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	Scheme of Work / Lesson Plan
February 2026 Term 


	Session Overview
This session supports Level 4 students in developing confidence with essential university digital tools. Students will practise navigating Moodle, communicating professionally via email and Microsoft Teams, and managing documents using OneDrive. 
	
Module:   L4 Essential Skills 


	Focus: Building confidence with core university digital tools
	Timing and duration: 2 hours





	Time
	Activity
	Notes for lecturer

	                         
                                   5 mins
	
                 Welcome & session aims

	· Welcome students 
· Outline session aims: 
– Navigate Moodle confidently 
– Communicate effectively via Teams and email 
– Use OneDrive like a professional 
– Create and edit documents online

	
                       
                     10  mins
		



	
Before we begin: Digital confidence discussion



	· Students discuss in pairs: 
– What digital tools have you used before? 
– What do you find confusing at university so far? 
– Have you ever missed something important online? 
·  Do not correct answers yet

	20 mins


	Activity 1: Making friends with Moodle
	· Students log into Moodle 
· Ask them to locate: 
– Their module page 
– An announcement 
– An assignment submission area 
– A deadline 
– Where feedback appears 
· Circulate and support

	5 mins 
	Moodle checklist & reflection
	Ask:
· Did you find your assessments?
· Do you know your deadlines?
·   Were there any challenges?


	15 mins
	Activity 2: Email communication
		· 


· 
· Show Email A and Email B 
·  Students identify differences 
· Discuss: 
– Tone 
– Clarity 
– Professional structure 
Reinforce subject lines and polite closings

	10 mins
	Activity 2 (Part 2): Writing a professional email
	· Students draft an email responding to a scenario
· Exchange in pairs and give brief feedback

	15 mins
	Activity 3: Using Teams appropriately
	· Scenario discussion 
· When to use Teams vs email 
·  How tone changes depending on audience
· Model a clear message on screen

	10 mins
	Activity 4: Accessing OneDrive
	· Step-by-step: 
– Log in 
– Locate OneDrive 
– Confirm access

	10 mins
	Activity 4 (Part 2): Folder structure & file naming
	· Create folder “L4 Essential Skills” 
·  Create subfolders 
· Demonstrate good vs poor file names

	10 mins
	Activity 5: Uploading, editing & version history
	· Upload document 
·  Rename file 
· Open in Word online 
·  Demonstrate version history

	5 mins
	Development Diary
	· Students record: 
– Skills practised 
– One challenge 
– One improvement action

	5 mins
	Key reminders & reflection
	· Digital tools support your learning 
· Organisation saves time 
·  Clear communication prevents issues 
·  Ask for help early
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