	Lesson Plan

	

	Class:	
	7
	Date:
	
	Sequence: 
	1/10
	Ability:
	

	Aim:

	Introduce ECDL PowerPoint unit; 1 lesson per fortnight; touch-typing; behaviour expectations.

	Teaching Objectives:

	· Using the application/Working with presentations, Enhancing productivity. Skills 1.1.1 – 1.1.5

	Learning Objectives:

	· I can open Microsoft PowerPoint
· I can close Microsoft PowerPoint
· I can open a PowerPoint presentation
· I can close a PowerPoint presentation
· I can create a new presentation based on a template
· I can save a presentation
· I can save a presentation using a different name
· I can save a presentation as another file type (e.g. PDF, RTF)
· I can switch between open presentations
· I can change the default folder to save/open files from/to
· I can change the user name used by Microsoft Excel
· I can use the help function
· I can use the magnification/zoom function
· [bookmark: _GoBack]I can Hide/show the ribbon

	Resources:
	Differentiation:

	
	Lower:


	
	Higher:
ECDL PowerPoint - CIA Workbook

	Starter:

	(Approx 10 mins) Touch-typing – to enhance and aid literacy within the group and to help students type more efficiently.

	Activities:

	Main
· Demo skills
· 15-20 minutes to complete QuickSkills 1 
· 30 minutes to complete Worksheet 1

	Plenary:

	Get them to speak in pairs and explain to each other what they learnt today that they did not already know. Did they know how to save as a different file type? What do they think of their touch-typing score?


	Homework:

	Students should spend 20 minutes practising their touch-typing using BBC touch-typing or 10 fast fingers.




