
A MANUAL FOR NEWCOMERS TO DEVELOP 

COMPUTER SKILLS. 

Lesson plan 1 

Subject: ICT 

Level: Beginners. Newcomers who are literate but who know only their 

mother tongues. 

Lesson title: Developing computer skills. 

Time allowed: 

Lesson description: In this lesson students will learn: 

1. Which letters of their native language alphabet are different 

compared to foreign ones. 

2. Spot them on the keyboard. 

3.  How to type the personal information an identity card (ID) 

consists of in the language of the host country. 

Classroom layout and grouping of students: 

Pair work: Each pair consists of students of different nationality who 

work on copies of keyboard pictures. The actual keyboard and computer 

will be used by each student (in turns or in groups, if the number of 

computers available isn’t enough) in order for him or her to practice 

typing the personal information of his ID in a language other than his 

native. 

Objectives: 

1. To be familiar with using the letters of the keyboard in a 

bilingual way which will enable them to write their ID elements in 

a “new” language. 

2. Students can experience the difficulty of trying to fill in a 

form with basic information about themselves in an unknown   

language. 

Procedure: 



1 Motivation: To create an atmosphere of acceptance and integration to a 

new environment while exchanging ID information. 

 

2. Method: Student-centered, co-operative, workshop based on and 

appropriate for mixed ability learners. The steps of this methodology 

don’t focus on teacher’s presentation but on knowledge acquisition, 

practice and creative assignment accomplished by the students 

themselves. 

Step 1 

To spot the different letters between at least two language and a copy 

keyboard. 

Step 2 

To open the “word” program of the Microsoft office. 

Step 3 

To change the language from English to another language. 

Step 4 

To learn some letters and words by heart – specifically, these ones which 

concern their ID elements. 

Closure: 

To actually complete their ID card electronically. 

 

ACTIVITIES: Resource- tools 

1.Computers 

2.A copy with the picture of a keyboard in English and a blank one. 

3.A worksheet with data about how the keyboard language can be 

changed  to another language on the screen. 



4.A copy with a keyboard in other languages. 

(Greek, Polish, German, Italia) including alphabets and pronunciation. 

5.A worksheet with the activity of creating an identity card in a language 

other than English accompanied with a sample ID in English or 

instructions. 

ASSESSMENT- EVALUATION 

An assessment paper for newcomers- learners to realize their acquisition  

of new letters and words . 

STUDENTS’ PRODUCTS 

An electronic mini-handbook with forms of ID cards completed in many 

languages. 

Date:     Name of tutor: 

 

 

LESSON  PLAN 2 

SUBJECT:ICT 

LEVEL: Beginners. Newcomers whose educational background 

concerning the new language is only the alphabet and the completion of 

their ID electronically. 

Lesson title: Developing computer skills 

Time allowed: 

Lesson description: In this lesson students will learn how to create a 

Facebook account and practice exchanging short dialogues  in a foreign 

language. 

Classroom layout 

Pair work. Two students of different origin use one computer. In case the 

number of available computers is not sufficient, students work in groups. 



Objectives:  to arise cooperation and interaction through an electronic 

interface. 

Procedure: 

1. Motivation: to acquire the skill of communication using the basic 

words of a new language only to introduce themselves and have a short e- 

dialogue. 

2. Method: Student-centered, co-operative, workshop based on and 

appropriate for mixed ability learners. The steps of this methodology 

don’t focus on teacher’s presentation but on knowledge acquisition, 

practice and creative assignment accomplished by the students 

themselves. 

Step 1:Click the facebook application 

Step 2: Create an account filling in the ‘sign up’ form with your personal 

data that is name, age, gender, hometown, country. 

Step 3: Newcomers practice learning new words and phrases according to 

the concept described in step 2. Moreover they exchange information 

about their interests, personality and feelings. 

Closure: Students complete their e-profile and an ‘introduction’ dialogue 

in a new language through facebook. 

  ACTIVITIES 

Resources - Tools: 1. Computers 

2. a. A sample worksheet with a virtual facebook ‘sign up’ form in 

English. 

b. Examples of the vocabulary and short dialogues which can be used 

for their profile and introductory dialogue in English. 

3.A blank ‘communication’ worksheet to be completed in a language 

other than English before it is typed in a computer for the facebook 

friends to see it. 

   ASSESSMENT 



An assessment paper handed out to learners asking them to certify their 

elementary knowledge of interaction in a foreign language by introducing 

themselves electronically with the use of phrases and communicating 

with the use of basic questions and answers. 

  STUDENTS’ PRODUCTS 

A file including all the ‘multi-language’ conversations students created in 

the virtual facebook interface. 

Date:      Name of tutor/s 

 


