LESSON PLAN

	Name of Presenter:   Natasha Gordon-Miller
	Name of Course:   Supervisory Management

	Topic:  Skills Lesson – Cutting Paper with a  Guillotine
	

	Date:   November 23, 2012
	Duration: 15 minutes


OBJECTIVE(S):  At the end of the lesson trainee will be able to:- 

1. Explain the purpose of the Guillotine

2. Identify the parts of the Guillotine

3. Select suitable number of pages to be cut
4. Use measuring tape to identify cutting point
5. Place paper to be cut at appropriate angle

6. Safely pull down blade to cut paper

7. Dispose of waste paper
EMPLOYABILITY SKILLS

1. Measuring Skills
2. Observational Skills
3. Safety Skills

4. Listening Skills
TOOLS & EQUIPMENT

1. A Stack of Paper
2. Guillotine machine
3. Garbage Bin
PRESENTATION

	Stages
	Action Required
	Comments

	Stage 1
Preparation of the Learner
	Remind trainee to relax
	

	
	Enquire about prior knowledge
	

	
	Explain objective of operation 
	Cut paper into neat strips of paper

	
	Explain that if he/she does not understand to ask for clarifications
	

	
	Introduce trainee to the guillotine machine
	Base, measuring tape, handle, blade, spring

	
	Ensure that trainee is in a position where he/she can see the skill being demonstrated by the trainer
	

	Stage 2

Presentation of the operation by the trainer 
	Determine the size of the strips that needs to be cut
	8’ x 4’

	
	Identify on the ruler the size to be cut
	8’ x 4’

	
	Open safety lock
	

	
	Place paper on guillotine 
	

	
	Make sure the blades is free of any encumbrances as you pull it down
	Paper, clothing, fingers, etc

	
	You need to use a swift movement or you will not get the sharpness required
	Apply enough force, but not too hard

	
	Ask trainee if he/she has any questions


	

	
	Tidy work area and dispose waste in bin.
	Explain the rationale for this

	Stage 3

Trainee tries out skill
	Ask trainee to try out skill
	Trainee must tell and show throughout the process that he/she has grasped

	
	Correct mistakes as trainee demonstrates skill
	Remember to be patient with trainee

	
	Ask questions to ensure that trainee has grasped the skill
	(questions based on observations)

	Stage 4

Follow-up
	Allowing trainee to do the task by him/herself again
	Give trainee your expectation
Encourage him/her to do well
Correct, again any deficiencies 

	
	Summarise your demonstration
	

	
	End demonstration
	Thank him/her for coming to the training


EVALUATION 1:  (Performance of task to acceptable standard)

[] Trainee grasps the skill
[] Trainee did not grasp the skill

Comments:

………………………………………………………………………………………………

………………………………………………………………………………………………
………………………………………………………………………………………………
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