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Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 5 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB’s programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment

a. Assessment Technique(s)

b. Mapping of Learning Outcomes to Assessment Technique(s)

c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria



Integrated Delivery and Assessment

The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 5 Communications and level 5 Mathematics modules with that of other level 5 modules is specifically encouraged, as appropriate. 

Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
	1. Title of Programme Module

Digital Presentations 


	2. Component Name and Code 

Digital Presentations 5N0563


	3. Duration in Hours

150 Hours (typical learner effort, to include both directed and self directed learning)


	4. Credit Value

15 Credits


	5. Status

This programme module may be compulsory or optional within the context of the validated programme. Please refer to the relevant programme descriptor, Section 9 Programme Structure.


	6. Special Requirements

None. 


	7. Aim of the Programme Module

This programme module aims to to equip the learner with the knowledge, skill and competence to plan, prepare and deliver a digital presentation and to gather and present information using modern presentation techniques.  

	8. Objectives of the Programme Module
· To develop a fundamental understanding of presentation concepts and their range of application.  Gain the knowledge of material and venue requirements and the implications of presenting to different target groups.  

· To examine the different methods of researching a topic and to develop an understanding of effective presentation delivery with appropriate body language, eye contact and voice projection.

· To explore presentation software commonly used in business and other activities, and demonstrate initiative in responding to presentation assessments.

· To create an awareness and understanding of a wide range of presentation functions in order to manipulate, retrieve and output information.
· To enable the learner to create a presentation according to a given brief, under time constraint and to have an ability to critically analyse other presentations.
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Digital Presentations through the medium of the indicative content. 
· To enable the learner to take responsibility for his/her own learning.


9. Learning Outcomes of Level 5 Digital Presentations 5N0563
Learners will be able to:

1. 
Identify potential target audience and the implications of presenting to this group. 
 

2. 
Devise and implement an overall strategy for researching a topic. 
 

3. 
Examine material requirements for presentation production. 
 

4. 
Evaluate the implications of choice of venue to include power points, lighting, room size, audience size, ventilation, heating and visual restrictors. 
 

5. 
Analyse the characteristics of good body image. 
 

6. 
Critically analyse other presentations. 
 

7. 
Manipulate slide and text layout using common editing and formatting tools. 
 

8. 
Use a range of features to include, hide, show, delete and reorganise slides. 
 

9. 
Print presentation as delegate handouts, presenter’s notes, presentation outline or acetates.
10. 
Apply and preview animation effects. 
 

11. 
Apply design themes and background styles.
 

12. 
Manipulate table and charts in slides. 
 

13. 
Install a digital data projector for the purpose of presentation of delivery. 
 

14. 
Apply transitions and set timing for slides. 
 

15. 
Add footer, date and numbering information. 
 

16. 
Add pictures, Clip Art, WordArt, SmartArt graphics and implement drawing tools. 
 

17. 
Add video clips, audio clips and hyperlinks. 
 

18. 
Manipulate slides through master views: slide master, handout master and notes master.  

19. 
Create a new template on which to base new presentations. 
 

20. 
Gather information using one or more commonly recognised research methods and techniques to include fieldwork, surveys, documentary sources, experiment and interview. 
21. 
Ensure presentation content is accurately and clearly presented using an effective and appropriate layout. 
 

22. 
Deliver the presentation without over-reliance on script or screen, ensuring that eye contact is an important aspect of the delivery. 
 

23. 
Consider the importance and relevance of colour choice, making sure text contrasts with the background so that the presentation is easily legible. 
 

24. 
Utilise positive voice projection, identifying the importance of breathing, use the correct pitch, varying voice tones and speed of talking. 
 

	10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.



	Content of Course to achieve each learning outcome:

1. Facilitate the learner to investigate a range of common uses for presentations and the implications of presenting to different target audiences. (LO 20)
· Investigate common uses for a presentation and consider the advantages of using presentations over alternative options.
· Investigate an application suitable for creating a presentation.
· Investigate the implications of presenting to different target audiences.

