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[bookmark: _wl8ypsc7z2yy]Summary of Four-Week Digital Skills Programme
The module of four weeks is meant to instil the adequate digital and academic skills necessary to enable those students capable of operate in an online learning room. The weekly topics build on the others and take the students who have already passed through the digital induction process to an independent yet technology-focused learning process.
[bookmark: _ixej224bavmr]Week 1: Induction and Digital Onboarding
The first week presents the students with the basic learning platforms and tools they will use during the course. Students are given access to Moodle, Turnitin, and a module handbook that spells out the assignment details and expectations. They also fill in the JISC Discovery Tool to test digital competence, post the self-assessment to the Moodle, and learn about Office 365 and institutional-level digital connectedness provision. This step is aimed at making sure that all the students are able to operate in the virtual learning environment without fear and to pinpoint their specific points of improvement.
[bookmark: _umche91zp3zw]Week 2: Organisation and Task Management
The second week is focused on productivity and digital organisation. Students learn to organise communication and schedule using Microsoft Outlook, training to take care of email etiquette, inbox, and calendar. Applications like Microsoft Planner and Trello are presented to make a task list and project tracking. Students subsequently key all of the assignment and deadline details into their Outlook calendar and develop a pattern to be highly time-conscious, with the ability to prioritise and hold themselves accountable. This is a week that sets the groundwork for systematic academic activity.
[bookmark: _p4dt8dnuw3oi]Week 3: Artificial Intelligence and Digital Ethics
Week three examines the fast-changing role of artificial intelligence in education. Students are presented with such AI tools as ChatGPT and Microsoft Copilot and discuss the ways these technologies can help in research and learning. It revolves around responsible and ethical usage- it is essential to realise the contributions of AI, remember not to plagiarise as well and uphold academic integrity. It is also a week that enhances the understanding of data protection by GDPR and general cybersecurity knowledge to build awareness of safer internet habits.
[bookmark: _za5tq2p1ncr7]Week 4: Microsoft Office 365 and Word Skills
Last week brought about integration through work. Office 365 is installed on Hwb, and through it, students perform basic Word-processing skills like document formatting, use of headings, tables of contents and media embedding. OneDrive emphasises collaboration with Microsoft Teams and Copilot, which implies teamwork and sharing files in the cloud. In conclusion, students write a reflective essay (500 words) about their experience of developing digital skills along with them and submit it through Turnitin. This reflection allows one to self-assess and show improvement throughout the module.
[bookmark: _jtjwkehorcaf]Overall Reflection
In four designed weeks, the programme becomes increasingly effective in developing digital literacy, organisational capability, and ethical awareness of students. It allows combining the practical use of tools with reflection and responsibility in a way that allows learners to possess transferable digital competencies as the key to academic and professional success in a technological world.




