East Carolina University College of Nursing
NURS 6905 / 6908
Guidelines for PowerPoint Presentations

You are NOT required to have PowerPoint slides, but if you do, please follow these guidelines.  
Do not imbed the PowerPoint slides into your lesson plan as you did in NURS 6904. Simply upload the PowerPoint along with your lesson plan. 
Planning / Preparation and Writing Guidelines:
· Organize the entire lesson plan before you create the PowerPoint presentation.
· Include your class title, your name, academic credentials, RN, and any certifications you want to include in the correct order per ANA on the first slide. For example, Sally Teacher, BSN, RN, CCRN.
· Include the learning objectives on the first or second slide.
· Make sure you thoroughly researched your topic.
· Determine the key points you want to make.
· Remember, you are not there to overwhelm the audience or demonstrate every bell and whistle of the software.
· Eliminate unnecessary words on slides.  Think about writing headlines.
· Reference each slide.

Design Guidelines:
· Rule of 6 --- no more than six word slides in a row, no more than 6 bullets on a slide and 6 words to each bullet.
· Refrain from using complete sentences on your slides.
· Break long lists into multiple slides or use a two bulleted text box format.
· Fonts should be easy to read. Try Arial, Helvetica or Tahoma as they work well.
· Emphasize text with bold, size, color, and spacing formatting.  Be careful with italics; it can be hard to read.
· Consider creating a visual theme by selecting colors and graphics related to the topic of the presentation.

Text Guidelines:
· Avoid using all caps.  (ALL CAPS ARE MORE DIFFICULT TO READ THAN UPPER AND LOWER CASE TYPE.)  Research shows that it takes 57% longer to read all caps.
· Write phrases, not complete sentences (unless there is a direct quote with a source).
· Allow for margins on slides.
· Make use of “white space.”  If you have 3 bullets on one slide, do not “bunch them up” at the top of the slide.  Try adding a blank space between the bullets.  The slide will look less crowded and will be easier to read.
· Keep your words large enough – at least size 24.
· Fancy is not always better.  Stick with simple fonts.
· Proofread and spell check!  Proofread and spell check!  Proofread and spell check!

Graphics Guidelines:
· Choose graphics that relate to the topic.
· Make use of “white space.”
· Limit the number of graphics per slide.  Keep graphics throughout the presentation in the same family.
· Do not animate unless you want to make a point.
· If you choose to use slide transitions, use only one transition for all slides.


Color Guidelines:
· Choose colors that contrast for text and background.
· Because some people have problems distinguishing certain colors, avoid using certain color combinations including:  red/green, brown/green, blue/black, and blue/purple.
· Colors help set a tone.  Generally blue, green and gray say professional.  Red and orange are high energy, but can be difficult to look at for long periods.  Use them sparingly.
· For text colors white and yellow on a black or dark blue background are best.  Cyan and bright green on a dark background are second best.  There is a reason that traffic signs are yellow and black.  They are easy to see and read.

Tips for Presentations:
· Do not read your slides.  Put your key points on your slides and use your notes for your presentation.
· As a general rule, allow one minute per slide.  In nursing education, we often find that we need more than this, but it’s a good “rule of thumb” for when you are doing a presentation at a professional meeting/conference.
· Try to place yourself so that you are not turning your back to the audience and reading from the slides. 

References:

http://www.ag.ncat.edu/communications/onthepoint.pdf
https://www.youtube.com/watch?v=MjcO2ExtHso (my fun favorite!)

If you need extra assistance with PowerPoint, see
http://office.microsoft.com/en-us/powerpoint-help/training-courses-for-powerpoint-2010-HA104039040.aspx
https://www.youtube.com/watch?v=5q484k1JyGY

Remember to submit all supporting materials with your lesson plan.  This may include a PowerPoint presentation, case studies, videos, games, etc. as well as the evaluation measures (test questions) and the students’ evaluation of you as an instructor!
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