Acknowledgement

The assistance of the pilot LEAs in developing these materials is gratefully acknowledged.

Images of Microsoft products are reprinted with permission from Microsoft Corporation.

Disclaimer

The Department for Education and Skills wishes to make it clear that the Department, and its agents, accept no responsibility for the actual content of any of the materials suggested as information sources within this document, whether these are in the form of printed publications or upon a website.

Contents
About the ICT sample teaching units for Key Stage 3
3

Unit 7.1 Using ICT
4

ICT Framework objectives
4

Timing
4

Task
4

Resources
5

Prior learning
5

Subject knowledge needed by teachers
5

Lesson outlines
5

Lesson plans
7
Lesson 1 Selecting and organising content for a presentation
7

Lesson 2 Selecting and using appropriate images
12

Lesson 3 Selecting and using appropriate fonts and colours
19

Lesson 4 Selecting and using appropriate sounds
26

Lesson 5 Modifying the style of a presentation for a different audience
32

Lesson 6 Modifying the content of a presentation for a different audience
37

About the ICT sample teaching units for Key Stage 3

This unit is one of a series that illustrates how yearly objectives from the Framework for teaching ICT capability: Years 7, 8 and 9 can be grouped together and taught. 

There is no requirement to use the units. They contain sample lesson plans that you can, if you wish, amend to suit your local circumstances and the needs of your pupils. For example, it may be appropriate to change the exemplar contexts, to use different activities to teach objectives or to teach the unit to a different year group. Word versions of the lesson plans will be published on the Key Stage 3 website at www.standards.dfes.gov.uk so that you can download them to modify the plans.

The units contain plans for lessons of 60 minutes. Each activity in the lessons has a guide time. The guide times will help you to fit the activities into the time available in schools where the lesson length is different. For example, the activities in one lesson could be taught over two lessons, or a skills-based lesson, to teach particular aspects of more complex software, could be inserted at an appropriate point. In both cases, the structure of lessons could be maintained, with the insertion of some extra starter and plenary activities.

The Framework for teaching ICT capability: Years 7, 8 and 9 recommends that schools offer one hour each week, or 38 hours per year, for the discrete teaching of ICT lessons. The teaching units for a year, if taught without amendment, would require considerably less teaching time than 38 hours. This leaves time for lessons of your own design at appropriate points. So, for example, objectives could be revisited to consolidate learning or to provide opportunities for assessment.

The lesson plans are intentionally very detailed to give busy teachers a full picture of how each lesson might be taught. Teachers’ own plans would probably be much less detailed.

Apart from sample teaching unit 7.1, which should be used before any of the others, the order in which the units are taught is not important.

About this sample teaching unit

Unit 7.1 is an introductory unit for Year 7 pupils who will enter with varying levels of attainment and experience. The purpose of the unit is to develop pupils’ ICT capability, building on their existing knowledge, skills and understanding in the subject. The lessons suggested in the unit also provide opportunities for teachers to find out what pupils can do and to give support to those with less experience or limited expertise in the necessary skills.
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Using ICT
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ICT Framework objectives

Exchanging and sharing

Fitness for purpose

· Use given criteria to evaluate the effectiveness of own and others’ publications and presentations.

Refining and presenting information

· Plan and design the presentation of information in digital media, taking account of the purpose of the presentation and intended audience.

· Use ICT to draft and refine a presentation, including:

· capturing still and moving images and sound (e.g. using a scanner, digital  camera, microphone);

· reorganising, developing and combining information, including text, images  and sound, using the simple editing functions of common applications.

Timing

This unit is expected to take six lessons of 60 minutes. However, each activity has a guide time, which you can adjust to alter the number and duration of lessons, to suit your own school timetable.

Task

In this unit pupils will plan and create presentations about themselves. It is intended that each presentation will be projected on screen and accompanied by a spoken commentary. The audience will be the rest of the class.

Pupils will explore the concept of ‘fitness for purpose’ when using images, text, colour and sound to enhance their presentation. They will consider how to match and adapt their presentation to a given audience and purpose. Finally, they will evaluate the 
suitability of their work for different audiences and purposes.

The lessons are designed for pupils working at Levels 4 and 5, with extension work for pupils working at higher levels. Adaptations and additional material are suggested for less-experienced pupils or for pupils working at lower levels.

Resources

· Computers with sound cards

· Large screen display for teacher demonstrations and pupil presentations

· Whiteboard or flipchart and different coloured pens (optional)

· Scanners, digital cameras, microphones

· Presentation software 

· Access to shared area on the school network

· Large selection of pre-selected images and sounds (clip art, photographs, magazines)

· Teacher resources: 7.1T1a, 7.1T1b, 7.1T2b, 7.1T2c, 7.1T2d, 7.1T3a, 7.1T3b, 7.1T4a, 7.1T5a, 7.1T6a

Pupil resources: 7.1P2a, 7.1P5b, 7.1P6b
Prior learning

Pupils should already know how to:

· log on to the network;

· load and save work in a shared area, using the file name conventions of the school;

· use knowledge, skills and understanding set out in the ‘Exchanging and sharing information’ section of the Key Stage 2 programme of study, including:

·   editing, inserting, deleting, moving, copying and pasting text and pictures;

  designing a presentation: creating slides, entering text and inserting pictures.

Subject knowledge needed by teachers

To teach this unit, teachers will need to know how to:

· load and save work in a shared area;

· use a large screen display/interactive whiteboard;

· use presentation software and create effective presentations;

· access sounds and images;

· add sound and images to presentations;

· explain the differences between vector-based and bitmapped images.

