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RECOGNISING ACHIEVEMENT



Make the Most of the Internet
	For more information, contact:

Havercroft and Ryhill Community Learning Centre, Mulberry Place, Ryhill, Wakefield

WF4 2BD

Tel 01226 727824

e-mail info@havercroftcentre.com
www.havercroftcentre.com


	Specific Class details

Wednesday 1 – 3 .30 p.m. starting September 2009 and June 2010
	

	Who is this course for?

	· People who want to learn how to use their computers to take advantage of all the opportunities offered by the Internet and email.

· People who want to use a computer to keep in touch with relatives and friends all over the world cheaply and instantly using messaging, forums, blogs and social networking sites.

· People who want to take advantage of the “electronic” revolution to buy anything online from their weekly shopping to their annual holiday.

· People who want to bank online, buy competitive insurance online, use online health and public services, and all from the comfort of their homes.

· People who want to “surf the web” safely and securely just to find that bit of information that they really need.

	What will I learn?

	Internet basics

Search for information and find websites, learn about using search results, navigate around websites, create folders of shortcuts to your favourite websites, join our Virtual Learning Environment, save web pages, print web pages, save text and images from web pages to use elsewhere.

Download files, organise your computer and upload files

Manage files on your computer so that you can find the things you want to keep and use again.  This might be things you have created and want to share with others using email or social networking websites (e.g. digital photos), or things you have downloaded from the Internet for later use. 

Make the most of email

Sign up for a web-based email account that you can use from any computer connected to the Internet.  Organise your mail so that you can find the things you want.  Keep a contacts list and email all your friends easily with a distribution list.  Send pictures and documents with your emails and save the documents and pictures that others send you.  Deal with Spam and junk mail and learn how to avoid getting it. 

Shop online

Register with secure shopping sites to buy anything from your weekly shopping to your annual holiday, insurance quotes, theatre tickets, a new computer or even a new house.  Use your credit card safely and securely and learn about your rights as an online consumer.

Information online

Search for and find the nugget of information on the Internet that you need.  Explore the sites on Government, Local Government, jobs, hobbies, local attractions, holiday destinations, travel information, route finding, special interest sites, auction sites, recycling sites, money-saving sites. 

Get interactive

Learn about and join social networking sites like Facebook, Bebo, Fickr to share your thoughts, music and pictures with like-minded people.  Join forums, chat rooms, and talk to others with instant messaging, but learn how to do it safely and securely.

Be safe and be secure

Protect yourself and your computer by learning about the threats from identity thieves, hackers and viruses and how to protect yourself from them by taking a few simple precautions and by using firewalls and anti-virus software.

	How will I learn?

	Tutor-guided hands-on use of a computer connected to the Internet in a classroom setting.

	How long is the course?

	Make the Most of the Internet is a 20-hour course.

	How much does it cost? 

	Please contact your centre for course fees.  Fees include all course materials.

Courses are free if you claim certain benefits.

	Are there any entry requirements?

	You will have an IT skill level equivalent to that gained from the OCR Entry Level Certificate for IT Users. You may have successfully completed our Next Steps in IT course. You may have gained your IT skills informally by regularly using a public access PC or a PC at home or work. 

To be successful on Make the Most of the Internet you should have the following IT skills, abilities and experience.

· Competent mouse skills: e.g. you should be able to point, left-click, right-click and double-click, and use the mouse appropriately to select, set a text insertion point, display a short-cut menu and open a folder, file or programme

· Competent keyboard skills: e.g. you should be able to use appropriately the shift, tab, Caps Lock, Num Lock, Enter, Delete, backspace, and navigation keys as well as the alphanumeric, punctuation and symbol keys

· Some experience of how to launch, close and use at least 3 software applications, e.g. a word processor, a web browser and a spreadsheet 

· Be able to create and save new documents and to find, edit and save existing documents

· Be able to enter and edit case-sensitive text and numbers accurately in documents and input boxes, e.g. usernames, passwords, URLs, key-word searches, email addresses, folder-names and filenames

· Be able to use the common controls found, for example, on dialogue boxes; e.g. command buttons, drop-down lists, list boxes, check boxes, option buttons, spin buttons and text boxes

· You would benefit from having had some experience of using email



	What happens in the first class?

	The first class will include enrolment information and advice based on your existing IT skills, together with an induction to your learning centre and course.

	Is there a need for additional work outside the class?

	You will need to practise your IT skills between classes.  You can practise on your own PC if you have one, or on a public access PC at any Library in the District.

	How is learning assessed?

	There is no formal assessment – your tutor will assess your skills and give you feedback throughout the course.

	What extra help is available?

	Support with English and Maths is available through our network of literacy and numeracy workshops, along with general study skills support through our Study Skills Workshops. If you feel you may need extra help because you are disabled or have a learning disability, please discuss this with the centre organiser before the start of the course; more information is available in our disability statement.

	Recognising and Recording Progress and Achievement (RARPA)

	All ACES programmes work to the RARPA quality standard. This means that your tutor will: (1) set clear programme aims; (2) find out what you already know and what you want to achieve; (3) work with you to agree learning outcomes for you; (4) assess your progress during the course and give you feedback on this; (5) assess your achievement with you at the end of the course. Your tutor will explain this more fully during the course.

	Additional Information

	You are expected to attend a minimum of 80% of classes.

	Where next?

	Now that you are confidently using a computer to interact with the Internet, learn more about what you can do with your computer by having a go at our New CLAIT course.  A CLAIT course will consolidate the skills you have already learned and introduce you to new computer skills using programmes that have many uses around the home and in the office.

CLAIT courses have long been nationally recognised benchmark IT User qualifications that can also help you gain employment where Level 1 IT skills are an essential part of the job.

Alternatively, have a go at one of our digital imaging courses, An Introduction To Digital Cameras, First Steps With Photoshop or Next Steps With Photoshop and learn how to take and edit photographs to make the best of them.

To broaden your business skills we offer a range of taught business courses from Oxford Cambridge and RSA Examinations (OCR) such as the Level 1 Certificate in Administration, Diplomas in Bookkeeping and Accounting with Sage software, and Certificates or Diplomas in Text Processing using Microsoft Word.

We also offer National Vocational Qualifications (NVQs) in Business and Administration and Customer Service from City & Guilds, and Team Leading from the Institute of Leadership. For
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  further advice, ask your tutor or the centre staff where you are studying.

	We are committed to ensuring that all members of the community have equal access to our programmes and an equal chance to succeed within them. 

The Adult and Community Education Service reserves the right to close or cancel courses at their discretion, owing to for example, unavailability of tutors, facilities, or insufficient enrolment. If an entire course is cancelled, your fee will be refunded in full unless we can offer you a reasonable alternative.
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