[bookmark: _GoBack]BSBITU302: Create electronic presentations



	Target(s):
	Criteria
	
	Preparation for next unit

	 (Any criteria which has priority or needs to be reinforced)
	(i.e. 1.2.1)
	
	(Any work that has been set for the learners or that you need to research/prepare)





	Date & Time
	Group
	Session Sequence(s)

	(Complete as appropriate)
	(Number of learners and where they are from)
	1-7 + Summative assessments

	Points from previous learning that may need reinforcement e.g. misconceptions:

(Complete as appropriate)

	Learning objectives

· Discover how to prepare to create presentation 
· Learn how to create a presentation 
· Know how to finalise a presentation
· Gain the skills and knowledge required for this unit 

	The big picture

This unit describes the skills and knowledge required to design and produce electronic presentations for speakers, for self access and online access.

It applies to individuals employed in a range of work environments who design electronic presentations. They may work as individuals providing administrative support within an enterprise, or may be responsible for production of their own electronic presentations.

No licensing, legislative or certification requirements apply to this unit at the time of publication.


	Learning outcomes

All learners will be able to:

· Prepare to create presentation 
· Create a presentation 
· Finalise a presentation
· Use the skills and knowledge required for this unit 

	How I will assess the outcomes

· Learner Workbook Answers
· Observation
· Outcome of activities
· Class Discussions and Questions



	Addressing the needs of individuals: 

· Terminology explained
· Being aware of individual needs i.e. learning requirements
· Differentiated Handouts (This is not a requirement)


	Generic Learning Links (Employability Skills)
	

	Fundamental Skills:

· Terminology
· Skills required for the specific job role will be obtained
	People Skills: 

· Group Work
· Discussions



	Thinking Skills:

· Activities
· Learner Workbook

	Personal Skills:

· Communication
· Research
· Organisation




	Resources - *(R)


(Instructor Workbook for your use)


	PowerPoint, Learner Guide and Learner Workbook – To be used throughout. 


	Health & Safety

	General Health and Safety, Fire Exits, First Aid, Trip Hazards and Emergency Procedures.

	Working with colleagues
	Ensure all learners have required resources and learner workbooks/guides. If sharing training with another colleague, ensure that they have own copies of session plan etc and are aware of their part.



	Time and 
Interaction
(Individual/Group/
Pair)
	Unit Sessions - What am I doing/asking/teaching?
(All bullet points are covered by the PowerPoint and/or yourself)
	Learner activities/tasks - What are they doing and/or learning?

	

	Session 1

(Enter breaks where you feel necessary)

· Welcome participants to the program.
· Self introductions students and teacher
· Introduction to unit
· Discuss each activity as they arise and ensure learners fully understand what they are expected to do. 
· Use your discretion as to whether they should be completed in groups/pairs/individually, although some activities may state what is best.
· All bullet points indicate areas for class/group discussion or to be posed as a question by you.
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Housekeeping Items

Using the PowerPoint, take a few moments to inform the learners of the following;

· Where the toilets and fire exits are located, what the emergency procedures are and where the breakout and refreshment areas are.
Objectives
· Discover how to prepare to create presentation 
· Learn how to create a presentation 
· Know how to finalise a presentation
· Gain the skills and knowledge required for this unit 

1.1 Organise personal work environment in accordance with ergonomic requirements

Ergonomic requirements may include:
· Avoiding radiation from computer screens
· Chair height, seat and back adjustment
· Document holder
· Footrest
· Keyboard and mouse position

Activity 1A

	
Use this area to add anything you feel the learners should/might be doing whilst you are teaching. They should be doing any of the following:

· Listening to instructor
· Completing workbook activities
· Having class/group/pair discussions
· Writing notes
· Asking questions





	
	Session 2

1.2 Determine purpose, audience and mode of presentation in consultation with content author or presenter

Mode of presentation may include:
· Available for browsing by individuals
· Display on one computer, control from another
· Online, internet, intranet
· Conference presentation