Lesson outlines

Lesson 1

Selecting and organising content for a presentation

1
Starter: Identifying key content in a presentation

2
Considering critically the information in a presentation

3
The aim of the unit

4
Organising a presentation

5
Creating an initial design

6
Plenary: Reviewing match of content to audience
Homework: Choosing and collecting pictures to illustrate a presentation

Lesson 2

Selecting and using appropriate images

1
Starter: Images for a purpose

2
Choosing images

3
Adding images to a presentation

4
Creating a presentation with images

5
Plenary: What images work well, and why


Homework: Collecting images to support the message and justifying choices

Lesson 3

Selecting and using appropriate fonts and colours

1
Starter: Appropriateness of text and colour in a presentation

2
Using different colours and text in a presentation

3
Using text characteristics to convey meaning

4
Developing the presentation through fonts and colour

5
Plenary: Evaluating the effect of fonts and colour


Homework: Annotating presentations to suggest improvements

Lesson 4

Selecting and using appropriate sounds

1
Starter: Different uses of sound in a presentation

2
Using sound to create atmosphere

3
Inserting sounds in a presentation

4
Developing the presentation by adding sound

5
Evaluating the use of sound

6
Plenary: Using sound effectively in a presentation


Homework: Use of sound in television advertisements

Lesson 5

Modifying the style of a presentation for a different audience

1
Starter: Rules for a ‘perfect presentation’

2
Comparing the presentation with the rules

3
Applying a consistent format in presentation software

4
Adapting the presentation style for a different audience

5
Evaluating the revised presentation

6
Plenary: Comparing the style of presentations for different audiences


Homework: Suggesting presentation content for an adult audience

Lesson 6

Modifying the content of a presentation for a different audience

1
Starter: Suggesting adaptions to a presentation

2
Adjusting content for an adult audience

3
Adapting the presentation content for an adult audience

4
Evaluating presentations against criteria

5
Plenary: Extending the presentation to a wider audience


Homework: Reviewing what has been learned

[image: image9.png]Which image would you use for a
travel brochure?




[image: image10.png]Which image would you use for an
advertisement for a bakery?





Selecting and organising content for a presentation

[image: image11.png]Which image would you use for an
advertisement for a swimming pool?




ICT Framework objectives

Exchanging and sharing

Refining and presenting information

· Plan and design the presentation of information in digital media, taking account of the purpose of the presentation and intended audience.

· Use ICT to draft and refine a presentation by reorganising text using the simple editing functions of common applications.

Key vocabulary

From Year 6:

audience, bullet point, draft, image, plan, presentation software, purpose

From Year 7:
log on, network, shared area

Preparation and planning

· Ensure that you are familiar with the presentation software you will be using, for example, the outliner function in Microsoft Powerpoint (see 7.1T1b Using the outliner function.ppt, for help).

· If necessary, prepare guidance for pupils to help them to get started with the 

· presentation software to be used.

· Make sure that there is a wall display showing pupils how to use the network 

· system, including how to log on, how to save to own area, how to use the printer.

· Create a key vocabulary wall display for the unit, which can be added to each week as lessons progress.

· Prepare a whiteboard or flipchart with the headings needed for activity 1.

Resources

· Enough computers for pupils to work in pairs or small groups

· Large screen display

· Whiteboard or flipchart with headings for activity 1

· Presentation software

· Resource file 7.1T1a Pat’s poor presentation.ppt 

· Resource file 7.1T1b Using the outliner function.ppt 

Lesson outline 
60 minutes

[image: image12.png]Which image would you use to
demonstrate how to use a mouse?




1
Starter: Identifying key 
Viewing presentation
10 minutes


content in a presentation 
Whole class
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2
Considering critically the 
Viewing presentation
10 minutes


information in a 
Whole class


presentation 
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3
The aim of the unit 
Discussion
5 minutes



Whole class   

[image: image15.png]Text characteristics



4
Organising a presentation 
Demonstration
10 minutes



Whole class
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5
Creating an initial design 
Using software
15 minutes



Paired work
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6
Plenary: Reviewing match 
Individual presentation
10 minutes


of content to audience
Whole class
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Homework
Individual work
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Activities
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1 Starter:  Identifying key content in a presentation

Load the presentation file 7.1T1a Pat’s poor presentation.ppt on the large display.

Explain that you are going to show the class a presentation made by an imaginary Year 7 pupil called Pat. The purpose of the presentation was to introduce Pat to the rest of the class.

Show the pupils the headings on the whiteboard or flipchart.

· Five things I found out about Pat

· Five things I would like to know about Pat

Tell them that after they have watched the presentation they will be asked for this information.

Show the presentation slides, then quickly collect pupils’ responses, writing them under the headings on the whiteboard or flipchart. 
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2 Considering critically the information in a presentation

Tell pupils that in this lesson they are going to think about the information Pat gave in the presentation, not the appearance of the slides. Remind them that they have already identified some key facts about Pat and some things they would like to know. Ask questions such as:

· Why do you think Pat did not include some of the things you would like to know?

· Was the information easy to understand?

· Was there too much or too little information on the slides?

· Did the presentation have a clear beginning, middle and end?

· Were the spelling and grammar correct?

· How could Pat have improved the information in the presentation?

· What impression do you have of Pat at this stage?  Summarise:

· what you are sure about;

· what the presentation leads you to think, and why.
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3 The aim of the unit

Explain that by the end of the six lessons in this unit the pupils should have the skills and understanding to create an effective presentation. Tell them that an effective presentation is one in which the audience finds the information useful and interesting and where fonts, colours, images and sound are used in ways that catch their attention and help to get the information across. Stress that in this lesson they will learn to plan and organise the content of a presentation. Other lessons will cover presentation style.

Ask pupils if they are familiar with the presentation software. Note those that are, so that you can ask them to help other pupils. Stress that they need not worry if they have not used the software before, as part of the process will be to find out what they can do. They will be given opportunities to learn as the unit progresses.

4 Organising a presentation
Tell the pupils that they will each produce a presentation to introduce themselves to the rest of the class. Ask them to consider what information they found useful in Pat’s presentation, and what else they would have liked to have been told. Suggest that they bear this in mind when they plan their own presentations.

Explain the terms ‘purpose’ and ‘audience’. Say that for this task the purpose is to give useful information about themselves. The audience will be their new Year 7 class, some of whom they have met only recently.

Load the presentation software on the large display. Say that presentation software often includes tools to help organise the content of a presentation, for example, the outliner function in Microsoft PowerPoint (see 7.1T1b Using the outliner function.ppt). 
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Ask pupils for ideas for possible content for the presentation. Input these as slide headings within the outliner function, including all suggestions. Generate about eight to ten slides for pupils to choose from in the next activity. 

