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Curriculum Design Within the Specific Subject Area

I currently teach the Basic PC Awareness course and Cognos business information software courses. The courses are taught to NHS staff on NHS premises.

The syllabus for the Basic PC Awareness course is set from guidelines produced by the NHS Information Authority (http://www.nhsia.nhs.uk/nhid/pages/default.asp). The course material was written by a team of trainers who arranged the topics in a logical sequence. This was achieved by writing down all the topics and subtopics onto cards, which were then shuffled and re-arranged until the trainers were happy with the topic progression. The duration of each topic was balanced to ensure a mix of visual, auditory and practical learning. The topics were then balanced again to ensure that the course could fit into the six hours teaching time allowed.

The course provides a practical introduction to the use of a personal computer and the basic features of Windows upon which all NHS applications will be based. The main requirement of the course is to ensure that staff with little or no IT skills are able to use Windows based applications, use the email software and use a web browser. The need for this training is to ensure that staff can use the email system and to prepare them for the introduction of Windows based electronic patient records.

The lesson plan is adapted for depending on the learners needs. For example we teach the GroupWise email software for hospital staff and the Outlook email software for GP practice staff.

The format of the course is to talk about a subject, demonstrate how to use it and then the learners do a practical exercise. This is reflected in the lesson plan, which includes a lot of practical exercises as staff do not have time to ‘practise’ at work so we have to ensure that when they return to the workplace they are confident users of the email and Windows software. 

Prepare a course outline for 20 hours of teaching

I have prepared a scheme of work (see appendix 1) and accompanying lesson plans (see separate sheets) covering the recommended 20 hours of teaching.  

Course Outline / Training Schedule

	Date
	Topic
	Duration (hours)

	25/09/03
	Basic PC Skills – GroupWise
	6.0

	30/09/03
	Cognos Metrics Manager – introductory course
	3.5

	13/11/03
	Basic PC Skills – GroupWise
	6.0

	26/11/03
	Basic PC Skills – Outlook
	6.0

	
	
	21.5


The courses are either one day or half day in duration with a different group of students on each occasion. 

I have attached an individual learning programme for one of my students, a project facilitator from Taunton & Somerset Hospital. She had good PC skills, including use of the mouse, Windows and using the Internet. The student was having difficulty using the GroupWise email software. It was inappropriate for her to attend the whole one-day course as the email topic is after lunch and lasts for one and a half hours. I prepared a separate scheme of work (see appendix 2) for this student, where she attended the afternoon session and I gave her additional practical exercises covering the topic in greater depth to the other students.

	Date
	Duration (hours)
	Topic
	Objectives
	Handouts
	Assessment / Tasks

	25/09/03
	6.5
	Basic PC Skills – GroupWise
	By the end of the session the learners will be able to:

· Switch a PC on and off

· log on and off

· use a mouse and keyboard

· understand the concepts of Windows 

· open and use a number of applications and switch between them

· read and send e-mails 

· search and locate specific information on the Internet

· conform with NHS Informatics policies and procedures


	Introduction to Windows

GroupWise

Internet Explorer
	Use practical tasks to learn to:

· Create basic Word document

· Use calculator and clipboard

· Create object using Paint

· Send and receive email messages

· Locate specific information on the internet

	30/09/03
	3.5
	Cognos Metrics Manager – introductory course
	By the end of the session the learners will be able to:

Use Cognos Metric Manager to monitor, analyse, report and act on performance information through the management, presentation and delivery of key metrics. 

Understand and use the Cognos Metrics Manager architecture, interface and how to manage scorecards in your NHS Trust.
	Metrics Manager User Guide
	Navigate Metrics Manager

Use practice tasks to learn to:

· Set preferences

· Filter information

· Group results

· View scorecards

· View metric types and details

· View metric history and reports

· Create actions for metrics




	Date
	Duration (hours)
	Topic
	Objectives
	Handouts
	Assessment / Tasks

	13/11/03
	6.5
	Basic PC Skills – GroupWise
	By the end of the session the learners will be able to:

· Switch a PC on and off

· log on and off

· use a mouse and keyboard

· understand the concepts of Windows 

· open and use a number of applications and switch between them

· read and send e-mails 

· search and locate specific information on the Internet

· conform with NHS Informatics policies and procedures


	Introduction to Windows

GroupWise

Internet Explorer
	Use practical tasks to learn to:

· Create basic Word document

· Use calculator and clipboard

· Create object using Paint

· Send and receive email messages

· Locate specific information on the internet

	26/11/03
	6.5
	Basic PC Skills – Outlook
	By the end of the session the learners will be able to:

· Switch a PC on and off

· log on and off

· use a mouse and keyboard

· understand the concepts of Windows 

· open and use a number of applications and switch between them

· read and send e-mails 

· search and locate specific information on the Internet

· conform with NHS Informatics policies and procedures


	Introduction to Windows

Outlook user guide

Internet Explorer user guide
	Use practical tasks to learn to:

· Create basic Word document

· Use calculator and clipboard

· Create object using Paint

· Send and receive email messages

· Locate specific information on the internet


	Date
	Duration (hours)
	Topic
	Objectives
	Handouts
	Assessment / Tasks

	25/09/03
	2
	Basic PC Skills – GroupWise Email only
	By the end of the session the learner will be able to:

· conform with NHS Informatics policies and procedures

· read and send e-mails 

· use attached files

· use folders

· use the address book

· apply rules to messages


	GroupWise


	Use practical tasks to learn to:

· Create basic Word document

· Send and receive email messages

· Open and attached file

· Saving an attached file

· Create a folder

· Moving a message to a folder

· Addressing messages

· Use a personal address book

· Add an automatic signature

· Set-up automatic replies

· Track email messages 
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