Getting on at Work

Writing at Work

Unit title: Using ICT to support
writing



Unit summary

ﬂaarning outcomes \

By the end of this unit learners will be able to:

Define ICT in their own words

Recognise the role of ICT in the workplace
Understand the value of ICT for writing in
the workplace

Identify some of the challenges of using
ICT for writing

Use appropriate ICT equipment and

K software to write for a specific purpose /

Work place context

ICT has become increasingly important in the
workplace and the ability to use technology
has become an essential and much required
skill. The purpose of this unit is to identify how
writing is supported in the workplace through
ICT and to select and use appropriate
applications to word process information.

\_ /

/Underpinning skills and knowledge \

Activities in this unit will contribute to the development of the following skills:
Participating in discussion
Understanding the language and terminology associated with ICT
Planning a document to meet a specified requirement
Entering text accurately and checking for errors

kLearners will also be asked to draw upon their own experiences in the workplace. /

Getting on at Work



Unit summary

ﬁearning activities \

What is ICT?

ICT at work and how it supports writing
Word processing

Reflect on own learning

Level 2 Assignment

bR

2 [

WAWS5.1 ICT glossary

WAWS.2 ICT at work

WAWS.3 ICT for writing

WAWS5.4 Word processing checklist

WAWS Level 2 Assignment

Learning Log

A wide range of ITC devices and equipment from the workplace and from
everyday settings

Resources \

\_ /

/Accreditati on

Course activities in this unit can provide Level 1 learners with evidence for GoaW Writing
at Work, Unit 5: Using ICT to support writing. Entry Level learners will require support to
achieve the unit and there are suggestions for support included in the teacher notes. A
Level 2 assignment is included for more confident learners.

Encourage all learners to use the Learning Log to reflect on and record their learning.

\_

~

/
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ACTIVITY 1: What is ICT?

Aims:

To define what is meant by ICT.
To identify some ICT applications.

Activity:

Teachers will need to gather a wide range of ICT devices and equipment from the workplace
and also from everyday settings. These may include: computer, laptop, mobile phones, PDAs,
radios, handheld terminals, code scanners, MP3 devices, GPS equipment.

Ask learners to explore the devices brought in and name those that they can. Allow time
if possible for learners to ‘play’ with devices and talk about their uses.
Ask learners to give a collective name to all the devices.

o What do we call these things?

o0 Are they all computers?

o What do we use them for?

o What do they have in common?
Write ICT on the flip chart and suggest that this is a term that may describe all the
devices brought in.

0 What does ICT stand for?

o Does it describe all these?
Focus particularly on the words: Information, Communication and Technology. ICT
should do all these things. In pairs, ask learners to come up with a definition of what is
meant by ICT and agree this as a group.
Write the definition at the top of Resource WAWS5.1 ICT glossary and explain that this
sheet will be used to define and explain specialist words and terminology.
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ACTIVITY 1: What is ICT?

Teacher notes

Ensure that the following points are covered during the activity:

ICT is not just about computers. It is broader than this.
ICT can be defined as: ‘A range of technologies used for gathering, storing,
analysing, retrieving and communicating information.’

SfL/Entry L evel support

Learners who have difficulty defining ICT may benefit from jotting down single words
that they feel definitely describe what ICT is. This can be done on sticky notes
before trying to organise them into a coherent sentence.

Support learners with spelling by writing up key words on the flip chart as they arise,
or ensure that there is always a ‘word sheet’ pinned up so that words can be added

throughout the session.

Suggestions for extension activities

Learners may also want to search for other definitions of ICT using the internet.
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Literacy, Language and Numeracy

There are opportunities to support and develop the following skills during Activity 1:

Core Curriculum

Ref Descriptor Functional Skills
Recognise and understand relevant Entry Level Reading
Rw/E3.1 specialist key words
Rw/E3.3 Use a dictionary to find the meaning of Entry Level Reading
unfamiliar words
SLA/E3.1 Follow and understand the main points of Entry Level Speaking and
' discussions on different topics Listening
Follow and contribute to discussions on a Level 1 Speaking and Listening
SLd/L1.1 range of straightforward topics

Notes

Many of the activities require learners to listen, discuss and feedback information. These
activities provide opportunities to develop speaking and listening skills.
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ACTIVITY 2: ICT at work and how it supports writing
Aims:

To recognise the role of ICT in the workplace and writing in particular.