When the ideas have been collected, demonstrate how to group and rearrange the headings, by moving ideas up or down and by promoting or demoting. To do this, they use the arrow buttons on the outliner toolbar (see 7.1T1b).

Use one slide to show pupils how to organise ideas under headings and subheadings, for example, on a slide called ‘My favourite sports’ there could be bullet points for ‘rounders’ and ‘football’. Tell pupils that they will continue organising their ideas in the next activity.

Explain that this file will be saved in a shared area on the school network, as a common file for all pupils to access. Point out the wall display showing how to work with the network.

5 Creating an initial design

Tell pupils that they now have some ideas they can use as a starting point for their presentation. Say that they are going to work in pairs to put together a presentation of six slides about each of them. Show slide 7.1T1b Using the outliner function.ppt, on the large display, so that pupils can refer to it as they work. Ask pupils to decide how to group and organise the ideas suggested, using the techniques already demonstrated. Suggest that they add ideas of their own.

Remind pupils to think about their audience and the purpose of their presentation when they choose the information. Suggest they ask themselves these questions.

· What would other pupils want to know about me?

· Why would this be useful to them?

· Is the information in the right order?

· Am I sure that all the other pupils will understand my presentation?


6 Plenary: Reviewing match of content to audience

Select one or two pupils to show their presentations on the large display. Encourage other pupils to contribute and draw out the key features of what they have learned. Help pupils to evaluate the presentations by asking these questions.

· Who is the audience?

· What is the purpose of the presentation?

· What do you want the audience to know?

· What would the audience find useful to know?

· What is the most important piece of information in your presentation?

· Does the order of your slides represent the order of importance of the information?

· Is the content of the presentation suitable for the purpose and the audience? Why?


Homework
Ask pupils to choose and collect pictures they might want to use to illustrate their presentation, for example, images on floppy disk, cuttings from a magazine, photographs. They should bring some of the pictures with them to the next lesson.

Provide magazines, and plain paper for sketching ideas, for those pupils doing homework in a homework club or centre.


Selecting and using appropriate images


ICT Framework objectives

Exchanging and sharing

Refining and presenting information

· Plan and design the presentation of information in digital media, taking 
account of the purpose of the presentation and intended audience.

· Use ICT to draft and refine a presentation, including:

· capturing still and moving images (e.g. using a scanner, digital 
camera);

· combining text and images, using the simple editing functions of 
common applications.

Key vocabulary

From Year 6:
digital camera, scanner

From Year 7:

bitmapped graphic, copyright, fitness for purpose, vector graphic

Preparation and planning
· Ensure that you know how to use the digital camera, scanner and software 
that you will be using, and the different ways in which images can be 
inserted in a presentation.

· Check the equipment.

· Ensure that all software required for the cameras and scanners is installed correctly.

· Ensure that a wide range of clip art is readily available and accessible to pupils.

· Ensure that any school rules or policies about copyright are displayed.

· Decide how you will manage the use of cameras and scanners. Consider:

· arranging a carousel of equipment so pupils can use cameras and scanners in turn;

· preparing step-by-step guides for using the equipment;

· arranging extra help from a teaching assistant, ICT technician, other 
pupils or sixth-form students.

· Add new key vocabulary to the wall display.

· Prepare activity cards from the file 7.1P2a Activity cards.doc by mounting them on card, or laminating them.

· Write instructions for activity 1 on a whiteboard or flipchart.

· Write questions for activity 4 on a whiteboard or flipchart.

Resources
· Enough computers for pupils to work in pairs or small groups

· Large screen display

· Whiteboard or flipchart with instructions for activity 1

· Presentation software

· Clip art, a sufficient variety is needed for pupils to make real choices

· Scanners

· Digital cameras

· Magazines and/or photographs to supplement images pupils have collected

· Wall display of key vocabulary

· File 7.1P2a Activity cards.doc

· File 7.1T2b Using images.ppt

· File 7.1T2c Using images2.ppt

· File 7.1T2d Pat’s poor presentation stage 2.ppt

Lesson outline 
60 minutes

1
Starter: Images for a 
Considering images
5 minutes


purpose
Small groups


2
Choosing images
Discussing images
10 minutes



Whole class


3
Adding images to a 
Demonstration
15 minutes


presentation
Whole class


4
Creating a presentation 
Using software
20 minutes


with images 
Paired work


5
Plenary: Which images 
Viewing presentation
10 minutes


work well, and why
Paired work



Whole class



Homework
Individual work



Activities

1 Starter: Images for a purpose
Before pupils arrive, lay out the six activity cards (7.1P2a) so that a different card is available for each group of pupils.
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Tell pupils to get into groups of four to six (depending on class size). Show pupils the instructions on the whiteboard/flipchart:

· Look at the card on your table.

· Which image is best for the purpose written at the top of the card?

· Why?

Tell pupils to look at the activity card that their group has been given, and to discuss the questions. Ask each group to identify someone to report their answers back to 
the rest of the class.

2 Choosing images

Tell pupils that in this lesson they will learn to consider a particular audience and purpose. Load the presentation file 7.1T2b Using images.ppt on the large display. 
This comprises a title slide followed by six slides, each showing one of the six activity cards. Show each slide in turn.

Explain that images can be used in many different ways. Use these examples to prompt discussion about why certain images are more effective than others in a particular situation. Explain that this concept is central to the idea of ‘Fitness for purpose’ and that images in a presentation must be matched to its purpose and 
to the audience.
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For each slide, ask the representative for the group with the matching card to 
report back to the class. Encourage others to contribute. Use these questions as prompts.

· Which image did your group choose for the purpose shown? Why?

· Would your choice be the same if the purpose were different? Ask pupils 
to give examples where the image not chosen might be appropriate.

· Would your choice be the same if the audience were different? Ask pupils 
to give examples where the image not chosen might be appropriate.

· Does the use of colour (rather than just black and white) change your 
choice? Does it make the image more or less effective?

Use the possible responses below to encourage pupils to discuss a variety of viewpoints. Stress that these may differ from their own.

The coloured image is too complex and has 
too much detail for the purpose. The 
black-and-white image conveys its meaning quickly, at a glance, for drivers.


