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Form 1 English A Lesson Plan

Term 1 (10 Weeks)

Wee Learning

k

Objectives

|dentify
messages
communicat
ed in oral
texts

ve Listening

List explicit
details in
given texts

Explicit Details

Identify the Literary Genres
literary

genres of

prose,

poetry, and

drama

Content/Topics

Learning Teaching/Learni Assessment

Experienc ng Resources
es

various cultures,
song

speaking
about
themselves
, listening
for positive
qualities

Individual
work: stories,

reading descriptive texts,
descriptive markers, bristol
texts, board

creating

graphics,

presenting

creations

Copies of short

Small
group
work:
examining
samples,
identifying
differences
and
similarities

Venn diagram,
chart, literary
texts

s (Projects
etc)

Aesthetic/Appreciati Pair work: Stories/poems of Sketching

responses to
oral texts,

comprehensi
on exercises

Literal
comprehensi
on exercises,
creation of
charts

Genre
identification,
class
discussion
responses



|dentify
physical
attributes
and
personality
traits of
characters

Description of
Character

Define the  Media Literacy:
terms media Visual and Audio
and genre  Genres

Listen for
details in a
given
message

Efferent Listening

Identify the Sequencing
sequence in
written text

Whole
group
work:
watching a
film clip,
creating
character
maps

Film clip, comics,
graphic, pictures,
stories, cartoons

Whole Various types of
class work: media—
discussing electronic and
media non-electronic
types,

creating

media

graphics

Group
work:
whispering
a message
through a
circle,
verifying
message
accuracy

Audio recordings,
news reports

Individual Comic frames,
work: organizational
arranging maps
jumbled

sentences,

sequencing

events on a

chart

Character
description
tasks,
creative
writing
exercises

Media
classification
tasks, role
and function
discussions

Listening and
note-taking
tasks, report
writing

Sequencing
tasks,
time-based
event
arrangement
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10

Identify and Literary Elements
define the

elements of

literary

works

Creation of
Setting/Atmosphere

|dentify
aspects of
setting and
atmosphere

Identify signs Visual Interpretation:
and symbols Signs and Symbols
in the

environment

and

community

Group Poem, worksheet Literary
work: with questions element
analyzing a identification,
poem, class booklet
discussing creation
guided

questions

Group Film clip, graphic Setting and
work: organizers atmosphere
viewing film descriptions,
clips, peer reviews
identifying

and

describing

settings

Group Signs and Sign and
work: symbols, role-play symbol
role-playing props identification,
responses creation

to signs, tasks
discussing

purposes

and

techniques



Term 2 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment

k  Objectives cs Experience ng Resources s (Projects
s etc)

1 Use complex Sentence Pair work:  Sentence Sentence
and Writing constructing structure writing
compound-co sentences, worksheets, exercises,
mplex combining examples quizzes
sentences sentences

2 Use figurative Figurative Group work: Figurative Figurative
language Language identifying language guides, language
effectively and using  worksheets tasks, writing

figurative assignments
language in
writing

3 Develop Summarizing Individual Reading Summary
summarizing Texts work: passages, writing tasks,
skills reading and summary quizzes

summarizin worksheets
g texts,

identifying

key points

4 Use Homophones Group work: Homophones and Homophones
homophones and identifying  homographs and
and Homographs and using worksheets homographs
homographs homophone quizzes,
accurately s and exercises

homographs

in sentences

5 Develop Analyzing Group work: Critical thinking  Analysis
critical Texts critical guides, reading  tasks,
thinking and reading passages discussion
analysis skills activities, participation



Improve Writing
writing Coherence
coherence  and Cohesion
and cohesion

Enhance Literary
comprehensio Appreciation
n of literary

texts

Develop Persuasive
persuasive  Writing
writing skills

Expand Vocabulary
vocabulary  Development
through word

parts

discussion
and debate

Individual ~ Writing guides,
work: writing worksheets
coherent

and

cohesive

paragraphs,

using

transition

words

Writing
assignments,
peer reviews

Group work: Literary texts,
reading and analysis
analyzing  worksheets
literary

texts,

identifying

literary

elements

Literary
analysis
tasks, quizzes

Group work: Persuasive writing Persuasive

writing guides, examples writing
persuasive assignments,
pieces, peer peer reviews
feedback

Individual ~ Vocabulary Vocabulary
work: worksheets, word quizzes, word
vocabulary part charts creation tasks
exercises

using word

parts,

creating

new words



10 Review and Review of All Whole class Various resources Comprehensi

reinforce Topics activities:  used throughout ve review
concepts Covered games, the term activities
quizzes, and
activities to
review

concepts



Term 3 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment
k Objectives cs Experiences ng Resources s (Projects
etc)

1 Use Advanced Pair work: Sentence Sentence
advanced Sentence constructing structure writing
sentence Structures advanced worksheets, exercises,
structures sentences, examples quizzes

combining
sentences

2 Use Advanced Group work: Literary devices Literary
advanced Figurative identifying  guides, devices tasks,
figurative Language and using worksheets writing
language and advanced assignments
literary figurative
devices language in

writing

3 Enhance Analyzing Group work: Critical thinking  Analysis
comprehensi Complex critical guides, reading  tasks,
on and Texts reading passages discussion
analysis of activities, participation
complex texts discussion

and debate

4 Develop skills Writing Individual Writing guides,  Writing
in writing Different work: writing examples assignments,
different Genres in different peer reviews
genres genres, peer

feedback

5 Use Advanced Individual Vocabulary Vocabulary
advanced Vocabulary  work: worksheets, quizzes,
vocabulary vocabulary reading passages comprehensio

exercises n exercises
using

advanced
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Interpret and Visual Texts
create visual
texts

Understand Poetry

and Analysis
appreciate

poetry

Develop Research

research and Skills
presentation
skills

Prepare for Practice

final Assessments

assessments
through
practice and
review

words,
reading
comprehensi
on

Group work: Visual texts
interpreting examples,

and creating creation tools

visual texts,
using visual
aids in
presentations

Group work:
reading and
analyzing
poems,
writing
original
poems

Poetry
anthologies,

Individual
work:
conducting
research
projects,
presenting
findings

Individual
work: taking
practice
assessments,
reviewing key
concepts

guides

analysis guides

Practice test
materials, review review

Visual text
interpretation
and creation
tasks

Poetry
analysis
tasks, original
poem writing

Research guides, Research
presentation tools projects,

presentations

Practice tests,

activities

Final review Comprehensiv Whole class Various resources Comprehensi

and e Review of
preparation All Topics
for Covered

assessments

activities:
games,
quizzes, and
activities to

the term

used throughout ve review

activities, final
assessments



review
concepts



Form 2 English A Lesson Plan

Term 1 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learnin Assessments
k Objectives cs Experiences ¢ Resources (Projects etc)

1 Differentiate Distinguishing Reading T-charts, texts, Fact and

between fact Between Fact passages  worksheets opinion
and opinion & Opinion and identification
identifying tasks
statements
as fact or
opinion
2 |dentify Critical Following Instructional Oral
varied Listening: oral games, instruction
structures  Verbal instructions teacher-created tasks,
used in Instructions  accurately, passages checklist for
giving giving clear giving
instructions instructions instructions
3 Use context Context Clues Reading Cloze passages, Context clues
clues to passages teacher-created exercises,
deduce and passages multiple-choic
meanings of identifying e
unfamiliar meanings of assessments
words unfamiliar
words
through
context
4 Define and Literary Identifying  Poems, Alliteration
identify Device: and using  tongue-twisters, tasks, creative
examples of Alliteration alliteration in worksheets writing
alliteration literary works exercises

and creating
tongue-twist
ers
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Produce a
piece of
expository
writing

Identify
common
design
elements in
visual texts

Identify the

Exposition:
Instructions

Visual

Writing clear
and precise
instructions
for various
tasks

Evaluating

Representatio and creating
n: Elements of visual texts,

Design

Literary

major events Element: Plot

in a plot

Differentiate
between
Standard
English and
Creole
pronunciatio
n

Summarize
texts
effectively

Review and
reinforce
concepts

Oracy:
Pronunciation

Summary
Writing

Review of All
Topics
Covered

such as
flyers and
book covers

Sample
instructions,
checklists

Flyers,
magazines,
sample designs

Reading and Short stories,
summarizing storyboards,

plot events,
creating
storyboards

Practicing
pronunciatio
n exercises,
listening to
and
mimicking
native
speakers

worksheets

Audio recordings,
pronunciation
guides

Reading and News headlines,
summarizing summary

news
headlines,
identifying
key details

Games,
quizzes, and
activities to
review
concepts

worksheets

Various resources
used throughout
the term

Writing
expository
pieces, peer
reviews

Visual text
creation tasks,
design
evaluations

Plot
identification
tasks,
storyboard
creation

Pronunciation
tasks, oral
presentations

Summary
writing tasks,
quizzes

Comprehensiv
e review
activities






Term 2 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment

k Objectives cs Experiences ng Resources s (Projects
etc)

