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The Adult Microsoft Skills Program will run weekly at the local town hall, providing comprehensive training in essential office applications. During each three-hour evening session (5:30-8:30 PM) on Wednesdays, adult learners aged 18 and above will develop practical skills in Microsoft's core software suite (Thompson, 2024). The course operates with a minimum of 8 and maximum of 16 participants to ensure personalized attention, with enrolment fees of £275 covering all materials. Starting February 5th 2025, the seven-week course creates an accessible learning pathway for those balancing work commitments with professional development.
Each session focuses on specific Microsoft applications crucial for modern workplace success and personal growth, empowering learners to develop not only technical proficiency but also enhanced self-confidence and problem-solving abilities through mastery of digital tools (Wilson, 2024). Participants learn document creation and formatting in Word, presentation design in PowerPoint, data analysis in Excel, and digital collaboration through Teams. According to Brown (2024), these skills represent the most requested digital competencies across professional sectors, making them valuable for career advancement and workplace efficiency. While no prior experience is required, basic computer literacy is recommended.
The program combines theoretical understanding with extensive hands-on practice, accommodating learners of varying skill levels. Sessions take place at the town hall, personal laptops will be required. Free parking is available on-site. The facility offers step-free access those requiring additional support, there is also tea and coffee making facilities for when comfort breaks are required. This practical, skills-focused approach enables immediate application of learning to real-world situations, while the evening schedule makes the course accessible to working professionals (Davis and Smith, 2023).