In an outbreak of foot and mouth disease many animals are culled, so this is a delicate issue. A photograph provides a more serious tone for the piece; the cartoon image is too 

frivolous.



Both options could be considered. Tour operators use different images for different groups of travellers. Photographs are often used for older travellers, cartoon drawings for younger travellers. A combination can also be effective.


Different images have different appeal. The photograph might appear in a glossy magazine and the drawing in a comic. Photographs are more difficult and expensive to reproduce so cost has to be taken into account.

An image for a brochure may be different from an image for a simple advertisement because people want to see what they might buy, in greater detail.

Quality and price of print may also need to be taken into account.


Image C shows most clearly how to use a mouse. The other images could be used in an advertisement or general presentation about computers.

Tell pupils about copyright issues when they are using images and, if appropriate, explain school rules or policies on this.

3 Adding images to a presentation

Explain that the main task in this lesson is to choose images for the presentation they started in the previous lesson. Ask pupils to find the images they collected for homework and decide which they might use.

Emphasise the link between the text, the image and the purpose of the activity. Remind pupils that pictures and text need to complement each other. Tell them to 
ask themselves if the image adds anything to the presentation and, if not, what its purpose is.

Discuss with pupils ways of inserting images into their presentation, for example, by using a scanner, a camera or clip art. Ask which pupils have already used a digital camera or scanner, then organise a rota for them to use the equipment. Pair pupils so that the more experienced help the less experienced. Explain the role of any technician or assistant supporting the lesson.

Demonstrate how to use simple editing techniques from the picture toolbar, for example, cropping, brightness and contrast.

Explain that there are other reasons to select an image: particular file formats are more suited to particular purposes.

Load the file 7.1T2c Using images2.ppt to explain the differences between vector-based clip art and bitmapped photographs taken with the digital camera. Show 
pupils how the two sorts of image change when they are rescaled.

Note: Not all clip art is vector-based.

Some images (called vector-based images) can 
be scaled up or down with no loss of quality. Other images (called bitmapped images) lose quality when they are resized.

The slide shows how part of a vector-based 
clip art image can be enlarged with no loss of quality.

Bitmapped images such as photographs are realistic but often lose their detail and definition when enlarged. 

The slide shows how the photograph of a keyboard has been enlarged resulting in a reduction in clarity.

Poor definition that may not be noticed on a computer screen can become very noticeable when the image is projected on a large screen.

Summarise with pupils:

· vector-based images can be resized without losing quality;

· bitmapped images often lose their detail and definition when resized, for example, zooming in on one part can reduce clarity.

4 Creating a presentation with images

Tell pupils that they should now work in pairs to acquire and edit images and add them to their presentation. Point out the questions written on the whiteboard or flipchart. Say that they should think about these questions as they work.

· Why did you include an image here?

· What sort of image have you chosen here?

· How does the image illustrate the point you are making?

· Why did you use this type of image?

· What effect would it have if you replaced it with a different kind of image?

Tell pupils that they will have more opportunities to add, change and find new images as the unit progresses.

Explain how they can save different drafts of their work with different names, for example, by using letters in alphabetical order as suffices, or by adding the date or lesson reference 7.1.2.

Differentiation

Pupils working at levels 3–4 usually have little difficulty in inserting images. However, they may not base their selection of images on the needs of the 

presentation or the audience. They may need more guidance and prompting about the questions above when they select their images.

Pupils working at higher levels could be introduced to more technical detail, 
including:

· more complex image manipulations, such as ungrouping and re-colouring of vector-based clip art or use of transparency in bitmapped images when cropping irregular shapes;

5 Plenary: Which images work well, and why

Load the presentation file 7.1T2d Pat’s poor presentation stage 2.ppt on the large display. This shows Pat’s attempts at adding appropriate images. Ask pupils to work in pairs to comment critically on Pat’s choice of images. Remind them to use the questions from activity 4 as they consider audience and content. Ask each pair to jot down three suggestions to give to Pat about the images in the presentation.

Select pupils to report on their groups’ responses. Collect key ideas, making brief notes on the whiteboard or other display. Ask individual pupils to suggest alternative images and to explain why they may be more suitable.

Homework

Ask pupils to look in brochures, newspapers, magazines or other materials for examples of text with images. Ask them to select three images that support the message of the text and, for each one, to write a paragraph explaining why the 
image is effective. Suggestions include:

· an advertisement – what makes the image attractive? what does the image suggest about the product?

· a news story – how does the image help to tell the story?

· a brochure – how does the image help to give the information?

· an instruction leaflet/manual – how do the images help to show the user what 
to do?

· a sign or logo – how does the image, with little or no text, give information?

Provide magazines for those pupils doing homework in a homework club or centre.


Selecting and using appropriate fonts and colours

ICT Framework objectives

Exchanging and sharing

Refining and presenting information

· Plan and design the presentation of information in digital media, taking account of the purpose of the presentation and intended audience.

· Use ICT to draft and refine a presentation by changing the format of the text, using the simple editing functions of common applications.

Key vocabulary

From Year 6: 
bold, font, font size, format, heading, italic, style, underline

From Year 7: 
attribute, case/uppercase/lowercase, document, multimedia, onscreen viewing, subheading

From Year 8: 
hyperlink

Preparation and planning

· Ensure that you know how to select font size, style and colour and how to insert background images in presentation software.

· Ensure that you are familiar with the range of fonts in the presentation software.

· Create a wall display of several of the currently most popular fonts, identifying them and demonstrating them with the same short piece of text.

· Add new key vocabulary to the wall display.

Resources

· Enough computers for pupils to work in pairs or small groups

· Large screen display

· Presentation software

· File 7.1T3a Pat’s poor presentation stage 3.ppt

· File 7.1T3b Text and colour.ppt

Lesson outline 
60 minutes

1
Starter: Appropriateness of
Viewing presentation
5 minutes


text and colour in a
Paired work


presentation


2
Using different colours 
Discussing colours 
10 minutes


and text in a presentation
and fonts



Whole class


3
Using text characteristics 
Demonstration
10 minutes


to convey meaning
Whole class


4
Developing the  
Using software
25 minutes


presentation 
Paired work


through fonts and colour


5
Plenary: Evaluating the 
Reviewing work
10 minutes


effect of fonts and colour
Paired work




Small groups



Homework
Individual work


Activities

1 Starter: Appropriateness of text and colour in a presentation

Before pupils arrive, load the presentation file 7.1T3a Pat’s poor presentation stage3.ppt on the large display. This shows how Pat added different colours and text to the presentation.