1 Identify Efferent Taking Audio recordings, Listening
relevant Listening effective note-taking comprehensio
details in oral notes from  guides n tasks,
texts oral texts, note-taking

reproducing exercises
information

based on

notes

2 |dentify Barriers to Using Comprehension Comprehensi
barriersto = Comprehensio strategies to passages, on exercises,
comprehensi n: Fix-Up overcome worksheets fix-up strategy
on and use Strategies comprehensi application
“fix-up on problems
strategies” while reading

3 Trace Literary Analyzing Literary texts, Character
character Element: characters in character analysis development
development Character literary texts, worksheets tasks, written
in literary Development discussing analysis
works character

changes

4 Write a Expository Identifying  Report writing Report writing
simple Writing: relevant guides, examples tasks, peer
expository  Simple details, reviews
report Reports sequencing

ideas
logically,
writing

reports
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Create and
analyze
comic strips

Differentiate
between
Creole and
Standard
English
pronunciation

Summarize
texts
effectively

Visual
Representatio
n: Creating
Comic Strips

Oracy:
Pronunciation

Summary
Writing

Use figurative Literary

language
effectively

Develop
persuasive
writing skills

Review and
reinforce
concepts

Device:
Figurative
Language

Persuasive
Writing

Review of All
Topics
Covered

Identifying
features of
comic strips,
creating
original comic
strips

Practicing
pronunciation
exercises,
listening to
and
mimicking
native
speakers

Reading and News headlines,

summarizing
news
headlines,
identifying
key details

Identifying
and using
figurative
language in
writing

Writing
persuasive
essays and
letters, peer
feedback

Games,
quizzes, and
activities to
review
concepts

Comic strips,

planning sheets

Audio recordings,

pronunciation
guides

summary
worksheets

Figurative

language guides,

worksheets

Persuasive
writing guides,
examples

Comic strip
creation
tasks, visual
analysis

Pronunciation
tasks, oral
presentations

Summary
writing tasks,
quizzes

Figurative
language
tasks, writing
assignments

Persuasive
writing
assignments,
peer reviews

Various resources Comprehensi
used throughout ve review

the term

activities






Term 3 (10 Weeks)

Wee Learning Content/Topic Learning Teaching/Learnin Assessments
k Objectives s Experience g Resources (Projects etc)
s
1 Identify Critical Listening to Audio recordings, Listening
significant  Listening and oral texts comprehensio
cues in oral analyzing n tasks, verbal
texts verbal instruction
instructions, analysis
identifying
key details
2 Define hasty Fallacies in Identifying  Critical thinking  Fallacy
generalizatio Reasoning: examples of guides, reading identification
n and faulty Hasty fallacies in passages tasks, class
cause Generalization texts, discussions
and Faulty discussing
Cause their impact
3 Identify tone Literary Reading and Literary texts, Tone and
and mood in Device: Tone analyzing analysis mood
literary texts and Mood texts for worksheets identification
tone and tasks, quizzes
mood,
discussing
their effects
4 Write formal Writing: Formatting Formal letter Formal letter
letters Formal Letters and writing examples, writing writing tasks,

various
types of
formal
letters,
discussing
appropriate
language

guides

peer reviews



Create visual Visual

texts for
different
purposes

Develop
research
skills

Use critical
listening
skills in
different
contexts

Use
advanced
figurative
language
and literary
devices

Develop
skills in
writing
different
genres

Representatio
n: Creating
Visual Texts

Research
Skills

Critical
Listening:
Fallacies and
Bias

Advanced
Figurative
Language

Writing
Different
Genres

Writing Storyboard

scripts and templates, video

creating
storyboards
for short
films or
videos,
producing
visual texts

equipment

Conducting Research guides,
presentation tools

research
projects,
presenting
findings

Listening to Audio recordings,

and critical thinking
identifying guides
fallacies and

bias in oral

texts,

discussing

their impact

Identifying Literary devices
and using  guides,
advanced worksheets
figurative

language in

writing,

analyzing its

effectivenes

S

Writing in
different
genres, peer
feedback

Writing guides,
examples

Visual text
creation tasks,
scriptwriting
exercises

Research
projects,
presentations

Critical
listening tasks,
class
discussions

Figurative
language
tasks, writing
assignments

Writing
assignments,
peer reviews
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Review and Comprehensiv Games,

Various resources Comprehensiv

reinforce e Review of All quizzes, and used throughout e review
concepts Topics activities to the term activities, final

Covered review
concepts

assessments



Form 3 English A Lesson Plan

Term 1 (10 Weeks)

Wee Learning Content/Topi

k

Objectives cs
Develop Critical
critical and  Listening:
discriminativ Identifying
e listening Theme &
skills Message
Infer Inference in
meaning Texts:
from Proverbs,
different Fiction,
types of Non-Fiction
texts
Identify and Literary
analyze Device:
language  Appeal to
use that Senses
appeals to
the senses
Use Descriptive
descriptive  Writing:
language to Creating
create Sensory
sensory Impact

impact

Learning

Experiences ng Resources

Listening to
speeches and speeches
identifying

themes and

messages

Reading texts Text excerpts,
and inferring worksheets
implicit

meanings

Reading Literary texts,
literary texts analysis

and worksheets
identifying

sensory

language,

discussing its

effectiveness

Writing
descriptive
pieces, peer
review

examples

Writing guides,

Teaching/Learni Assessment

s (Projects
etc)

Audio recordings, Listening

comprehensio
n tasks, oral
presentations

Inference
tasks, quizzes

Literary
analysis
tasks,
sensory
writing
exercises

Descriptive
writing
assignments,
peer reviews
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Define and Media Analyzing Media examples, Media
analyze Literacy: media for discussion guides analysis
stereotypes Detecting examples of tasks, class
Stereotyping stereotyping, discussions
discussing
impacts
Understand Sentence Constructing Sentence Sentence
and use Writing: complex and structure writing
complex Complex and compound-co worksheets, exercises,
sentence Compound-Co mplex examples quizzes
structures  mplex sentences,
Sentences combining
sentences
Develop Summary Reading Reading Summary
summarizing Writing: passages and passages, writing tasks,
skills Summarizing summarizing summary quizzes
Information  key points worksheets
Analyze the Visual Evaluating Advertisements, Visual text
effectivenes Literacy: advertisement design tools creation
s of visual  Evaluating s, creating tasks,
texts Visual Texts  visual texts evaluations
Identify and Literary Identifying Figurative Figurative
use Device: and using language guides, language
figurative Figurative similes, worksheets tasks, writing
language Language metaphors, assignments
effectively personificatio
n in writing
Review and Comprehensiv Games, Various resources Comprehensi
reinforce e Review quizzes, and used throughout ve review
concepts activitiesto  the term activities
review

concepts



Term 2 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment

k Objectives cs Experiences ng Resources s (Projects
etc)
1 Identify and Literary Reading and Literary texts, Mood and
analyze Element: analyzing analysis tone
mood and Mood and texts for worksheets identification
tone in Tone mood and tasks,
literary texts tone, quizzes
discussing

their effects

2 Use Persuasive  Writing Persuasive Persuasive
persuasive  Writing: persuasive  writing guides,  writing
language Techniques essaysand examples assignments,
effectively and letters, peer peer reviews

Strategies feedback

3 Develop Critical Listening to  Audio recordings, Listening
critical Listening: and critical thinking ~ comprehensi
listening skills Fallacies in  identifying guides on tasks,
to identify Reasoning  fallacies in class
fallacies speeches and discussions

debates

4 Write formal Writing: Formatting  Letter writing Formal and
and informal Formal and and writing  guides, examples informal letter
letters Informal various types writing tasks,

Letters of letters, peer reviews
discussing
appropriate
language

5 Create and Visual Writing Storyboard Visual text
interpret Representatio scripts and  templates, video creation
visual texts n: Creating  creating equipment tasks,

Visual Texts storyboards scriptwriting

exercises
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Develop
research
skills