[bookmark: _Toc187433029]Rationale
The Microsoft Skills Program addresses a critical need in today's digitally driven workplace environment, where proficiency in Microsoft Office applications has become essential for career advancement and workplace effectiveness (Thompson 2024). The curriculum strategically bridges the digital skills gap that many working adults face while accommodating their professional commitments through flexible scheduling and accessible learning pathways. Recent labour market analyses indicate a persistent and growing demand for Microsoft Office skills across all sectors, with these digital competencies representing the most requested technical skills by employers, appearing in over 78% of job listings across administrative, management, and professional roles (Brown 2024). The program's design acknowledges the unique challenges faced by adult learners. This structure is grounded in adult learning theory and practical skill development, incorporating hands-on practice sessions and real-world scenario-based learning (Davis & Smith 2023). Weekly three-hour sessions maximize learning retention while minimizing disruption to work schedules, with additional flexible support options available through virtual channels. The investment of £275 per participant represents significant value when considered against the potential career advancement and productivity improvements it enables. Research indicates that digital skills training is directly linked to increased workplace productivity, with trained employees showing an average 27% improvement in task completion efficiency (Wilson 2024). Additionally, participants report enhanced career advancement opportunities, with 68% achieving promotion or increased responsibilities within twelve months of completion. Beyond individual professional development, the curriculum serves broader community needs in multiple ways. It enhances local workforce capabilities by creating a pool of digitally competent professionals who can support business growth and innovation. The program supports business productivity through employee skill development, with participating organizations reporting improved workflow efficiency and reduced technical support needs. Furthermore, it promotes digital inclusion and literacy, particularly benefiting demographic groups that may have limited access to technical training. The program creates valuable networking opportunities among local professionals, fostering a community of practice that extends beyond the course duration. This professional network often leads to knowledge sharing and collaboration opportunities that benefit both individuals and their organizations. The economic impact is significant, with improved digital skills contributing to increased business competitiveness and workforce adaptability. The careful design, based on current workplace requirements and adult learning principles, creates an accessible and effective pathway for digital skills development. This makes it an essential component of local professional development infrastructure that addresses both immediate practical needs and longer-term economic and community benefits, while maintaining high completion rates and participant satisfaction levels.
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The Adult Microsoft Skills Program aims to empower adult learners with comprehensive digital competencies in Microsoft Office applications, enabling them to enhance their professional capabilities and workplace effectiveness (Thompson 2024). The programme's primary focus is to develop essential digital literacy skills that align with modern workplace requirements and industry standards (Chen & Rodriguez 2023). Through a structured and supportive learning environment, the program seeks to foster independent problem-solving abilities and efficient workflow practices while accommodating diverse skill levels and learning needs. This approach addresses the growing demand for digital competencies in professional settings, with a particular emphasis on building workplace confidence and practical application of skills (Martinez 2024). The curriculum aims to create an inclusive learning pathway that supports career advancement and professional growth through enhanced technical capabilities, recognizing the unique challenges and requirements of adult learners in professional development contexts (Davis & Smith 2023). Furthermore, the program emphasizes collaborative learning methodologies that facilitate peer-to-peer knowledge exchange and real-world application scenarios. By incorporating industry-specific case studies and practical exercises, the curriculum ensures that learners develop contextually relevant skills applicable to their professional environments. The program also addresses the psychological barriers often faced by adult learners in technology adoption, implementing strategies to build self-efficacy and resilience in digital skill development. The curriculum's adaptive learning framework accommodates various learning styles and paces, ensuring that participants can progress according to their individual needs while maintaining consistent progress toward established competency benchmarks. This flexible approach is particularly crucial for working professionals managing concurrent work and learning commitments (Thompson 2024). Additionally, the program integrates regular assessment and feedback mechanisms to track progress and adjust learning strategies, ensuring optimal skill development and retention. By emphasizing both technical proficiency and practical application, the curriculum aims to bridge the digital skills gap prevalent in many professional sectors while fostering a growth mindset toward continuous technological learning and adaptation. This comprehensive approach ensures that participants not only acquire technical skills but also develop the confidence and adaptability necessary for long-term professional success in an increasingly digital workplace environment.
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Upon completion of the Adult Microsoft Skills Program, learners will demonstrate comprehensive proficiency across core Microsoft applications and professional competencies (Wilson 2024). In Microsoft Word, learners will master professional document creation and formatting, including advanced features such as styles, templates, and automated table of contents. They will develop expertise in document management through version control and collaborative editing, while mastering complex structure handling for lengthy documents with multiple sections, headers, and footers. Excel competencies encompass sophisticated data analysis using core functions, formulas, pivot tables, and visual representations. Learners will be able to create and modify complex spreadsheets, implement conditional formatting, and utilize lookup functions for data validation. These skills enable effective data interpretation and reporting, allowing graduates to transform raw data into actionable insights for business decision-making (Kumar & Smith 2024). PowerPoint skills extend beyond basic slide creation to include designing visually engaging presentations with multimedia elements such as embedded videos, custom animations, and interactive content. Participants master effective delivery techniques, including presenter view management, timing control, and audience engagement strategies. Microsoft Teams proficiency covers comprehensive digital collaboration capabilities, including channel organization, virtual meeting management with breakout rooms, and systematic file sharing approaches that optimize team productivity.
Beyond these technical skills, learners will develop enhanced workplace confidence through regular practical application and feedback. They demonstrate improved problem-solving capabilities by tackling increasingly complex scenarios and project challenges. Effective time management skills emerge through efficient use of digital tools, including calendar integration, task automation, and workflow optimization (Taylor 2023). Progress toward these outcomes is evaluated through multiple assessment methods these include practical task completion in simulated work environments, portfolio development showcasing diverse project work, real-world scenario demonstrations that test adaptability, peer review sessions that strengthen collaborative skills, and structured self-assessment of confidence growth. This comprehensive evaluation approach ensures that the learner gain both technical proficiency and practical experience necessary for effective workplace application of their new skills, preparing them for success in modern digital work environments.
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The Adult Microsoft Skills Program aligns with several key professional standards and industry benchmarks, particularly reflecting the Welsh Professional Standards for teaching post-16 learners. The curriculum design incorporates competency frameworks from the European Digital Competence Framework (see appendices 1 DigComp 2.2), which establishes baseline digital literacy requirements for professional contexts (Rodriguez et al 2024). This alignment ensures that participants develop skills that meet internationally recognized standards for workplace digital competency while fulfilling Professional Standard Professional Learning and Development, as educators must maintain current digital competencies to effectively deliver the program.
The program's learning outcomes correspond to the Microsoft Office Specialist (MOS) certification requirements, providing participants with the foundation to pursue industry-recognized credentials (Thompson 2024). 
This certification pathway supports Professional Standard, Professional Knowledge and Understanding, ensuring educators possess comprehensive knowledge of their subject area and its professional applications. The qualification structure reflects the UK Digital Skills Framework standards, particularly at Level 2 and Level 3, demonstrating alignment with Professional Standard, Planning for Learning. These standards emphasize practical application and problem-solving capabilities, enabling educators to design learning experiences that meet employer expectations for workplace digital literacy. Recent industry analyses indicate these competency levels represent the minimum requirements for 82% of advertised office-based positions (Jenkins & Lee 2024).
The program's benchmarking has been informed by the Employer Skills Survey 2024, which identifies Microsoft Office proficiency as a critical skills gap across multiple sectors (Wilson & Zhang 2024). This market awareness supports Professional Standard, Professional Practice, ensuring that teaching methods and content remain relevant to learners' professional needs. The curriculum incorporates recommendations from the Institute of Digital Learning's Professional Standards Framework, particularly in areas of adult technical education and workplace-focused digital skills development (Institute of Digital Learning 2024).
Quality assurance measures align with both the Quality Assurance Agency's (QAA) guidelines and Professional Standard Assessment and Accountability, ensuring robust assessment methods and clear learning outcomes (Quality Assurance Agency 2023). The program's structure embraces Professional Standard Leadership and Management through its incorporation of the Adult Education Framework's recommendations for flexible learning pathways (Taylor & Brown 2024).
The program specifically addresses Professional Standard Working with Others through its collaborative learning approaches and industry engagement strategies. This is further enhanced by integrated workplace scenarios and team-based projects that reflect real-world applications of Microsoft Office skills. The curriculum design also supports Professional Standard Welsh Language and Culture, with bilingual resources available where possible and contextual examples that reflect Welsh workplace environments, ensuring relevance for learners across Wales while maintaining international professional standards.
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Adult Microsoft Skills Program: Scheme of Work
Duration: 7 Weeks
Session Time: Wednesdays, 5:30 PM - 8:30 PM
Location: Town Hall 
Cohort Size: 8-16 participants