Show pupils the slides and ask them, in pairs, to discuss the use of colour and text and to jot down:

· three things they think are good about the colours and text;

· three things that they think are bad about the colours and text.

2 Using different colours and text in a presentation

Show each slide again and ask pupils for feedback on what they have identified as good or bad about the use of colours and style of the text.

Lead a whole-class discussion about the effectiveness of the presentation.

· Discuss why colour is used in a presentation, for example, to attract the attention of the audience, to highlight key points, to illustrate, to make it more interesting.

· Explain why presentation slides need a balance between text and images, for example, for clarity, illustration and interest. Ask if the text and the image complement each other in this presentation.

· Ask pupils to consider what size the text will need to be so that the audience can read it from where they are viewing.

· Explain that the amount of text may be limited, because of the slide size and for clarity.

· Explain that it is important not to have too many slides, to avoid losing the audience’s interest.

Tell pupils that the theme of this lesson is bringing together the images, colours and text in the presentation.

3 Using text characteristics to convey meaning

Load 7.1T3b Text and colour.ppt on the large display. Explain that text is used to convey meaning but the format of the text can vary. Use the examples in this slide show to prompt discussion about why certain text styles are more effective in particular contexts. Explain that matching text styles to the purpose and to the needs of the audience is crucial to the idea of fitness for purpose. Ask pupils to decide which effects should be used in which contexts.

Make these points.


Explain that colour can be used in many different ways and that it is important to think about combinations of colours.

Ask pupils about the ‘stories’ that colours tell, for example, some people say ‘green with envy’. Ask them about other colour associations, such as:

· 
Explain that different colours may convey different meanings to people of different ages, cultures and religions.

Explain that some text effects used in printed materials, for example, underlining, have different implications in multimedia. Ask the pupils what may happen when they click on an underlined word on screen. Explain that underlining often signifies a hyperlink (a link to another page). It is therefore particularly important to avoid underlining headings or pieces of text, unless hyperlinks are required.

Explain that, in many contexts, upper or lower case is determined by grammatical rules or 
house style, for example, a sentence always 
starts with a capital letter. Say that a word in upper case attracts attention and this can be used for emphasis, for example, in a heading. Mention that too much text in upper case can also be distracting.

Explain that a key characteristic of fonts is whether they have extensions to the ends of strokes (serif fonts), for example, Times New Roman and Garamond, or strokes ending in 
a straight line (sans serif fonts), for example, 
Arial and Helvetica.

Tell pupils that serif fonts are generally easier 
to read when set in small point sizes, for example, small text in newspapers tends to 
be Times Roman. Sans serif fonts are 
considered easier to read when set in large 
point sizes, for example, in a presentation.

Explain that serif fonts tend to be considered 
as ‘old-fashioned’ and sans serif as ‘modern’. Because they want to be seen as modern, 
many websites use sans serif fonts such as Verdana, which is readable in small sizes 
on the screen.

Ask pupils these questions.


Conclude the questions by asking pupils to think about which font they will use for their presentation. Ask them to explain their choices.

4 Developing the presentation through fonts and colour

Demonstrate to pupils, as necessary, how to change colours and fonts. Focus pupils on the task, which is to use appropriate colours and fonts to match the purpose and audience of the presentation. Encourage pupils to consider how they made decisions about text and images in the previous two lessons.


While pupils are working, circulate and note any common misunderstandings that may have arisen, to share with the rest of the class in the plenary.


Ask all pupils to print out their work, three slides to a page. This will be needed for homework.

Differentiation


Pupils working at levels 3–4 usually have little difficulty changing colours and fonts. However, they may not base their selection on the needs of the presentation or the audience. They may need more guidance on the fitness for purpose of their selections. As they are working on their presentations, identify a small group of pupils to work with. Probe their understanding of the need to consider audience and purpose by asking these questions about decisions they have made.

· Which font, colour and images have you chosen? Why?

· How do the font, colour and images enhance your presentation?

· How easy is your text to read on a large presentation screen?

· Have you emphasised any text? How? Why?

· What messages are important for you to tell the audience?


Pupils working at higher levels could be introduced to more technical detail, for example:

· more complex manipulation of colours and fonts, using the customised colour palette or fill effects;

· discussion about the differences of projecting on a monitor or large screen and how this would influence their selection of the colours and fonts.

5 Plenary: Evaluating the effect of fonts and colour

Review, and correct, as necessary, any misunderstandings in the last activity.

Ask pupils, in pairs, to discuss and jot down three guidelines they would give to 
others about using colours and fonts in a presentation. Join pairs into fours to share their guidelines. Take brief feedback to summarise, drawing on individuals to comment about and justify their selection.

Homework

Ask pupils to annotate their printouts with any alterations or additions they would like to make to their presentation, giving their reasons.


Selecting and using appropriate sounds

ICT Framework objectives

Exchanging and sharing

Refining and presenting information

· Plan and design the presentation of information in digital media, taking account of the purpose of the presentation and intended audience.

· Use ICT to draft and refine a presentation, including:

· capturing sound;

· reorganising, developing and combining information, including text, 

· images and sound, using the simple editing functions of common applications.

Key vocabulary

From Year 6:
animate, microphone, sound, speaker 

From Year 7:
voiceover

Preparation and planning

· Ensure that you are familiar with the software package you are using and that you know how to find and insert sound files in a presentation.

· Test whether you can record sounds on at least some computers and that you know how to do so.

· Test whether the sound is working on the computers.

· Check that you have sufficient sound files in the clip art file, or download further examples from the Internet, making sure these are easily accessible.

· Write bullet points for the homework task, on a whiteboard or flipchart.

· Add new key vocabulary to the wall display.

