Using ICT


Year 7 Unit 1
Using ICT

Y7 Unit 2 Lesson Plans

Unit topic - About ourselves

This is a starter unit for Year 7 pupils and has several aims:  

· introducing pupils to good working practice in network rooms and the procedures for working on the school network;

· working with a multimedia authoring or presentation package and other input devices to create a presentation for Y6 pupils about themselves;

· assessing individual pupil's prior skills, knowledge and understanding of ICT.
4 x 55 minute lessons

1. Introduction to the unit

2. Creating files on the network

3. Adding images and sound

4. Showing and reviewing their work






ICT context

3a  Interpreting information and reorganising and presenting it in a variety of forms that are fit for purpose.

3b  Using a range of ICT tools efficiently to draft, bring together and refine information and create good quality presentations in a form that is sensitive to the needs of particular audiences.


Curriculum links

Literacy:  recognising how text, images and sound combine together to create meaning

Explore an range of media to present information.







Pupils should already know . .

· How to format text
· How to insert images into a page.

Individual pupils will have other skills, knowledge and understanding of ICT.  They should be given a chance to show what they know.

Teacher skills, knowledge and understanding . . .

· An understanding of the school network and knowledge of ID and passwords for pupils.

· An understanding of the procedures and etiquette in the network room.

· Skills in using digital camera, scanner and sound input.

· Skills in using a presentation or multimedia authoring package.

· An understanding of what creates a 'good' presentation.

· Knowing how to assist pupils in annotating their work.

There is general guidance on knowledge, skills and understanding for teachers of KS3 ICT in the main introduction.





Resources

Equipment

· Network room with multimedia computers

· Digital camera

· Scanner

· Microphones

· Headphones or speakers

Software 

· Presentation package or multimedia authoring package.

· Scanner and digital camera software.
.
Assessment 

The lessons cover ICT at Levels 3 to 5.  An assessment checklist for teachers accompanies these lesson plans.

Differentiation 

As this is the first unit to be taught, the results of the diagnostic questionnaire will help to judge pupils' ICT experiences.  This unit is an opportunity to assess pupils' ICT capabilities and which pupils require additional support. 

Homework

The homework for these lessons does not require the use of a computer.



Unit 7. 1

Using ICT 
About ourselves - 

Lesson preparation checklist

Lesson summary
Pupil handouts and resources required
Teacher resources and preparation

Lesson 1

Introduction to using the network and network procedures.

Draft and enter text into a multimedia package.

· List of pupils' network IDs and passwords.

· School ICT booklet on network procedures and computer room etiquette.

· Introduction slides for a demonstration presentation (7.1, L1, A1).



Lesson 2

Pupils save drafts of their work and add clipart and scanned images.
· Scanner

· Guide on how to use the scanner.
· Key questions on using a scanner in the classroom to help prepare the pupil guide. (7.1 L2, A3)

· Make sure that the scanner is set up correctly and is available for the lesson.

Lesson 3

Pupils record their sound bites and add a sound file to their work.

Pupils take a digital photograph and add it to their work.

· Digital camera.

· Microphone and headphones with each computer.
· Guide to using a digital camera.

· Sound recording handout. (7.1 L3, A2)

· Make sure that the digital camera is working correctly and that the software is available on the network, or on a known computer.

· Key questions on using a digital camera in the classroom to help prepare the pupil guide. (7.1 L3, A4)

· Make sure that the sound recorder is available on pupils' desktops.



Lesson 4

Pupils review their own and others' work, annotate their printouts and build up their ICT portfolios.


· Text, images and sound handout.  (7.1 L4, A1)

· Annotating your work handout.  (7.1 L4, A3)


Key:  Teachers' hint or pupils' handout (teacher to prepare);  Teacher or pupil resource provided, with reference; additional equipment required.
Learning Objectives for Y7 Unit 1 Lesson 1

· To introduce the topic and make sure that pupils understand the unit aims;

· To set out procedures and practice for using the ICT rooms and the school network;

· To ensure that all pupil can log into the network using their own ID and password;

· To draft and enter text for one slide of a presentation and save it in their own network area;

· Consider the information they need.
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Lesson Plan

1. Introduction by the teacher  (10 mins)

Explain the aims of the unit and how the final presentation will be organised and demonstrated.  Introduce some rules of etiquette for the network rooms.

Explain the possible content of the unit: preparing a presentation for Y6 pupils on 'Ourselves'.  Pupils decide which headings they wish to write about.

2. Pupil activities  (10 mins)

Pupils note down in their books some headings and short sentences under each one.

