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Introduction
“It is important for you to know where you want your students to finish and what you want them to learn”

Reece, Walker (2003)“Teaching Training and Learning”
In this assignment I aim to show the rational behind the structure of one of the courses I teach. My main aim will be to show how subtle effects can have profound effects upon course structure and it is the attention to such details that is a primary skill of today’s teachers. While it’s easy to pontificate about student needs the reality is somewhat different. There are other needs to consider and amongst these are those of the accrediting body on qualification courses, the needs of institutions to show they are being effective, and the needs of he tutor. This relationship can at times prove to be imbalanced and it is partly the job of a tutor to redress the situation. 
The student Group

I shall be using a class of 15 students who are of mixed age, abilities, cultures, religions, and socio-economic backgrounds. I teach this group the European Computer Driving License. The class is made of entirely female students but this has occurred purely by chance. There are two students who have made it know that they are disabled, and their individual needs have been catered for.

The course

This is a qualification based course and lasts for one academic year. There are seven parts to it, each part is known as a module. The modules are set out in an order that tends not to be followed by course planners generally, and I shall discuss this later, however modules 1 and 2 are ones that I like to start with and these are the ones we’ll be using for the sake of this essay. Module 1 covers theory, terminology and general issues regarding Information Technology while Module 2 covers how to use the Microsoft Windows Operating System. The course lasts 10 weeks, each week there are a couple of two hour long sessions. On this particular course the sessions occur on the same day, one in the morning and one in the afternoon. This is the third time that I have run this course, and the experience I have gained from these episodes has allowed me to approach the structuring of the course with a more realistic sense of what is possible than I had done on my first attempt.

The required outcomes of the learning programme
The idea of a required outcome indicates that there is an objective point to which students, awarding bodies, tutors, institutions, society, and government agree. The truth is otherwise their aims are rarely homogeneous. For the sake of this essay it would make sense to veer towards what is expected by the examining body, after all the students are here to gain a certificate. 
“The trouble is that this allows the [examining body] to decide what students are going to learn, and how they are going to learn it”

Minton (2002) “Teaching Skills in Further & Adult Education”
It is my conjecture that there is a disparity between the required outcomes between these groups, but I shall concentrate on the main ones, these being the students, the examining body and myself as the tutor. The students come to an ECDL course in part to gain a piece of paper that seems to be popular right now with employers, so it maybe useful when trying to gain employment. But most students also recognise that they need to feel confident when it comes to using computers in the work place, or even just at home.  In many ways the ECDL course can help students gain a good grounding in using a computer but it fails dismally in preparing students to deal with real life practical scenarios. What this means is that there is a disparity between the required outcomes of the student and the awarding body from day 1, it’s true it’s only a partial difference but it is an important issue and one that is central to my structuring of the course. If it’s my job to redress where imbalance occurs then in this situation I aim to provide some extra aspects to the course that might help students either gain practical knowledge or at least recognise their lack of it. 
“New teachers can find it difficult to challenge what seems to be established patterns in the classroom”

Minton (2002) “Teaching Skills in Further & Adult Education”
In terms of what the awarding body requires their syllabus is clear and is laid down within a clear framework. (~See Evidence 1 “Record of achievement matrix”~). So the first step in developing a course structure was to use the list supplied in the “Record of achievement matrix” as guide to what had to be included in my planning. The ECDL course manuals have also proved to be very useful in providing a guide line as to the chronology of the course layout. In fact this provides the main backbone to the course outline. My part in this process really starts to take form when I used my previous experience in teaching this syllabus to modify the structure laid out in the manual. The first big change was to split the teaching of modules 1 and 2 so that they ran in an interweaved fashion rather than consecutively. My main reasoning with this was that module 1 can be extremely tedious at times as it doesn’t offer much “hands on” learning. Instead it involves either being lectured to or group discussions. If the students had their way most of them would just want to dive in to Module 2 and forget module 1 until later but then my desire to see a certain learning outcome kicks in and this is to get students to build up some peripheral knowledge and terminology so that they can communicate with other people about IT.
As you can see the identification of the “required outcomes of the learning process” very much depends on whose opinion one is seeking. A further digression of required outcomes occurred when planning the course, because the institution for whom I teach this course have allotted 30 4 hour sessions for 7 modules when it would have been more appropriate to have 35 4 hour sessions. I felt it was better to work at a slower pace which, in my experience, means deeper learning takes place, than to rush my students at the expense of their “required outcomes” in order to satisfy the institutions ones. What this meant in practical terms, however, was that such a decision needed to be shared with the class. To work at a slower pace meant that the chance of completing the course without working outside of the class was slim. The students opted for deeper learning and taking some responsibility for their own learning if it was required.
Learning Outcomes

