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Helen Keier 
EDCI 56400, Summer 2012 
 
 

Revised Instructional Plan for Technology Integrated Project 
 
 
1. INSTRUCTIONAL PLAN TITLE: Blackboard Advanced: Creating and Using Narrated 
PowerPoint Presentations 
 
 
2. DISCIPLINE/TOPIC: Employing computer software to create and post lesson or unit 
content for web-enhanced, hybrid, and online higher education courses.  Specifically, faculty 
members will learn how to use Microsoft PowerPoint to create instructional summaries with 
recorded voice narration and learn how to upload the resulting file to a Blackboard, with a focus 
on pedagogically effective use of such files. 
 
 
3. TARGET POPULATION: Adults with basic computer skills.   

• Population Characteristics: Faculty at the John Jay College of Criminal Justice who 
require instruction in order to incorporate technology into their teaching.   

• Instructional Groupings: Faculty will participate in the instruction as a group of 
approximately 5 – 10 learners.  Due to the need to create audio files, it may not be 
feasible to run the workshop with a larger group. 

 
 
4. CURRICULUM LINKS: The Blackboard Faculty workshop series at John Jay does not have 
a set curriculum or sequence but begins with an Introduction to Blackboard workshop that serves 
as the prerequisite for the remaining workshops.  The remaining workshops are grouped into 
Basic, Intermediate, and Advanced techniques.  The proposed Creating and Using Narrated 
PowerPoint workshop would fall into the Advanced category, given its use of multiple programs, 
pedagogical content, and estimated workshop duration.  Before registering for the Blackboard 
Advanced: Using Narrated PowerPoint Presentations workshop, learners will be required to first 
participate in the Introduction to Blackboard workshop and at least one workshop from each of 
the Basic and Intermediate categories.  Basic file uploading is covered in the Introduction to 
Blackboard workshop, so learners are expected to have this prior knowledge.  The proposed 
workshop extends that knowledge, provides an opportunity for the learning of new PowerPoint 
skills, and allows for application of the skills within an authentic learning environment. 
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5. OBJECTIVES: After completing the Blackboard Advanced: Using Narrated PowerPoint 
Presentations, learners will be able to: 

• Identify highlights of an existing lesson, instructional unit, or course assignment for 
inclusion in a summary PowerPoint presentation. 

• Create a summary PowerPoint presentation detailing the highlights of an existing lesson, 
instructional unit, or course assignment. 

• Record audio narrating a PowerPoint presentation. 
• Upload the narrated PowerPoint to Blackboard. 

 
 
6. STANDARDS: There are two standards applicable to the proposed workshop, accreditation 
and the college faculty training program. 

• Accreditation: Among the factors driving the creation of the proposed instruction is the 
need to meet accreditation standards, which require faculty training that prepares them to 
teach online, with the appropriate technical skills (see Accreditation and Assuring Quality 
in Distance Learning, Council for Higher Education Accreditation, 
http://www.chea.org/pdf/mono_1_accred_distance_02.pdf?pubID=246, p.11).  
Additionally, the use of faculty-created and narrated introductions in an online 
environment should contribute to the building of meaningful interactions between faculty 
and students, another key component of accreditation cited by the CHEA (p.12). 

• Objectives of the Blackboard faculty training program at John Jay College: The training 
program at John Jay strives to provide faculty with a range of workshops covering the 
various techniques that have proven useful in teaching online and to prepare them to 
create engaging and instructionally sound courses. 

 
 
7. MATERIALS / TIME: After registering for the workshop, faculty will be sent an email 
suggesting they bring to the workshop a lesson, instructional unit, or course assignment they can 
use for practice purposes.  This is not required and learners will be able to fully participate 
without practice content.  A sample course syllabus will be used to present a demonstration of 
the techniques covered in the workshop.  Microsoft PowerPoint 2010 will be used to create the 
presentations and record the narration.  Completed presentations will be uploaded to Blackboard 
9.1.  The workshop will be held in a small computer lab where the workstations will be equipped 
with the needed hardware.   
 
The workshop is expected to span 6 hours, given the inclusion of open discussions and the 
recording of the audio narration (learners will have to do this individually and one at a time).  
Due to the length of the workshop, there will be a lunch break. 
  

http://www.chea.org/pdf/mono_1_accred_distance_02.pdf?pubID=246
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8. SCOPE & SEQUENCE: Detailed workshop facilitator notes are included as Appendix 1, 
including instructions for running group discussions and learner activities. 
 