2. Explore the importance of effective and appropriate presentation layout and legibility and critically analyse the production and delivery of other presentations. (LO6, LO21)
· Ensure presentation is accurately and clearly presented using an effective and appropriate layout.
· Consider the importance and relevance of colour choice, making sure the text contrasts with the background so that the presentation is easily legible.
· Critically analyse the production and delivery of other presentations. 

3. Identify the material requirements for presentation production and venue requirements for presentation delivery. (LO3, LO4)
· Examine the material requirements for presentation production.
· Evaluate the implications of choice of venue to include power points, lighting, room size, audience size, ventilation, heating and visual restrictors. 
4. Examine the different research methods and techniques in gathering information for the presentation. (LO1, LO2, LO20)
· Gather information using one or more commonly recognised research methods and techniques to include fieldwork, surveys, documentary sources, experiment and interview.
5. Demonstrate effective presentation delivery with appropriate body language, eye contact and voice projection. (LO5, LO22, LO24)
· Analyse the characteristics of good body language.
· Deliver the presentation without over reliance on script or screen, ensuring that eye contact is an important aspect of the delivery.
· Utilise positive voice projection, identifying the importance of breathing, use the correct pitch, varying voice tones and speed of talking.
6. Explore with the learner the key presentation elements including templates, placeholders, slides tab, outline tab, slide layouts, presentation views and master views. (LO18)
· Explore the following terms: templates, placeholders, slides tab, outline tab and slide layouts.
· Understand the presentation views: normal view, slide sorter view, notes page view (speaker notes), reading view and slide show view.
· Explore the uses of master views: slide master, handout master and notes master.
7. Facilitate the learner to demonstrate common presentation usability features to include file menu, spell check, thesaurus, search and replace, text formatting, header and footer, date and time, slide numbers and comments. (LO7, LO15)
· Save the presentation, load an existing presentation and exit from the application.
· Proofing tools - spell check, thesaurus, search and replace.
· Text formatting e.g. bold, italics, underline, text shadow, font colour, font, font size, change case. 
· Header and footer – date and time, slide numbers applied to slides, notes and handouts.
· Comments – add comments, edit a comment, delete a comment, move between comments.
8. Facilitate the learner to use presentation design features involving themes and background styles which enhance understanding and legibility. (LO11, LO19, LO23)
· Recognise the different design themes available.
· Create new theme colours.
· Apply background styles – solid fill, gradient fill, picture or texture fill, pattern fill and adjusting transparency.
· How to apply themes/background styles to one slide or all slides.
9. Explore with the learner how to insert drawing tools/shapes, text boxes, screenshots, WordArt, Clip Art, pictures and SmartArt graphics. (LO16)
· Insert shapes – edit shape, shape styles, shape fill, shape outline, shape effects, arrange shapes e.g. bring forward/send backward, group/ungroup shapes

· Insert text boxes – text fill, text outline, text effects

· Insert screenshots
· Insert WordArt - WordArt styles

· Insert Clip Art - picture effects, picture border
· Insert pictures - from internet, cropping pictures
· Insert SmartArt graphics - create layouts, styles, change colour 

10. Facilitate the learner to apply a range of table features including creating tables, resizing, merging cells, inserting or deleting columns and rows, aligning text, applying table styles, borders and shading to tables. (LO12)
· Create tables and resize tables
· Merge and split cells 

· Delete/Add rows and columns

· Align text within cells

· Table styles, borders and shading of tables

11. Facilitate the learner to generate a variety of types of charts, with appropriate titles and labels, from presentation data. (LO12)
· Create basic chart types for example bar and pie  

· Save and retrieve charts
· Print charts with appropriate titles and labels

· Create a chart from existing data


12. Explore with the learner how to use advanced presentation features including inserting video clips, audio clips, hyperlinks, objects and from sorter view of presentation use the print screen function to display hidden slides in Microsoft Word for printing. (LO13, LO16 LO17)
· Insert video clips – video from file, video from web site, Clip Art video