Resources

· Enough computers for pupils to work in pairs or small groups

· Several computers with sound cards installed

· Large screen display

· Whiteboard or flipchart with bullet points for homework task

· Microphones

· Speakers and headphones

· Presentation software

· Sound files from clip art or the Internet

· Internet access

· File 7.1T4a Sound.ppt

Lesson outline 
60 minutes

1
Starter: Different uses of 
Considering sounds
10 minutes


sound in a presentation
Whole class

2
Using sound to create 
Discussing sounds
5 minutes


atmosphere
Whole class

3
Inserting sounds in a 
Demonstration
10 minutes


presentation
Whole class

4
Developing the presentation 
Using software
20 minutes


by adding sound
Paired work

5
Evaluating the use of 
Viewing presentations
10 minutes


sound
Paired work

6
Plenary: Using sound 
Summarising work
5 minutes


effectively in a presentation
Whole class


Homework
Individual work


Activities

1 Starter: Different uses of a sound in a presentation

Load 7.1T4a Sound.ppt on the large display. Run the presentation. Explain that sounds can enhance a presentation but they must be selected with care. Ask pupils to consider the images and sounds in the following slides.

Note: On the next slide, the sound will play before the image is displayed.

Play the sound, then ask the pupils to suggest what the picture will be. If necessary, use the speaker icon to play the sound again. Then reveal the image. Remind pupils that some sounds are very well known.

Note: On the next slide, the sound will play when the image is displayed.

Ask pupils how the sound effect adds to the atmosphere of the picture, and what sort of mood it evokes. If necessary, use the speaker icon to play the sound again.

Note: On the next slide, a different sound will play when each of the two images is displayed.

Ask if the sounds are appropriate for the images. Click anywhere on the first image to play one of these sound effects again. Ask if this sound is more appropriate for the first or the second image. Would it matter?

Note: On the next slide, a different sound will play when each of the two images is displayed.

Explain that background sounds can fulfil different purposes, for example, A would be suitable if the intention is to be humorous. B is a traditional use of sound to enhance the image. Explain that the purpose is critical.

Play the speaker icon. Which image fits this sound better?

Note: On the next slide, the sound will play before the images are displayed.

Play the sound, then ask pupils to identify it and to suggest the sort of picture they would expect. Use the speaker icon to play the sound again. Now display all three images, then discuss which image is most appropriate, drawing out the idea that the ‘head-on’ picture fits because of the ‘menace’, both in the sound and in the image (the viewer is about to be run down).

Note: Before you show slide 7, ask pupils to suggest reasons for using sound in a presentation. For example, to illustrate, to give extra effect, to enhance, to create atmosphere, to evoke moods, to provide an alternative to written text such as narration or spoken guidelines (voiceover).

Show this slide when you have gathered some thoughts from the pupils.

Summarise the points made so far, saying that sound can be used in a presentation in a variety of ways. For example, it can be:

· a piece of music included in the presentation to illustrate a particular point;

· a recording to illustrate a real sound, such as the duck call;

· used as an effect to create an atmosphere, such as the raindrops;

· used as a voiceover to assist or explain the image.

2 Using sound to create atmosphere

Ask pupils what kind of sounds they would use to create:

· a spooky atmosphere, for example, wind in telegraph wires, squeaking doors;

· a party atmosphere;

· a seaside atmosphere;

· the atmosphere of a busy street.

Emphasise that selecting the right sound requires a decision about the audience and the purpose of the presentation. Discuss how sound and music are used to create atmosphere in films, for example Jaws, The Lion King, Lord of the Rings. Ask pupils how changes in mood and tone, usually in the music, indicate that something good or bad is about to happen.

Ask the pupils to think about their presentations and to suggest where sound would be appropriate, for example, to catch the attention of the audience or to create mood and atmosphere.

3 Inserting sounds in a presentation

Discuss where to find sound files, for example, sounds are available in slide 
animation software or in clip art, or may be downloaded from the Internet. Discuss how to capture and insert sound files into presentation software.

Demonstrate how to use tools such as a microphone and the sound recorder to create a sound effect. 

Discuss other reasons for recording sound, for example, creating a voiceover file for an automated presentation without a narrator.

4 Developing the presentation by adding sound

Ask pupils to load their presentations and continue to refine their work, adding an appropriate sound-effect file. Ask these questions.

· What effect does this sound have?

· Does it make a difference if the sound is turned off?

· How does sound enhance the slide?

· Why have you used sound here?

Differentiation

Pupils working at lower levels often have difficulty in choosing and inserting appropriate sound effects. They may need more guidance and prompting when selecting sounds.

Pupils working at higher levels could be introduced to more technical details, including:

· recording and manipulating their own range of sound effects;

· recording a voiceover for a different audience, for example, for an automated presentation.

5 Evaluating the use of sound

Ask pupils to work in pairs to show each other their presentations and, in particular, focus on their use of sound. Tell pupils to use these questions to decide whether the use of sound is effective.

· Does the sound enhance the presentation or not? How?

· What purpose does it serve?

· 
What difference would it make if the sound effect were not present?

· How would I change my use of sound if my audience were different, for example, a class of seven-year-olds?

6 Plenary: Using sound effectively in a presentaion

Bring the class back together to summarise what they have discussed and what they have learned about using sound in a presentation. Draw out the ideas that sound can be used to:

· illustrate an image;

· draw attention to a specific point;

· provide interest;

· create an atmosphere;

· provide a voiceover for an unattended presentation.

Emphasise that it is important that:

· the sound chosen is appropriate to the purpose for which it is being used;

· the audience will recognise the sound and interpret it correctly.

Homework

Ask pupils to look at advertisements on television and to think about how they use sound, for example, music, narration, voiceover, sound effects. Ask pupils to choose three contrasting advertisements and to write a paragraph about each of them, explaining:

· 
the purpose of the advertisement, for example, giving information, advertising a product;

· the audience for the advertisement, for example, car owners, football fans;

· what sound was used;

· how the sound engaged the audience;

· how the sound complemented the message of the advertisement.


Write the bullet points listed above on the whiteboard or flipchart.


Any pupils who do not have access to a television should find three contrasting advertisements in a magazine or newspaper and write a short paragraph explaining:

· the purpose of the advertisement;

· the best audience for it;

· what sound could be used with the advertisement if it were shown on television as a still image;

· why the sound they suggest would complement the message of the advertisement.

