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PATHWAY:  
Administration/Information Support
COURSE:  

Business Communications & Presentations
UNIT 10: 
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Annotation: 
This unit will allow students to learn about overall concepts of video production including proper operation of a video desktop editing system, how to handle equipment, manage time to complete projects, proper telephone etiquette in the workplace, and dynamics of working in a group. Students will create various group projects as well as instructional videos.

Grade(s):  

	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
10-14 hours
Time may be adjusted to meet individual needs of the classroom.

Author: 
Misty Freeman
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-BCP-2
Students will understand the nature of and practice oral communication by communicating in a clear, courteous, concise, and appropriate manner.
c) 
Use proper telephone techniques and etiquette.
BCS-BCP-3: Students will listen discriminately and respond appropriately to oral communication.

c) 
Critique media and oral presentations analytically and critically.

BCS-BCP-11
 Students will use multimedia software to effectively produce a variety of personal and business media-rich projects.

j) 
Capture and edit video footage to create a video clip.

k) 
Demonstrate the proper operation of a video desktop editing system.

GPS Academic Standards:
ELA10LSV1 
The student participates in student-to-teacher, student-to-student, and

group verbal interactions.

ELA10LSV2 
The student formulates reasoned judgments about written and oral

communication in various media genres. The student delivers focused, coherent, and polished presentations that convey a clear and distinct perspective, demonstrate solid reasoning, and combine traditional rhetorical strategies of narration, exposition, persuasion, and description.

ELA12W1 
The student produces writing that establishes an appropriate organizational


structure, sets a context and engages the reader, maintains a coherent focus


throughout, and signals a satisfying closure.

ELA12W2 
The student demonstrates competence in a variety of genres.

ELA12W3 
The student uses research and technology to support writing.
National / Local Standards / Industry / ISTE:
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Enduring Understandings: 
· Identifies and uses vocabulary terms for understanding application of terms

· Discuss how video is used in personal life and in the workplace
· Demonstrates an understanding of telephone technique and etiquette through skit design 
· Masters use of desktop editing system 

· Interacts with classmates to create video
· Critiques self and group work to improve

· States concepts and reasons behind storyboarding a video project

· Reflects on process and state areas of strengths and weakness in learning area

· Models efficient worker traits
· Organizes all aspects of a movie through careful planning 
· Presents video and ideas in professional manner to classmates and guests
Essential Questions: 
· Why is it important to understand the concepts before beginning a movie project? 
· Why is it important to understand the elements of software?

· How do I shoot video footage that captures intended message?
· How do camera angles affect the viewers’ perception?
· What is Storyboarding? 
· Why do I storyboard my video projects?

· How do I create a video with a group? 
· Why is answering the telephone crucial for workplace?
· How do I create an instructional video? 
Knowledge from this Unit: 
· Video camera operation
· Record video footage of high quality
· Telephone techniques and etiquette in workplace

· How to create instructional video
· Stages of video Production
· Camera angles
· Storyboard techniques
Skills from this Unit:  
· Write a storyboard for a video
· Use proper telephone techniques and etiquette

· Capture and edits video footage 

· Demonstrate proper operation of video equipment

· Create instructional video
· Plan, prepare, capture, edit, and present group video
· Manage time based on established deadlines
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Assessment Method Type: 
	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	x
	Group project

	x
	Individual project

	x
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	_x_ Self-check rubrics   

_x_ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	x
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ Observe students working with partners

_x_ Observe students role playing

	x
	Peer-assessment  

	
	_x_ Peer editing & commentary of products/projects/presentations using rubrics

_x_ Peer editing and/or critiquing

	x
	Dialogue and Discussion

	
	_x_ Student/teacher conferences
_x_ Partner and small group discussions

_x_ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions: 
Projects at the end of each lesson will serve as assessment for this unit.
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•
LESSON 1:  GET ACQUAINTED

1.
Identify the standards. Standards should be posted in the classroom.
BCS-BCP-2
Students will understand the nature of and practice oral communication by communicating in a clear, courteous, concise, and appropriate manner.

c) 
Use proper telephone techniques and etiquette.
BCS-BCP-3: Students will listen discriminately and respond appropriately to oral communication.

c) 
Critique media and oral presentations analytically and critically.

BCS-BCP-11
 Students will use multimedia software to effectively produce a variety of personal and business media-rich projects.

j) 
Capture and edit video footage to create a video clip.

k) 
Demonstrate the proper operation of a video desktop editing system.
2.
Review Essential Question(s). Post Essential Questions in the classroom. 



• EQ:  Why is it important to understand the concepts before beginning a movie project? 