Activity:

Refer back to the items and devices explored in Activity 1.

o0 Which of these are used in the workplace?

o Which are mainly for pleasure?

o Which can be used for both?
Using Resource WAWS5.2 ICT at work , ask learners to list all the ICT applications and
technologies they can think of.
In pairs, go through these and mark all the ICT applications and technologies that are
used in own workplace and then mark and note those that support writing in particular.
Ask learners to think back to the previous century when electronic technology was less
advanced and less readily available:

o How did we write letters and communicate with each other at work?

o How did we keep records of stock, customers, orders, etc.?

o How did we make orders and manage dispatch?
Use examples that are familiar to the group and the workplace setting to stimulate
thoughts about attitudes to ICT and how it has changed the workplace.
Divide the group into those for and those against and ask them to prepare for a debate
about the use of ICT at work, based on the proposal that ‘ICT creates more problems at
work than it solves’.
Explain the way a debate is conducted with key speakers and identify those who would
like to speak for the team. Give a time limit for presentations.
Each group should use their own experience to come up with an argument (learners
may be able to go away and talk to work colleagues for examples to support their
argument). Point out that the main purpose of the debate is to raise awareness of the
issues and to put forward a constructive argument.
Lead the debate and list all the issues (for and against) that are raised. After the
proposals, learners can be invited to ask questions and to contribute their own point of
view. At the end, ask learners to vote on whether ICT is a help or a hindrance at work.
Following the debate and using Resource WAWS.3 ICT for writing , ask learners to
select two technologies that support writing and, in pairs, to think of the advantages
these offer users over writing things out by hand — the debate should help with this task.
Discuss findings as a group and ask them to describe specific activities that use ICT,
particularly for writing — whether it is chunks of writing at a time or inputting single pieces
of data.
List all the advantages of using ICT for writing in the workplace on the flip chart.
Ask if anyone came up with some disadvantages of using technology for writing.
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ACTIVITY 2: ICT at work and how it supports writing

Teacher notes

Ensure that the following points are covered during the activi ty:

Some ICT applications are very specialised and specific to one job or activity. Others
are used universally, such as computers, and adapted to suit different tasks.
Computer and digital technology is at the heart of ICT.

ICT has made radical changes to our working practices.

There are both benefits and challenges in dealing with ICT in the workplace.

Benefits may include: greater speed and efficiency, ability to deal with larger

volumes of data and information, greater automation, greater accuracy, greater

flexibility, better customer service.

Challenges may include: skills of the users, cost, dealing with faults or system

failures, automation has led to smaller workforce, still susceptible to human error,

poorer customer service.

The benefits and challenges are often two sides of the same issue. For those using

ICT for writing, support is given in some of these ways:

0 Writing is stored easily and retrieved for editing/further work, rather than lost
under a pile of papers!
o Things can be written and rewritten as many times as is needed.

Spelling and grammar can be checked.

Handwriting problems are eliminated, and it supports physical disabilities

affecting fine motor control and visual impairment.

Software is available that supports planning, e.g. Inspiration, MindManager.

Audio support is available from software that reads text aloud, e.g. TextHelp.

Access to an online diary to aid organisation/planning of writing schedule.

Personal organisers that allow writing on-screen with a stylus.

USB memory sticks allow writing to be transferred to other machines with

ease.

Calculations are automatically done in spreadsheets.

o Writing can be moved and cut/pasted into other documents or within same
document, saving a lot of time and energy.

o Writing ‘frames’, i.e. preset formats such as CVs, letter layouts, timesheets,
order forms, invoices, emails, etc., are readily available - some can ‘grow’ to
accommodate the amount of information.

