	Title of Session:  1 Creating a PowerPoint Presentation
General Information:  See Learner Profile Description
Training Outcomes: ICAITU123A/01  

	Elements
	· Create simple design 

· Open presentations

· Use existing styles

· Use presentation templates
· Add, select, copy, delete or move text
· Save presentation

	Time
	Key Points                           Methods & Learning Aids

	40 min
	Introduction

Description of the material to be covered over the coming weeks. PowerPoint presentation: How to create a PowerPoint (see attached notes).

Resources: PowerPoint presentation, presentation notes, self-assessment rubric, task description, kwl sheet

	45 min
	Content

Students to commence practice PowerPoint on subject or topic of their choice to give them opportunity to use skills listed above.

	15 min
	Conclusion

Students to be given the opportunity to discuss their presentations and display them to the class.  They will be asked to highlight one problem they encountered and how they resolved the problem

	Assessment Methods:

Self-assessment rubric
Teacher assessment rubric

Observations

Oral questions

Presentation



	Comments:




	Title of Session:2  Continued from session 1
General Information:  See Learner Profile

Training Outcomes: as for session 1

	Time
	Key Points                           Methods & Learning Aids

	10 mins
	Introduction

Review of material covered in previous session, questions on using software, problems found etc 

	35 mins

40 mins
	Content

Students will be given this time to complete the presentations started in session 1.

Main assessment task ‘presenting their theatre’ distributed, discussed regarding work needed to be completed to successfully gain competency.  Commence task.

	15 mins
	Conclusion

Summary of work completed.  Self assessment rubric, teacher assessment rubric.  Feedback to individual and group from teacher.

	Assessment Methods:

As per session 1



	Comments:




	Title of Session: 3a Customize basic settings
General Information:  See Learner Profile information.  To be conducted as small group training with 5 or 6 students and rotated twice through the session. Remaining members of the group will complete activities in Session Plan 3b (ICAITU123A/03)
Training Outcomes: ICAITU132A/02 Customize Basic Settings

	Element 
	· Adjust page display modes and size to meet user requirements and / or special needs

· Modify toolbar to meet user and document uses

· Ensure font type, size and colour is appropriate for the purpose of the presentation

· View multiple slides at once

	Time
	Key Points                           Methods & Learning Aids

	15 mins
	Introduction

Review of previous weeks work and discussion regarding problems found and solved.  Examples of successful presentations from the group.

	30 mins
	Content

Continuing with current presentations

	
	Conclusion
Combined group discussion regarding problem solving skills required.  Students will be given opportunity to complete their own self-assessment rubric.

	Assessment Methods:

Observation

Self-assessment

Teacher assessment

Oral questioning


	Comments:




	Title of Session:  3b Format Presentations
General Information:  See Learner Profile. To be run concurrently with session 3a as rotational group. 5 or 6 members of the class in group at one time.

Training Outcomes: ICAITU132A/03

	Elements
	· Use organizational charts, charts, bulleted lists and modify as required.

· Add objects (images and graphics) and manipulate to meet presentation  purposes

· Modify slide layout including text and colours to meet presentation purposes

· Use formatting tools (such as tabs, cut, paste, indents, bookmarks, hyperlinks, borders, lists) as required within the presentation

· Duplicate slides within and / or across presentations

· Re-order the sequence of slides and / or delete for presentation purposes

· Save presentation in another format and in a format for posting to the web.

· Save and close presentation to hard disk and /or disk.

	Time
	Key Points                           Methods & Learning Aids

	
	Introduction

As with session 3a – before students break into small groups.

	
	Content

Students given time to complete their own presentations while ensuring that they use the above skills in front of me.

	
	Conclusion

As with session 3a – whole class comes back for discussion on both sessions

	Assessment Methods: As for session 3a

Observation

Self-assessment

Teacher assessment

Oral questioning

	Comments:




	Title of Session:  4 Add Slide Show Effects
General Information:  See Learner Profile

Training Outcomes:

	Elements
	· Incorporate present animation and multimedia effects into presentation as required to enhance the presentation

· Change preset animation effects according to presentation to ensure smooth progression through the presentation

· Test slide show effects for overall effect

· Use onscreen navigation tools to start and stop slide show or move between different slides as required

	Time
	Key Points                           Methods & Learning Aids

	20 mins
	Introduction

Review of material, skills covered in previous sessions.  Questions and answers on difficulties, solutions etc.  Display of some presentations if students wish to share their progress with class. 1:2:4 activity to introduce new skills (see attached sheets)



	55 mins
	Content

Students complete their presentations on their ‘theatres’.

	25 mins
	Conclusion

Students give their presentations to class.

	Assessment Methods:

Observation

Self-assessment

Teacher assessment

Peer assessment

Oral questioning

	Comments:




	Title of Session:  5 Print presentation and notes
General Information:  See Learner Profile

Training Outcomes: ICAITU123A/05

	Elements
	· Select appropriate print format (overheads, handouts etc) for slide presentation

· Select preferred slide orientation (portrait, landscape)

· Add notes, slides numbers and spell check

· Preview slides in the required formats (overheads, notes etc)

· Print slides in the required formats

	Time
	Key Points                           Methods & Learning Aids

	100 mins
	Conclusion
Finalise all PowerPoint presentations and print off work as required.

	Assessment Methods:
Observation

Self-assessment

Teacher assessment

Oral questioning

	Comments:




Cert 4 Workplace Training and Assessment

March 2004


