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COURSE:  

Graphic Design and Production
UNIT 6: 

Production Overview and Workflow
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Annotation: 
This unit allows the second level Graphic Communication and Design student to take a customer’s request and devise a design solution that will satisfy all aspects of the customer’s print needs.  The student will produce a ticket and poster set for a play being presented in the community.  They will design a production timeline, quote on the print job as well as design and produce the printed items.
While this lesson is designed around a fictitious customer with a fictitious order, you could take the same principles and apply them to live work projects.

Grade(s): 

	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
10 hours
Author: 
Amy Hicks
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 or as an intervention strategy for Georgia's Pyramid of Intervention. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
ACCT-GDP-12: 
Students will explain and demonstrate how to operate equipment in a safe manner.
a) 
Read and interpret equipment operating instructions.
b) 
Identify equipment safety features.
c) 
Describe related safety procedures including proper personal protections equipment (PPE) needed, and related MSDS.
ACCT-GDP-13:
Students will identify and describe the major components and operating controls of 
the output device.

a) 
Identify the major components and controls of the output device.

b) 
Describe their function and how it relates to the printed product.

c) 
Describe how to correctly start up and shutdown the output device.

ACCT-GDP-21: 
Students will model proper customer service and sales principles.

a) 
Interpret a customer job request.

b) 
Estimate costs of a project.

c) 
Determine a schedule in terms of capabilities, resources, and deadline.

d) 
Develop and interpret a job ticket.

e) 
Experience invoicing and collection.

ACCT-GDP-22: 
Students will exercise effective project preparation.

a) 
Prepare digital file layouts.

b) 
Generate a proof for customer approval.

c) 
Deal with customer change requests successfully.

d) 
Prepare the output successfully.

ACCT-GDP-23: 
Students will implement optimal job production processes.

a) 
Manage the output process.

b) 
Complete a job with finishing and binding required.

c) 
Experience project delivery.
GPS Academic Standards:
ELA 10W3 
The students uses research and technology to support writing.

ELA 10RL5 
The students understands and acquires new vocabulary and uses it correctly in reading and writing.
MM3P5 
Students will represent mathematics in multiple ways. 

ELA10LSV1 
The student participates in student-to-teacher, student-to-student, and group verbal interactions.

S1CS2 
Students will have the computation and estimation skills necessary for analyzing data and following scientific explanations.

M2N3 
Students will understand multiplication, multiply numbers, and verify results.

ELA12LSV2 
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.

ELA4R1 
The student demonstrates comprehension and shows evidence of a warranted and responsible explanation of a variety of literary and informational texts. 

SS5E3 
The student will describe how consumers and businesses interact in the United States economy across time.

CTAE Standards:

CTAE-FS-4 
Problem Solving and Critical Thinking: Learners define and solve problems, and use problem-solving and improvement methods and tools.

National / Local Standards / Industry / ISTE:
PrintED Introduction to Graphic Communications:

B. Environmental Health, Safety and First Aid 6, 7, 8

C. Digital File Prep 1, 4, 5, 8

F. Digital File Output 2, 3

G. Press Operations 1, 2, 3

J. Basic Math 1-11, 19,  21
PrintED Digital File Preparation:

A. Orientation 7, 8, 9, 11

C. Page Layout 1, 2, 3, 9, 11, 20
E.
Illustration 2, 3, 4
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Enduring Understandings: 
•
Student will understand:

•
Print production processes from concept to final output.
•
The process involved in quoting on a print job.

Essential Questions: 
•
How does one safely operate the equipment used to produce a printed product?

•
What personal safety devices will one need to use while operating a piece of printing or binding equipment?

•
How does one decide what type of equipment the job needs to be printed on to meet the customer’s needs and still remaining profitable?

•
Why are setting deadlines important to the overall production cycle?

•
How does someone quote on a print job?

•
Is a quote a binding agreement?  Why/ why not?

•
Why start a design with thumbnail sketches rather than on the computer?
•
Why is essential customer information important when creating a thumbnail sketch for a potential client?

•
How would the target audience affect the overall design of the layout?