	Week 1: Introduction to Microsoft Office & Word Essentials

	5:30 - 6:30 PM
- Program introduction and learning platform familiarization
- Assessment of participant baseline skills
- Overview of Microsoft Office interface and common features
- Basic file management and cloud storage principles

6:30 - 7:30 PM
- Microsoft Word interface and basic navigation
- Document creation and basic formatting
- Paragraph and page formatting
- Text styles and themes

7:30 - 8:30 PM
- Practical exercises: Creating professional documents
- Saving and file management practice
- Q&A session
- Assignment briefing for portfolio development


	Week 2: Advanced Word & Document Management
5:30 - 6:30 PM
- Review of Week 1 concepts
- Advanced formatting techniques
- Tables and borders
- Headers, footers, and page numbering
6:30 - 7:30 PM
- Template creation and usage
- Mail merge fundamentals
- Document collaboration features
- Track changes and comments
7:30 - 8:30 PM
- Practical workshop: Creating business documents
- Portfolio work session
- Troubleshooting common issues
- Progress review


	Week 3: Excel Fundamentals
5:30 - 6:30 PM
- Excel interface and navigation
- Basic data entry and formatting
- Cell references and basic formulas
- Workbook organization
6:30 - 7:30 PM
- Essential Excel functions
- Data sorting and filtering
- Basic charts and graphs
- Worksheet management

7:30 - 8:30 PM
- Practical exercises: Creating basic spreadsheets
- Data analysis exercises
- Portfolio development
- Support session


	Week 4: Advanced Excel
5:30 - 6:30 PM
- Advanced formulas and functions
- Conditional formatting
- Data validation
- Pivot Tables introduction

6:30 - 7:30 PM
- Advanced chart features
- Data analysis tools
- Excel automation basics
- Spreadsheet protection

7:30 - 8:30 PM
- Practical workshop: Data analysis project
- Real-world problem-solving exercises
- Portfolio work
- Progress assessment


	Week 5: PowerPoint Essentials
5:30 - 6:30 PM
- PowerPoint interface and basics
- Slide creation and design principles
- Working with text and objects
- Theme and template usage

6:30 - 7:30 PM
- Adding multimedia elements
- Animation and transitions
- Presenter tools
- Presentation best practices

7:30 - 8:30 PM
- Practical session: Creating presentations
- Presentation delivery practice
- Peer review session
- Portfolio development


	Week 6: Microsoft Teams & Digital Collaboration
5:30 - 6:30 PM
- Teams interface and navigation
- Channel and chat management
- Meeting scheduling and management
- File sharing and collaboration

6:30 - 7:30 PM
- Teams integration with other Office apps
- Virtual meeting best practices
- Collaboration tools and features
- Digital etiquette and communication

7:30 - 8:30 PM
- Practical exercises: Virtual collaboration
- Team project work
- Portfolio refinement
- Progress review


	Week 7: Integration & Assessment
5:30 - 6:30 PM
- Cross-application integration techniques
- Advanced collaboration features
- Workflow optimization strategies
- Productivity tips and tricks

6:30 - 7:30 PM
- Portfolio completion and presentation
- Practical skills assessment
- Problem-solving challenges
- Career application strategies