Analyze and
create
advertisemen
ts

Enhance
comprehensi
on and
analysis of
complex texts

Use
advanced
vocabulary
and grammar

Review and Comprehensi

reinforce
concepts

Term 3 (10 Weeks)

for short films

Research guides, Research

presentations

Advertisemen
t creation
tasks,
evaluations

Analysis
tasks,
discussion
participation

Vocabulary
quizzes,
grammar
exercises

Various resources Comprehensi
used throughout ve review

activities

or videos
Research Conducting
Skills: research presentation tools projects,
Gathering and projects,
Organizing presenting
Information  findings
Media Analyzing Advertisements,
Literacy: and creating design tools
Creating advertisemen
Advertisementts, discussing
s persuasive

techniques
Analyzing Critical Critical thinking
Complex reading guides, reading
Texts activities, passages

discussion

and debate
Advanced Vocabulary  Vocabulary
Vocabulary  exercises worksheets,
and Grammar using grammar books

advanced

words,

grammar

drills

Games,
ve Review quizzes, and

activities to  the term

review

concepts

Wee Learning Content/Topic Learning Teaching/Learnin Assessments
k Objectives

S

Experiences

g Resources

(Projects etc)



Develop  Advanced
advanced Sentence
sentence  Structures
writing

skills

Identify and Literary
use literary Device:

symbols  Symbolism
Write Expository
research  Writing:
reports Research
Reports
Analyze Data
and Interpretation:
interpret  Statistical
statistical Reports
data
Develop Narrative
skills in Writing:
narrative  Crafting
writing Stories

Understand Literary

and use Device: Irony
irony in

writing

Constructing Sentence

advanced structure
sentences, worksheets,
combining examples
sentences

Reading and Literary texts,
analyzing analysis
texts for worksheets
symbols,

discussing

their

meanings

and effects

Conducting Research guides,
research and report writing
writing guides

detailed

reports, peer

review

Statistical data
sets, worksheets

Analyzing
statistical
data,
creating and
interpreting
statistical
reports

Writing short Writing guides,

stories, peer examples
feedback,

revising

drafts

|dentifying  Literary texts,
and using  analysis
irony in worksheets
writing,

Sentence
writing
exercises,
quizzes

Symbolism
identification
tasks, literary
analysis

Research
report writing
tasks, peer
reviews

Statistical
report creation
tasks, quizzes

Narrative
writing
assignments,
peer reviews

Irony

identification
tasks, writing
assignments
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Develop
skills in
media
analysis
and
creation

Conduct

discussing
its effects

Media Literacy: Analyzing Media examples, Media analysis

Analyzing and media texts, design tools tasks, media

Creating Media creating project
media creation
projects

Research Presenting Presentation tools, Research

and present Skills:

research
projects

Review key Comprehensiv

concepts
and
prepare for
final
assessmen
ts

Final
review and
preparation
for
assessmen
ts

Presentation
Techniques

e Review

Final Review
and
Assessment
Preparation

research research guides presentations,
findings, peer reviews
peer

feedback,

refining

presentation

skills

Games, Various resources Comprehensiv
quizzes, and used throughout e review
activities to  the term activities
review

concepts

Practice Practice test Practice tests,
tests, review materials, review final
sessions, guides assessments
final

assessments



Form 4 English A Lesson Plan

Term 1 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment

k Objectives cs Experiences ng Resources s (Projects
etc)

1 Differentiate Pronunciation Pronunciation Dictionaries, Pronunciation
between and exercises, pronunciation exercises,
Creole and Enunciation using guides oral
Standard dictionaries presentations
English for

pronunciation pronunciation



|dentify Barriers to Reading Texts with Comprehensi

barriersto = Comprehensi passages, complex on tasks,
comprehensi on identifying  structures, quizzes
on in various comprehensi comprehension
texts on barriers, worksheets

discussing

causes and

strategies
Relate form Structure of  Analyzing the Literary texts, Literary
and content Literary structure of analysis guides  analysis
to meaning in Forms poetry, prose, tasks, class
literary texts and drama, discussions

discussing

the impact on

meaning
Write Expository Writing Expository writing Expository
expository  Writing bio-sketches, guides, examples writing
texts for letters, assignments,
different manuals, peer reviews
purposes peer reviews
Understand Techniques in Analyzing Audio-visual Audio-visual
techniques  Audio-Visual audio-visual materials, analysis
used in Texts texts, analysis guides  tasks,
audio-visual identifying presentations
texts techniques,

discussing

their effects

Vary Pace, Pitch, Practicing Audio recording Speech
intonation,  Volume speech with devices, speech exercises,
pace, and varied guides oral

volume for intonation, presentations
specific pace, and

purposes volume,

recording and
reviewing
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Term 2 (10 Weeks)

Wee
k

Conduct
research and
use effective
information
recording
strategies

Analyze the
impact of
context on
text creation

Organize
expository
texts
effectively

Review and
reinforce
concepts

Learning Content/Topi

Objectives

Research
Skills

Impact of
Context on
Text Creation

Organizationa
| Structure in
Expository
Writing

Comprehensi
ve Review

Cs

Identifying  Research guides, Research
sources of  bibliographic tools tasks,
information, bibliographic
practicing assignments
note-taking

and

bibliography

creation

Analyzing Literary texts, Contextual
texts within  historical context analysis
their guides tasks, class
socio-historic discussions
al context,

discussing

the influence

of context

Practicing the Expository writing Organizationa
organization guides, examples | structure

of expository tasks, writing
texts, using assignments
headings,

subheadings,

and bullet

points

Games, Various resources Comprehensi
quizzes, and used throughout ve review
activities to  the term activities
review

concepts

Learning Teaching/Learni Assessment
Experiences ng Resources s (Projects
etc)



Listen
critically to
identify
emotional
appeal and
speaker’s
intent

|dentify

Critical
Listening

Objectivity

objective and and

subjective
language in
texts

Analyze the

Subjectivity

Interrelatedne

interrelatedne ss of Literary
ss of literary Elements

elements

Write

Narrative and

narrative and Reflective

reflective
pieces

Create and
analyze
visual texts

Writing

Creating
Visual Texts

Analyzing Speeches, audio
speeches for recordings
emotional

appeal,

identifying

speaker’s

intent

Text excerpts,
worksheets

Reading
texts,
identifying
objective and
subjective
language,
discussing
their impact

Analyzing key Literary texts,
literary analysis guides
elements in

texts,

discussing

their

interrelatedne

SS

Writing short  Writing guides,

stories and examples
reflective

pieces, peer

review

Creating Design tools,
visual texts  visual texts

such as flyers examples
and posters,

analyzing

visual

techniques

Listening

comprehensi
on tasks, oral
presentations

Language
analysis
tasks,
quizzes

Literary
analysis
tasks, class
discussions

Narrative and
reflective
writing
assignments,
peer reviews

Visual text
creation
tasks,
evaluations
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Term 3 (10 Weeks)

Wee
k

Practice
effective
turn-taking
and
conversation
etiquette

Summarize
texts
effectively

Analyze and
evaluate
persuasive
language and
techniques

Analyze the
effectiveness
of
audio-visual
techniques

Review and
reinforce
concepts

Learning Content/Topi

Objectives

Conversation
Etiquette

Summary
Writing

Persuasive
Writing

Effectiveness
of
Audio-Visual
Techniques

Comprehensi
ve Review

Cs

Practicing
conversation
skills,
role-playing
conversation
scenarios

Reading
passages,
summarizing
key points

Writing
persuasive
essays and
letters, peer
feedback

Analyzing
audio-visual
texts,
discussing
the
effectiveness
of techniques

Games,
quizzes, and
activities to
review
concepts

Learning
Experiences

Role-play props,
conversation
guides

Reading
passages,
summary
worksheets

Persuasive
writing guides,
examples

Audio-visual
materials,
analysis guides

Conversation
tasks,
role-playing
activities

Summary
writing tasks,
quizzes

Persuasive
writing
assignments,
peer reviews

Audio-visual
analysis
tasks,
presentations

Various resources Comprehensi
used throughout ve review

the term

activities

Teaching/Learni Assessment

ng Resources

s (Projects
etc)



Analyze tone Tone and

and mood in
literary texts

Write

Mood

Argumentativ

argumentativ e Writing

e pieces
using logical
reasoning

Use critical
listening
skills to
identify bias
and fallacies

Write formal
reports and
business
letters

Critical

Listening:

Bias and
Fallacies

Formal
Writing

Create visual Data

representatio Interpretation

ns of data

Develop

research and Presentation

presentation
skills

and

Visualization

Reading
texts,
identifying
tone and
mood,
discussing
their impact

Writing

Literary texts,
analysis
worksheets

Argumentative
argumentativ writing guides,

e essays and examples

speeches,
peer review

Listening to  Audio recordings,
speeches and critical thinking

debates,
identifying
bias and
fallacies

Formatting
and writing
reports and
business
letters, peer
review

Analyzing

and creating

charts and
graphs,
interpreting
data

Research and Conducting

research
projects,
presenting
findings

guides

Formal writing

guides, examples

Statistical data
sets, visualization

tools

Tone and
mood
identification
tasks,
quizzes

Argumentativ
e writing

assignments,
peer reviews

Listening
comprehensi
on tasks,
class
discussions

Formal
writing tasks,
peer reviews

Data
visualization
tasks,
quizzes

Research guides, Research
presentation tools projects,

presentations
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Use Figurative Writing using
figurative Language similes,
language to metaphors,
enhance and
writing personificatio
n, peer
feedback
Analyze and Media Analyzing
create media Literacy: media texts,
texts Analyzing and creating
Creating media
Media projects
Review key Comprehensi Games,
concepts and ve Review quizzes, and
prepare for activities to
final review
assessments concepts
Final review Final Review Practice
and and tests, review
preparation Assessment sessions,
for Preparation final
assessments assessments

