IT for Pre-school staff and volunteers
Week 3 – Open session
Aims

· To make learners more confident in using a Microsoft application that would be beneficial to their job.
· To look at the accessibility options available on a computer that can help children with special needs. 

Objectives

By the end of the session each learner will:

1. Be confident in the basics of at least one Microsoft application.  This may be Word, Excel, Power Point, Publisher etc.
2. Have worked independently through a handout and created a letter, presentation, poster etc. Alternatively worked as part of a group.

3. Have knowledge of where to find the accessibility features on the computer, should they have a child who would benefit from it.

Lesson Plan

	Time
	Activity
	Resources

	Arrival –

5 mins
	Refreshments and welcome


	Tea and coffee provided
Laptop each



	5 mins
	Give the aims for the session

Explain help is available if learners are struggling.

Split the group if they would like to look at different things.  Putting those doing the same application on the same table
Allocate a BP volunteer to support a particular group


	BP volunteer


	60 mins
	If the group want to do the same thing, then work through the handout together, demonstrating each stage  first on the big screen, then allow earners to try it themselves.  Ask the BP volunteer to circulate and help when needed.
Alternatively allow each smaller group to work through a handout and give support when needed.

	Data projector and screen
Handouts for each application (based on what they asked for the week before)

	10 mins
	Look at some of the accessibility options available on the computer.
Demonstrate on the big screen.
	Data projector and screen.
Accessibility handout.
www.microsoft.com/enable
Ability Net also has lots of support and info.  www.abilitynet.org.uk


	10 mins
	Give information about other IT training courses available.
BP volunteer can give a plug for the Broadplace and facilities.

Ask learners to complete the questionnaire (this can be posted back if they prefer)


	IT training course details.
Evaluation questionnaire.
SAE




