NTeQ Desktop Publishing Lesson Plan

Lesson Title:  Writing a Newsletter  
Subject Area:  Computer Science - Computer Applications

Grade Level:  9th - 12th
Teacher:  Christy Wilson

Lesson Summary:  Students will create and distribute newsletters on current events happening in and around the school.  Students will interview people of interest, attend events, and research issues of concern in order to write their articles.  Students will work in groups to create a newsletter containing their articles.  They will publish the newsletter and then distribute it to designated members of the school community.

Estimated Classroom Time:  2 weeks

Learning Objectives:  By the end of this lesson, the students will:

· demonstrate knowledge of current events in the school community. (Knowledge, Comprehension)

· demonstrate knowledge of word processing software by creating a newsletter of current events. (Application, Analysis, and Synthesis)

· present their newsletter to predetermined members of the school community. (Evaluation)

Standards:

· National:

· Students practice responsible use of technology systems, information, and software. (NETS-S 2.2)

· Students use technology tools to enhance learning, increase productivity, and promote creativity. (NETS-S 3.1)

· Students use productivity tools to collaborate in constructing technology-enhanced models, prepare publications, and produce other creative works. (NETS-S 3.2)

· Students use telecommunications to collaborate, publish, and interact with peers, experts, and other audiences.  (NETS-S 4.1)

· Students use a variety of media and formats to communicate information and ideas effectively to multiple audiences. (NETS -S 4.2)

· Local:

· Adhere to fair use and copyright guidelines. (C/T 9-12.4.1)

· Adhere to the school division's Acceptable Use Policy as well as other state and federal laws. (C/T 9-12.4.2)

· Model respect for intellectual property. (C/T 9-12.4.3)

· Determine the most effective tool, format, and style to communicate to specific audiences. (C/T 9-12.9.1)

Materials:

· Computers
· MS Word
· Adobe Acrobat 7.0
· Notebooks/Note paper
· Think Sheets
Identify the Nature of the Problem:  Students have learned to use MS Word to create a number of different types of correspondence.  The time has come to take those the skills to the next level by learning to create a newsletter.  Newsletters allow for a little more creativity but also place the author(s) in the position of having to give more thought to who their audience is going to be and to use a great number of computer application skills.

Computer Functions and Data Manipulation:  Computer technology is an integral part of this learning experience.  The chart below lists the learning task and its corresponding computer function.

	Learning Task
	Computer Function

	Initial design/draft
	MS Word - word processing

	Publishing
	Adobe Acrobat 7.0 -desktop publishing


The following table is a breakdown of each computer function, the computer application, and how the data will be used or manipulated.

	Computer Function
	Computer Application
	Data Manipulation

	MS Word
	Summarize the information collected from interviews and observations
	Summarize your information into small paragraphs and articles of interest, create separate articles for each topic, add a title, graphics, columns, etc

	Adobe Acrobat 7.0
	Create a polished and professional looking newsletter to distribute
	Create a newsletter using the print function of Adobe.  


Lesson Activities:

Problem:  Over the course of the next two weeks you are going to work in groups to create newsletters containing information about our school community.  This is your opportunity to showcase what you have learned about MS Word.  You can be as creative as you like as long as you are appropriate.  You will ultimately send your newsletters to the principal, a teacher of your choosing, a student outside of this class, a member of your family over the age of 12, and one additional member of our general community.  Your newsletter will be a direct reflection of you and our class.  Do your very best!  

Providing Instructions:  The students in the class have been using MS Word all year long and are very proficient with the software.  This will be the students' first encounter with Adobe, but the teacher will provide assistance as required.  Think Sheets will be given to the students to help them form their articles.  As always, the teacher will be available to answer any questions.

Think Sheet:  The students will be given a Think Sheet to help them gather information for their newsletter articles.  The students are not limited to these questions.  The questions are as follows:

· Who are you interviewing?  Why?

· What is the record for the sports team?

· How many seniors are on the team?  Freshmen?

· How many years has the coach been with the team?

· Who were the actors in the play?

· Was there a big crowd at the play?

· What was the name of the play?  Who wrote it?

· What does the teacher hope to do after they retire?

· How long has the teacher been teaching?

· What new clubs would the student like to see at the school?

Presentation:  The students will present their final newsletters to members of the school and general community by either emailing or snail mailing a copy to the person.  Each group will be required to send a copy of their newsletter to the school principal, a teacher of their choice, a student outside of the class, a family member over the age of 12, and a member of the general community.

