Excerpted from: The Electronic Briefcase for Administrators

Susan Brooks-Young (ISTE, 2003)

Staff Meeting Presentation

Software: PowerPoint

Additional Equipment: In order to use this presentation in a staff meeting, you need to have the PowerPoint file, a computer or Personal Digital Assistant (PDA) capable of running the file, a projection device and screen, or a large screen monitor at the meeting location.

Template Description: Birdwalking is a common occurrence in staff meetings. Despite an agenda, it's easy to get sidetracked. Use of visuals during the meeting can help people stick to the topic and move through the agenda more efficiently.

Use this template to highlight important announcements, identify critical points related to each agenda item, and record Action Steps and minutes during the meeting. These last two items can then be exported into Microsoft Word and printed for distribution to the staff.

Template View
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Directions

1. Open the Staff Meeting Presentation template found in the Chapter 3: Productivity and Professional Practice folder. (See Getting Started for directions on opening a template.)

2. Click and drag across the text "Your school's name" to highlight it, then type the name of your school. Do not press Enter.

3. Move the cursor down to click and drag across the text "Presenter's name." With this text highlighted, type the name of the person chairing the meeting. Do not press Enter.

4. To proceed to Slide 2, either click on the scroll down arrow on the right side of the window, or click on Slide 2 in the Outline Pane.
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5. Click and drag across the text "Add agenda items here" to highlight it, then type the first item. Press Enter, and the cursor drops down one line and another checkmark bullet appears. Continue adding items. 

If there are more than five items, add an additional slide. Place the cursor on Insert in the Menu bar and click one time. Scroll down to Duplicate Slide and click one time. This creates a copy of the current slide. Click and drag to highlight the text you want to replace with new items and continue adding items.

6. When the agenda is complete, move to the Slide titled "First Item." (See step 4.)

7. Highlight the text "First Item" and type the title for the first agenda item. Do not press Enter. 

8. Highlight the text "Important points to cover" and type the first point. Press Enter, and the cursor drops down one line and another checkmark bullet appears. Continue adding points. 

If there are more than five items, add an additional slide. Place the cursor on Insert in the Menu bar and click one time. Scroll down to Duplicate Slide and click one time. This creates a copy of the current slide. Click and drag to highlight the text you want to replace with new items and continue adding items.

9. Repeat Steps 6-8 to add information about Items 2 through 5.

10. If the agenda has fewer than five items, delete the extra slides by moving to the slide(s) you want to delete, clicking once on Edit in the Menu bar, scrolling down to Delete Slide, and clicking once again.

Saving the Presentation

11. To save the file, click once on File in the Menu bar, scroll down to Save As, and click one time. Type a name for the file that will make sense later (i.e., March Staff Meeting) and click on the Save button. 

Viewing the Presentation

12. To view the presentation, click on Slide Show in the Menu bar and scroll down to select View Show. Click one time. The title slide appears on the screen.

13. Use the right and left arrow keys to move back and forth through the slides.
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Action Items and Meeting Minutes

14. To record Action Items or take minutes during the Slide Show, right click one time while a slide is displayed. (Mac users hold down the Control key and click one time). A pop-up menu window appears. Click one time on Meeting Minder.
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Another window appears. When the Meeting Minutes tab is selected (as shown here), notes may be typed and later exported into a Word document. When the Action Items tab is selected, notes may be entered concerning who is responsible for certain tasks and deadlines. Action Items may also be exported into a Word document.

16. When the Action Items feature is used, PowerPoint automatically generates a final slide called Action Items. This slide may be used as a wrap-up for the meeting.

Extensions

Once you have the hang of using this simple template, you might want to:

· Change slide formats by selecting New Slide instead of Duplicate Slide. You will have twelve slide formats to choose from.

· Add pictures or graphs to make a point. Commands for doing this are found under Insert on the Menu bar.

· Experiment with the various Print options available:

· Slides prints one slide per page

· Handouts creates miniature versions of the slides on pages that participants can keep for later reference

· Notes Pages prints the notes for each slide

· Outline prints just the outline format for the presentation