Figurative Figurative
language guides, language
worksheets tasks, writing

assignments

Media examples, Media

design tools analysis
tasks, media
project
creation

Various resources Comprehensi
used throughout ve review

the term activities
Practice test Practice
materials, review tests, final
guides assessments



Form 5 English A Lesson Plan

Term 1 (10 Weeks)

Wee Learning Content/Topi

k

Objectives cs

Learning Teaching/Learni
Experiences ng Resources

Develop Oracy Skills:  Listening to  Audio recordings,
critical Language in speeches, speeches
listening Context identifying
skills (Informal) emotional

appeal,

speaker’s

intent and

bias
Analyze the Critical Assessing  Literary texts,
external Reading: author’s evaluation rubrics
critical External qualification,
evaluation of Critical currency of
texts Evaluation information,

reliability of

publication
Explore Writer’s Style: Analyzing Literary texts,
literary Exploration of authorial analysis
techniques Techniques intervention, worksheets
and their language
impact varieties,

irony,

prosody,

allusions
Write Argumentative Writing Argumentative
argumentativ Writing argumentativ writing guides,
e essays e essays and examples
using logical speeches,
reasoning peer review

Assessment
s (Projects
etc)

Listening
comprehensio
n tasks, oral
presentations

Critical
evaluation
tasks, quizzes

Literary
analysis
tasks, class
discussions

Argumentativ
e writing

assignments,
peer reviews



Create and Media Analyzing Audio-visual Audio-visual
analyze Literacy: audio-visual materials, analysis
visual texts Understanding texts, analysis guides  tasks,
Audio-Visual identifying presentations
Texts techniques,

discussing

their

effectiveness
Develop Research Identifying  Research guides, Research
research Skills sources of  bibliographic tools tasks,
skills information, bibliographic

practicing assignments

note-taking

and

bibliography

creation
Analyze the Impact of Analyzing Literary texts, Contextual
socio-historic Context on texts within  historical context analysis
al context of Text Creation their guides tasks, class
literary socio-historic discussions
works al context,

discussing

the influence

of context
Organize Organizational Practicing the Argumentative Organizationa

argumentativ Structure in
e texts

effectively ~ Writing

Summarize Summary
texts Writing
effectively

Argumentative of

organization writing guides, | structure

examples tasks, writing
argumentativ assignments
e texts, using
headings,
subheadings,
and bullet
points
Reading Reading Summary
passages passages, writing tasks,
and quizzes
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summarizing summary
key points ~ worksheets

Review and Comprehensiv Games, Various resources Comprehensi

reinforce e Review quizzes, and used throughout ve review

concepts activities to  the term activities
review

concepts



Term 2 (10 Weeks)

Wee Learning Content/Topic Learning Teaching/Learnin Assessments

k Objectives

Develop
oracy skills
for formal
contexts

Evaluate
the impact
of language

]

Oracy Skills:
Language in
Context
(Formal)

Critical
Reading:
Impact of

on audience Language

Examine
subliminal
messages
in literary
texts

Enhance
writing
through
stylistic
techniques

Critical
Awareness:
Subliminal
Messages of
Writers

Stylistic
Enhancement:
Consolidation

Experience
s

g Resources

Preparing
and
delivering
speeches
(valedictory,
feature
address,
greetings,
vote of
thanks)

Speech guides,
examples

Analyzing
the
effectiveness
of language
in various
texts

Text excerpts,
evaluation rubrics

Identifying
and
analyzing
subliminal
messages,
discussing
their impact

Literary texts,
analysis
worksheets

Using
figurative
language,
manipulating
sentence
structure for
stylistic
effect

Writing guides,
examples

(Projects etc)

Speech
preparation
tasks, oral
presentations

Language
analysis tasks,
quizzes

Subliminal
message
identification
tasks, class
discussions

Writing
enhancement
tasks, peer
reviews



Create Media Literacy: Designing  Design tools, Audio-visual

audio-visual Design and

texts Production of
Audio-Visual
Texts

Develop Research
research  Skills:

and Presentation
presentatio Techniques
n skills

Analyze Tone and
tone and Mood
mood in

literary texts

Write Persuasive
persuasive Writing
essays

using

rhetorical

devices

Analyze the Effectiveness

s of Techniques
audio-visual
techniques

and audio-visual creation tasks,
producing  examples presentations
audio-visual

texts,

discussing

techniques

and ethics

Conducting Research guides, Research

research presentation tools projects,

projects, presentations

presenting

findings

Reading Literary texts, Tone and

texts, analysis mood

identifying  worksheets identification

tone and tasks, quizzes

mood,

discussing

their impact

Writing Persuasive writing Persuasive

persuasive guides, examples writing

essays, assignments,

using peer reviews

rhetorical

devices,

peer review

Analyzing  Audio-visual Audio-visual
effectivenes of Audio-Visual audio-visual materials, analysis analysis tasks,

texts, guides presentations

discussing

the

effectiveness

of

techniques



10 Review and Comprehensiv Games, Various resources Comprehensiv

reinforce e Review quizzes, and used throughout e review
concepts activities to  the term activities
review

concepts



Term 3 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment

k Objectives cs Experiences ng Resources s (Projects
etc)

1 Develop Critical Listening to  Audio recordings, Listening
advanced Listening: speeches and critical thinking ~ comprehensi
critical Identifying debates, guides on tasks,
listening Bias and identifying class
skills Fallacies bias and discussions

fallacies

2 Write formal Formal Formatting  Formal writing Formal
reports and  Writing and writing  guides, examples writing tasks,
business reports and peer reviews
letters business

letters, peer
review

3 Create visual Data Analyzing Statistical data  Data
representatio Interpretation and creating sets, visualization visualization
ns of data  and chartsand  tools tasks,

Visualization graphs, quizzes
interpreting
data

4 Develop Research and Conducting Research guides, Research
research and Presentation research presentation tools projects,
presentation projects, presentations
skills presenting

findings

5 Use Figurative Writing using Figurative Figurative
figurative Language similes, language guides, language
language to metaphors, worksheets tasks, writing
enhance and assignments
writing personificatio

n, peer

feedback



6 Analyze and Media

Analyzing Media examples, Media

create media Literacy: media texts, design tools analysis
texts Analyzing and creating tasks, media
Creating media project
Media projects creation
7 Review key Comprehensi Games, Various resources Comprehensi
concepts and ve Review quizzes, and used throughout ve review
prepare for activitiesto  the term activities
final review
assessments concepts
8 Conduct CXC Taking Practice test Practice
practice Preparation: practice tests, materials, review tests, review
assessments Practice reviewing key guides activities
for CXC Assessments concepts
preparation
9 Finalize Final Review Comprehensi Various resources Final review
preparations and ve review used throughout activities,
for CXC Assessment sessions, the term practice tests

examinations Preparation

10 Complete Final
final Assessments
assessments and Projects
and projects

practice tests

Completing  Various resources Final

final used throughout assessments,
assessments, the term project
presenting presentations

final projects



Form 1 Mathematics Lesson Plan

Term 1 (10 Weeks)

Wee Learning Content/Topic Learning Teaching/Learnin Assessmen

k Objectives s Experiences g Resources
1 Understand Number Research the Technology tools,
historical Operations and origin of historical
development Number numbers, references
of the Theory: Whole sequence
denary Numbers number
system names and
numerals
2 Understand Number Use base ten Base ten
place value Operations and materials, materials, place
of each digit Number place value value mats
in numerals Theory: Whole mats, read
up to Numbers and write
999,999,999 large
numbers
3 Round Number Practical Worksheets,
numbers to Operations and rounding rounding guides
nearest Number activities,
tens, Theory: Whole discuss
hundreds, Numbers real-life
thousands, applications
up to of estimation
millions
4 Estimate Number Estimate Real objects for
and verify  Operations and quantities estimation
quantity of Number using
items Theory: Whole benchmarks,
Numbers verify by

counting

ts (Projects
etc)

