BMIT Conference

September 20, 2002

Round Table Discussion

Activity:  Planning and Presenting an Oral Presentation

Objectives:
1) To review PowerPoint concepts.

2) To discuss strategies for giving an oral presentation.



3) To introduce students to their classmates.

Rationale:  This activity is used at the beginning of the year in our Word Processing classes, but can be used in any class where students have prior experience with PowerPoint.  

Students are given a handout (3 per page) of the presentation and use the lined section to make notes.  The teacher uses the LCD projector to guide students through the creation of the slides, reviewing PowerPoint concepts.  After the presentations have been completed, the teacher leads the class in a discussion of the contents of the presentation (giving an oral presentation).

This activity leads into the PowerPoint project, “Who is My Classmate?” which is explained on the enclosed handouts.  This project allows the students to demonstrate knowledge of PowerPoint concepts, to practice and give an oral presentation, and to learn a little about their classmates.  

The following documents are attached for your reference:

· Handout of oral presentation activity slides

· Description of project and timeline

· Instructions for preparing presentation

· Sample storyboard for planning presentation

· Rubric for grading projects

We hope this packet will give you some ideas of your own for creating projects in your business classroom!

Donna R. Wilson

Business Education Department

Washington County High School

Sandersville, GA  31082

dwilson@washington.k12.ga.us
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Word Processing

Using PowerPoint to Create a Presentation About Your Classmate

Objectives:
Students will prepare a PowerPoint presentation about a classmate.

Students will create a minimum of six slides using graphics and a digital picture of their classmate.


Students will present their slide show to the class.

Materials:
Instruction Handouts


Storyboards for PowerPoint Planning


Checklist/Evaluation Form

Resources:
PowerPoint, Digital Camera, Computer, Printer, LCD Projector, and ClipArt

Step-by-Step Instructions:

DAY 1
· Teacher will distribute instruction handouts and checklist/evaluation form to students.

· Teacher will assign partners.

· Students will interview their partner to find out pertinent information about them.

· Students will take digital pictures of classmates.

DAY 2
· Students will continue interviews until all pertinent information is gathered for their presentation.

· Students will continue to take digital pictures of classmates.

· Students will plan their presentation using storyboards.

DAY 3
· Students will create their presentations.

DAY 4
· Students will complete PowerPoint presentations and practice.

DAYS 5 and 6
· Students will introduce their classmate to the class using their PowerPoint presentations.

WHO IS MY CLASSMATE?

PowerPoint Project

Prepare a PowerPoint presentation about your classmate.


(Interviewing, planning, and creating)

You must have a minimum of six slides.

Items to include can be (**must include these):

· Present information --name, age (any other relevant personal info)**

· Family**

· Favorites (food, color, movie, song, band, place, car, sport, entertainer, etc.)

· Most Influential Person

· Career Interests or Future Goals**

· Favorite Place to Visit

· Hobbies/Interests**

· Favorite Famous Quote that is representative of your classmate and his/her beliefs or values**

Your classmate’s picture should be on the title slide (first slide) with personal information.

You should include graphics on majority of slides (but not every one).

Choose an appropriate design with a variety of slide layouts.

Use transitions and animations in your presentation.

Storyboarding

Presentation Title__________________________________

Creator ____________________________  Slide #_______

	Slide Layout/Information

	



Graphics: _______________________________


Sound/Music: ____________________________


Other: __________________________________

Storyboarding

Presentation Title __________________________________

Creator _____________________________  Slide #_______

	Slide Layout/Information

	



Graphics: _______________________________


Sound/Music: ____________________________


Other: __________________________________

Word Processing

PowerPoint Presentation –Who is My Classmate?

Presenter’s name:  ___________________________________________________________________

Name of Classmate:  _________________________________________________________________

	Area
	Checklist Initials
	Points Available
	Points Received 
	Teacher Comments

	PowerPoint Slides:

  Topic/Content

· Covers topic completely and in depth 

· Has excellent logical progression of information 

· Has at least 6 slides 

· First slide (title) includes digital picture 

· Last slide has a favorite quite of the subject 
	
	
	20
	

	Technical Requirements

· Includes illustrations/ graphics/digital pictures that depicts what the author is describing 

· Uses bullets or numbered lists. 

· Uses animations and transitions in presentation 
	
	
	20
	

	Mechanics

· Grammar, spelling, and punctuation are correct 

· No errors in text 
	
	
	20
	

	Oral Presentation:

Presentation
· Appropriate appearance (dress and grooming) 

· Posture, speech, and eye contact 

· Proper grammar and pronunciation 
	
	
	30
	

	Spark Interest and Purpose

· Joke or anecdote is added at beginning

· Topic is summarized with a purposeful statement (closing)
	
	
	10
	

	PowerPoint Presentation Grade


	
	
	100
	