· Insert audio clips – audio from file, Clip Art audio, Record audio

· Insert hyperlinks – create a hyperlink, remove a hyperlink, change the colour of hyperlink text

· Insert objects – create new objects, create from file

· Use the print screen function when in sorter view of presentation to display all the slides into a blank Microsoft Word document so hidden slides are visible


13. Facilitate the learner to demonstrate the use of presentation features not visible on hard copy to include transitions, animations, video clips audio clips, hyperlinks, pointer options and rehearse timings. (LO10, LO14)
· Transitions 

· Animations – entrance, emphasis and exit effects, reorder animation

· Video clips playing

· Audio clips playing

· Use of Hyperlinks 

· Use of Pointer options 

· Rehearse timings – set up slide show, advance slides manually/use timings and loop continuously


14. Explore with the learner methods to reorganise, hide, delete slides and print complete or partial sections of a presentation, formatted fit for presentation. (LO8, LO9)
· Reorganise slides using slides tab or slide sorter view

· Hide slides

· Delete slides

· Print a specified area of a presentation using print settings - custom range, print layout i.e. number of slides per page horizontal or vertical, print comments and ink mark up, print one sided or both sides, collated or uncollated, grayscale, colour or pure black and white 

15. Enable the learner to produce a presentation, with minimal supervision, that meets a given design brief and is fit for purpose. (LO19)
· Create presentation from a design specification
16. Facilitate the learner to demonstrate resourcefulness in creating, editing and amending a presentation to ensure it is fit for purpose. (LO7, LO16)
· Create a presentation by following a series of instructions



11. Assessment
11a.
Assessment Techniques

All learning outcomes must be assessed. 
Project



50%
Portfolio/Collection of Work
30%
Assignment
 

20%

11b.
Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	
	Learning Outcome
	Assessment Technique

	1
	 Identify potential target audience and the implications of presenting to this group 
	Assignment

	2
	 Devise and implement an overall strategy for researching a topic 
	Assignment

	3
	 Examine material requirements for presentation production 
	Assignment

	4
	 Evaluate the implications of choice of venue to include power points, lighting, room size, audience size, ventilation, heating and visual restrictors 
	Assignment

	5
	 Analyse the characteristics of good body image 
	Project and/or Assignment

	6
	 Critically analyse other presentations 
	Project and/or Portfolio/Collection of Work

	7
	 Manipulate slide and text layout using common editing and formatting tools 
	Project and/or Portfolio/Collection of Work

	8
	 Use a range of features to include, hide, show, delete and reorganise slides 
	Project and/or Portfolio/Collection of Work

	9
	 Print presentation as delegate handouts, presenter’s notes, presentation outline or acetates 
	Project and/or Portfolio/Collection of Work

	10
	 Apply and preview animation effects 
	Project

	11
	 Apply design themes and background styles 
	Project and/or Portfolio/Collection of Work

	12
	 Manipulate table and charts in slides 
	Project and/or Portfolio/Collection of Work

	13
	 Install a digital data projector for the purpose of presentation of delivery 
	Project and/or Portfolio/Collection of Work

	14
	 Apply transitions and set timing for slides 
	Project and/or Portfolio/Collection of Work

	15
	 Add footer, date and numbering information 
	Project and/or Portfolio/Collection of Work

	16
	 Add pictures, Clip Art, WordArt, SmartArt graphics and implement drawing tools 
	Project and/or Portfolio/Collection of Work

	17
	 Add video clips, audio clips and hyperlinks 
	Project

	18
	 Manipulate slides through master views: slide master, handout master and notes master 
	Project and/or Portfolio/Collection of Work

	19
	 Create a new template on which to base new presentations 
	Project

	20
	 Gather information using one or more commonly recognised research methods and techniques to include fieldwork, surveys, documentary sources, experiment and interview 
	Project and/or Portfolio/Collection of Work