Research
portfolio,
presentation
S

Group
presentation
S, quizzes

Journal
writing, tests

Estimation
tasks,
journal
entries



Differentiate
between
rectangular,
triangular,
square
numbers

Calculate
LCM and
HCF of

numbers

Solve
problems
involving
whole
numbers

Formulate
and
investigate
statistical
problems

Collect and
tally
ungrouped
discrete data

Number Use Counters, Group
Operations and manipulatives geometric shapes presentation
Number to explore s, journal
Theory: Whole geometric entries
Numbers shapes of

numbers,

identify

patterns
Number Problem-solvi Worksheets, Tests, peer
Operations and ng activities, problem-solving assessment,
Number independent guides games
Theory: Whole practice with
Numbers algorithms
Number Use Polya’s Problem-solving Group
Operations and problem-solvi guides presentation
Number ng approach, s, portfolios,
Theory: Whole cooperative tests

Numbers

Statistics and
Probability:
Statistics

Statistics and
Probability:
Statistics

learning

Cooperative Technology tools, Projects,

learning to  research materials teacher
formulate observation
problems,

research data

collection

methods

Collect data Data collection Data

using tools collection
surveys, checklists
interviews,

experiments
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Construct  Statistics and Create graphs Technology tools, Multimedia
and interpret Probability: using graph templates presentation
pictographs Statistics technology s, tests
and block tools, interpret
graphs and draw

conclusions

from data

displays



Term 2 (10 Weeks)

Wee Learning Content/Topic
k Objectives s

1 Represent Number
and name  Operations
fractions, and Number
classify and Theory:
compare Fractions

2 Understand Geometry:
parallel and Points and
perpendicula Lines
rlines

3 Classify, Geometry:
measure,  Angles
and draw
angles

4 Classify and Geometry:
draw Triangles
triangles

5 Classify and Geometry:
draw Quadrilaterals

Learning Teaching/Learni
Experiences ng Resources

Use visual Fraction visuals,
aids to comparison tools
represent

fractions,

compare and

order

fractions

Draw and Geometry tools,
identify worksheets
parallel and

perpendicular

lines using

geometry

tools

Practical Protractors, angle
activities for worksheets
measuring

and drawing

angles, use of

protractors

Activities to  Triangle
classify templates,
triangles by  drawing guides
sides and

angles,

drawing

practice

Practical Quadrilateral
activities for templates,
drawing and drawing guides

Assessmen
ts (Projects
etc)

Fraction
representatio
n tasks,
quizzes

Drawing
tasks,
quizzes

Angle
measuremen
t tasks,
quizzes

Drawing
tasks,
classification
quizzes

Drawing
tasks,
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quadrilateral
s

Interpret and Statistics and

create bar
graphs,
calculate
mode,
median,
mean

Represent
and
compare
decimals

Convert and
compare
fractions,
decimals,
and
percentages

Identify and
use lines of
symmetry
and
reflections

Solve linear
equations

Probability:
Statistics

Number
Operations
and Number
Theory:
Decimals

Number
Operations
and Number
Theory:
Percentages

Geometry:

Transformation

S

Algebra:
Algebraic
Equations

classifying
quadrilaterals

Create and
interpret bar
graphs,
calculate
statistical
measures

Visual
activities for
decimal
representatio
n, compare
and order
decimals

Conversion
activities
between
fractions,
decimals, and
percentages,
practical
comparisons

|dentify lines
of symmetry,
create
symmetrical
shapes,
perform
reflections

Translate
word
problems to
algebraic
equations,

Bar graph
templates,
statistical guides

Decimal visuals,
comparison tools

Conversion
guides,
comparison tools

classification
quizzes

Graph
creation
tasks,
statistical
calculation
quizzes

Decimal
representatio
n tasks,
quizzes

Conversion
tasks,
quizzes

Mirrors, symmetry Symmetry

tools

Algebra guides,
equation
worksheets

and
reflection
tasks,
quizzes

Equation
solving
tasks,
quizzes



solve linear
equations

Term 3 (10 Weeks)

Wee Learning Content/Topic Learning Teaching/Learnin Assessments

k Objectives s Experiences g Resources (Projects etc)
1 Understand Number Use number Number lines, Directed
and solve Operations and lines to worksheets number tasks,
problems Number represent quizzes
involving  Theory: directed
directed Directed numbers,
numbers  Numbers perform
operations
on directed
numbers
2 Convert Measurement: Practical Scales, Mass and
and solve Mass and activities for conversion charts weight tasks,
problems Weight measuring quizzes
involving mass and
mass and weight, unit
weight conversion
practice
3 Convert Measurement: Measure and Clocks, time Time
and solve Time convert time conversion charts measurement
problems units, solve tasks, quizzes
involving time-related
time problems
4 Create Algebra: Identify Sequence guides, Sequence
expression Expressions  patterns, algebra tools expression
s for the nth create tasks, quizzes
term of a expressions
sequence to represent
sequences,

calculate nth
terms



Describe

Sets, Relations Create and

and solve and Functions: interpret
problems Sets Venn
using sets diagrams,
and Venn solve
diagrams set-related
problems
Solve Number Solve
consumer Operations and problems
arithmetic Number involving
problems Theory: profit, loss,
Consumer sales tax,
Arithmetic discounts,
percentages,
simple
interest
Represent Statistics and Create and
data using Probability: interpret
various Data different
graphical Representation types of
methods graphs, such

Understand Statistics and
and apply Probability:
the concept Probability

of

probability

as line
graphs and
histograms

Calculate
and interpret
probabilities,
use
probability in
decision
making

Venn diagram
templates, set
guides

Consumer

arithmetic guides,

worksheets

Graph templates,
statistical tools

Probability tools,

worksheets

Venn diagram
tasks, quizzes

Problem-solvi
ng tasks,
quizzes

Graph
creation tasks,
interpretation
quizzes

Probability
calculation
tasks, quizzes



9 Review key Comprehensiv Games,

Various resources Comprehensiv

concepts e Review quizzes, and used throughout e review
and activities to  the term activities
prepare for review
final concepts
assessmen covered
ts throughout
the term
10 Complete Final Completing Various resources Final
final Assessments final used throughout assessments,
assessmen and Projects  assessments the term project
ts and , presenting presentations
projects final projects

Form 2 Mathematics Lesson Plan

Term 1 (10 Weeks)



Wee
k

Learning Content/Topi
Objectives cs
Understand  Number
order and Operations

relationships and Number

of integers Theory:
Integers
Perform Number
operations Operations
with integers and Number
Theory:
Integers
Apply laws Number

and properties Operations
of numbers  and Number
Theory: Laws

Learning Teaching/Learni Assessment
Experience ng Resources s (Projects

s etc)
Use number Number lines, Order and
lines, order worksheets comparison

and
compare
integers

tasks, quizzes

Add,
subtract,
multiply,
and divide
integers
using
number
lines and
counters

Counters,
worksheets

Operation
tasks, quizzes

Use Worksheets,
commutativ manipulatives
e,

associative,

Computation
tasks, quizzes

and Properties and

of Numbers

Convertand Number
compute in Operations
different and Number
number bases Theory:

distributive

laws in

computation

S

Conversion

Convert Base conversion

between charts, tasks, quizzes
bases, worksheets
perform

Number Bases operations

in base 2
and base 3
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Understand  Algebra:

and use Substitution
variables

Simplify Algebra:
algebraic Simplification
expressions  of Algebraic

Expressions

Plot points on Geometry:
the Cartesian Coordinate
plane Geometry

Interpret and Sets,
draw graphs Relations and

of linear Functions:

equations Graphical
Representatio
n

Understand  Geometry:

and apply Transformatio

transformation ns
s: translations

Review and
reinforce
concepts

e Review

Comprehensiv Games,

Substitute  Algebra guides,
values for worksheets
variables in

expressions

Combine  Algebra tiles,
like terms, worksheets
use

distributive

property

Locate and Graph paper,

Substitution
tasks, quizzes

Simplification
tasks, quizzes

Plotting tasks,

plot points, coordinate planes quizzes

use
coordinates
in
problem-sol
ving

Draw and
interpret
graphs of
linear
equations
and
inequalities

Graph paper,
algebra guides

Perform Geometry tools,
translations worksheets

on the

Cartesian

plane, use

vectors

quizzes,
and
activities to
review
concepts

Graphing
tasks, quizzes

Translation
tasks, quizzes

Various resources Comprehensi

ve review
activities



Term 2 (10 Weeks)

