CALENDAR - 2016/2017
COURSE NAME – N5 Admin & IT
	Week
	Week Beginning
	Internal Calendar
	Course Plan
	Combined
Assess

Task

	1
	23 May 2016


	New Timetable
	Introduction to course, File Management    

Introduction to GLOW E-mail and E-diary
	

	2
	30 May 2016
	
	Using the Internet


WP

Reliable/Unreliable info
	

	3
	06 June 2016
	
	




WP
	

	4
	13 June 2016
	
	PP skills         


WP
	

	5
	20 June 2016
	
	DTP skills



WP
	

	6
	27 June 2016
	
	




WP
	

	7
	15 August 2016
	In-Service Mon
	Admin Assistant
DTP – Job Advert
	

	8
	22 August 2016
	
	Admin Assistant      WP – Job Documents
	

	9
	29 August 2016
	
	Admin Assistant   
Role Play/Video     
	1, 2

	10
	05 Sept 2016
	
	Customer Care
Internet Research
  
	

	11
	12 Sept 2016
	
	Customer Care        PP – features of CC
	

	12
	19 Sept 2016
	
	Customer Care        Emerging Technology
	

	13
	26 Sept 2016
	October Break
	Customer Care        WP - Feedback docs 
	

	14
	03 Oct 2016
	
	Customer Care 
DTP – Customer Policy
	

	15
	24 Oct 2016
	
	
	7

	16
	31 Oct 2016
	
	Health & Safety
SS
	

	17
	07 Nov 2016
	
	Health & Safety
SS
	

	18
	14 Nov 2016
	
	Health & Safety
SS
	

	19
	21 Nov 2016
	
	Health & Safety
SS
	

	20
	28 Nov 2016
	
	Health & Safety
Charts
	

	21
	05 Dec 2016
	
	Health & Safety
Charts
	3a-d

	22
	12 Dec 2016
	
	Security 
   
DB
	

	23
	19 Dec 2016
	Xmas

Break
	Security
   
DB
	

	24
	09 Jan 2017
	
	Security
   
DB
	

	25
	16 Jan 2017
	
	Security

DB
	4a-d, 6

	26
	23 Jan 2017
	
	Event Planning

   
	

	27
	30 Jan 2017
	
	Event Planning
    
	

	28
	06 Feb 2017
	Holiday Mon
	Event Planning

   
	

	29
	13 Feb 2017
	
	Event Docs
       
 
	

	30
	20 Feb 2017
	
	Event Docs


	

	31
	27 Feb 2017
	
	Event Docs


	

	32
	06 March 2017
	
	
	5, 8, 9

	33
	13 March 2017
	
	Course Assignment – 4 hours
	

	34
	20 March 2017
	
	Course Assignment
	

	35
	27 March 2017
	Easter Break
	Event Docs

Mail merge
	

	36
	17 April 2017
	
	Event Docs

DB/SS
	

	37
	24 April 2017
	
	Outstanding assessments
	