Provide magazines for those pupils doing homework in a homework centre.


Modifying the style of a presentation for a different audience

ICT Framework objectives

Exchanging and sharing

Fitness for purpose

· Use given criteria to evaluate the effectiveness of own and others’ presentations.

Refining and presenting information

· Plan and design the presentation of information in digital media, taking account of the purpose of the presentation and intended audience.

· Use ICT to refine a presentation by reorganising information, including text, images and sound, using the simple editing functions of common applications.

Key vocabulary

From Year 6:
judge

From Year 7:
annotate, criterion, evaluate, template

Preparation and planning

· Ensure that enough copies of 7.1P5b Perfect presentation guidelines sheet.doc are available for each pair of pupils to have one.

· Consider strategies if your time is limited or the class size is large, for example:

· run the evaluation over two or more lessons;

· change the focus to self/peer evaluation rather than group evaluation.

· Add new key vocabulary to the wall display.

Resources

· Enough computers for pupils to work in pairs or small groups

· Large screen display

· Whiteboard or flipchart

· Presentation software

· File 7.1T5a Perfect presentations.ppt

· File 7.1P5b Perfect presentations guidelines sheet.doc

Lesson outline 
60 minutes

1
Starter: Rules for a ‘perfect 
Viewing presentation
5 minutes


presentation’
Whole class

2
Comparing the 
Reviewing presentation
5 minutes


presentation with the rules
Whole class


3
Applying a consistent 
Demonstration
10 minutes


format in presentation 
Whole class


software

4
Adapting the presentation 
Using software
20 minutes


style for a different audience
Paired work

5
Evaluating the revised 
Showing presentations
10 minutes


presentation
Paired work

6
Plenary: Comparing the 
Reviewing work
10 minutes


style of presentations for 
Whole class


different audiences


Homework
Individual work


Activities

1 Starter: Rules for a ‘perfect presentation’

Load the presentation file 7.1T5a Perfect presentations.ppt on the large display and have it running automatically for pupils to study as they arrive. Tell pupils that this was designed by a company to help people to prepare a presentation for adults. Say that it shows the ‘dos’ and ‘don’ts’ of using presentation software for adult audiences. 



[image: image4.png]Perfect presentations

How to present to an adult audience




Give out copies of 7.1P5b Perfect presentations guidelines sheet.doc, which lists the rules. Ask pupils to refer to the sheet, as the presentation runs, and to judge whether the company has kept to its own rules.
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2 Comparing the presentation with the rules

Ask pupils to consider their own presentation and, referring again to 7.1P5b, to decide whether they have followed the ‘perfect presentations’ rules. Tell pupils to tick the rules they have followed in both the ‘do’ and the ‘don’t’ sections.

Select two pupils who have several ticks in the ‘don’t’ column. Ask them to describe and explain the features they have used in their presentations. Lead a whole-class discussion about why pupils’ presentations do not follow the guidelines. Draw out 
the idea that their presentations were designed for an audience of 11-year-olds but the guidelines are written for an audience of adults. Discuss why many sound effects are inappropriate for an adult audience, for example, they are distracting, they do not add to the presentation.

3 Applying consistent format in presentaion software

Tell pupils they are now going to use the guidelines for adults, to change their presentations so that they are suitable to show to their head-of-year. Ask pupils to give some examples of ways in which the presentation they have created may need to be changed. Explain that they are going to change both the text and the ‘look and feel’ of the presentation and that they are going to start by fitting their presentations to the ‘perfect presentations’ rules.

Demonstrate how to apply a consistent format in a presentation. Show how to change backgrounds, colour schemes, fonts and layouts by using, for example, auto layout, slide templates or master slides to customise a scheme. Explain that different audiences have different expectations. There are now conventions, or commonly-accepted ways, of presenting information for particular purposes and audiences.

Ensure that pupils use ‘Save as’ when they save their new presentations, so that they do not lose their original versions.

4 Adapting the presentation style for a different audience

Tell pupils, working in pairs, to make their own presentations, suitable for an adult audience, in line with ‘perfect presentations’ rules. Emphasise that, at this stage, they should focus on adapting the presentation style, not the content. Circulate and help pupils as they amend their presentations.

Differentiation

Potential outcomes from this activity will vary depending on abilities and backgrounds of pupils. Changing the presentation style for a different audience is the focus for this activity. This can be achieved using a variety of tools in the presentation software that vary both in complexity and in what they can do. 

Monitor and support pupils as they work, using the following strategies, as appropriate:

· providing pupils with step-by-step instructions, either as printouts showing what has been demonstrated or as digital copies on the school’s intranet;

· encouraging pupils, particularly those working at higher levels, to use the help system built into an application to resolve difficulties independently;

· stopping the activity, if necessary, and demonstrating on the large display any features which the class finds difficult;

· asking technically more competent pupils to explain briefly, on the large display, how they tackled a particular aspect of the task;

· undertaking focused group work with a selected group of pupils, for example, a group of pupils working at lower levels might be seated together and you might lead a guided activity on how to change to consistent style, using a master slide.

Ask pupils to print their revised presentations, six slides to a page. They will need these for homework.

5 Evaluating the revised presentation

Ask pupils, in pairs, to show their partners their revised presentations on screen. Tell the pupils who are watching the presentation to use 7.1P5b Perfect presentations guidelines sheet.doc to see if the presentation follows the ‘perfect presentations’ rules. After they have all watched each other’s presentations, ask them to give feedback, viewer to presenter, and discuss together whether the rules have been applied.

6 Plenary: Comparing the style of presentations for different 
 audiences

Remind pupils that the ‘perfect presentations’ guidelines are aimed at audiences of adults. Ask pupils these questions.

· Which of your two presentations do you prefer? Why?

· Are there any features of your second presentation that would enhance your first presentation, and vice versa?

Ask pupils, in pairs, to discuss and write down three pieces of information about themselves that a head-of-year would find useful to know. Quickly collect their ideas on the whiteboard. Tell pupils that, for homework, they will be deciding what to include in their own presentations.

Homework

Give pupils printouts of their presentation for adults. Ask them to think about the information they would want to give their head-of-year and how this would be different from the information they would want to give to other pupils. Tell them to annotate their printouts with the changes, and that they will use their annotations to amend their presentations in the next lesson.