Wee Learning Content/Topi

k

Objectives

Cs

Solve linear Algebra:

equations

Solution of
Linear
Equations

Solve linear Algebra:

inequalities

Solve
problems
using sets

Understand
relations,
mappings,
and
functions

Solution of
Linear
Inequalities

Sets,
Relations and
Functions:
Sets

Sets,
Relations and
Functions:
Relations,
Mappings and
Functions

covered
throughout
the term

Learning Teaching/Learni Assessment

Experiences ng Resources

Solve
equations
with variables
on both
sides, use
distributive
property

Algebra guides,
worksheets

Worksheets,
number lines

Solve and
graph linear
inequalities

Use Venn
diagrams,
solve
problems
involving
union and
intersection

Venn diagram
templates,
worksheets

Worksheets,
graph paper

Differentiate
between
relations and
functions, use
arrow
diagrams

s (Projects
etc)

Equation
solving tasks,
quizzes

Inequality
solving tasks,
quizzes

Set theory
tasks, quizzes

Mapping
tasks, quizzes



Work with
ordered
pairs

Understand
parts of a
circle and
calculate
circumferenc
e

Calculate
area and
perimeter of
compound
shapes

Calculate
volume and
capacity of
prisms

Solve
problems
involving
rate, ratio,
and
proportion

Sets,
Relations and
Functions:
Ordered Pairs

Measurement:
Circles

Measurement:
Area and
Perimeter

Measurement:
Volume and
Capacity

Measurement:
Rate, Ratio

and Proportion real-life

Represent  Graph paper,
and interpret worksheets
ordered pairs,

plot on

Cartesian

plane

Identify parts Circle templates,
of a circle, worksheets

use formula

for

circumferenc

e, estimate

circumferenc

e

Calculate Worksheets,
area and
perimeter,
solve
problems
involving
compound

shapes

Measure and Measuring tools,
calculate worksheets
volume, solve

problems

involving

prisms

Use ratio and Worksheets,
proportion in problem-solving
guides
problems,

calculate

rates

Ordered pair
tasks, quizzes

Circumferenc
e calculation
tasks, quizzes

Area and

geometric shapes perimeter

tasks, quizzes

Volume
calculation
tasks, quizzes

Ratio and
proportion
tasks, quizzes



10 Review and Comprehensiv Games, Various resources Comprehensi
reinforce e Review quizzes, and ve review
concepts activities to activities

review
concepts
covered
throughout
the term

Term 3 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment
k Objectives cs Experience ng Resources s (Projects
s etc)

1 Perform hire Measurement: Calculate  Hire purchase Calculation

purchase Consumer hire guides, tasks,
calculations  Arithmetic purchase  worksheets quizzes
payments,
discuss
advantages
and
disadvantag
es
2 Calculate Measurement: Solve Payroll templates, Payroll
salary and Consumer problems  worksheets calculation
wages Arithmetic involving tasks,
salaries, quizzes
wages,
overtime,
and
commission
3 Convert Measurement: Convert Currency Conversion
currency and Consumer between conversion tasks,
calculate Arithmetic currencies, charts, quizzes
percentages calculate worksheets

percent



Solve
problems
involving
integers

Use significant Number

figures and
scientific
notation

Perform
operations in
different
number bases

Translate
verbal
statements to
algebraic
expressions

Simplify
complex
algebraic
expressions

increase or

decrease
Number Use integers Worksheets,
Operations in real-life  number lines
and Number contexts,
Theory: solve
Integers problems

involving all

operations

Express Worksheets,
Operations numbers in scientific
and Number significant calculators

Theory: Laws figures and
and Properties scientific

Integer
problem-solvi
ng tasks,
quizzes

Calculation
tasks,
quizzes

of Numbers  notation,
perform
calculations
Number Solve Worksheets, base Operation
Operations problems  conversion charts tasks,
and Number involving quizzes
Theory: addition,
Number subtraction
Bases in base 2
and base 3
Algebra: Write and  Algebra guides, Expression
Substitution  solve worksheets tasks,
expressions quizzes
from word
problems,
substitute
values
Algebra: Use Worksheets, Simplification
Simplification algebraic  algebra tiles tasks,
of Algebraic  rules to quizzes
Expressions  simplify

complex



9 Apply Geometry:
transformation Transformatio
s: reflections ns

10 Review and
reinforce

concepts

e Review

Comprehensiv Games,

expressions,
solve

related
problems

Perform
reflections
on the
Cartesian
plane,
identify lines
of symmetry

Mirrors, geometry Reflection
tools tasks,
quizzes

Various resources Comprehensi
ve review
activities

quizzes, and
activities to
review
concepts
covered
throughout
the term

Form 3 Mathematics Lesson Plan

Term 1 (10 Weeks)



Wee Learning Content/Topi Learning Teaching/Learni Assessment

k Objectives cs Experiences ng Resources s (Projects
etc)
1 Solve Number Practice Worksheets, Operation
problems Operations addition, number lines tasks, quizzes

using four  and Number subtraction,
operations  Theory: Real multiplication,

Numbers and division
with real
numbers
2 Understand Number Explore Calculators, Approximatio
and Operations square roots, number lines n tasks,
approximate and Number use quizzes
irrational Theory: calculators
numbers Irrational for
Numbers approximatio
n
3 Represent  Number Use Venn Venn diagram Diagram
relationships Operations diagrams andtemplates, tasks, quizzes
among and Number number lines number lines
subsets of Theory: Real to show
real numbers Numbers relationships
4 Perform Number Convert Base conversion Conversion
operations in Operations between charts, tasks, quizzes
base 2 and and Number bases, worksheets
base 3 Theory: perform

Number Bases addition and
subtraction in
different
bases

5 Calculate Measurement: Use formulae Geometry tools, Calculation
area and Area and for arc length worksheets tasks, quizzes
perimeter of Perimeter of and sector
compound Compound area, solve
shapes Shapes



involving
circles

Calculate Measurement:
surface area Surface Area

real-life
problems

Practical

activities for worksheets

and volume and Volume of measuring

of prisms Prisms and
and Pyramids
pyramids

Use scales Measurement:
and scale Scales and
factors in Scalar
measuremen Measurement
ts

Solve Measurement:
consumer  Consumer
arithmetic  Arithmetic
problems

involving

rates and

compound

interest

Solve linear Algebra:
equations  Solution of
involving Linear
algebraic Equations
fractions

and
calculating
surface area
and volume

Create scale Graph paper,
drawings, scale models
calculate

length, area,

and volume

using scale

factors

Calculate
salaries,
wages,
overtime,
utility bills,
compound
interest

Worksheets,
calculators

Practice
solving linear worksheets
equations

with

fractions,

problem-solvi

ng activities

Measuring tools,

Algebra guides,

Surface area
and volume
tasks, quizzes

Scale
measurement
tasks, quizzes

Consumer
arithmetic
tasks, quizzes

Equation
solving tasks,
quizzes



10 Review and Comprehensiv Games, Various resources Comprehensi
reinforce e Review quizzes, and used throughout ve review
concepts activities to  the term activities

review
concepts
covered
throughout
the term

Term 2 (10 Weeks)

Wee Learning Content/Topic Learning Teaching/Learnin Assessment

k Objectives s Experiences g Resources s (Projects
etc)

1 Solve linear Algebra: Practice Algebra guides, Inequality
inequalities Solution of solving and graph paper solving tasks,
involving Linear graphing quizzes
algebraic  Inequalities  linear
fractions inequalities,

problem-solv
ing activities

2 Solve Algebra: Solve Algebra guides,  Equation
simultaneou Solution of simultaneous graph paper solving tasks,
s equations Simultaneous equations quizzes
using Equations using
various substitution,
methods elimination,

and
graphical
methods

3 Represent Sets, Create and Venn diagram Diagram
data using Relations, and interpret templates, tasks, quizzes
Venn Functions: Venn worksheets
diagrams  Venn diagrams,

Diagrams solve

problems



Apply laws Algebra: Laws

of indices  of Indices
Simplify Algebra:
algebraic  Simplifying

expressions Algebraic
Expressions

Factorize  Algebra:

algebraic Factorisation

expressions of Algebraic
Expressions

Solve
quadratic
equations by
factorization

Algebra:
Quadratics

Understand Geometry:
and classify Polygons
polygons

involving set
operations

Practice Algebra guides,
using laws of worksheets
indices,

solve

exponential

problems

Combine like Algebra tiles,
terms, worksheets
simplify

products and

quotients of

algebraic

expressions

Practice
factorizing
binomials
and
expressions
with up to
four terms

Algebra guides,
worksheets

Factorize
quadratic
expressions,
solve
quadratic
equations by
factorization

Algebra guides,
worksheets

Classify
polygons,
calculate
interior and
exterior
angles, solve

Geometry tools,
worksheets

Indices tasks,
quizzes

Simplification
tasks, quizzes

Factorization
tasks, quizzes

Quadratic
solving tasks,
quizzes

Polygon
tasks, quizzes



Prove Geometry:
congruency Congruency
of triangles

10 Review and Comprehensiv
reinforce e Review

concepts

Term 3 (10 Weeks)

polygon
problems

Congruence
tasks, quizzes

Use Geometry tools,
congruence worksheets
criteria to

prove

triangle

congruence,

solve

congruence

problems

Various resources Comprehensi
ve review
activities

Games,
quizzes, and used throughout
activities to the term

review

concepts

covered

throughout

the term

Wee Learning Content/Topic Learning Teaching/Learni Assessment

k Objectives s

1 Understand Geometry:
and apply  Similarity
similarity in
geometry

s (Projects
etc)