	21
	 Ensure presentation content is accurately and clearly presented using an effective and appropriate layout 
	Project and/or Portfolio/Collection of Work

	22
	 Deliver the presentation without over-reliance on script or screen, ensuring that eye contact is an important aspect of the delivery 
	Project and/or Portfolio/Collection of Work

	23
	 Consider the importance and relevance of colour choice, making sure text contrasts with the background so that the presentation is easily legible 
	Project and/or Portfolio/Collection of Work

	24
	 Utilise positive voice projection, identifying the importance of breathing, use the correct pitch, varying voice tones and speed of talking. 
	Project and/or Portfolio/Collection of Work


11c.  
Guidelines for Assessment Activities
Project 50% 

Portfolio / Collection of Work 30% 

Assignment 20% 

The assessor is required to devise assessment briefs, marking schemes and outline solutions for the collection of work and assignment.  In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.
	Project

	50%

	The assignment may be produced over a period of time as specified as part of the brief.


	The project brief will focus on a broad range of specific learning outcomes and will require candidates to design and implement a presentation. 
The internal assessor will devise a project brief that requires candidates to demonstrate:

· Understanding and application of digital presentations 

· Ability to design, implement and deliver a presentation effectively
The presentation should contain approximately 14 slides to include both character and

numeric types, use of different slide layouts, use of slide master to include candidate’s name, candidate’s class and slide numbers, use of theme/background design, use of Clip Art/Graphics/WordArt/Shapes, use of speaker notes (shown on a minimum of one slide), use of any pictorial representations of data e.g. a chart, a table, or a SmartArt graphic, at least 2 different alignments and a range of placeholder formats e.g. use of colour/fill effects, font style, bold, italics, emboss, shadow, borders and shading etc.
Evidence for the design phase will include:
· An application of concepts involved in digital presentations i.e. suitability for the intended target audience and accurately and clearly presented using various effective and appropriate slide layouts 
· Use of relevant research

· An application of relevant colour choice, ensuring text contrasts with the background so that the presentation is easily legible 

Evidence for the implementation phase will include:
· All data and objects accurately inputted
· Slide formats accurately applied
· Clip Art/Graphics/Word Art/Shapes accurately inputted
· Chart or a Table or a SmartArt graphic accurately inputted
· Presentation accurately saved, showing the entire presentation (handouts) and the slide(s) with notes

· A printout of the entire presentation (handouts) and a printout of the speaker notes 
Evidence for the delivery phase will include:

· The effective use of equipment, hardware and software

· The ability to use features that are not visible on a hard copy if the presentation was printed such as transitions, animations, video clips, audio clips, hyperlinks, pointer options and rehearse timings
· Demonstrate effective presentation delivery with appropriate body language, eye contact and voice projection

· Deliver the presentation in 10 minutes approximately which may be tutor verified
Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence or any combination of these. Any video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief and marks scheme. 



	Portfolio / Collection of Work

	30%

	The portfolio/collection of work may be produced over a period of time as specified as part of the brief.


	The internal assessor will design specific tasks which will require candidates to demonstrate their ability to present a portfolio/collection of work to consist of:

· Two presentations consisting of at least 10 slides each to include both character and numeric types, a slide master to include creation date, candidate’s name and slide numbering, at least two different alignments and a range of formatting used e.g. font colour, italics, text shadows, bullets etc.
· Insert date and time
· Insert a comment
· Generate a table
· Create charts e.g. pie chart, bar chart etc.
· Create SmartArt graphics e.g. an organisation chart, a cycle diagram etc.
· Apply Clip Art/Graphics & WordArt
· Use of shapes
· Apply a design theme/background style
· Edit the presentation i.e. delete, add, hide and reorganise slides
· Use of speaker notes 
· Save the presentations
· Print the presentation with 2 slides per page including comment(s)
· Print notes page(s)
· Print the hidden slide with use of the print screen function
Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence or any combination of these. Any video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief and marks scheme. 