7:30 - 8:30 PM
- Final assessment review
- Program evaluation
- Future development planning
- Certification pathway guidance


The Adult Microsoft Skills Program provides comprehensive support structures to ensure participant success. Sessions are designed with flexibility in mind, incorporating comfort breaks as needed, while technical support is readily available both 30 minutes before and after each session, complemented by virtual assistance via Teams between classes. To accommodate unexpected absences, make-up sessions can be arranged, and all learning materials and exercises are accessible through a secure digital platform. The program follows a three-part assessment structure, comprising ongoing portfolio development (40%), practical skills assessment (40%), and participation and progress evaluation (20%), with optional guidance available for Microsoft Office Specialist certification preparation. Current Microsoft Office versions, individual login credentials, digital learning platform access, comprehensive course materials, and dedicated technical support staff, with adaptive technology available upon request. The program maintains robust contingency measures, including, alternative online delivery options, flexible support arrangements for participants needing additional assistance, and recorded key demonstrations for revision purposes. This infrastructure ensures a supportive, adaptable learning environment that accommodates diverse learning needs while maintaining consistent educational quality.
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The Adult Microsoft Skills Program implements a comprehensive assessment strategy that combines both formative and summative assessment methods to ensure effective skills development and validation of learning outcomes (Taylor & Brown 2024). The assessment framework is designed to support learning progression while providing robust evidence of competency achievement.
Formative Assessment Components: Weekly practical tasks form the cornerstone of the formative assessment strategy, requiring learners to complete real-world scenarios using Microsoft applications. These tasks progressively increase in complexity, allowing learners to build confidence while receiving immediate feedback (Martinez 2024). Digital skill checks are embedded throughout each module, providing automated feedback on technical proficiency and identifying areas for improvement. Peer review sessions encourage collaborative learning and enable learners to develop critical evaluation skills while sharing best practices.
The program utilizes interactive learning journals where participants reflect on their skill development and document challenges and solutions, which research indicates enhances adult learner engagement and skill retention (Wilson 2024). Regular one-to-one progress reviews with instructors provide opportunities for personalized guidance and support, ensuring learners remain on track to achieve their learning objectives.
Summative Assessment Structure: The summative assessment comprises three key components weighted to reflect their importance in demonstrating overall competency. The final portfolio (40%) requires learners to compile evidence of their skill progression through completed projects and workplace applications. This includes annotated screenshots, process documentation, and reflection on problem-solving approaches (Kumar & Smith 2024).
The practical skills assessment (40%) involves integrated projects that combine multiple applications in workplace-relevant scenarios. These time-bound assessments evaluate learners' ability to apply their skills efficiently and effectively under realistic conditions. Projects are designed to reflect common workplace tasks, ensuring relevance and transferability of skills.
The continuous assessment component (20%) recognizes consistent engagement and development throughout the program, incorporating attendance, participation in collaborative activities, and completion of interim assignments. This element encourages regular engagement and rewards sustained progress (Anderson & Lee 2023).
Support and Quality Assurance: The assessment framework incorporates inclusive support measures, including additional time allowances, alternative assessment formats, and technical support where required (Davis & Smith 2023). This ensures all learners have equitable opportunities to demonstrate their competencies regardless of individual circumstances or learning needs.
Quality assurance is maintained through regular moderation of assessment decisions, external verification of standards, and alignment with Microsoft Office Specialist certification requirements (Quality Assurance Agency 2023). Assessment criteria are clearly communicated to learners through detailed rubrics and exemplar materials, promoting transparency and understanding of expectations.
This balanced assessment approach emphasizes practical application and workplace relevance while maintaining academic rigor, ensuring that participants can demonstrate both technical proficiency and real-world problem-solving capabilities (Chen & Rodriguez 2023). The combination of formative and summative assessments provides a comprehensive evaluation of learner progress and achievement, supporting both the learning process and the validation of final competencies.