Experiences ng Resources

Similarity
tasks, quizzes

Geometry tools,
worksheets

Identify
similar
figures, use
scale factors,
solve
problems
involving
similar
triangles



Apply
Pythagoras'
Theorem

Use
trigonometri
c ratios in
right-angled
triangles

Construct
geometric
shapes

Draw and
interpret
graphs of
linear
equations

Solve
simultaneou
s equations
graphically

Geometry:
Right-Angled
Triangles and
Pythagoras
Theorem

Geometry:
Trigonometric
Ratios

Geometry:
Construction

Sets,
Relations, and
Functions:
Graphs of
Linear
Equations

Sets,
Relations, and
Functions:
Graphical
Solutions

Use
Pythagoras'
Theorem to
find missing
sides, solve
real-life
problems

Geometry tools,
worksheets

Calculate
side lengths
and angles
using sine,
cosine, and
tangent ratios

Trigonometry
guides,
calculators

Construct Geometry tools,
triangles, construction
quadrilaterals guides

, and regular

polygons

using

geometric

tools

Plot points, Graph paper,
draw graphs, algebra guides
interpret

slope and

y-intercept

Plot graphs
of
simultaneous
equations,
find points of
intersection

Graph paper,
algebra guides

Pythagoras'
Theorem
tasks, quizzes

Trigonometry
tasks, quizzes

Construction
tasks, quizzes

Graphing
tasks, quizzes

Graphical
solving tasks,
quizzes



7 Understand Statistics and Perform Probability tools, Probability
basic Probability: experiments, worksheets tasks, quizzes
probability Introduction to calculate
concepts Probability theoretical

and
experimental
probabilities
8 Solve simple Statistics and Use Probability tools, Probability
probability Probability: probability  worksheets tasks, quizzes

problems  Introduction to rules, solve
Probability real-life

probability
problems
9 Review key Comprehensiv Games, Various resources Comprehensi
concepts e Review quizzes, and used throughout ve review
and prepare activities to  the term activities
for final review
assessment concepts
S covered
throughout
the term
10 Complete Final Completing Various resources Final
final Assessments final used throughout assessments,
assessment and Projects assessments the term project
s and , presenting presentations
projects final projects

Form 4 Mathematics Lesson Plan
Term 1 (10 Weeks)
Wee Learning Content/Topi Learning Teaching/Learni Assessment

k Objectives cs Experiences ng Resources s (Projects
etc)



Review and Number
extend Operations
understandin and Number

Problem-solvi Worksheets,
ng activities, number lines
use of

g of number Theory algebraic
properties rules in
and computations
operations
Understand Number Simplifying  Algebra guides,
and apply  Operations  expressions worksheets
the and Number involving
properties of Theory indices and
indices and surds,
surds real-life
applications
Solve Algebra: Solving by  Algebra guides,
problems Quadratic factorization, calculators
involving Equations completing
quadratic the square,
equations quadratic
formula
Apply Geometry: Finding the  Graph paper,
coordinate  Coordinate distance geometry tools
geometry in Geometry between two
problem-solv points,
ing midpoint,
gradient of a
line
Understand Sets, Identifying  Function
and use Relations, and functions,
functions Functions using paper
and relations function
notation,
inverse

functions

Quizzes,
problem-solvi
ng tasks

Simplification
tasks, quizzes

Equation
solving tasks,
quizzes

Problem-solvi
ng tasks,
quizzes

Function

worksheets, graphidentification

tasks, quizzes
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Perform
matrix
operations

Understand
and apply
the
properties of
logarithms

Explore and
solve
trigonometric
equations

Analyze and Statistics and

interpret
statistical
data

Review and Comprehensiv Games,

reinforce
concepts

Algebra:
Matrices

Number
Operations
and Number
Theory

Geometry:
Trigonometry

Probability

e Review

Addition, Matrix guides,
subtraction, calculators
multiplication,

determinants,

and inverses

Simplifying  Algebra guides,
expressions worksheets
involving

logarithms,

solving

logarithmic

equations

Solving Trigonometry
trigonometric guides,
equations, calculators
using

identities and

inverse

trigonometric

functions

Calculating  Statistical
measures of software, graph
central paper
tendency and

dispersion,

interpreting

graphs and

charts

quizzes, and used throughout
activities to  the term

review

concepts

covered

throughout

the term

Matrix
operation
tasks, quizzes

Logarithm
tasks, quizzes

Trigonometric
equation
tasks, quizzes

Data analysis
tasks, quizzes

Various resources Comprehensi

ve review
activities



Term 2 (10 Weeks)

Wee
k

Learning Content/Topi
Objectives cs
Solve Algebra:
systems of  Systems of
linear Linear
equations Equations

Understand Geometry:
and apply the Vectors

properties of

vectors

Explore and Number
solve Operations
problems and Number
involving Theory
sequences

and series

Understand Geometry:
and apply Transformatio
transformatio ns

ns in

geometry

Learning Teaching/Learni Assessment

Experiences ng Resources

Solving
using
substitution,
elimination,
and
graphical
methods

Algebra guides,
graph paper

Representin  Geometry tools,
g vectors,  worksheets
performing

vector

operations,

using vectors

in

problem-solv

ing

Arithmetic
and
geometric
sequences,
finding the
nth term,
sum of
series

Algebra guides,
worksheets

Performing
translations,
rotations,
reflections,
and
enlargement
s

Geometry tools,
graph paper

s (Projects
etc)

Equation
solving tasks,
quizzes

Vector tasks,
quizzes

Sequence
and series
tasks,
quizzes

Transformatio
n tasks,
quizzes



Explore and Statistics and Calculating Probability tools, Probability

apply the Probability probabilities, worksheets tasks,
principles of using quizzes
probability probability

rules, solving

real-life

probability

problems
Solve Measurement: Using Financial Consumer
problems Consumer formulae for calculators, arithmetic
involving Arithmetic compound  worksheets tasks,
compound interest and quizzes
interest and depreciation,
depreciation solving

real-life

problems
Analyze and Algebra: Formulating Graph paper, Linear
interpret Linear and solving algebra guides  programming
linear Programming linear tasks,
programming programming quizzes
problems problems,

graphical

solutions
Understand Calculus: Differentiatin Calculus guides, Differentiation
and use Differentiation g worksheets tasks,
differentiation polynomials, quizzes

finding

slopes and

tangents,

solving

optimization

problems
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Explore and Calculus:
apply Integration
integration

Integrating  Calculus guides, Integration
polynomials, graph paper tasks,
finding areas quizzes
under

curves,

solving

real-life

integration

problems

Review and Comprehensiv Games, Various resources Comprehensi

reinforce e Review
concepts

quizzes, and used throughout ve review
activities to  the term activities
review

concepts

covered

throughout

the term



Term 3 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment

k Objectives cs Experiences ng Resources s (Projects
etc)

1 Understand Algebra: Solving Algebra guides, Exponential
and apply Exponential exponential calculators and
exponential and and logarithmic
and Logarithmic  logarithmic tasks, quizzes
logarithmic  Functions equations,
functions real-life

applications

2 Analyze and Statistics and Using Statistical Data analysis
interpret Probability statistical software, graph  tasks, quizzes
data using software to  paper
statistical analyze data,
methods interpreting

results,
making
inferences

3 Explore and Geometry: Using Trigonometry Trigonometric
apply Advanced trigonometric guides, tasks, quizzes
advanced Trigonometry identities, calculators
trigonometri solving
c concepts complex

trigonometric
equations

4 Solve Calculus: Applying Calculus guides, Calculus
problems  Advanced differentiation graph paper tasks, quizzes
using Techniques  and
advanced integration to
calculus solve real-life

techniques problems



Understand Statistics and Performing  Statistical
and apply  Probability hypothesis  software,
the testing, worksheets
principles of calculating
statistics confidence
and intervals,
probability using

probability

distributions
Explore and Geometry: Proving Geometry tools,
apply Geometric geometric worksheets
geometric  Properties and theorems,
properties Theorems solving
and problems
theorems involving

angles,

triangles, and

circles
Understand Algebra: Performing  Algebra guides,
and apply Complex operations  calculators
the Numbers with complex
properties of numbers,
complex solving
numbers equations

involving

complex

numbers
Solve Applied Creating and Modeling
real-life Mathematics: using software,
problems  Mathematical mathematical worksheets
using Modeling models to
mathematic solve real-life
al modeling problems,

interpreting
results

Statistical
tasks, quizzes

Geometric
tasks, quizzes

Complex
number tasks,
quizzes

Modeling
tasks, projects
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Review key Comprehensiv Games, Various resources Comprehensi

concepts e Review
and prepare

for final

assessment

s

Complete  Final

final Assessments
assessment and Projects
s and

projects

quizzes, and used throughout ve review
activities to  the term activities
review

concepts

covered

throughout

the term

Completing Various resources Final

final used throughout assessments,
assessments, the term project
presenting presentations

final projects



Form 5 Mathematics Lesson Plan

Term 1 (10 Weeks)