Part 1 
 
Introduction – Using PowerPoint as an Instructional Aid 

• Present pedagogical ways that PowerPoint presentations can be used to focus student 
attention, highlight significant instructional content, and scaffold student learning. 

• Open discussion of pedagogical best practices for using PowerPoint Presentations. 
• Learner Activity: Identify the highlights of an existing lesson, instructional unit, or course 

assignment for inclusion in a summary PowerPoint. 
• Learner Product: Outline of content to be included in a PowerPoint presentation. 

 
Microsoft PowerPoint 

• Present steps for creating PowerPoint presentations. 
• Learner Activity: Create a summary PowerPoint presentation detailing the highlights of 

an existing lesson, instructional unit, or course assignment. 
• Learner Product: PowerPoint summarizing lesson, instructional unit, or course 

assignment. 
 
Recording Narration 

• Present steps for adding narration to PowerPoint presentations. 
• Learner Activity: Write script and record audio narrating a PowerPoint presentation. 
• Learner Product: Narrated version of PowerPoint created during previous section. 

 
Part 2 
 
Introduction – Using Presentations and Recordings in Blackboard 

• Present similarities and differences in how presentations would be used in face-to-face 
and online environments. 

• Present advantages, challenges, and limitations of using recorded materials in an online 
environment. 

• Present pedagogical ways that recordings can be used to focus student attention, highlight 
significant instructional content, and scaffold student learning unique to an online 
environment. 

• Open discussion of pedagogical best practices for using presentations and recordings. 
 
Blackboard 

• Review steps for uploading files to Blackboard. 
• Open discussion of pedagogical best practices for using files in Blackboard. 
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• Learner Activity: Revise narrated presentation if desired and upload the file to 
Blackboard. 

• Learner Product: File loaded to Blackboard workshop site. 
 

Review and Self-Assessment 
• Restate the process of creating, narrating, and uploading the presentation.  
• Present rubric for using narrated PowerPoint presentations in Blackboard. 
• Learner Activity: Review narrated presentation according to the rubric checklist provided 
(may be done after workshop). 
• Participant sharing of narrated presentations and feedback (time permitting). 
 
 

9. INSTRUCTIONAL AND SUPPLEMENTARY MATERIALS  
• Narrated PowerPoint presentation sample (available in Dropbox folder). 
• Create your first PowerPoint 2010 presentation (Quick reference card): 

http://office.microsoft.com/en-us/powerpoint-help/quick-reference-card-
RZ101848193.aspx?section=12&CTT=114.  The steps outlined in the Quick Reference 
Card will form the instructional content used by the facilitator during the corresponding 
section of the workshop.   

• Create your first PowerPoint 2010 presentation (self-paced online course): 
http://office.microsoft.com/en-us/powerpoint-help/create-your-first-powerpoint-2010-
presentation-RZ101848193.aspx?CTT=1.  The self-paced course link is provided as 
supplemental material and may be provided to learners if necessary. 

• Record and add narration and timings to a slide show: http://office.microsoft.com/en-
us/powerpoint-help/add-narration-to-a-presentation-HA001230306.aspx.  The steps 
outlined in this document form the instructional content used by the facilitator during the 
corresponding section of the workshop. 

• Rubric for Using Narrated PowerPoint Presentations in Blackboard (see Appendix 2). 
• John Jay College Blackboard workshop evaluation form: 

http://doitapps.jjay.cuny.edu/blackboard/faculty/evaluation.php  
 
 
10. EVALUATION OF LEARNERS: Since this is a faculty training workshop, graded 
evaluations are not necessary.  However, learner mastery of the material will be examined in a 
less formal fashion.  Learner evaluation will be within the Blackboard environment.  A 
Blackboard site will be created for the workshop and learners will be enrolled with instructor 
course role so they can upload content.  Each learner will be asked to upload their files during 
the workshop.  The following points will be evaluated: 

• Successful creation of a narrated PowerPoint presentation. 
• Successful upload of a narrated PowerPoint presentation. 

http://office.microsoft.com/en-us/powerpoint-help/quick-reference-card-RZ101848193.aspx?section=12&CTT=114
http://office.microsoft.com/en-us/powerpoint-help/quick-reference-card-RZ101848193.aspx?section=12&CTT=114
http://office.microsoft.com/en-us/powerpoint-help/create-your-first-powerpoint-2010-presentation-RZ101848193.aspx?CTT=1
http://office.microsoft.com/en-us/powerpoint-help/create-your-first-powerpoint-2010-presentation-RZ101848193.aspx?CTT=1
http://office.microsoft.com/en-us/powerpoint-help/add-narration-to-a-presentation-HA001230306.aspx
http://office.microsoft.com/en-us/powerpoint-help/add-narration-to-a-presentation-HA001230306.aspx
http://doitapps.jjay.cuny.edu/blackboard/faculty/evaluation.php
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Additionally, learners will be provided with a rubric for using narrated PowerPoint presentations 
in Blackboard.  Time permitting during the workshop, learners will be invited to share their 
narrated presentations and to receive and give feedback to colleagues. 
 