0 There is easy access to information to inform content, e.g. internet.

o O

© O O0OO0Oo

(@)

The challenges are generally few — the greatest being unfamiliarity/fear of technology.
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ACTIVITY 2: ICT at work and how it supports writing

Teacher notes (continued)

SfL/Entry Level support

Make suggestions where learners are unable to relate ICT to their own job role.
There are few job roles that do not involve interacting with ICT at some point.

Direct questioning may help some learners to contribute their own experiences
rather than giving extended explanations.

Learners may lack confidence in speaking to the group or contributing to the debate.
When chairing the debate, ensure that everyone is involved and that turn-taking
rights are respected.

Writing for some is an emotive subject — some may want to keep quiet about
shortcomings, so talking in the ‘third person’ through the debate may help them to
open up.

Suggestions for extension activities

If possible, a tour of the workplace to list uses of ICT would be useful and allow
learners to see the full scope of applications used.

Use a digital camera to record ICT as they come across it in the workplace.

As part of the preparation for the debate, some learners may be able to carry out a
little mini-survey of the workplace and present their findings to support the argument
for or against.

Notes
The degree of formality and structure that is applied to the debating activity must be decided in

advance and clearly outlined.
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Literacy, Language and Numeracy

There are opportunities to support and develop the following skills during Activity 2:

Core Curriculum

Ref Descriptor Functional Skills
Listen for and identify relevant information Entry Level Speaking and
SLIr/E3.3 and new information from discussions, ) :
. . Listening
explanations and presentations
SLA/E3.1 Follow and understand the main points of Entry Level Speaking and
' discussions on different topics Listening
Use format and structure for different Level 1 Writing
Wt/L1.5 purposes
Follow and contribute to discussions on a Level 1 Speaking and Listening
SLd/L1.1 range of straightforward topics

Notes

Many of the activities require learners to listen, discuss and feedback information. These
activities provide opportunities to develop speaking and listening skills.
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ACTIVITY 3: Word processing

Aims:

To produce some writing using word processing software.
To use correct procedures to start up and shut down a system.

Activity:

Introduce the task. Ask learners to think back to the debate in Activity 2 and using the
points raised, together with the notes made in their groups and on the flip chart, plan the
task of writing up an account of the use of ICT in the workplace and the overall benefits,
particularly for writing.

Teach all learners the correct way to start up and shut down the systems that are
available to them. This may include log in procedures, security codes and also switching
off from mains at the end of the session. This procedure should be practised each time
the systems are used.

Discuss the health and safety aspects of using a computer.

Support learners to complete tasks and respond to individual needs as they occur.
Learners can use the checklist Resource WAW5.4 Word processing checklist  to
ensure that all criteria are covered.

Learners who need additional support with ICT skills can also go to a number of
websites for tutorials: http://www.teach-ict.net/videohome.htm and also BBC Raw
http://www.bbc.co.uk/raw/

Allow plenty of time for practice.

Ensure that learners save and store files — unedited and edited ones - correctly, so they
can be retrieved and opened easily next time.

Ask for hard copies of unedited and edited accounts.
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ACTIVITY 3: Word processing

Teacher notes

Ensure that the following points are covered during the activi ty:

Different tasks require different approaches. When planning a word processing
activity, make sure you think about whom it is for and why it is being written, e.g. a
list of instructions should be simple and straightforward to read. A poster must be
eye catching. A report must be logical and include detail. A formal letter is written in
a specific format and style.

Because the task invites opinions, it may be helpful to suggest the use of bullet
points — for and against; advantages/disadvantages - at appropriate times within the
writing.

Some tasks require the use of other ICT applications to incorporate pictures
(images), tables or graphs.

It is important to understand and follow start up/shut down procedures and also to
follow Health and Safety guidelines.