3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Digital
	analog
	Target Audience

	Pre-Production
	Normal
	Pan

	Production
	Zoom out
	Tilt

	Post-Production
	Zoom in
	Cant

	Dolly
	Knee Shot
	Pedestal

	Truck
	Two Shot
	Over-the-shoulder Shot

	Mid Shot 
	Three Shot 
	Lead room

	Headroom
	Capture
	Footage

	Voiceover
	Lighting
	Backdrop

	Tripod
	Rule of thirds
	Frame rate 

	Video Tutorial
	Enhancements of Software
	Streaming Video


4.
Interest approach – Mental set


Teacher will take digital photos of the class and video footage of the class to prepare for this unit and upload to shared storage space/drive (network storage or other) or local machines for student use. When finished with photos and video taping the students, ask the students how to go from photos and video just taken to an academy award. 


Lead the students into discussion that photos have to be edited using software programs like Fireworks or Photoshop or other photo editing software, video footage has to be edited using software also. Free software that is used with this unit is Windows Movie Maker. Software that is free is available to students to download and use at home to show off the skills learned in class with other projects for school or personal use. 
5. 
Lead students on a guided discussion to introduce VIDEO unit: 
a.  Ask students how is video used today? Talk about personal life and in workplace….provide these examples  of video use:  

* Video simulations show procedures and interactions that would be dangerous to perform in actuality

* Games use video to simulate flight, car racing, and other action

* Web sites and CD-ROMs use videos as reference material

* Video conferences enable participants to see each other and witness demonstrations
b. Follow up how do you deliver video to your target audience? 
* Listen to answers to make sure include students include streaming video:  defined as technique for transferring data so browser starts displaying the data before the entire file has been transmitted
6. 
WOW—talk about all the new terms just introduced into class! Have students begin a VIDEO VOCAB sheet in their notebook. use attachment Video Vocabulary Blank Sheet. They will add new terms as they are introduced and discussed in this unit.  As new words are introduced, the word will be added to the word wall posted in classroom (suggest having stack of index cards made to write word on and put on word wall as new words come up in unit), but should be added to VIDEO VOCAB sheet with definition/example/illustration. Streaming Video would be the first.


7.
Get started with learning basic concepts of capturing, creating, and sharing digital movies. Present presentation to students: Capturing, creating, and sharing digital movies provided in resources with this unit. While presenting, students should complete the capturing, creating, and sharing digital movies notes provided in resources with this unit. 

8.
Students should add words to VIDEO VOCAB notebook and new terms from presentation should be added to word wall in classroom. 

9.
At the end of the unit, play vocabulary match using the VIDEO VOCAB sheet. Take the words off the word wall and place magnetic tape/Velcro dots to the back and hand out as students enter the classroom along with a blank index card. Students should write definition on the index card—front side only. 

•
LESSON 2:  WINDOWS MOVIE MAKER

1.
Review Essential Questions. Post Essential Questions in the classroom. 

•
EQ:  Why is it important to understand the elements of software?
2. PREPARE: Using the digital photos of the class and video footage of the class that you took to prepare for this unit (or alternate idea is to save images and video from the internet to a folder), place the images and video on each student machine. 

3. Lead a teacher practice exercise of getting acquainted with the software by using digital photos as starting point. Refer to Guided Resource Activity--Windows Movie Maker Basics as a guide (this can even be provided to students to use on their own for notes).  Use attachment Windows Movie Maker Visual Guide.  Each student should learn the software by learning how to Import Pictures, Add Your Pictures to the Storyboard, Add Titles and Credits, Add Transitions, Adjust the Timeline, Add Sound, Save Your Video, Export, and Preview your Movie NOT using Windows Movie Maker—view outside program. 

An additional resource provided with the unit is the Windows Movie Maker Visual Guide Presentation, use attachment Windows Movie Maker Basics. 

4. Using the Internet, have students go to the Movie Maker 2.0 Tutorial Site with headphones. http://www.atomiclearning.com/moviemaker2 . Students can listen and watch various videos on using Movie Maker. Guided questions for videos provided on activity Movie Maker 2.0—review guide with resources for this unit. 
•
LESSON 3:  LIGHTS, CAMERA, ACTION

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
How do I shoot video footage that captures intended message? How do camera angles affect the viewer’s perception? 

2. 
Ask students and guide discussion on:  How do you record a video that is good quality footage? 
Answers should focus toward what video quality depends on:

· Resolution and clarity of individual video frames

· Frame rate or speed at which video frames appear: Frame rate measured in frames per second (FPS)

3.
Teacher Guided Review Presentation: Camera Composition Shots, Angles, & Movement provided in resources with this unit.  Students learned the concepts in the PHOTO EDITIG UNIT, but basic concepts should be reviewed and translated into from digital camera to VIDEO CAMERA. 


