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The digital clustering tool was developed to assist teachers in their unit and lesson planning. The tool allows teachers to view all the outcomes by grade, as well as a Strand and Sub-strand view across the grades.

Physical Education and Classroom Teachers alike can use this tool to cluster the outcomes that are appropriate for a particular unit or theme of instruction. Once the outcomes are clustered the teacher is able to build the unit by including the specific instructional content, assessment strategies, and relevant resources.

Once the unit or theme is developed it can be saved as a new file, and shared with colleagues from other schools and divisions.

The power of this tool is yet to be fully explored. Rest assured, however, using this tool will save time, keep you organized, and provide endless opportunities for collaboration.

Getting Started

Open the file by double clicking on the Clustering Tool Icon.  [image: image1.png]=)
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Since the tool is set-up as a spreadsheet in Excel, the data can be filtered, copied, edited, customized, saved and shared. Data that is inputted from your computer can be hyperlinked to documents, websites, or other electronic files. You are only limited by your imagination.
Once the file opens you will see the usual menus at the top and a number of fields including: Activity/Sport, Activity/Sport Category, ID (referring to the grade), Outcome Strand, Outcome Sub-Strand, Outcome Code, SLO Description, Unit Content, Assessment, and Resources. You are free to add other fields.
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Along the bottom of the visible window are tabs indicating the grades including “All Grades”.
· Click on the tab for the grade of choice.

· Type into the grey box under columns C,D,E the sport or activity or theme you with to develop a unit of instruction for.

· Type into the blue box under the grey the category of instruction.

· Use the ID column to customize this field for PE or Classroom or other.

· Filter this Field using the “drop-down menu”.   [image: image3.png]



· Filter the Strand or Sub-Strand columns to further limit the outcomes that pertain to the unit or theme you are developing. 

· If you are developing a unit or theme that includes many strands and sub-strands you may wish to proceed directly to the Unit Content column and identify the relevant outcomes by marking the row under Unit Content with an “x” or any other mark of choice.
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· Once you have marked all the relevant outcomes simply filter that column by selecting non-blanks from the drop-down menu. This will filter out the irrelevant outcomes.

· Fill in each box under Unit Content now with the instruction methods you will employ to get at that outcome.

· Next go to the Assessment column and fill in the outcomes you will be assessing with the assessment strategy of choice. (Note: not all outcomes need to be assessed each time.)

· Now move to the Resources column and identify the resources that you will employ for this unit.

· Once you are satisfied with the Unit or Theme you want to save the document.  Under the menu EDIT go to Move or Copy Sheet. A dialogue box will appear.
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· Under To book: select (new book), click the box Create a copy, and click OK. You have now created a new workbook that can be “saved as” ___________. The file is now much smaller and can be shared with others.

Features that you need to know about:

Data 

– Filter – AutoFilter

Format 
– Column – Hide – Unhide

Edit 

– Delete – Delete Sheet – Move or Copy Sheet – Find

File 

– Save – Save As – Print Preview – Print

Bonus Feature:  Hyper-linking
If you save the Clustering tool to your hard drive where you have internet access, and the rest of your files ( e.g. worksheets, tests, handouts, pictures, power point presentation etc.) it might be of benefit to you to create a hyperlink to those documents within the Tool itself.
Here is how to do it:

· Type the name of the document or file that you would like to create a link for into a cell. You can only enter one document or file into a cell for hyper-linking. You could also copy a web link and paste that into a cell.

· Click out of that cell, then right-click the cell you just created. At the bottom of the pop-up menu you will see “Hyperlink”. Click on Hyperlink. Browse your folders to find the document you would like to link to and click to select it. Then click OK. You can now access that file from your Digital Clustering Tool by clicking on that cell.
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