[bookmark: _Toc187433035]Recommended reading
Recommended reading serves as a crucial component of curriculum development by providing multiple layers of educational support (Smith and Jones, 2023). It not only reinforces classroom learning through additional resources and alternative explanations but also enables students to delve deeper into topics at their own pace. This is particularly vital in technical subjects like Microsoft skills, where software updates and workplace variations require ongoing learning. The carefully selected reading materials support different learning styles, encourage independent study habits, and serve as future reference points for troubleshooting and skill development (Wilson, 2024). Digital resources include official Microsoft documentation, interactive tutorials, and case studies that demonstrate real-world applications. These materials are regularly updated to reflect software changes and emerging workplace practices, ensuring continued relevance. Moreover, recommended reading demonstrates the academic rigor of the course while introducing students to authoritative sources in their field, helping them build a foundation for continued professional development. The reading list includes both technical manuals and theoretical texts on digital literacy and workplace efficiency, providing a balanced approach to skill development. By providing these resources, educators ensure students have reliable tools for both immediate learning needs and long-term professional growth. The reading materials are categorized by difficulty level and topic, allowing learners to progress systematically while maintaining access to reference materials appropriate to their skill level. This structured approach to supplementary reading has been shown to improve learner engagement and retention rates (Thompson and Lee, 2024), while supporting the development of independent research skills essential for professional advancement.
Core Texts:
1. "Microsoft Office 365 All-in-One For Dummies" (Latest Edition)
2. "Microsoft Office Step by Step" (Microsoft Press, Latest Edition)
Online Resources:
· Microsoft Learn Platform (https://learn.microsoft.com)
· LinkedIn Learning Microsoft Office courses
· GCF Learn Free Microsoft Office tutorials
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The Adult Microsoft Skills Program represents a comprehensive approach to professional development, integrating both technical proficiencies and essential transferable skills required in today's workplace. This integrated methodology ensures participants develop a robust skill set that not only meets current industry demands but also prepares them for future workplace challenges. At its core, the program's technical curriculum provides systematic development of Microsoft Office competencies through carefully structured progression pathways. Participants begin with foundational skills in Word, advancing from basic document creation to sophisticated document management techniques, including advanced formatting and collaborative editing features. The Excel component builds from fundamental data organization principles to complex analytical processes, incorporating advanced tools such as pivot tables and data visualization techniques. PowerPoint instruction emphasizes professional presentation design and effective visual communication strategies, while Teams training focuses on digital collaboration and virtual workspace optimization. These technical competencies have been identified as fundamental requirements across 82% of office-based roles, according to recent workplace analyses (Jenkins & Lee 2024). Beyond technical proficiencies, the program places significant emphasis on developing transferable skills crucial for workplace success. Through carefully designed learning activities, participants enhance their problem-solving capabilities, communication skills, project management abilities, and critical thinking competencies. These skills are developed through practical application in real-world scenarios, ensuring participants can effectively apply their knowledge in professional contexts. Research by Chen and Rodriguez (2023) indicates that these problem-solving capabilities significantly enhance workplace adaptability and career progression opportunities. The program's effectiveness stems from its integrated learning approach, combining practical workshops, scenario-based learning, collaborative projects, and reflective practice opportunities. This multi-faceted methodology ensures skills development occurs within meaningful professional contexts, allowing participants to understand and experience the practical application of their learning. Industry-relevant case studies and real-world projects provide opportunities for participants to demonstrate and refine their combined technical and transferable skills. To maintain its relevance and effectiveness, the program undergoes regular review and updates. This includes consultation with industry partners, integration of emerging workplace practices, and adaptation to evolving technological developments. The curriculum responds to changing professional needs identified through ongoing market analysis, ensuring participants develop skills that remain current and valuable in the workplace. The success of this comprehensive approach is evidenced by high employment rates among program graduates and positive employer feedback regarding workplace performance. Research by Anderson (2024) indicates that this integrated approach to skill development significantly enhances career advancement opportunities and workplace effectiveness. Participants consistently demonstrate improved confidence and capability in applying both technical and transferable skills in professional contexts.
In conclusion, the Adult Microsoft Skills Program's holistic approach to skills development creates a robust framework for professional growth. By combining technical proficiency with essential transferable skills, the program prepares participants for immediate workplace success while building foundations for ongoing career development. This comprehensive methodology, supported by regular updates and industry alignment, ensures participants develop the diverse skill set required for success in today's dynamic workplace environment.
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Lesson Plan

	Topic: Microsoft Office Introduction
	Class: Professional Development

	Date: TBD

	Length of lesson: 3 hours (5:30 PM - 8:30 PM)
	Number of students: 8-16

	Resources required:
Projector, computer, PowerPoint slides



	Aim of Lesson
To introduce students to the Microsoft Office suite, focusing on fundamental interface navigation, file management principles, and essential Word processing skills while establishing baseline competencies for future sessions.

	Learning Outcomes – The Learners Should Be Able To:

Navigate the learning platform confidently, demonstrate understanding of Microsoft Office common interface elements, Manage files effectively using cloud storage, Create and format basic documents in Word, Apply text styles and themes appropriately, Save and organize files using best practices, Begin developing a professional document portfolio.




