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Teacher Resource 18.1
Guide: Planning for the Forum
The students’ multimedia tutorials are the culmination of all the hard work they have put into this course. Therefore it is important that the final presentation forum be staged as a special event, open to parents and invited guests. The event celebrates the students’ hard work and also reinforces to them that the work they have done is for a broader audience than just their teacher and classmates.
Step 1: Schedule It Properly
Consider the number of groups that will be sharing their tutorials. Keep in mind that the number of class periods allowed for this lesson may need to be adjusted based on the number of groups you have.
Once you know how much time you need to allow, decide whether the presentation forum will be done during school hours or outside of class time. Consider when your students and your invited guests are most likely to be available. It may be easier to attract parents, NAF academy advisory board members, community professionals, and local leaders to an evening event that will not take time out of their workday. If you do decide to hold the event outside of class time, make sure to notify the students as soon as possible, so that you have time to handle scheduling conflicts.
Step 2: Invite the Right People
It is vital that this presentation be done for a broader audience than just you and the rest of the class. Consider designing (or having your students design) an invitation or flyer that can be distributed to interested parties.
Here are some of the people you may wish to invite:
· School administrators, guidance counselors, other teachers, and school board members
· Local civic leaders
· NAF academy advisory board members
· Local internship providers
· Other local business leaders 
· Anyone who has assisted your class in any way (guest speakers, etc.)
· Local middle school guidance counselors (to help recruit future NAF students)
· Parents, guardians, friends, and relatives of the students
Whoever is invited, it is important to request that the audience look at all of the tutorials, and not leave as soon as they have seen their child’s work. Some of that potential problem can be addressed by requiring all students to stay to observe and provide feedback on all presentations.
Ask all audience members to offer feedback using Student Resource 18.1, Feedback Form: Networking Tutorials. Emphasize the great help the audience can be to the students by providing them with a real-world perspective on their work.
Step 3: Set It Up Properly 
Since the students will be displaying multimedia tutorials, make arrangements to have the appropriate equipment—computers, PowerPoint software, cables, and so on—available starting at the beginning of this lesson. That way, students can practice connecting all the equipment and feel confident that they are ready to operate it. Point out that in the business world, students would need to do the same thing—make sure they have all the necessary equipment and practice putting it all together—before hosting a professional unveiling.
Step 4: Make It Celebratory
The students need to get the message that this is a big deal.
If possible, consider using a larger room so that there is space to circulate freely between the tutorials.
Make arrangements for refreshments to be available during the forum. You may ask the PTA or parents group to assist in this way, or discuss other options with your school administration.
Reinforce the significance of the event by emphasizing to the students that they dress nicely, in appropriate business attire. 
Step 5: Arrange for Videotaping
Make arrangements for someone to videotape the forum. This can be both an entertaining and informative tool for the students, who may use the recording to evaluate their own performance. It will also be helpful for future AOIT students to see what their predecessors have done, and it can be a useful recruiting tool.
Teacher Resource 18.2
Guide: Networking Tutorial Questions
Use the following sample questions to help students prepare a list of appropriate questions to ask a network professional. Remind students that their list of questions will be used to analyze each group’s project tutorial later in this lesson.
Sample Questions for a Network Professional

· What is the purpose of this tutorial?
· Tell me a bit about the team that developed the tutorial, your role on the team, and the process you used.
· What inspired you to choose this topic for your tutorial?
· Tell me about the type(s) of network(s) that this tutorial addresses. 
· What does this tutorial teach about installing / setting up / configuring / troubleshooting / maintaining networks?
· Do you think someone could use your tutorial to successfully accomplish the procedure you explain? Would the person need some background information?
· Who wrote the content for the tutorial? Where did you get your information?
· How did you find the graphics for the tutorial? 
· Did you test the procedure you explain in the tutorial? If yes, did you have to fix anything after your test?
· What PowerPoint features did you use to create the tutorial?
· Would you consider this tutorial to be successful?

Teacher Resource 18.3
Rubric: Multimedia Tutorial
Student Names:_____________________________________________ Date:_______________
	
	Exemplary
	Solid
	Developing
	Needs Attention

	Instructions
	The tutorial provides complete, detailed steps and information so that anyone could perform the activity. Information and instructions are 
extremely accurate.
	The tutorial provides most of the steps and information needed so that almost everyone could follow the steps provided. Information and instructions are 
accurate.
	The tutorial lacks some important steps or information needed to perform the activity effectively. Information and instructions are 
mostly accurate.
	The tutorial is missing critical steps, and a reader would need a lot more information in order to complete the activity. Information and instructions have significant inaccuracies.

	Organization of Steps
	Steps are clearly organized, with a logical flow of connected instructions.
	Steps are organized, and most instructions are well connected. 
	Steps are somewhat sound, but the instructions are not well organized. 
	Steps and instructions are disorganized and confusing.

	Visual Design and Media
	Graphics, multimedia, and fonts are relevant, used tastefully, and effectively support the purpose of the tutorial. The design of the tutorial is very clean and makes it intuitive to use.
	Graphics, multimedia, and fonts are mostly relevant and mostly support the purpose of the tutorial. The design of the tutorial is fairly clean and helps make it easy to use.
	Too many or too few graphics, multimedia, and fonts are used. Some elements are not relevant or do not support the purpose of the tutorial. The design of the tutorial is a little messy, which makes it a bit harder to use.
	Graphics and multimedia are hardly used at all, are not relevant, or are distracting. The design of the tutorial is messy, which makes it very difficult to use.

	Required Format and Elements
	Required format and all elements are included in the assignment. Some additional elements are included to enhance the assignment.
	Required format and all elements are included in the assignment.
	Format does not meet the assignment specifications, and one or two of the required elements are missing. 
	Format is completely different from the assignment specifications, and more than two elements are missing. 

	Mechanics 
	No grammatical, spelling, or punctuation errors. All sentences are well constructed and vary in structure.
	Few grammatical, spelling, or punctuation errors. Most sentences are well constructed, with some variation in sentence structure.
	Some grammatical, spelling, or punctuation errors. Most sentences are well constructed, with little variation in sentence structure.
	Many grammatical, spelling, or punctuation errors. Most sentences are poorly constructed.
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