3. Teacher-led class activity  (10 mins)

Make sure that each pupil has a network ID and password.  Demonstrate how to log in and the procedures for using the network.

4. Pupil activity  (15 minutes)

Pupils all log in to the network.  They load the target software and begin to type in their work into the chosen package..

5. Plenary (10 minutes)

Teacher explains how to save work in pupils' own network area and how to log out.

6. Homework

Prepare more text and bring in any pictures that would illustrate their work for the next lesson.


Teacher resources and guidance

1.  Introduction
The introductory slides provide a good opportunity for pupils to see a presentation on a large screen and to understand the aims of the unit. (Use 71L1A1)

Pupils decide on the content,  such as: home, family, hobbies, primary school.  Teacher enters headings onto an OHP or other display.

2. Pupil activity These are draft notes and ideas, that will be written up and revised on the computer later.

3. Teacher-led class activity

Many schools have a booklet to hand out to pupils that describes the details of the network and network room procedures.

4. Pupil activity.  

Pupils may work in pairs depending on the number of computers available.

It is useful if the teacher can demonstrate on a large display the method of loading the software and how to start to type in text.

Assess what support pupils need in loading and using the package.  

Encourage pupils to redraft their work to fit with the audience and medium.

5. Plenary.  

Point out the difference between 'Save' and 'Save As' for producing drafts of their work.

6. Homework. 

Text is prepared in draft on paper.  Pupils who have not used a scanner can bring in photographs or images related to the topic.

Language for learning    log in; log out;  draft, text.

Learning outcomes for Lesson 1.  Pupils are able to:

· Log in and out of the school network and save their work in their own network area;

· Enter, format and save text in the chosen package;

· Understand correct procedures and good practice in the ICT rooms.

Learning Objectives for Y7 Unit 1 Lesson 2

· Revision of network procedures and responsible use of network and equipment;

· Loading and saving drafts of their work;

· Knowing how to use the scanner and save files in a shared area;

· Inserting clipart or scanned pictures into their work;
· Begin to understand how pictures can convey meaning.
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Lesson Plan

1. Introduction by the teacher  (10 mins)

Teacher reinforces the points from the last lesson with regard to network practices and procedures and sets out the learning objectives for the lesson.  Finds out who has bought pictures to scan.  

Teacher demonstrates revision of logging in and loading their saved work from last lesson.  Explain how to save drafts of their work with a different name.

2. Pupil activities  (10 mins)

Pupils log in, load up their files and revise their work with reference to their homework.  

3. Teacher-led class activity  (10 mins)

Teacher explains about choosing pictures to illustrate their work and demonstrates how to insert clipart and choose an appropriate picture.

Teacher takes a group of pupils with pictures to scan and shows them how to use the scanner and how to save the files in a shared network area.  Demonstrates how to insert a picture file from a shared network area. 

4. Pupil activity  (20 minutes)

Pupils add pictures to their work.  Some pupils use the scanner.  Pupils save their work using a different filename and log out correctly.

5. Plenary and homework (5 minutes)

Review the concepts of audience and purpose.  Teacher explains that they will be using a digital camera and recording sound next lesson.  Pupils prepare a short 'sound bite' script about themselves for homework.
Teacher resources and guidance

1. Introduction
This helps to instil good practices set out in the last lesson.

Pupils that have bought pictures will have an opportunity to scan them during the lesson.

2. Pupil activity  
Some pupils may need support in finding and loading their files and in formatting their revised text.

3. Teacher-led class activity 

(Use 71L2A3) Key question:  how will a picture convey extra meaning to your text?

The scanner group could be those who already have some knowledge, this group can act as peer tutors to cascade the knowledge of scanning and saving pictures to others in the class.  A guide to the scanner (attached to the lid?) would be useful here. 

4. Pupil activity.
Some pupils will need support, others can make more than one 'page' of information.  If this is the case, show pupils how to link pages together, depending on the software package used for this Unit.

5. Homework. 

The script need only be one or two sentences to introduce themselves.  Long sound files take up a lot of storage space and lots of memory when in use.

Language for learning    scanner, image.

Learning outcomes for Lesson 2.  Pupils are able to:

· Use ICT equipment responsibly;    

· Know how to load, edit and save files;

· Use a scanner and save files in a shared area;

· Insert clipart or scanned images into their work.  Can justify their choice of image.