SfL/Entry L evel support

Learners may need support to plan the content for this activity.
Choosing appropriate format and style may be an issue for some learners. Use
templates that are available in commonly used word processing packages to support
this or spend time discussing format with learners.
Checking and proofing work will be a challenge for many learners. Teach strategies
for doing this and also direct learners towards the help that is available on
computers, such as spellcheckers and grammar checkers.
Where spelling is a problem, learners may need additional support from a SfL tutor.
Encourage all learners to keep a personal glossary.
Ask individuals if the computer screen and font size are comfortable to look at and
read — any suggestion that glare or a visual difficulty is an issue then help them
change the background colour and/or size of text. In Windows:

o Go to ‘My computer’ and select ‘Control Panel'.
Double click ‘Accessibility Options’.
Click on the ‘Display’ tab.
Choose ‘Settings’ and then select preferred colour for background.
Make sure that the ‘Use High Contrast’ tick box is ticked to apply chosen
colour scheme.

© O OO

Getting on at Work



ACTIVITY 3: Word processing

Teacher notes (continued)

Suggestions for extension activities

Learners may use this opportunity to write a set of instructions about starting up and
shutting down computer systems.

Alternatively, learners could create a Health and Safety poster about using
computers to include the following key points:

0 Use of electricity in general

Wires and tripping hazards

Posture and seat height

Eye strain — taking breaks, lighting

Keeping work station clear

O O O O

Notes

Whilst there are widely used software applications that are well-known and used extensively in
the UK, individuals and businesses may have specialised software that employees are familiar
with. There is no requirement for learners to use any particular brand or type of software,
provided it is appropriate to the task identified.

This part of the unit is not intended to teach word processing from scratch, but it will reinforce
and develop existing skills through the activity, discussions and any extension task learners
undertake. It is expected, however, that learners will have different experiences and levels of
competence and will need to be supported with direct teaching to fill in the gaps.
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Literacy, Language and Numeracy

There are opportunities to support and develop the following skills during Activity 3:

Core Curriculum

Ref Descriptor Functional Skills
WUE3.1 Plan and draft writing Entry Level Writing
WUVES3.2 Organise writing into short paragraphs Entry Level Writing
WUE3.4 Proofread and correct writing for grammar Entry Level Writing

and writing
Ws/E3.1 Write in complete sentences Entry Level Writing
WSs/E3.2 Use correct basic grammar Entry Level Writing
WSs/E3.4 Use punctuation correctly Entry Level Writing

Plan and draft writing Level 1 Writing
Wt/L1.1

Use format and structure for different Level 1 Writing
Wt/L1.5 purposes

Interact with and use ICT systems Level 1 ICT
uS/1 independently

Enter, organise, develop, format and bring Level 1 ICT
DI/6 together information to suit purpose

Present information in ways that are fit for Level 1 ICT
PI/7 purpose and audience

Judge how much to write and the level of Level 1 Writing
WU/L1.2 detail to include

Use language suitable for purpose and Level 1 Writing
Wt/L1.4 audience
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ACTIVITY 4. Reflect on own learning

Aims:

To summarise the main points from the unit.

Activity:

Recap on the findings and main points from the unit.

Ensure that learners are clear about the definition and description of ICT and can apply
this knowledge to workplace settings.

Reflect on the debate and consequent discussions and ask learners to record their
thought in the Learning Log with the emphasis on writing in the workplace.

Check understanding of any terminology or difficult language and make sure these are
entered into the ICT glossary.
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ACTIVITY 4. Reflect on own learning

Teacher notes

Ensure that the following points are covered during the activi ty:

ICT describes technology that can be used to process and communicate
information.

There is a vast range of applications and technologies currently being used both at
home and at work.

These technologies are generally beneficial but also bring some challenges.
Learners will need to practise the skills they have learned in their own time.
Emphasise the fact that problem solving and exploring on the computer is a very
positive and effective way to gain confidence with ICT.

SfL/Entry L evel support
Learners may require support to complete both the Learning Log and the glossary.

Support them with spelling strategies.
Where appropriate, signpost learners to Skills for Life provision or to learndirect.

Suggestions for extension activities

Level 2 learners will be expected to complete the Level 2 Assignment .
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Resource WAWS.1 ICT glossary

ICT stands for Information and Communication Technologies

Definition of ICT:

Glossary of words for ICT
y Make sure the spelling is correct.

Write the definition in words that you
understand.
Give examples if that helps.

Write down any words that you want to
remember in the table below.

Word Definition

Internet The connection of computers across the world which allows information
to be shared. The best known part of the internet is the World Wide
Web (www).