	Assignment

	20%

	The assignment may be produced over a period of time as specified as part of the brief.


	The assessment brief will focus on a range of specific learning outcomes that require learners to produce evidence that demonstrates an understanding and application of a range of specific learning outcomes.

The brief for the assignment will require the learner to: 

· Identify potential target audiences for digital presentations and discuss the implications of presenting to these groups.  

· Explain the material requirements for digital presentation production and the venue requirements for presentation delivery.

· Briefly discuss the various research methods and techniques i.e. fieldwork, surveys, documentary sources, experiment and interview.

· Give recommendations for a presentation to be as effective as possible in relation to production and delivery.  

Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence or any combination of these. Any video or digital evidence must be provided in a suitable format.

All instructions for the learner must be clearly outlined in an assessment brief and marks scheme. 




12. Grading

Distinction: 
80% - 100% 

Merit:

65% - 79%

Pass: 

50% - 64%

Unsuccessful:
0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.

	Digital Presentations 

5N0563

	Learner Marking Sheet 1
Project 50%



Learner’s Name: ________________________________



	Assessment Criteria


	Maximum
Mark
	Learner
Mark

	Design

· Accurately and clearly presented using various effective and appropriate slide layouts. 

· Use of relevant research.
· An application of relevant colour choice, ensuring text contrasts with the background so that the presentation is easily legible. 


	10


	

	Implementation

· Data and objects accurately inputted.
· Slide formats accurately applied.
· Clip Art/Graphics/Word Art/Shapes accurately inputted.
· Chart/Table/SmartArt graphic accurately inputted.
· Presentation accurately saved, showing the entire presentation (handouts) and the slide(s) with notes.
· A printout of the entire presentation (handouts) and a printout of the speaker notes. 
 
	30

	

	Delivery


· The effective use of equipment, hardware and software.
· The ability to use features that are not visible on a hard copy if the presentation was printed such as transitions, animations, video clips, audio clips, hyperlinks, pointer options and rehearse timings.
· Appropriate body language, eye contact and voice projection.
· Presentation delivered in 10 minutes approximately. 

	10
	

	Total Mark
	50
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet.

External Authenticator’s Signature: ___________________________________ Date: _________
	Digital Presentations 

5N0563

	Learner Marking Sheet 2
Portfolio / Collection of Work

30%


Learner’s Name: ________________________________



	Assessment Criteria


	Maximum
Mark
	Learner
Mark

	Creating 

· Slide Layouts accurately created including slide master 

· Data accurately applied

· Formatting accurately applied

· Table accurately inserted

· Charts accurately inserted

· Clip Art/Graphics/Shapes accurately inserted

· Design theme/background style accurately applied

                                                            
	14
	

	Edit 

· Slide(s) accurately hidden.
· Slide(s) accurately deleted.

	4
	

	Organise

· Presentation accurately organised.

	4
	

	SmartArt Graphic

· SmartArt graphic(s) accurately produced.



	4
	

	Save and Print 

· Presentation appropriately saved.
· Correct number of slides per page, notes page, comments page, and hidden slide accurately printed.

	4
	

	Total Mark

	30
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet.

External Authenticator’s Signature: ___________________________________ Date: _________

	Digital Presentations 
5N0563

	Learner Marking Sheet 3
Assignment 20%


Learner’s Name: ________________________________

 
	Assessment Criteria


	Maximum
Mark
	Learner
Mark

	Assignment 1

· Potential target audiences for digital presentations identified and the implications of presenting to these groups. 
· Material requirements for digital presentation production and the venue requirements for presentation delivery explained.
· Various research methods and techniques discussed i.e. fieldwork, surveys, documentary sources, experiment and interview.


· Recommendations given for a presentation to be as effective as possible in relation to production and delivery.

	5 marks
5 marks
5 marks

5 marks


	

	Total Mark
	20
	


NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet.

External Authenticator’s Signature: ___________________________________ Date: _________
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