•
How does the effective use of the elements & principles of design enhance communication?
Knowledge from this Unit:  
· Student will know the workflow of a typical print production facility.
Skills from this Unit:  
· Student will produce a printed piece following customer’s specifications using current page layout software.
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Assessment Method Type: 
	x
	Pre-test

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

	
	__ Quizzes/Tests

__ Unit test

	
	Group project

	x
	Individual project

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

	
	X   Self-check rubrics   

__ Self-check during writing/planning process

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

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

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

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

__ Peer editing and/or critiquing

	x
	Dialogue and Discussion

	
	X   Student/teacher conferences
__ 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

X   Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions: 
General Safety Test.doc 

Design a Play ticket and poster.pdf
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•
LESSON 1:  Production Overview and Workflow

1.
Identify the standards. Standards should be posted in the classroom.
ACCT-GDP-12: 
Students will explain and demonstrate how to operate equipment in a safe manner.
a) 
Read and interpret equipment operating instructions.
b) 
Identify equipment safety features.
c) 
Describe related safety procedures including proper personal protections equipment (PPE) needed, and related MSDS.
ACCT-GDP-13:
Students will identify and describe the major components and operating controls of 
the output device.

a) 
Identify the major components and controls of the output device.

b) 
Describe their function and how it relates to the printed product.

c) 
Describe how to correctly start up and shutdown the output device.

ACCT-GDP-21: 
Students will model proper customer service and sales principles.

a) 
Interpret a customer job request.

b) 
Estimate costs of a project.

c) 
Determine a schedule in terms of capabilities, resources, and deadline.

d) 
Develop and interpret a job ticket.

e) 
Experience invoicing and collection.

ACCT-GDP-22: 
Students will exercise effective project preparation.

a) 
Prepare digital file layouts.

b) 
Generate a proof for customer approval.

c) 
Deal with customer change requests successfully.

d) 
Prepare the output successfully.

ACCT-GDP-23: 
Students will implement optimal job production processes.

a) 
Manage the output process.

b) 
Complete a job with finishing and binding required.

c) 
Experience project delivery.
2.
Identify and review the unit vocabulary. Terms may be posted on word wall.
Estimation
Material Costs 

Fixed Costs

Labor Costs

Mark-up

Make-Ready
Quality control

Profit

Job Ticket

•
LESSON 2:  Safety Review

1.
Review Essential Question(s). Post Essential Questions in the classroom. 

•
How do I safely operate the equipment used to produce a printed product?

•
What personal safety devices will I need to use while operating a piece of printing or binding equipment?

2.
Administer Safety Pre-Test.
3.
Review the safety of each piece of equipment that the students will be using during the semester.  Use the results of the safety pre-test to focus review on relevant topics not already mastered. 

4.
Administer Safety Test to any student who did not get a 100% on the pre-test.  It is recommended that all students achieve complete mastery of 100% of the safety knowledge before being allowed to operate equipment.

Note:  SkillsUSA and CareerSafe Online have a program which is the 10-hour OSHA Safety Training Course in an online format.  Students can work through this program at their own pace, watching interactive slide shows followed by formal assessments.  Upon successful competition of the program, the student will receive their official OSHA 10-Hour General Industry Safety Training wallet card that can demonstrate to employers that they have received the basic safety training needed in the workplace.  SkillsUSA offers a grant for schools to purchase the CareerSafe Online vouchers.
•
LESSON 2:  Production Simulation: Workflow and Shop Organization





1.
Review Essential Questions. Post Essential Questions in the classroom. 
· How do I decide what type of equipment the job needs to be printed on to meet the customer’s needs and still remaining profitable?

· Why are setting deadlines important to the overall production cycle?

2.
Write the steps of the production process on small rectangles of colored paper.  i.e.: Sales, Estimation/Quote, Design/Typesetting, Proofreading, Customer Proof, Order placed, Platemaking, Press, Make-Ready, Binding/Finishing, Delivery to Customer, Billing (Accounts Receivable),  Receive customer payment, etc.  This list can be as inclusive as your group is ready for.  Have a set of these for student groups of 3’s.  Have extra rectangles of paper and magic markers for students to be able to add steps or details.  Set this aside for later use.
3.
Activation Strategy:  If you were to order a item from a local printing company, what are the things that would happen to get that item to you?  Have each student brainstorm a list on a sheet of paper.
4.  
Group students into groups of 3’s.  Have them compare/combine their lists into one.