In “Teaching Training and Learning” Reece and Walker separate learning objectives in to three main categories, these being: Knowledge; comprehension; and application. The measuring of these types of outcome is not always easy, however some methods may be helpful. In the ECDL courseware there are assessments at the end of each section so that students can assess themselves. These tend to show very specific learning outcomes. Norman Gronlund (1970) suggests that specific objectives should form the basis of assessment, but general outcomes are harder to provide paper based “evidence”. Within the ECDL courseware the completion of specific assessment leads to an indication of more general outcomes.
As I have already mentioned the ECDL “record of achievement matrix”, basically a table with headings that refers to sections of the subject matter to be covered, is a useful tool for helping to establish the learning outcomes for the ECDL course. So for instance the matrix might include:

Tick the Relevant Boxes  1:   No Knowledge    2: Some Knowledge    3: Competent

	Section
	No.
	Driving Lesson
	1
	2
	3

	1 Getting Started
	1
	Types of Computer
	
	
	

	
	2
	Main Parts of a PC
	
	
	

	
	3
	IT/Hardware/Software
	
	
	

	
	
	
	
	
	

	2 Hardware
	5
	Central Processing Unit
	
	
	

	
	6
	Input Devices
	
	
	

	
	7
	Output Devices
	
	
	

	
	
	
	
	
	

	3 Storage
	9
	Storage Devices
	
	
	

	
	10
	Types of Memory
	
	
	

	
	11
	Measuring Memory
	
	
	


From this I would create the following sections to be covered within the course:

Types of computer, 

Main parts of a PC

Hardware and Software

Hardware: CPU, Input devices, output devices, Storage devices, processing devices.

Memory: Varying storage devices, measuring memory.

By the end of the session I would hope that most of the students would have an idea of what these terms meant and could assess their progress through observing their handling of the assessments. While using the matrix as guide to what outcomes should be covered it’s certainly not exhaustive, so this means using other resources to help contribute towards the appropriate learning outcomes to be chosen. For example I worked as a computer engineer for a while and can bring this experience to my sessions. In this instance I would open up a computer and show the students the anatomy of a PC. This tends to go down well and offers some depth that is neither covered in the text books, nor required for the exams, or expected by most students. For me this experience would lead to a learning outcome that might be described as “students will be able to recognise that computers are machines”. Doing such things tends to add to the students sense of confidence, they realise they’re covering the subject in a deeper way than normal, which helps them to feel that they’re part of a good course and this helps motivate them too. This could also be see as a learning outcome, the development of confidence.
Earlier I mentioned the 3 main influences on learning objectives, the student’s needs, the examiners requirements, and the organisations too. However the tutor also has an idea of what they think is best for a student and I have noticed when drawing up schemes of work that the learning outcomes I base these on are partly influenced by what I think is best. So when dealing with “measuring memory”, for example, I stress that this is an extremely important aspect of using a computer, which needs to be understood and memorised. Consequently more time is spent on it compared to the amount of space it’s give in a text book.
Below is a scheme of works regarding term 1 of the ECDL course. In it detailed lists of learning outcomes are set out and reflect the process mentioned above.