The teacher will also receive a copy of each groups' newsletter for grading purposes. 

Activities Before the Computer:  
Lecture: (Objectives should be written on side board as usual.)

· Discuss purpose of newsletter

· Discuss different types of newsletters

· Newsletter without columns

· Newsletter with columns

· Combination

· Discuss newsletter contents

· Informative articles

· Calendar of events

· Pictures

· Discuss Adobe Acrobat 7.0

· How to print a file

· Discuss grading rubric

· Answer questions

· Separate students into groups of 4

Activities During Computer Use:  The students will use MS Word to create their newsletters.  The students will create a draft of their newsletter, print it off, edit for changes, and repeat the process as many times as necessary until they are ready to publish their final newsletter.  They will use Adobe Acrobat 7.0 to publish their final newsletter.  Once the newsletter is transferred to Acrobat, the students will save the file to their folder on the server and then use email to send the newsletter to the community members as directed.  If necessary, hard copies of the newsletter will be printed. 

Activities After Using the Computer:  After completing this assignment, students will know the satisfaction of using their abilities to create a form of communication that they can share with a broad group of individuals.  Students will be able to discuss the importance of proper formatting and content.

Lesson-Related Supporting Activities:  The students will be able to view different types of newsletters for format and content. 

Assessing Students:  Students will be assessed on the final newsletter they create.  The assessment will be done with the attached rubric.  

Attachments:

· Think Sheet - used to get students thinking about possible articles and questions for their newsletters.

· Grading Rubric - rubric that will be used to great each newsletter.

Newsletter Think Sheet

Use these questions to help you think of possible articles for your newsletter.  You can also use these questions to conduct interviews.  You do not have to use these questions and are not limited to them in any way.

1. Who are you interviewing?  Why?

2.
What is the record for the sports team?

3.
How many seniors are on the team?  Freshmen?

4.
How many years has the coach been with the team?

5.
Who were the actors in the play?

6.
Was there a big crowd at the play?

7.
What was the name of the play?  Who wrote it?

8.
What does the teacher hope to do after they retire?

9.
How long has the teacher been teaching?

10.
What new clubs would the student like to see at the school?

Newsletter Rubric

Student Name: 





Total Score: 
	CATEGORY 
	4 
	3 
	2 
	1 

	Writing - Organization 

Score:
	Each section in the newsletter has a clear beginning, middle, and end. 
	Almost all sections of the newsletter have a clear beginning, middle and end. 
	Most sections of the newsletter have a clear beginning, middle and end. 
	Less than half of the sections of the newsletter have a clear beginning, middle and end. 

	Writing - Grammar 

Score:
	There are no grammatical mistakes in the newsletter. 
	There are no grammatical mistakes in the newsletter after feedback from an adult. 
	There are 1-2 grammatical mistakes in the newsletter even after feedback from an adult. 
	There are several grammatical mistakes in the newsletter even after feedback from an adult. 

	Spelling & Proofreading 

Score:
	No spelling errors remain after one person other than the typist reads and corrects the newsletter. 
	No more than 1 spelling error remains after one person other than the typist reads and corrects the newsletter. 
	No more than 3 spelling errors remain after one person other than the typist reads and corrects the newsletter. 
	Several spelling errors in the newsletter. 

	Attractiveness & Organization 

Score:
	The newsletter has exceptionally attractive formatting and well-organized information. 
	The newsletter has attractive formatting and well-organized information. 
	The newsletter has well-organized information. 
	The newsletters' formatting and organization of material are confusing to the reader. 

	Knowledge Gained

Score:


	All students in the group can accurately answer all questions related to facts in the newsletter and to technical processes used to create the newsletter. 
	All students in the group can accurately answer most questions related to facts in the newsletter and to technical processes used to create the newsletter. 
	Most students in the group can accurately answer most questions related to facts in the newsletter and to technical processes used to create the newsletter. 
	Several students in the group appear to have little knowledge about the facts or technical processes used in the newsletter. 

	Graphics/Pictures

Score:   
	Graphics go well with the text and there is a good mix of text and graphics. 
	Graphics go well with the text, but there are so many that they distract from the text. 
	Graphics go well with the text, but there are too few and the brochure seems "text-heavy". 
	Graphics do not go with the accompanying text or appear to be randomly chosen. 