11. EVALUATION OF THE INSTRUCTION: Prior to adding the workshop to the schedule 
of offerings, a teaching guide with screenshots will be developed.  Additionally, the workshop 
will be tested with colleagues and other Distance Education support staff for feedback, 
completeness of content, and whether the objectives were met. 
 
During the workshop, the effectiveness of the instruction will be evaluated by observing the 
learner’s progress.  The learners will be observed for successful performance of the techniques 
covered in the workshop.  The workshop trainer will move around the room while learners are 
working and make note of the following: if the PowerPoint presentations contain an appropriate 
amount of information, if the narration is successfully recorded, and finally, if the slides are 
successfully uploaded to the Blackboard site set up for the workshop.  Additional guidance will 
be provided as the trainer is able, given the number of learners and time remaining in the 
workshop.  After the workshop, Distance Learning Support Staff will follow up with any learners 
having particular difficulties. 
 
At the conclusion of all John Jay Blackboard faculty training workshops, learners are asked to 
follow a web link to complete a brief evaluative survey (see 
http://doitapps.jjay.cuny.edu/blackboard/faculty/evaluation.php).  In addition, after the workshop 
the files uploaded during the workshop will be examined by a member of the Blackboard 
Support Group to determine whether the learners were successful in producing and uploading the 
narrated PowerPoint presentations.  In particular, the uploaded files will be examined to see if 
there were any repetitive or patterns to the errors committed by the learners.  This information 
will be used to revise the instruction, if necessary. 
  

http://doitapps.jjay.cuny.edu/blackboard/faculty/evaluation.php
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Appendix 1: Workshop Facilitator Instructional Notes 
 
 
Slide 1: Blackboard Advanced Creating and Using Narrated PowerPoint (workshop title slide) 

• Post while giving personal introduction (name, role in department, experience, etc.). 
 
Slide 2: Three Step Process 

Lecture / Demonstration: 
• Introduce process of creating a narrated PowerPoint as an overview of what the 

participants will be doing during the workshop.   
• Use to demystify the process.   
• Play sample presentation.. 
Guided group activity: 

• None for this step. 
Individual learner activity:  

• None for this step. 
Learner product:  

• None for this step.  
Instructional resource: 

• Sample narrated PowerPoint presentation. 
 
Slide 3: Introduction (part 1) 

Lecture / Demonstration: 
• Present pedagogical ways that PowerPoint presentations can be used to focus student 

attention, highlight significant instructional content, and scaffold student learning. 
Guided group activity: 

• Organize participants into small groups depending on the number of learners in 
workshop. If there are a small number of participants (5 or less), run the activity as a 
group discussion. 

• Allow participant groups 10 minutes to discuss how they use PowerPoint 
presentations, and what might be included in an instructional presentation.   

• Using classroom whiteboard, record group suggestions.  The facilitator can either 
have a member of each group share their suggestions and list them, or have the 
representative come up to the board. 

Individual learner activity:  
• Ask participant to identify the highlights of an existing lesson, instructional unit, or 

course assignment for inclusion in a summary PowerPoint. 
Learner Product:  

• Outline of content to be included in a PowerPoint presentation. 
Instructional resource: 
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• None for this step. 
 
Slide 4: Creating PowerPoint Presentations 

Lecture / Demonstration: 
• Present steps for creating PowerPoint presentations. 

Guided group activity: 
• None for this step. 

Individual learner activity: 
• Create PowerPoint presentations. 

Learner product:  
• PowerPoint presentation. 

Instructional resource: 
• Instructions for creating presentations from Microsoft.com, link embedded into slide. 

 
Slide 5: Recording Narration 

Lecture / Demonstration: 
• Present steps for adding narration to PowerPoint presentations. 

Guided group activity: 
• None for this step. 

Individual learner activity:  
• Write a script to accompany the PowerPoint presentation. 
• Record audio narrating a PowerPoint presentation. 

Learner Product:  
• Narrated version of PowerPoint presentation created during previous step. 

