LESSON PLAN

	Date:
	November 2003
	
	Time:
	 50 mins
	
	Focus for Lesson:
	ICT
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	This lesson plan is linked to Activity No:
	
	in “Ideas for integrating ICT” Vol 

	
	
	
	
	
	

	Learning Intentions:
	To use the shift key to type characters and capitals.

	
	
	
	
	
	

	New Vocabulary
	Shift, caps lock, punctuation, character, upper case, lower case
	Resources:
	Word processor (we used Appleworks). Typewriter. 

	

	Time
	Teacher Action
	Pupils’ Action / Pupils’ Learning

	Introduction to Lesson

	10 mins
	Explain that each of the keys on a computer keyboard can be used to make more than one character and use the typewriter to show why the name shift is used (on a typewriter this key actually ‘shifts’ the carriage up!). The e pupils will probably want to discuss other functions of the typewriter.
	Pupils to observe how the typewriter works.

	Main part of Lesson:

	30 mins
	Demonstrate how to use the shift key on the computer keyboard to change the case or character of a selection of keys. Point out it is easier to hold down the shift key, rather than toggle the caps lock on and off.  Ask the pupils to word process a simple document to show each key in turn first without the shift and then with it followed by a space thus: 1! 2@ 3£ ……..

Revise how to save work and remind pupils they need to make an initial save at the beginning of the lesson.

Assist with saving.
	Pupils to listen to instruction and then open a word processing document.

Make an initial save of their work.

Word-process each character and the different shift character for each key on the keyboard.

Save work again.

Print out work.

	Plenary:

	10 mins
	Ask pupils if there were any characters they had not seen or used before. Give simple explanations where possible.
	Pupils to look at their work and describe the characters they are unsure of the meaning of.

	

	Homework opportunities: Pupils could look for examples of the more unusual characters in their reading.
	Pupil Support: Pupils to work in mixed ability pairs.

	Extension Activities: Early finishers could change the font and size.
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