1.3 Identify presentation requirements in terms of supporting documents and equipment

· Computer equipment and peripherals for on-screen presentation
· Data show
· Network access
· Outlines
· Overhead projector

1.4 Apply work organisation strategies and energy and resource conservation techniques to plan work activities

Work organisation strategies may include:
· Exercise breaks
· Mix of repetitive and other activities
· Rest periods

Energy and resource conservation techniques may include:
· Double-sided paper use
· Recycling used and shredded paper
· Re-using paper for rough drafts (observing confidentiality requirements)

Activity 1B

	

	


	Session 3

2.1 Design slides, notes and handout masters to incorporate organisational and task requirements in relation to image and preferred style, avoiding distractions

Organisational and task requirements may include:
· Company colour scheme
· Company logo
· Corporate image

Distractions may include:
· Heavy colour
· Insufficient colour separation (background to text)
· Irrelevant animation
· Multiple transitions

2.2 Use software functions for consistency of design and layout, to meet identified presentation requirements

Software functions may include:
· Backgrounds
· Colour schemes
· Creating templates
· Handout master

2.3 Balance presentation features for visual impact and emphasis

A complete PowerPoint presentation includes some basic components:
· An intro
· Table of contents
· Multiple presentation slides
· Conclusion
· Closing slide that opens the floor for questions and comments

	

	




	Session 4

2.4 Use advanced software features to streamline and customise presentation for different audiences

What Are Advanced Features?

· Advanced Features are not used all the time and are not essential to the basic program.
· Advanced Features allow you to fine tune and control your work.
· Advanced features can be found by using alternative software applications to that which is generally regarded as industry standard, e.g., Microsoft PowerPoint.

2.5 Prepare presentation within designated timeline

Designated time lines may include:
· Organisational time line e.g. conference deadline requirements
· Timeline agreed with internal or external client
· Timeline agreed with supervisor or person requiring presentation

Activity 2A

	

	







	Session 5

3.1 Use manuals, user documentation and online help to overcome problems with design and production

PowerPoint is presentation software that can be used to create slide shows for printing, on-screen projection, or Web-based display. 

Read the manual

Manuals are found:
· Online
· On your computer
· A website
· Hard copy in a box or folder

Activity 3A

	

	





	Session 6

3.2 Check presentation for spelling and consistency in presentation features and style, in accordance with task requirements

Check presentation for spelling:
· As mentioned previously, spelling and grammar mistakes can distract from the work that you put into your presentation, so you obviously want to eliminate these mistakes. 
· You probably have your own methods and preferences for how to help you do this. 

3.3 Print presentation materials in accordance with presenter or audience requirements

Presentation materials may/can include:
· Handouts
· Outlines
· Overhead transparencies
· Paper printouts of presentation/slide show
· Speaker notes
· 35 mm slides (not applicable)
· Website documents

Activity 3B

	

	


	Session 7

3.4 Store presentation, in accordance with organisational requirements and exit application without information loss or damage

Storing presentations may include:
· Authorised access
· Filing locations
· Organisational policy for backing up files
· Organisational policy for filing hard copies
· Security

Storage integrity
· Storage on disk drives, USB, CD-ROM, backup tapes, servers and such can be particularly vulnerable to obsolescence. 
· Clicking the Close button is the easiest way to close a file.

Activity 3C

	

	

	Summative Assessments

Skills and Knowledge Activity

Major Activity

1. An opportunity to assess the learner’s knowledge of the entire unit.
1. Can be completed in session time or in own time – instructor’s choice.
	


Session Evaluation
(For instructor’s use to evaluate their sessions and check if learning outcomes have been met)

Have the Learning Outcomes been met?
 	
	Learning Outcomes

	To what extent were the Learning Outcomes met by all/most/some learners – and how do you know? Evidence?

	
	



Identifying Good Practice (What did you do well? What could you change for future sessions?)

	






Reflection on Learning Outcomes (Was everything understood? Will anything need re-explaining?)

	
 Learning points that need reinforcement in future session(s)











