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Activity 3: Design and make a greeting card to sell for charity
Sample lesson plan: Develop, present and communicate with images and text
Course no: _________________________________     Course title: Functional Skills ICT – Level 2
Tutor’s name:_____________________  Date:_____________   Time: ____________   Lesson length:  1 hour           Room:____________  


Lesson topic:  Design and make a greeting card to sell for charity
	Aims:  

1. Design and make a greeting card to sell for charity. 
2. Communicate information about the greeting card using ICT systems.
3. Manage files and folders.

	Learning outcomes:  enable learners to

1. Use a wide range of techniques across several applications to solve a problem.
2. Develop and format information to suit its meaning and purpose.
3. Bring together and organise image and text components.
4. Read and respond appropriately to emails.
5. Produce an email that contains the greeting card as an attachment.
6. Produce draft and final copies of the design and emails.
7. Evaluate the effectiveness of the ICT systems used.
8. Manage information storage to enable efficient retrieval; work with files, folders and sub-folders and carry out deletion of unwanted folders.



	Timing

(mins.)
	Work to be covered
	Teaching activity/assessment
	Learner activity
	Resources

	5
	Register learners at the start of the session.
Introduction.

	Brief introduction to the activity to be undertaken and an outline of the problem to be solved.
Q&A.
Consolidate learning from the last session/linked topics.
	Brief discussion / Q&A about the activity.
	Handout: Information – Activity 3 – Design and make a greeting card to sell for charity

	5
	Logging on to the computer network.
	Ensure that learners have logged on to the network successfully.
	Learners to log on to the computer network.
	Computer, Software

Printer

	5
	Information gathering and planning.
	Circulate around individuals providing assistance and guidance.
Arrange for groups to present final format in a ‘Dragons’ Den’ format at the end of the session.
	Individual task: Sketch initial idea for greeting card, and then identify three pieces of information that will be needed in order to complete the design.
	Handout: Information – Activity 3 – Design and make a greeting card to sell for charity

	5
	Activity problem solving and completion of worksheet.
	Circulate around individuals providing assistance and guidance.
	Learners to complete activities: Decide which ICT packages are to be used to prepare, present and communicate the design to others. 

	Handout: Problem solving – Activity 3 – Design and make a greeting card to sell for charity


	5
	Activity problem solving and completion of worksheets.
	Individual assistance should be provided when necessary to help evaluate the software applications.
	Learners to complete activity: Evaluate the three software applications that have been chosen.
	Handout: Worksheet – Activity 3 – Design and make a greeting card to sell for charity


	5
	Activity problem solving and completion of worksheets. 
	Individual assistance should be provided when necessary to complete the draft design of the greeting card.
	Learners to complete activity: Design a draft of the card, add an appropriate greeting and give details of the files used, when importing images, etc.

	Handout: Worksheet – Activity 3 – Design and make a greeting card to sell for charity


	5
	Activity problem solving and completion of worksheets.
	Individual assistance should be provided when appropriate on the format/style of the email.
	Learners to complete activity: Draft a copy of an email that includes the card as an attachment, and which also requests feedback about the greeting card.
Print a copy of this email and send to friends. 

	Handout: Worksheet – Activity 3 – Design and make a greeting card to sell for charity 

	5
	Activity problem solving and completion of worksheets.

	Individual assistance should be provided when necessary in the use of folders. 
	Learners to complete activity:
Explain how to use folders to organise multiple email messages.
	Handout: Worksheet – Activity 3 – Design and make a greeting card to sell for charity 


	5
	Activity problem solving and completion of worksheets.

	Individual assistance should be provided when necessary to:
· Collect together the responses in a format that allows a summary to be obtained.
· Track changes, insert comments and highlight changes.
	Learners to complete activity:
· Use an appropriate ICT system to collect together responses from their friends and produce a summary of their thoughts. 
· Apply these changes to the design – track changes, insert comments and highlight items the learner will change.

	Handout: Worksheet – Activity 3 – Design and make a greeting card to sell for charity


	5
	Activity problem solving and completion of worksheets.

	Individual assistance should be provided when necessary in the use of folders. 
	Learners to complete activity:
· Explain how to use and delete folders.
· Save work in folders and sub-folders.

	Handout: Worksheet – Activity 3 – Design and make a greeting card to sell for charity 

	5
	Practice questions.
	To be competed individually in order to check their learning.
	Learners can apply the skills and knowledge they have developed to other situations in the future and to evaluate the presentation. 

	Handout: Skills check – Activity 3 – Design and make a greeting card to sell for charity 

	5
	Plenary/Reflection.
	Directed questioning / led group discussion to reflect on the activity.
Recap of learning.


	Learners to complete activity: Skills check – adapting work and skills to two new situations
Recap of learning.
	Handout: Skills check – Activity 3 – Design and make a greeting card to sell for charity 

	
	Extension activities

(additional).
	
	Learners can :

· Design a variety of different types of cards, a newsletter, a poster, etc.
· Experiment by bringing together a wider range of text and image formats.
· Present final format in ‘Dragons’ Den’.
	Internet
Software

Computers

Printers

	How is learning to be measured? 
Level to which the worksheet tasks have been completed.



	Homework/Research work: 
· Any unfinished task(s) to be completed for homework?
· Carry out research in preparation for next session – Buying goods online


	Lesson Evaluation

(Delete as appropriate)
	· Was the lesson better than expected?
· As expected?
· Worse than expected?

	Suggestions/Modifications for next lessons:



Lesson evaluation/comments:
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