5.
Tell students that they already have a firm foundation of the basics of the steps in the production process.   Give each group a set of the pre-made steps on the colored paper.  Using a large sheet of paper (24” x 36”), the white board or the wall, have students tape the steps into a flow chart.  
6.
Set a deadline for the item to be to the customer.  Have the student write that date on the “Delivery to Customer” rectangle.  Help groups work backwards to establish appropriate lead times for each step.
•
LESSON 3:  Production Simulation: Quotes




*
Before class, contact the local printing companies that serve on your advisory board and establish their current price on different types of printed material.  This can be used as a point of reference with the student answers.
1.
Review Essential Questions. Post Essential Questions in the classroom. 

· How do I quote on a print job?

· Is a quote a binding agreement?  Why/ why not?

2.
Start and the end and work backwards first: Tell students that they need to order 500 business cards and have been quoted $ 35.00 for one side or $39.95 for double sided.  How much will a single business card cost at this rate?  Ask students to think about how that company decided on how much to charge.
3.
Tell students that your class has been asked to produce hall passes for the school, but you must first bid on the job.  The hall passes are 4.25” x 5.5”.  The order is for 1000 notepads with 100 sheets per pad. Help students determine a price for this print job.  


Raw Material Costs:  Give student a price list for various types and weights of paper, inks, chemicals.  Go through various scenarios such as:
•
How much paper will you need for this job?

•
How much would the paper cost if the school uses white 24lb paper?  Colored paper?

•
How much would the paper cost if they printed it on tabloid paper?

•
How many pieces of chip board will they need?  At what cost?

•
Discuss cost of plate material, inks, fountain sol’n, etc.

•
How much would a second color add to the job?  A third?


Fixed costs and labor costs:  Discuss with students the concept of overhead production costs such as machine costs, utilities, rent, labor, etc.  

•
How would these change if you printed the pads on tabloid paper vs. letter sized?

•
Discuss the additional costs that need to be added for each extra step in the process such as cutting, padding, packaging, etc.


Mark-up/Profit:  Discuss with students the concept of marking up the costs of the job in order to make a profit for the company.  


Have students total up material costs, fixed costs, labor costs and mark-up to determine what they should invoice their customer.  Have them determine what each pad of passes will cost and what each individual hall pass will cost.
4.
Ticket out the door:  Working in groups of two’s or three’s give the students a print scenario.  Have students determine material costs, fixed costs, and labor for the job.  Have them determine the mark-up amount based on a fixed percentage.
•
LESSON 4:  Production Simulation: Design a Poster and Ticket for a Play






1.
Review Essential Questions. Post Essential Questions in the classroom. 
· Why start a design with thumbnail sketches rather than on the computer?
· Why is essential customer information important when creating a thumbnail sketch for a potential client?

· How would the target audience affect the overall design of the layout?

· How does the effective use of the elements & principles of design enhance communication?
2.
Give students the “Production Simulation: Design Ticket and Poster for Play” packet.  Establish deadlines for various components of project.  Have students work independently and assist as necessary.
•
ATTACHMENTS FOR LESSON PLANS

•
Design a Play ticket and poster.pdf
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Culminating Unit Performance Task Title: 
•
Students design a workflow timeline for their project.
•
Students design a quote sheet to “submit” to the “customer”.
•
Students design and produce comprehensives to “submit” to the “customer” for approval
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
The assignment gives students the opportunity to follow a product from initial order to completion.  Differentiated Instruction is provided through varying degrees of difficulty/details the student is able to provide at each stage.
Attachments for Culminating Performance Task: 
Design a Play ticket and poster.pdf

[image: image7.jpg]% UNIT RESOURCES





Web Resources:
Various paper merchant sites, ink supplier sites, etc to establish raw material costs.
Materials & Equipment: 
Small rectangles of colored paper

Tape

Poster Paper/ large sheets of paper

Magic markers

Student sketchbooks

Computer with design software
Color printer
21st Century Technology Used: 
	
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	x
	Interactive Whiteboard
	x
	Calculator
	x
	Graphic Organizer

	x
	Student Response System
	x
	Desktop Publishing 
	x
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	x
	Wiki
	
	Electronic Game or Puzzle Maker

	x
	Email
	x
	Website
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