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



Identify appropriate teaching and learning techniques and facilitate learning by experience.
“As soon as possible each student should be given the opportunity to practice the skill so that the sub task can be integrated”
Reece, Walker (2003)“Teaching Training and Learning”

I tend to think that using the idea of driving a car and using a computer as being similar learning processes are not that analogous. The main difference seems to be that if you don’t use a computer for a few years you’re likely to forget most of what you’ve learned, whereas most people can get the hang of driving after a short practice. This is an important point when it comes to computers. The learning process is actually quite multi disciplined and while this is a strength it often confronts students with a learning process that doesn’t always suit their learning style. When using a computer one needs to get some idea of the theories behind how a program works, then one often benefits by actively playing with a program, it’s also absolutely imperative that students practice how to do things over ad over again, and lastly the ability to reflect and transpose ideas from one situation to another allows computer users to solve problems that may arise.
My main approach to teaching a class how to use a computer is firstly to spend time talking with each other about the theories behind whatever we are covering, then to demonstrate to the class how it is to be done. Then the class get to have a go themselves, and for those who need to questions can be levied at me. After this we discuss what happened and see if there are any problems remaining and shortly afterwards they assess their learning using a short test. I also ask my classes to do some homework, this will often involve quick revision and practice sessions. Fortunately for me this exact process is adhered to in the ECDL manual published by CIA (Evidence 2 A chapter from the manual). I mentioned earlier that I offer extra learning opportunities so students can get some practical experience, this is mainly done by using my website, (mentioned in assignment 114 Resources). Via my web site students can go to other web pages that offer on line tests, or further learning opportunities.
The actual techniques which seem most pertinent with regards learning how to use a computer take the form of firstly following instructions on how to do something with a computer and then to be set small tasks that use that knowledge. After a few small concepts have been built upon students are ready to either amalgamate them or move on to further concepts that incorporate the ones they’ve just covered.

So to put it more concisely, when teaching the ECDL course I use a variety of teaching methods that make use of different learning styles, and when certain aspects of the course become limited in the approaches that can be used I start to break up that section of the course in to more “bite sized” portions so that a feeling of variety remains.

Promote and encourage individual learning
When I first start teaching the ECDL course I offer students the opportunity to either be part of the main group who work together with me or to work by themselves and get help when I am available to offer it, I call this later group the “independent learners”. With the main group I tend to spoon feed them through the first term. This helps them to bond and feel safe. In term two I inform the students that when they have a problem I shall go through how to solve the problem either by  getting them to work in groups, in other words to pool their resources, or to utilise the Windows Help system. In term three I don’t offer any help unless the students can demonstrate to me what attempts they’ve made to solve the problem by themselves. I also encourage students not only to use the resources available on my web site but to seek resources and further learning opportunities available else where, especially on the Internet. Finally I think it’s important to stress that the notion of students becoming independent learners is new to many students so discussing this as an aim, a common aim, is important and should be part of the induction, and repeated throughout the course.

Establish and maintain an effective working environment

In terms of planning a course the establishment and maintenance of an effective working environment is multi faceted. Within lesson plans the column regarding what resources need to be available is significant likewise the existence of a scheme of work and lesson plans is an integral part of this process. Without clear plans the working environment may well become ineffective. Differentiation is the process by which a tutor can identify the difference between what was planned and what actually got done. Seldom are plans dead on target, so it was with this in mind that I paced my planning to keep close to previous performances. This meant I paced the course at a speed that I thought most of the students could cope with. For some students it was too slow, and for a couple it was too fast, but for the fast ones it gave time for them to not only revise what they’d already covered but also to help other students, which in turn helped them to verify their own knowledge.
The importance of using varying teaching styles, set at a good pace, and developing group dynamics is also of paramount importance. Interestingly this last year saw me teaching this course in a room in which there was a central table at which the students could gather when we weren’t working on the computers. This meant that people had a different person to sit next to and a varying environment in which to work. The result of this was that the group gelled more easily than when we were in a lecture theatre type computer room. Within the remit of developing group dynamics and varied teaching / learning styles it’s possible to provide opportunities for students to work in groups, both big and small, to do practical and conceptual tasks as well as class discussions. In my ECDL class we tend to work as a group, occasionally I sub divide the class in to sections and often students work by themselves. This tends to keep the group dynamics going. There are times when some students have some form of conflict with either the teacher or other student’s, the ability to deal with such incidents in a way that placates those involved is significant in maintaining the learning environment. 
Thus the identification of resources, the planning and appropriate pacing of what is to be covered, keeping track of what doesn’t go to plan, and the corrections that can come about due to the identification of such “differentiation” are all significant aspects of establishing and maintaining an effective working environment within planning and managing the learning process.
Ability Outcome 6: “Maintaining external and internal networks to broaden program delivery.”

