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Describe, use, and evaluate an assessment activity (or activities) used to check on the learning of either individuals or a group of learners.

I have been teaching the Basic PC Awareness courses, which are a one-day course for NHS staff, working in Somerset. This course is not assessed as a ‘pass’ or ‘fail’ but is based on the competence of the student. This course is continuously assessed using formative assessment, with practical exercises and question and answer sessions. The purpose of this form of assessment is intended to ensure that the students have the knowledge and skill to competently:

· 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

The use of formative assessment is designed to check the progress of students and has the following benefits:

· Allows the trainer to check progress

· Demonstrates progression of the students and that the trainer is delivering the correct material

· The students are encouraged and motivated throughout the course

The practical exercises are designed to complement each topic. There are practical exercises for:

· Resizing, moving, minimising and maximising Windows

· Using the menu and toolbars

· Accessing a menu by using a right mouse click

· Creating a basic document in Word (typically advertising your house for sale)

· Using the calculator, clipboard, copy and paste, saving documents

· Using Paint, printing, switching between applications, closing applications and switching off PC

· Email – logging on and using passwords

· Email exercises, sending, reading, forwarding, dealing with attachments, using the address book

· Accessing the Internet, using hyperlinks, search engines and the use of favourites

During each practical exercise the trainer spends time with each student individually to ensure that any questions or difficulties are resolved and to provide additional tuition where necessary. At the end of the allotted time, the trainer also checks the completed practical exercise to ensure that learning has taken place and that it is appropriate to move on to the next topic.

This method of assessment provides the following to both the students and the trainer:

· Flexibility to the pace of the course

· Gives immediate feedback to both the trainer and the students

· Shows progress or the need for remedial action

· Motivates the students

· Allows the trainer to be supportive to the students

An initial assessment of the students was done before the course booking was made using a computer training needs questionnaire. The trainer or another member of the team contacts the students individually and carries out an assessment personally, or more usually, over the telephone. It has been discovered that if an individual completes the form themselves, using self assessment, they either overestimate or underestimate their knowledge and skills, either through over confidence or modesty.

The questions are fairly basic and cater for all levels of I.T. skills. For example some students may not have used a Windows based PC before, especially if they do not have one at home and use a ‘dumb terminal’ at work. For them, using a mouse is a new experience and time needs to be allocated for familiarisation. 

Through the initial assessment it is possible to ascertain any barriers to learning. One common barrier among NHS staff is techno-phobia and is not restricted to any particular work group. People falling into this category are offered a brief one-to-one session before the course to demonstrate the use of a PC and to build some confidence in the student.

Other barriers commonly found are a lack of resources where staff do not have the use of I.T. equipment to practice their skills and the language barrier where some people find it difficult to understand the jargon surrounding I.T.

Comment on how the information would be used to evaluate teaching.

The main method of assessment for the course is formative. This type of assessment provides valuable feedback to the trainer and allows the lesson plan and practical exercise to be adjusted as the course progresses. In the Basic PC Course, I discovered that while the students successfully carried out the practical exercises they soon forgot some of the more ‘advanced’ features of email. To help with this I produced a user guide, which is handed out at the end of the topic for each student to take back to the workplace.

Formative assessment provides strong information about which students are comfortable with the course and the practical exercises and which are having problems with either the course content or motivation.  This information is directly useful so that course timetable can be adjusted to focus on the topics and the students needing the most attention.

Information from assessment can be used in many other ways to inform and evaluate teaching approaches, and the course design.  For example, after studying the results of the practical exercises our training team is now considering rearranging the structure and order of the course to more evenly balance the practical exercises and change their nature to make them more work related rather than a general Word document.

Similarly, the quality and content of the assessed work can offer valuable information to improve the teaching of future courses. After running several of the Basic PC Awareness courses, I have noticed that many students struggle to start the Word exercise and I am proposing to create a template in Word and to save it on the training PCs for the students to use which will help them to gain a lot more from the exercise.

At six monthly intervals each trainer is observed by one of their colleagues to ensure that the course is run as laid out in the training notes and that it keeps to the lesson plan. This is a form of moderation, in which the content and quality of the course, and of the practical exercises is compared against the other trainers in the team. This is a valuable exercise as it can highlight inconsistencies in teaching between teachers and enables the sharing of best practice all of which helps to improve future courses.
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