	Lesson Plan

	

	Class:	
	8
	Date:
	
	Sequence: 
	6/10
	Ability:
	

	Aim:

	Students will become confident formatting styles in Microsoft Word

	Teaching Objectives:

	· Formatting styles 3.3.1 – 3.3.3

	Learning Objectives:

	· I can apply an existing character style to selected text.
· I can apply an existing paragraph style to one or more paragraphs.
· I can use the copy format tool.

	Resources:
	Differentiation:

	
	Lower:


	
	Higher:
ECDL Word - 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 Section A
· [bookmark: _GoBack]15-20 minutes to complete QuickSkills 1 Section A using Lesson 5 - Styles
· Extension: Worksheet 2


	Plenary:

	Q&A 
· Class expert & Bounce. Pick a student get them to explain one of the skills and then nominate someone else who has to explain one of the skills (and continue…).

	Homework:

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