Intranet A computer network which operates inside an organisation and is only

available to employees or members. Similar to the internet, which
operates outside and is available to all.
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Resource WAWS.1 ICT glossary (continued)

Glossary of words for ICT

Write down any words that you want to remember

in the table below.

Word

Definition

Getting on at Work
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Resource WAWS5.2 ICT at work

1. List all the ICT applications and technologies you can think of.
2. In column 2, mark all those technologies which are used in own workplace.
3. In column 3, mark the technologies that use writing in your own workplace.

ICT applications and technologies

Dwn
workplace

Support writing?
How?

mobile phone

text messages
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Resource WAWS.3 ICT for writing

Take two examples from Resource WAWS5.2 ICT at work of Information and Communication
Technology used in the workplace to support writing. Describe each one, where it is used, and
the advantages and challenges of using the particular technology for writing.

KExampIe 1: \
\

/Description and where it used:

/Advant ages of using this technology for writing : \

Are there any challenges using this technology for writing?

N /

Advantages of using this technology for writing:

Are there any challenges using this technology for writing?

N
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Resource WAWS5.4 Word processing checklist

Tick off the skills you use to complete the
task

Switch on computer using correct procedures

Load a word processing program

Open a new file or blank page

Use the keyboard to enter text correctly

Use icons and menus to find your way around

Check through the text

Look for typing errors

Look for spelling, punctuation and grammar
errors

Correct any errors

Amend or delete text where necessary

Save the document in the correct place

Print the document

Close the application and shut down the system
correctly

Use safe working practices throughout

You may also have used the
following skills

Changed the format

Changed the font size, style and
colour

Added a picture to your document

Added a table or chart to your
document

Asked for help if something went
wrong

Sorted out problems
independently

Getting on at Work
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WAWS Level 2 Assignment

In this task, you are going to write a report about the use of ICT in the workplace. You will
research the applications used in your workplace and create a report to explain and support
their use.

Report on ICT
Part 1

Research and collect key information and make notes for use in your report. Here are some
points to consider:

What ICT applications
Who uses ICT in the are regularly used?

workplace and for what
purposes? ﬁ i

% Are these applications

user-friendly?

What is the value of ICT
in the workplace?

Part 2

Use ICT to create a detailed and effective report that reflects its use as a writing tool in the
workplace.

For example:

bold , underlining, italics, colour, clip-art or electronically recorded pictures, auto shapes, text
boxes, bullets, numbered points, spell-check and grammar.
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Literacy, Language and Numeracy

There are opportunities to support and develop the following skills during the Level 2

Assignment:

Core Curriculum

Ref Descriptor Functional Skills
Rt/L2.7 Use different reading strategies to find and ,
obtain information ’ X Level 2 Reading
Wt/L2.2 Judge how much to write and the level of Level 2 Writing
detail to include
Wt/L2.4 Use format and structure to organise writing | Level 2 Writing
for different purposes
Dl/6 Develop, present and communicate Level 2 ICT

information
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Think about what you have done today.
What are the most important things you
have found out — the positive outcomes?
What difference can these positive
outcomes make to you?

What would you like to find out more

Learning Log

about?
Name: Use the answers to these questions to
ame: k/ complete the Learning Log below.
Date:
Unit title:
Positive outcomes from the Applying these positive outcomes in the future:
training:

In the future | would like to find out more about:

Notes
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Links to other resources

Skill for Life | http://www.gca.org.uk/gca 4561.aspx
ICT
Curriculum
ICT http://www.tda.gov.uk/skillstests/ict/glossary.aspx
glossary
http://www.teach-ict.com/glossary/A.htm
http://www.ict4lt.org/en/en glossary.htm
Using http://www.bbc.co.uk/raw/computers/
computers
http://www.bbc.co.uk/computertutor/computertutorone/index.shtmi
Word http://www.bbc.co.uk/schools/gcsebitesize/ict/software/Owordprocessinganddtpre
processing | vl.shtml

http://lwww.teach-ict.com/software tasks/wordprocessing/wptasks.html
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