The world of IT is a fast changing one. The development of course materials and assessment tends to be a few years behind the latest software. By developing networks between fellow tutors, students and external organisations a tutor can attempt to keep up. The process will also lead to discovering other teaching methods and resources.  In my own work I have opportunities to discuss with other tutors program delivery issues. These colleagues may be part of the institutions I work for others who I have met on my travels. The big connection for an IT is the biggest network of them all “The Internet”. The internet offers copious resources and news of developments in the industry. The ECDL governing body BCS has its own web site through which information, resources and advice can be found. 

Within our organisation there is soon to be a website where tutors and students can network with each other as well as post and download useful information. In the meantime I use my own web site to network with students and other tutors.

The rationale for the scheme of works

Aims

The aims of this course with regards the students are to help the students to become confident in learning how to use computers. By the end of this term’s course the students should be in a position to pass modules 1 and 2 of the ECDL exam.

This means that they should be able to switch a computer on and off, open and close programs, manipulate the appearance of the desktop, windows and icons, search for files, use the help system, print and edit documents, understand and carry out the basic functions of file management, and change settings regarding time, date and the display. Within the theory aspects of the course the students should have an idea of how a computer works, what some of the components within a computer are and how to categorise them, they should understand how memory and processing is measured, the importance of compatibility, what a network is, the basics of what the internet and email is, what is the difference between bugs and viruses, how software is developed, understand issues around copyright and piracy, and the significance of computers in our daily lives. 
If a student has a grasp of the issues listed above then they will be in a good position to move on to the rest of the modules. Students who attempt the other modules before these often struggle, especially with file management, so the main aim of these modules is to prepare students so that they can cope with the later modules.
Objectives

The objectives are listed clearly in the scheme of works shown at the end of this document.

Outcomes

Students are able to pass the ECDL modules 1 and 2. They also feel confident to move on to the rest of the modules. They feel more at ease dealing with computers and are willing to become more self sufficient learners.

The strategy behind the scheme of works

In order to keep the course interesting, and to break up the monotony of the theory module I decided to run modules 1 and 2 concurrently. Most of the sections could be delivered on a section per session basis. However session 1 included an important initial assessment so Section 1 was drawn out over two weeks. Sections 2, 4 and 5 of Module 2 were extremely important section too so I drew them out over several weeks as well. My main ethos was to spend ample time on these most important of basics. The final two sessions were mainly concerned with consolidating the course work and bringing about the confidence in the students for them to pass their exams. ~throughout the course there were regular assessment activities which also helped to develop the student’s confidence. The assessment progress was underpinned with a 
Scheme of assessment. 
 Conclusion

In this assignment I aimed to show the rational behind the structure of one of the courses I teach. My main aim was to show how subtle effects can have profound effects upon course structure and it is the attention to such details that is a primary skill of today’s teachers. With regards to this we saw how “required outcomes”, varying learning styles and the need for different teaching techniques, plus the nature of the course material all play their part. I also touched on the point that while learner needs are of paramount importance, there are other needs that demand to be considered and it is the teacher’s job to act as balancing force. As with so many things in life there is much that a tutor brings to the planning of a course that is done intuitively and subconsciously, however much of the planning must be considered consciously and planned for carefully. The importance of reflective practice, i.e. noting when differentiation takes place and then utilising that knowledge can not be underestimated as without that process their can be very little improvement but with it one’s teaching practice can be honed down as can any useful tool. 
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NOTES





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