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Report

Date

: 28 May 2013

Time

: 2 p.m. to 4.30 p.m.

Location 
: SJK(C) Pai Tze’s classroom

Presenter
: Ms. Lim Chia Kia on Google Presentation 




 Ms. Tan Yok Hong on Google Form

Attendees
: Ms. Lee Wen May

Absent

: Ms. Lee Kah Ling (due to urgent PIBG meeting)

Guess

: Ms. Ideh and Ms. Safynaz from UTM

Teaching Aids
:Notes on Steps by Steps Create Google Forms and Use Google Spreadsheet to Analyze Responses, Slides in Microsoft Power Point, LCD, notebooks, chalk and board.

Detail:

1. Perspective / Overview:
With the present of Ms. Ideh and Ms. Safynaz as our guess, we’ve conducted the training to one school teacher, Ms. Lee on Google Presentation and Google Form as well as Google Spreadsheet.

I, Ms. Tan Yok Hong had trained the teacher on Google Form covering Google Spreadsheet. It took me about one and a half hour to complete the training. The objectives of the training are by the end of this training, the trainee would know how to create a Google Form and use Google Spreadsheet to analyze the responses.
2. Plans / Methodology:

The training was started with a brief explanation on the benefit of using Google Docs whereby we can share the contents even we’re at different locations / away from each other. Also, we can store the details in the Google Docs and retrieve them when we wanted to use them. 

Then, the trainee, Ms. Lee is being provided with a set of notes on step by step creating Google Form and analyzes the responses (as attached). After that, I brief her on the objective of this training (as attached). Next, I brief her thru my presentation on steps to create a Quiz worksheet using Google Form and publish it to her targeted respondents. At the same time, I’ve highlighted to her on things that she need to take note eg. the symbols of ‘delete’, ‘edit’ and ‘duplicate’ as well as how to create an ‘Other’ text box in the form. 

I have used the Quiz worksheet which was created a day before the training in order to demonstrate to her for hands-on. During hands-on, I’ve requested her to refer back to the notes given. The demonstration was presented using LCD.
I lead her hands-on on creating a Google Form and how her targeted respondent, the students would use it to response thru their e-mails. Step by step were shown on screen and Ms. Lee followed the steps using her notebook. I’ll frequent go to her to check if she is on track. I had explained to her on the steps to be taken.
As I’m prepared for trainee who may not familiar with the Excel formulas, I’ve made a special highlight on the formulas in the note given to her so that she can follow easily. I’ve explained to her the meaning of each formula as well.

The flow of the training was carried out as per the note attached. Ms. Lee was able to complete the training smoothly with some hiccups on the formulas eg. not adding the ’=’ sign to the formula.
The training was ended with hands-on creating a form using various types of format eg. paragraph text, scale, grid and checked box.
Reflections

1. Difficulties and Constraint
a)  As I’ve expected Ms. Lee will move slowly during hands-on practice, I frequented to her seat to make sure that she is on track.

b) Previously, Ms. Lee was not exposed to Excel formulation therefore I had repeated my explanation to her on the meaning of each formula.

2. Benefit and Strength
a) Notes on step by step application provided to trainee.
b) Briefing on the steps in Microsoft Power Point presentation forms before hands-on provide trainee an overview and ideas to trainee.

c) Trainer elicit trainee to apply the knowledge just gained on creating a quiz form to create another new form using various format eg. scale, grid, checked box and etc.

d) Trainer explains in detail on the meaning of each formulas and what trainee need to take note.
3. Responses:
Ms. Lee had provided us her feedback that she may use this knowledge in her future teaching and learning activities. It is very useful 
4. Plan for classroom teaching:

Provide English quiz (in Google Form) to Year 3 students and encourage them to do the quiz thru internet.

5. Preparation before the training:

a) I’ve referred back to my notes, searched thru web sites and practiced the Google Application on creating a Quiz Forms and analyze the responses. 
b) I’ve created a Quiz Form, a Form with all types of formats, the spreadsheet with analyzed responses.
c) I’ve get ready a detailed notes for trainee (as attached) and Microsoft Power Point presentation.
8. Attachment
1. Picture of Ms. Tan Yok Hong and Ms. Lim Chia Kia conducting the training.
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2. Picture of Ms. Tan Yok Hong doing the presentation on Google Form using Microsoft Power Point.
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.

3. Notes in power point form. 

(in separate file)
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