4.
Have students preview the Video Production presentation provided with this unit to learn the 3 Stages of Video Production and Camera Angles. Have students complete the Video Production Terms worksheet provided in unit resources and add terms to VIDEO VOCAB. 


5.
Give students the handout The 10 Finger Rule for shooting video and go over each part ; handout provided in resources for this unit. 

6.
TIME TO VIDEO: Have students complete Just The Right Shot activity provided in the resources for this unit to learn how to video specific angles and elements:

a. Closing Shots-simple like closing a door, turning off a light, capping a pen—be must be memorable and must wrap up your story
b. Establishing Shots-Sets the scene in one image-often a wide shot but consider other options like inside of race car or shot of Scrapper Scoreboard.
c. Sequencing Shots—linking action scenes
7. 
Depending upon hardware, teach students how to get video footage off my camera onto computer by using fire wire connection, copies from video card, etc. 


8. 
Using notes from movie maker have student import all video and create an EVIDENCE movie of the images recorded. Refer to the activity Making my video from Just the RIGHT shots with the resources from this unit. Reference provided Movie Maker: Do It Yourself for editing clips and adding audio. 
•
LESSON 4:  IT ALL STARTS ON THE BOARD

1.
Review Essential Questions. Post Essential Questions in the classroom. 


• What is Storyboarding? Why do I storyboard my video projects?
2. 
Have students watch video about FBLA. Find a video on the National FBLA site. http://fbla-pbl.org/ Question the students how this video was made? Who decided what to say? What camera angles were used? Where there any props in the video? Where was this video taped at? Lead the discussion to the idea that a PLAN had to be in place before the video could be created. This process is called STORYBOARDING. Add to the word wall and VIDEO VOCAB sheet for this unit.  
3. 
Teach the concepts noted on the Video Storyboard Project provided with this unit. Discussion of what storyboard is, why important, and the advantages of storyboarding. Students should take notes on topic on their own paper. 

4. 
Students will practice Storyboarding. Complete the first example together as a whole –class. As a class, create a storyboard for a 30-second soft drink commercial. Use the Blank Storyboard provided in this unit to guide class project. BE VERY DETAILED in the class example. 


5. 
Now, students should write a storyboard for a video (they will not actually make this video) that is 15-30 seconds that advertises a cell phone. The Target Audience is high school students! Grade students’ work. 


•
LESSON 5:  Video Project—Group Project

1.
Review Essential Questions. Post Essential Questions in the classroom. 


• How do I create a video with a group? 
2. 
Students should plan, prepare, video, capture, edit, and present group video. 
a. Ask students what is PRICELESS in their life? Then ask how do you capture that on video. 

b. Show MasterCard Priceless commercial examples to students Current samples may be found searching internet 

c. Assign students to groups of 3-4. 

d. Give students handout Video Project: Priceless resource provided with this unit

e. Review project requirements

f. Provide storyboard for students. Constantly question elements on storyboard for ability to video at school and students providing props. Question location, time, resources, etc. 

g. Have students prepare a time outline of video project by day. Give students due date for project.  Including time to rehearse lines, who is bringing/making what props, etc. 

h. Students should video footage and capture video. Each group member should create their own version of the video. Give timeline for completion. 

i. Group members should view all videos and vote on which 1 to show to class. 

j. Groups present video to class. 



3. 
Have students write reflection on first video project. Include the following topics: like/dislike video, elements including in other videos liked, what could have been done to improve video, group dynamics, and overall reaction to video unit. Must be at least 500 words, be logical, have age-appropriate grammar usage, double spaced, and printed. 
•
LESSON 6: Telephone Etiquette 

1.
Review Essential Questions. Post Essential Questions in the classroom. 


• Why is answering the telephone crucial for workplace? 

2. 
Ask 2 students to participate in acting out how NOT to answer a business telephone call. Prompt students with--the importance of telephone answering in a business workplace. Talk about:
a. Can customers see your smiling face when you answer?

b. Does the phone customer know you don’t feel well? 

3. 
Have students read through the Telephone Skills Presentation provided in the resources with this unit and complete the Telephone Skills Worksheet.  Upon completion of the notes, discuss the presentation with the students. 


4. 
Individual students should complete the worksheet Building Your Telephone Confidence:  Practicing Telephone Discretion—handout provided with resources for this unit. Students will write in complete sentences how they would handle different scenarios for answering the telephone. 


5. 
As an assessment of how to use telephone with confidence, students should TEACH new employees how to answer the telephone and record message for the boss. This will be done through a telephone skit/video. See handout Telephone Skit as a Video in the resources for this unit. Group video grade sheet  and individual members of group grade sheet included with resources for this unit. 

6. 
Have students complete the reflection form on the Telephone Skit. Sample provided in the resources for this unit, use attachment Telephone Skit Reflection.

