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	TITLE:  Introduction to ICT and How to use PowerPoint 



	Theme: 

The pupils will be introduced to ICT at SJP. They will look at how to log on to the network and the rules of the ICT suits. They will then look at some basic ICT skills including folder structure and using Microsoft Word. In addition the pupils will be introduced to the VLE and how to use it. After completing this they will be introduced to Microsoft PowerPoint. In this part of the course the pupils will produced an interactive presentation about themselves and SJP. They will look at what they did over the summer and what they are looking forward to throughout their time at SJP. The pupils will learn how to use PowerPoint and present information effectively to a target audience. 
Work-Related Learning:

Students will learn how to communicate using word and PowerPoint.  The unit of work will include the key skills that are needed in the work place to organize their work into appropriate folders and produce consistent standard of work taking into consideration a target audience.


	Learning Objectives:

By the end of this unit pupils will be able to:-

· Understand the key skills needed in this unit.
· Understand what folder structure is and how to save their work

· Log on to the network and VLE

· Use the basic functions of Microsoft Word

· Develop their skills using Microsoft PowerPoint



	Week
	DESCRIPTION OF WORK TO BE COVERED

	1/1
	Lesson 1
Pupils will:-
Be introduced to ICT at SJP and how to log on and use the network. 
They will be given usernames and asked to come up with a password. The pupils will be introduced to the ICT log book and how to use it. The pupils will be informed of the importance of keeping the password safe. The will then be shown how to use VLE and given an explanation of its use within the school.
HOMEWORK:
Complete the survey about the rules of an ICT room using the VLE and ensure network agreements have been signed
Pupils will:-   
Lesson 2
They will then look at folder structure and why we use it. They will then create folders and subfolders that will create the following folder structure:

· Year 7 Folder

· 7.1 Around the World
· 7.2 Bizarre Facts
· 7.3 Endangered Animals
· 7.4 Suki’s Skate Shop
· 7.5 Pivot
· 7.6 Murder Most Horrid
The pupils will then be introduced to Microsoft Word and how it is used. The pupils will write a short letter to a pen pal about what they think of their new school. 

They will be shown how to:-
· Justify and add text to a document

· Change the font and size
The pupils will then be shown how to save the document into their folders.


	1/2
	Lesson 1

Pupils will: - 
Continue to produce to produce their letter. They will be shown how to open a document that has previously been saved. They will then be shown the following skills:-

· Add a header and footer

· How to spell check a document 

· Add an image

· How to print their work

They will then be asked to stick the letter into their books ready to be marked. 
HOMEWORK: 
The pupils will be asked to complete the quiz that has been set up on the VLE. This will test their knowledge of Microsoft Word.


	1/3
	Lesson 1

Pupils will:- 
Be creating a PowerPoint to their pen pal who knows basic English. 
Create presentation that will inform them about the new school they have joined.

They will then produce a mind map in their books about what topics could be included in their PowerPoint. 
They will decide on 5 topics from the mind map that they will include on the PowerPoint and produce a list to take home with them. 
HOMEWORK: 
In class the pupils produced a list of topics for their Presentation. They will use the sheet provided to plan the 6 pages of the PowerPoint. The sheet will also be available on the VLE. 

	1/4
	Pupils will:- 
The pupils will be introduced to Microsoft PowerPoint. They will look at some of the key skills needed to produce an effective presentation. They will look at how to:

· Insert a slide
· Add backgrounds 
· Format text. 
· Insert Sound
Pupils will:- 
Start to add the information to the presentation looking at how to position it appropriately. They will look at the reasons why the presentation should be consistent. 
Learn how to:

· Create animation 
· Slide transition
· Run automatically 
HOMEWORK: 
Revise for a test about what they have done so far this term. They could also use the website listed in the Extended Learning section of this document.

	1/5
	Pupils will:- 

Complete the assessment about the work they have completed so far this term.
HOMEWORK: 

The pupils will bring to school a piece of information they can use on their presentation. This could be some music, an image or text.

	1/6
	Pupils will:- 
Understand the term interactive and look at some examples. They will then look at how to link the presentation together and make it interactive.
Pupils will:- 
Understand the term feedback and how it can be used to improve their work.

Create a questionnaire to test whether their presentation uses appropriate:

· Images

· Text

· Background etc
They will then get feedback on their presentation using the question sheet they have created.
HOMEWORK: 
Complete the end of unit evaluation on the VLE.

	1/7
	Pupils will:- 
Make any improvements to the presentation.
Create a final slide which evaluates what they have learnt in the unit of work.  This should include:

· Purpose of the presentation

· How was presentation made suitable for the target audience 

· What could be done to improve the presentation

Add header and footers to their slides and print the presentation out in hand out form. This will all be stuck into their books.

	Assessment Arrangements

Students’ work will be reviewed regularly throughout the Unit and marked against national curriculum levels as laid down by the ICT Key Stage 3 Strategy.  Students will also complete a self-assessment at the end of the Unit and undergo an assessment activity at the end of the Unit. At the end of the year each student will 

	Extended Learning:

Students can develop their skills further in ICT by attending after-school and lunchtime ICT clubs.

 Visit www.teach-ict.com for a range of further activities connected with the Unit.