Learning Objectives for Y7 Unit 1 Lesson 3

· Revision of network procedures and responsible use of network and equipment;

· Adding and revising text to enhance their work ;

· Knowing how to use the digital camera and save files on the network;

· Inserting sound files and/or digital camera pictures into their work;

· Beginning to recognise how text, sound and images combine to create meaning.
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Lesson Plan

1. Introduction by the teacher  (10 mins)

Refocus the class on the aims of the presentation. Remind pupils that they will need to complete their work for the next lesson.  Mention the rules about copying work and the term 'plagiarism'.  Introduce the digital camera and sound recording.  Ask who has used each at primary school.  

2. Teacher-led activity  (10 mins)

Demonstrate: using the microphone to record sound; how to save a sound file in WAV format; how to add a sound file to their work.  

3. Pupil activities  (30 mins)

Other pupils carry on with refining their work and adding a sound file. 

4. Teacher-led activity (10 mins concurrent)

While the pupils are working on computers, carry out a digital camera demonstration to a small group of pupils who have not used a digital camera before.

5. Plenary and homework (5 minutes)

Reinforce the audience and purpose of the presentation.  Choose some design ideas from pupils to identify what is a good presentation.  Set out the scenario for next lesson: showing their work to their peers in groups and evaluating what they have done.


Teacher resources and guidance

1. Introduction
Copying and plagiarism should be in the school's ICT booklet.

Note which pupils have prior knowledge of the camera and sound recording.

2. Sound recording

(Use 71L3A2)The demonstration should be displayed on a large screen.  Use the example Sound recording handout for pupils.

Microphones and headphones should be available with all the computers.

3. Pupil activities

Keep the pupils focussed on why they are creating pages with text and pictures.  Prompt pupils to say how they have adapted and refined their work in progress.

4. Digital camera

(Use 71L3A4)The digital camera may be linked to only one network computer, or to all of them.  Pupils need to know where the images are saved on the network (JPG format) and how to access them later.  Pupils cascade use of the digital camera to others in the class.  A 'hand-out' on the school's digital camera and software would be useful for all pupils.

5. Plenary 

Ensure example slides are available to reinforce expectations or choose some good design ideas from class.

6. Homework. 

Write down 3 main points to describe their presentation.  

Language for learning    plagiarism; digital camera, WAV file, JPG file

Learning outcomes for Lesson 3.  Pupils are able to:

· Understand what plagiarism means and the rules on copying other work;

· Know how to use a digital camera and its software;

· Revise text and add digital camera images to their work;

· Know how to save sound files in WAV format and how to add them to their work;

· Recognise appropriate images, sound and text;

· Begin to think how they could improve their work.

Learning Objectives for Y7 Unit 1 Lesson 4

· Reviewing their own and other's work;

· Draft, check and revise their information;
· Investigate the quality of information;
· Developing an understanding of a good quality presentation to a familiar audience.
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Lesson Plan

1. Introduction by the teacher  (10 mins)

Set out the lesson objectives and how they will be met:  explain how to use the prompt sheet for what to look for in the text, images and sound.  Explain how to print their pages out.  Divide pupils into groups (about 4 to 5 per group) to review each other's work in the group. 

2. Pupil activities  (15 mins)

Pupils review their own work according to the criteria on the sheet, then look at other's work in their group.  They each send their own pages for printing before reviewing each others work.

3. Teacher-led activity (10 mins)

Explain to pupils how to annotate their printouts to explain what they have done.

4. Plenary and homework (5 minutes)

Identify the key points.  Pupils finish annotating the printout of their work for homework and answer the questions on the 'Text, Images and Sound' sheet.  They keep this work in their ICT portfolio.


Teacher resources and guidance

1. Introduction
(Use 71L4A1)Give the pupils a prompt sheet for looking at text, images and sound.  (Text, images and sound)

2. Pupil activities

Encourage pupils to discuss their work and how they made decisions about text, images and sound.

The printed pages should all be ready by the time the review session has ended.

3. Teacher-led activity

(Use 71L4A3)The key points are about emphasising any changes they have made and any decisions about the use of text, images and sound.  Use the prompt sheet 'Annotating your work' for guidance.

4. Homework. 

Hand out the sheets 'Annotating your work' and 'Text, Images and Sound' to finish their work.  Make sure they know the purpose of an ICT portfolio.



Language for learning    annotate, portfolio

Learning outcomes for Lesson 4.  Pupils are able to:

· Print a copy of their page;

· Annotate their work;

· Review a screen presentation;

· Explain what they have done to create the text, images and sound on their pages;

· Store copies of their work in their ICT portfolio.



(7.1 L3, A2)    Sound recording

Before you begin you will need to plug a microphone into the correct socket of your computer unless it already has one built in.