Instructional Resource: 
• Instructions for creating narrated presentations from Microsoft.com, link embedded 

into slide. 
 
Slide 6: Introduction (part 2) 

Lecture / Demonstration: 
• Present similarities and differences in how Presentations would be used in face-to-

face and online environments in order to tie the content into faculty teaching 
experiences. 

• Present advantages, challenges, and limitations of using recorded materials in an 
online environment (include technical limitations). 

• Present pedagogical ways that recordings can be used to focus student attention, 
highlight significant instructional content, and scaffold student learning in an online 
environment. 

Guided group activity: 
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• Organize participants into small groups depending on the number of learners in 
workshop.  If there are a small number of participants (5 or less), run the activity as a 
group discussion. 

• Allow participant groups 10 minutes to generate a list of ways PowerPoint 
presentations can be used in Blackboard.   

• Using classroom whiteboard, record group suggestions for pedagogical best practices 
for using presentations and recordings in Blackboard.  The facilitator can either have 
a member of each group share their suggestions and list them, or have the 
representative come up to the board. 

Individual learner activity:  
• None for this step. 

Learner product:  
• None for this step. 

Instructional resource: 
• None for this step. 

 
Slide 7: Blackboard 

Lecture / Demonstration: 
• Review steps for uploading files to Blackboard. 

Guided group activity: 
• None for this step. 

Individual learner activity:  
• Upload file to Blackboard course. 
• Allow participants to revise narrated presentation, if desired. 

Learner product:  
• Narrated PowerPoint presentation successfully uploaded to course. 

Instructional resource: 
• None for this step. 

 
Slide 8: Review & Self-Assessment 

Lecture / Demonstration: 
• Restate the three step process overview provided in slide 2. 

Guided group activity: 
• Invite participants to share their narrated presentations and to give feedback.  (Omit if 

time is short.  Not listed on slide as an activity since it is to be done if time permits.) 
Individual learner activity:  

• Review narrated presentation according to the rubric provided (may be done after 
workshop). 

Learner product:  
• None for this step.  
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Instructional resource: 
• Rubric provided in instructional plan. 

 
Slide 9: Q & A, Workshop Evaluation 
Facilitator Notes: 
Placeholder slide – Invite participants to ask questions and to complete the workshop evaluation.  
Note: the link to the workshop evaluation will also be sent to participants via email following the 
workshop. 
 
Slide 10: Contact Us 
Facilitator Notes: 
Placeholder slide – Invite participants to follow through with questions after the workshop, and 
thank them for coming. 
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Appendix 2: Rubric for Using Narrated PowerPoint Presentations in Blackboard 
 
Quality B P E 
Presentation File 
The presentation file opens successfully in PowerPoint.    
The narration plays in time with included slides.    
The presentation file is neatly formatted.    
The presentation file contains an appropriate number of slides reflecting 
instructional content. 

   

Content 
The instructional content employs an engaging beginning.    
The instructional content is pedagogically relevant.    
The instructional content includes a summation at end.    
The instructional content and narration correspond.    
Narration 
The voice narration is appropriately paced.    
The voice narration is sufficiently loud and clear.    
The voice narration follows a clear sequence.    
The voice narration conveys the importance of the content.    
Blackboard 
The file is included in a Blackboard course.    
The presentation file opens successfully from a Blackboard course.    
The presentation aligns with other instructional material in the Blackboard 
course. 

   

 
Criteria Key: 
B = Beginner 
P = Proficient 
E = Exemplary 
 
Exemplary: 

• Narration and presentation are clear, succinct, and complete. 
• Content is described fully and communicated effectively. 
• Presentation content serves and enhances pedagogical goals and objectives of the course. 
• Superior preparation is demonstrated through strong organization and flow of content. 

 
Proficient: 

• Narration and presentation are mostly clear, succinct, and complete. 
• Content is described and communicated well. 
• Presentation content supports pedagogical goals and objectives of the course. 
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• Adequate preparation as demonstrated by good organization and flow of content 
 
Beginner: 

• Narration and presentation are both included. 
• Content is included. 
• Pedagogical goals and objectives of the course are present. 
• Preparation is shown by organization and flow of content 

 
Successful Narrated Presentation Tips: 

• Practice your presentation out loud. 
• Try to stick to your script and slides.  Don’t be tempted to include additional information 

as you narrate.  If you think of something that needs to be included, revise your script. 
• Your presentation should have a beginning, middle, and end.  Introduce your topic, 

provide needed details and information, and give a closing summary. 
• Speak clearly and at a manageable pace, modulating your voice for emphasis. 


