessment
	Preparation for the exam involves working through “Record of Achievement
Matrix” to identify weak areas. Helping individuals with those areas.

Practising doing the exams using on line mocks.
	AM

PM



NOTES





All sessions from session two onwards start with a recap of the previous week’s learning.