Modifying the content of a presentation for a different audience

ICT Framework objectives

Exchanging and sharing

Fitness for purpose

· Use given criteria to evaluate the effectiveness of own and others’ presentations.

Refining and presenting information

· Plan and design the presentation of information in digital media, taking account of the purpose of the presentation and intended audience.

Key vocabulary

From Year 7:
annotate, criteria, effective, feature

Preparation planning

· Ensure that enough copies of 7.1P6b Evaluation sheet.doc are available for each pair of pupils to have one.

· Add new key vocabulary to the wall display.

Resources

· Enough computers for pupils to work in pairs or small groups

· Large screen display

· Whiteboard or flipchart

· Presentation software

· File 7.1T6a Pat’s poor presentation stage 4.ppt

· File 7.1P6b Evaluation sheet.doc

Lesson outline 
60 minutes

1
Starter: Suggesting 
Discussing content
5 minutes


adaptations to a presentation
Paired work

2
Adjusting content for an 
Discussing content
10 minutes


adult audience
Whole class

3
Adapting the presentation 
Using software
20 minutes


content for an adult audience
Individual work

4
Evaluating presentations 
Presenting work
15 minutes


against criteria
Paired work


5
Plenary: Extending the 
Viewing presentation
10 minutes


presentation to a wider 
Whole class


audience


Homework
Individual work


Activities

1 Starter: Suggesting adaptations to a presentation

Ask pupils, in pairs, to discuss the suggestions that they made on their printouts, for homework, for adapting the content of their presentation. 

Remind pupils that the purpose of the revised content was to introduce themselves to their head-of-year.

2 Adjusting content for an adult audience

Select pupils to give feedback about the ideas they have discussed. Quickly collect their responses on a whiteboard or large display. 

Lead a whole-class discussion about how they could adjust the content of their presentations to make it more suitable for a head-of-year. Draw out suggestions, which could include:

· their past successes at school;

· how they do in different subjects and which subjects they like;

· what they find easy or difficult about school work;

· what they like or dislike about life as a Key Stage 3 pupil;

· whether their brothers and sisters, cousins or parents have been through the school.

3 Adjusting the presentation content for an adult audience

Ask pupils to continue to change their presentations to make them suitable for their head-of-year, concentrating on changes to content. As pupils are working, probe the understanding of individuals by asking them to justify their choice of content for the new audience.

4 Evaluating presentations against criteria

Remind pupils that in this unit they have learned how to manipulate text, colour, font, sound and images to make a presentation to provide a given audience with information about themselves.

Give out and discuss 7.1P6b Evaluation sheet.doc. 
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Ask pupils if there is anything they would like to add to it. Tell pupils that they are now going to evaluate each others’ presentations for adults. Explain that evaluation requires a judgement about the effectiveness of features such as images, colour, font and sound, both for the audience and for the purpose of the presentation.

Introduce the ground rules for the evaluation. Tell pupils they should:

· be honest in their opinions but sensitive to others’ feelings;

· not be offensive or rude;

· be constructive rather than negative, and make helpful suggestions for what might be improved;

· be prepared to be challenged and to explain their views.

Stress that constructive criticism is positive, for example, ‘That part is important. If you made the font size bigger people would notice it more.’

Ask pupils, in pairs, to take turns to present their work to each other. Ask them to fill in their evaluation sheets (7.1P6b) as they listen and watch. Circulate among the groups, asking questions such as:

· What do you think were the best parts of the presentation? Why?

· How did you use images to attract attention?

· Why did you use sound like that?

· Could you see the writing from a distance?

· Was there too much writing on each slide? Too little?

· How did the colours that were used help to enhance the presentation?

· Which images would you change? Why?

· What did you think the sounds added to the presentation?

5 Plenary: Extending the presentaion to a wider audience

Remind pupils that they have now created two different presentations for different audiences. They have successfully given messages to their fellow pupils and to their head-of-year. Say that you think that a wider audience might be interested in seeing their work. Ask pupils to suggest how you could achieve this, for example, at a parents’ evening, through the school’s intranet, through the school’s website.

Load the presentation file 7.1T6a Pat’s presentation stage 4.ppt on the large display. This is Pat’s final attempt at a presentation. Run it and discuss with pupils the dangers of using a presentation that was designed for one audience, for another, different audience.

Ask these questions.

· Would this presentation be appropriate for a head-of-year?

· Would this presentation be appropriate to put on the school’s intranet?

· Would this presentation be appropriate to put on the school’s website?

Draw out the ideas that the presentation:

· was not designed for an adult;

· is not a very good presentation anyway;

· was not designed to run across the school’s intranet;

· gives personal details that are not appropriate for a wider audience.

Homework

Ask pupils to review what they have learned in the unit and to make brief notes about:

· 
why it is important to know the nature of the audience for a presentation;

· 
why you need to be clear about the purpose of the presentation.
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Size is the most obvious attribute of text.� Large text is used to emphasise some �text, for example in headings, �subheadings.


Smaller text size is used to signal �reduced importance, for example, in �bullet points, in acknowledgements of sources of images or graphs or footnotes.


Often, the actual size of the text is not as important as relative size, as it indicates relationships between different parts of �the text.


Text size and line length affect how �easily the text can be read, especially on screen.








Some combinations are easier to read, �for example, black on white.


Some combinations are difficult to read, �for example, purple on black.


For projection it is usually better to use a �dark background with lighter text, while for close-up, onscreen viewing it is better to �have a light background and darker text.


People who are colourblind have difficulty �with specific colour pairings, so, for �example, avoid red/green combinations.








red – danger


purple – regal


bliue – cold


green – go, or living matter








Which fonts are serif?


Which are sans serif?


Which fonts are all capitals?


Which fonts are easier to read and �which are more difficult?


Does letter width affect the elegance �of the text?


Which fonts have more appeal?


Do the fonts have any common features?








Note: 1, Arial; 2, Algerian; 3, Bookman Old Style;�4, Arial rounded MT bold; 5, Comic Sans MS;�6, Stencil; 7, Lucida Sans Unicode
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