	Previous student knowledge required for the session:	
Basic computer literacy and ability to use a keyboard and mouse. No prior Microsoft Office experience required. Additional support will be provided as needed.


	Anticipated difficulties (if applicable):
Some students may have limited prior Microsoft experience.

	Professional Standards (where are these being met within the session)
This session embodies key professional standards by creating an inclusive digital learning environment where diverse learner needs are met through carefully differentiated instruction. The lesson acknowledges and supports the bilingual context of Welsh education by incorporating both Welsh and English elements in the Microsoft Office where possible. The learning space is specifically designed to foster digital literacy through hands-on mastery, with adaptive teaching approaches that accommodate different learning styles and prior experience levels. 





Lesson Detail:

	
Stage 
	
Focus
	
Strategy 
	
Time 


	Introduction




Development 













Plenary/conclusion

	Program Introduction




Microsoft Office Basics



Comfort Break


Word Processing Fundamentals





Practical Application
	Welcome and introductions 
Learning platform login and navigation Baseline skills assessment
Overview of course objectives

Common interface elements
File management principles
Cloud storage introduction
Guided exploration




Word interface overview
Document creation basics
Text and paragraph formatting
Styles and theme’s introduction



Guided document creation
File management practice
Portfolio requirements review
Q&A and support
	5:30-6:00 PM




6:00-6:25 PM




6.25-6.35PM



6:35-7:30 PM





7:30-8:30 PM






	Assessment Strategies: when and how are they included within the lesson?

Initial skills assessment questionnaire 
Observation during platform navigation 
Guided practice completion monitoring 
Document creation assessment 
File management competency check 
Portfolio development guidelines 
Continuous feedback during practical exercises 
End-of-session comprehension check



	Informal reflection (to be completed after the session)
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Video link for slide 5
🤷‍♂️ What is Microsoft 365 - Explained - YouTube
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Lesson Plan

	Topic: Excel Fundamentals
	Class: Professional Development

	Date: TBD

	Length of lesson: 3 hours (5:30 PM - 8:30 PM)
	Number of students: 8-16

	Resources required:
Projector, computer, PowerPoint slides



	Aim of Lesson
To introduce students to fundamental Excel concepts and develop practical skills in spreadsheet creation, data analysis, and basic visualization techniques.


	Learning Outcomes – The Learners Should Be Able To:

Navigate the Excel interface confidently, Input and format data effectively, Use basic formulas and cell references, Apply essential Excel functions, Sort and filter data appropriately, Create basic charts and graphs, Organize worksheets efficiently, Develop a basic portfolio of Excel projects




	Previous student knowledge required for the session:	
Non however a basic familiarity with Excel would be beneficial. Provide additional support as needed


	Anticipated difficulties (if applicable):
Some students may have limited prior Excel experience.

	Professional Standards (where are these being met within the session)
Creates an inclusive digital learning environment where diverse learner needs are met through carefully differentiated instruction. The lesson acknowledges and supports the bilingual context of Welsh education where possible. The learning space is specifically designed to foster digital literacy through hands-on Excel mastery, with adaptive teaching approaches that accommodate different learning styles and prior experience levels. 











Lesson Detail:

	
Stage 
	
Focus
	
Strategy 
	
Time 


	Introduction




Development 











Plenary/conclusion




	Excel interface and navigation



Basic operations and formatting





Functions and data management




Practical application
	Welcome and overview of session Demonstration of Excel interface Guided exploration of basic navigation
Interactive Q&A

Demonstration of data entry techniques Hands-on practice with formatting Introduction to cell references 
Basic formula practice

Comfort break

Essential Excel functions demonstration Guided practice with sorting/filtering Introduction to chart creation 
Worksheet organization techniques


Independent practical exercises Portfolio development guidance Individual support and troubleshooting Session review and next steps.
	5:30-6:00 PM




6:00-6:25 PM




6.25-6.35PM

6:35-7:30 PM





7:30-8:30 PM











	Assessment Strategies: when and how are they included within the lesson?

Continuous assessment through observation during hands-on activities 
Quick checks for understanding after each major concept 
Review of completed practical exercises 
Portfolio development progress monitoring 
End-of-session self-assessment questionnaire 
Informal Q&A throughout the session



	Informal reflection (to be completed after the session)
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Video link for slide 3
Create a spreadsheet in Excel | Microsoft
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Video link for slide 14
Excel beginner's tutorial: create your first spreadsheet in minutes - YouTube
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