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5-14 ICT in Learning & Teaching

Communicating and Collaborating - Fax

	Teacher Guide


	Attainment Target
	· Carry out a simple shared activity e.g. group communication/collaboration by fax.
· Show awareness of advantages/misuse of appropriate styles/genres.

	Exemplification of Strand
	· Dial and send a fax (multiple pages).

· Send a drawing, diagram or written information as a personal or shared activity.

	Resources Needed
	· Access to fax machine
· Instructions for using fax machine


	Outline of Activity
	Having already used the fax machine on several occasions earlier in the school, children should be familiar with it and know when it is better to use it rather than email or phone.  They should therefore be able to come up with their own situations, personal or group activity, for using the fax machine.  They can produce a list of tips for sending a clear fax, especially for drawings and handwritten faxes for other children (or teachers!) to use.

Ensure that they know how to use the fax machine to send multiple pages of fax.




	In this activity you will learn to:

· dial and send a fax (multiple pages).
· send a drawing, diagram or written information as a personal or shared activity.



Activity 1: Group Communication and Collaboration by Fax

1. Having already used the fax machine on several occasions you should be familiar with it and know when it is better to use it rather than email or phone.  You should be able to come up with your own situations when it would be appropriate to use the fax machine for a group activity. 

2.  Ensure that you know how to send multiple pages of fax before you start sending your message.  Your school administrator will be able to help if you are unsure.

3. Don’t always send written or typed information.  Trying sending drawings or diagrams.  Do they fax successfully?  You will have to contact the person receiving your fax to check.  

4. Discuss with the class and list guidelines for sending clear faxes for others to use.
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