•
LESSON 7:  Instructional Video

1.
Review Essential Questions. Post Essential Questions in the classroom. 


• How do I create an instructional video? 


2. 
Learn to use Camstudio to create instructional video tutorials 
Provide students with headphones and/or microphone.  A little trick if you don’t have microphones or headphones with microphones (which are best to use), you can use headphones as a microphone! This means that you can plug a set of headphones into your microphone jack and use them to record sound. Try it before your students do and remember that background noise will interfere. 
a. Download free software from http://camstudio.org/ 
b. Start Camstudio and go to the "File" menu to start new projects or open old ones. Start a new one.

c. Click on the "Region" menu. This allows you to define the size and area of the screen the program will capture. Click the "Drag Corners to Pan" to move the "Box" around that you will be recording.

d. Select "Options" and click "Video Options." Select the "Compressor." You should use the "DivX" codec from the list. Turn off "Auto Adjust." Set the "Key Frames" to 30, the "Capture Frames" to 50 and the "Playback Rate" to 20. Finally, go to "Options" and click "Audio Options." Select the "Lame" codec as your audio compressor. You are now ready to record.

3. Students should create an instructional video that is screen captured format with verbal instructions on how to use Movie Maker.  The video should teach students who have never used the software before how to use it including: how to import pictures and/or video, add your pictures to the storyboard, add titles and credits, add transitions, adjust the timeline, add sound, save your video, export, and preview your Movie NOT using Windows Movie Maker—view outside program.
4. Evaluate video.  Students make list of good features and features that need to be improved in the video. 
•
ATTACHMENTS FOR LESSON PLANS

· Video Vocabulary blank sheet
· Capturing, creating, and sharing digital movies Presentation
· Capturing, creating, and sharing digital movies notes

· Windows Movie Maker Basics
· Windows Movie Maker Visual Guide Presentation
· Movie Maker 2.0—review guide 
· Camera Composition (Shots, Angles, & Movement) 
· Video Production presentation 
· Video Production Terms 
· The 10 finger Rule 
· JUST THE RIGHT SHOT 
· Making my video…from Just the RIGHT Shots
· Movie Maker: Do It Yourself 
· Video Storyboard Project 
· BLANK storyboard 
· Video Project: Priceless 
· Telephone Skills Presentation
· Telephone Skills Worksheet
· BUILDING YOUR TELEPHONE CONFIDENCE:  Practicing Telephone Discretion
· Telephone Skit as a Video 
· Telephone Skit Reflection Form
•
NOTES & REFLECTION: 

Most important aspects of a successful video unit are having the equipment and working software. Teachers should know how to use equipment and software before teaching students. 

Additional activities are linked as attachments from the unit resources for teacher to enhance unit with additional assignments or replace projects as needed for the classroom.   These attachments are:
· Public Service Announcement

· Commercial
· Music Video

· How to Video

· Silent Movie
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Culminating Unit Performance Task Title: 
I am the PRODUCER! 
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
1. Each student will be responsible or creating a video that demonstrates ability to storyboard a project, organize props, schedule actors/actresses for video, and capture, edit, and finish a video using Movie Maker. 

2. Using the Video Project I am a Producer handout provided in resources with this unit as guided for the activity. Students will pick the format of the video (How-to video, News broadcast, Panel discussion, Old-Timey Black & White—silent video, public service announcement, or as a reporter live on the scene. 

ALTERNATE ASSUIGNMENT: the FBLA competitive event for video production can be used for the Culminating project. Refer to the Georgia FBLA site  http://www.gafbla.org/fbla/ for competitive event guidelines for specific year. 


3. Students will plan time frame, select topic, write storyboard, and outline timeframe for video following specific guidelines established by teacher, recruit actors/actresses, capture, edit, and present completed video. 


4. Teacher should establish dates for recording, end date of recording, presentation date, and allocate schedule for use of video cameras. 


5. Allow students work time, assist with technical difficulties, and monitor daily progress of student work. 


6. Students should be allowed copy video onto DVD format or CD format, which ever is available in classroom, for student to take and show outside of class. 
Attachments for Culminating Performance Task: 
•
Video Project
· Video Proposal

· Video Timeline

· Blank Storyboard
· Video Grade Sheet
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Web Resources:
http://www.atomiclearning.com/moviemaker2
http://fbla-pbl.org/
http://camstudio.org/
http://www.gafbla.org/fbla/ 
Materials & Equipment: 
· Headphones
· Microphones
· Video camera

· Props for individual video provided by students

21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	x
	Graphic Organizer

	
	Student Response System
	
	Desktop Publishing 
	x
	Image File(s)

	
	Web Design Software
	
	Blog
	x
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
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