1. Click the Start button and choose the Accessories, then Sound Recorder from Multimedia or Entertainment group, 
or click on the Sound Recorder on the desktop.
2. Switch your microphone on.
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6.
Click the File menu and select Save As…
7.
Type in a name for the file and save it in your network area as a .WAV file.

8.
You can now use your sound in any application that accepts sound (.WAV) files.

Remember that long sound files take up lots of space on the network and use up LOTS of memory when you play them!

(7.1 L2, A3)  Key Questions for preparing the scanner for lessons.
Take these questions into consideration when preparing the pupils' handout on using the scanner.

Is the scanner set up and working correctly?

Prompt the ICT support staff that you will be needing the scanner for this lesson.

Is the software available on one known computer or can it be accessed from any station on the network?

It is easier if pupils can use TWAIN to access the scanner directly from a network station, while in their chosen package.  This means pupils do not need to save a separate copy of the file.

Can pupils save work from the scanner into their own network area?  

If they use the scanner on only one computer, then pupils will need to be taught how to transfer the file into their own area.
How do you want pupils to scan and save their work?


What type of image? (Does the scanner treat photographs differently from other forms of image, e.g. coloured drawings?) 


Whether to crop the image before scanning it?

What size of file to save?


What resolution of file to save?


Which file format to save in?

(7.1 L3, A4)  Key questions for preparing the digital camera for lessons
Take these questions into consideration when preparing the pupils' handout on using the digital camera.

Is the digital camera set up and working correctly?

Prompt the ICT staff that you will be using the digital camera this lesson.  Is the camera charged up ready?  Are there spare sets of batteries?

Can the digital camera images be saved on all network stations or on only one computer?

Some cameras require a lead to transfer images to a computer.  It is useful if one computer has the lead ready set up.  See the question below if your camera does not need a lead.

Does your camera save pictures on a floppy disk or PC card? 

Can the network computers access these input devices?  Some networks are set up so that Drive A: is not available.

Can the images be saved directly into pupils' own network areas?

If not then the pupils will need to be taught how to transfer the images into their own areas or access them from a shared drive and directory.

Which file format will the images be saved in?

Most digital cameras save the image in JPG format.

(7.1 L4, A1)  Text, images and sound

Here are some things to think about and discuss when reviewing your own and other's work.

Text

Is the type large enough to read clearly? 

Does the text colour stand out easily from the background colour?

Is the text interesting?

Does the text tell you enough about the person?

Do you think that Year 6 pupils could read the text without help?

Images

Do the images tell you more about the text?

Are the images too big, too small or about the right size?

Sound

Does the sound tell you more about the text and the images?

(7.1 L4, A3) Annotating your work

'Annotating' means writing notes to explain what you have done.

Make notes by writing on a printed copy of your work to explain the text, images and sound.

Here are things to think about and do:

Text

Look at each sentence.  Have you made any changes to the text since you started?  Check the drafts of your work to find out. 

Underline where you changed things and write down why you changed things.

Images

Look at each image.  Write down if it is a clip art image, from a digital camera or scanned in.  

Write down why you chose each image.

Sound

Copy out your sound script on the page.  

Write down why you wanted to say this.

Use the sheet 'Text, Images and Sound' and answer each question about your own work.

Keep your printed copy with your annotations and your answers to the 'Text, Images and Sound' questions in your ICT portfolio.

Unit 1 
Assessment
Teacher's checklist

A checklist for helping to match the ICT KS3 statements with the information from pupils' portfolios.

ICT KS3
Level 3
Level 4
Level 5

3a Exchanging and sharing information:  interpret information and reorganise and present it in a variety of forms that are fit for purpose.


Have assembled images, text and sound on a multimedia page.


Have used text, images and sound to create a suitable layout in their presentation.


Have organised, refined  and presented text, images and sound on a set of linked multimedia pages.

3b Exchanging and sharing information:

use a range of ICT tools efficiently to draft, bring together and refine information and create good quality presentations.
Have used at least one external device to create images and sound which were placed in a presentation.
Have used a scanner and digital camera and sound recorder to create image and sound files.  Have completed drafts of their work to create a presentation.


Know how to use a number of devices to incorporate images and sound into their work.  Have drafted and refined information and completed a good quality presentation.



3b Exchanging and sharing information:

Creating good quality presentations in a form that is sensitive to the needs of particular audiences and suits the information content.


Have produced a presentation with information about themselves.
Have checked that their work fits what is required and is suitable for the intended audience.


Have reviewed their work and understood what makes a good quality presentation for the audience and type of information content.

3.  Click the Record button to start recording.


4.  Click the Stop button when you have finished.


5.  Click the Play button to listen.
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