Wee Learning Content/Topic Learning Teaching/Learnin Assessments

k Objectives s Experiences g Resources (Projects etc)

1 Understan Algebra: Solving Algebra guides, Exponential
d and Exponential  exponential  calculators and
apply and and logarithmic
exponential Logarithmic  logarithmic tasks, quizzes
and Functions equations,
logarithmic real-life
functions applications

2 Perform  Algebra: Addition, Matrix guides, Matrix
matrix Matrices subtraction, calculators operation
operations multiplication, tasks, quizzes
and apply determinants,
them in and inverses
problem-so
Iving

3 Solve Algebra: Solving by Algebra guides, Quadratic
quadratic Quadratic factorization, calculators equation
equations Equations completing tasks, quizzes
using the square,
various quadratic
methods formula

4 Apply Geometry: Finding the  Graph paper, Problem-solvi

coordinate Coordinate distance geometry tools ng tasks,
geometry Geometry between two quizzes
in solving points,

real-life midpoint,

problems gradient of a

line



Analyze
and solve
systems of
linear
equations

Understan
d and use
functions
and
relations

Apply the
properties
of vectors
in
problem-so
Iving

Explore
and apply
the
principles
of
probability

Analyze
and
interpret
statistical
data

Algebra:
Systems of
Linear
Equations

Sets,
Relations, and
Functions

Geometry:
Vectors

Statistics and
Probability

Statistics and
Probability

Solving using
substitution,
elimination,
and graphical
methods

Identifying
functions,
using function
notation,
inverse
functions

Representing
vectors,
performing
vector
operations,
using vectors
in
problem-solvi

ng

Calculating
probabilities,
using
probability
rules, solving
real-life
probability
problems

Calculating
measures of
central
tendency and
dispersion,
interpreting
graphs and
charts

Algebra guides,
graph paper

Function

Equation
solving tasks,
quizzes

Function

worksheets, graph identification

paper

Geometry tools,
worksheets

Probability tools,
worksheets

Statistical
software, graph
paper

tasks, quizzes

Vector tasks,
quizzes

Probability
tasks, quizzes

Data analysis
tasks, quizzes
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Review
and
reinforce
concepts

Comprehensiv Games,

e Review quizzes, and
activities to
review
concepts
covered
throughout the
term

Various resources Comprehensiv
used throughout e review
the term activities



Term 2 (10 Weeks)

Wee
k

Learning Content/Topi
Objectives cs

Understand Calculus:

and apply Differentiation

differentiation

techniques

Explore and Calculus:

apply Integration

integration

techniques

Solve Number

problems Operations

involving and Number

sequences  Theory:

and series  Sequences
and Series

Analyze and Algebra:

solve linear Linear

programming Programming
problems

Learning Teaching/Learni Assessment

Experiences ng Resources

Differentiatin Calculus guides,
g worksheets
polynomials,

finding

slopes and

tangents,

solving

optimization

problems

Integrating  Calculus guides,
polynomials, graph paper
finding areas

under

curves,

solving

real-life

integration

problems

Arithmetic
and
geometric
sequences,
finding the
nth term,
sum of
series

Algebra guides,
worksheets

Formulating
and solving
linear
programming
problems,

Graph paper,
algebra guides

s (Projects
etc)

Differentiation
tasks,
quizzes

Integration
tasks,
quizzes

Sequence
and series
tasks,
quizzes

Linear
programming
tasks,
quizzes



Understand Algebra:
and apply the Complex
properties of Numbers
complex
numbers

Use Geometry:
trigonometric Trigonometry
ratios and

identities in

problem-solvi

ng

Analyze and Statistics and
interpret data Probability
using

advanced

statistical

methods

Solve Measurement:

graphical
solutions

Performing Algebra guides,
operations  calculators
with complex

numbers,

solving

equations

involving

complex

numbers

Solving Trigonometry
trigonometric guides,
equations, calculators
using

identities and

inverse

trigonometric

functions

Statistical
software, graph
paper

Using
statistical
software to
analyze
data,
interpreting
results,
making
inferences

Calculating

Financial

consumer
arithmetic
problems
involving
rates and
taxes

Consumer
Arithmetic

calculators,
worksheets

salaries,
wages,
overtime,
utility bills,
compound
interest

Complex
number
tasks,
quizzes

Trigonometric

tasks,
quizzes

Data analysis

tasks,
quizzes

Consumer
arithmetic
tasks,
quizzes
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Understand Geometry: Performing Geometry tools, Transformatio

and apply the Transformatio translations, graph paper n tasks,
properties of ns rotations, quizzes
geometric reflections,
transformatio and
ns enlargement
s
Review and Comprehensiv Games, Various resources Comprehensi
reinforce e Review quizzes, and used throughout ve review
concepts activities to the term activities
review
concepts
covered
throughout

the term



Term 3 (10 Weeks)

Wee Learning Content/Topi Learning Teaching/Learni Assessment

k Objectives cs Experiences ng Resources s (Projects
etc)
1 Understand Calculus: Applying Calculus guides, Calculus
and apply  Advanced differentiation graph paper tasks, quizzes
advanced Techniques and
calculus integration to
techniques solve real-life
problems
2 Explore and Statistics and Performing Statistical Statistical
apply Probability hypothesis  software, tasks, quizzes
statistical testing, worksheets
inference calculating
techniques confidence
intervals,
using
probability
distributions
3 Solve Applied Creating and Modeling Modeling
real-life Mathematics: using software, tasks, projects
problems  Mathematical mathematical worksheets
using Modeling models to
mathematica solve real-life
| modeling problems,
interpreting
results
4 Analyze and Algebra: Solving Algebra guides, Exponential
solve Exponential  exponential calculators and
problems  and and logarithmic
involving Logarithmic  logarithmic tasks, quizzes
exponential Functions equations,
and real-life
logarithmic applications

functions



Understand Geometry:
and apply  Advanced
the Geometry
properties of

advanced

geometric

figures

Perform Algebra:
operations Advanced
on matrices Matrices
and apply

them in

complex

problem-solv

ing

Review and
consolidate
knowledge
of
trigonometri
c functions

Geometry:
Advanced
Trigonometry

Statistics and
Probability:
Advanced
Probability

Solve
probability
problems
involving
complex
events

Review key
concepts
and prepare
for final
assessment
S

e Review

Comprehensiv Games,

Proving
geometric
theorems,
solving
problems
involving
angles,
triangles, and
circles

Geometry tools,
worksheets

Advanced
matrix
operations,
applications
in
problem-solvi

ng

Matrix guides,
calculators

Using Trigonometry
trigonometric guides,
identities, calculators
solving

complex

trigonometric

equations

Calculating  Probability tools,
probabilities worksheets

of complex

events, using

probability

distributions

quizzes, and used throughout
activities to  the term

review

concepts

covered

Geometric
tasks, quizzes

Matrix
operation
tasks, quizzes

Trigonometric
tasks, quizzes

Probability
tasks, quizzes

Various resources Comprehensi

ve review
activities
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Complete  Final

final Assessments
assessment and Projects
s and

projects

throughout
the term

Completing Various resources Final

final used throughout
assessments, the term
presenting

final projects

assessments,
project
presentations



Form 3 Office Administration Lesson Plan

Term 1: Office Orientation and Communication

Wee Topics Objectives Activities Resources Assessment
k s (Projects
etc)
1 Role and Describe the Discussions on Case studies, Quiz on office
Functions of  role and the role of the articles functions
the Office functions of  office, case
the office in  studies on
business different types
activities of offices
2 Office Compare Draw and Office layout Assignment
Structure and different types compare diagrams, on office
Layout of office traditional, articles layout types
layouts open-plan, and
virtual office
layouts
3 Office Examine the Ergonomics  Ergonomics Report on
Ergonomics  ergonomics of workshop, charts, health ergonomics in
the office as it discussions on and safety a sample
relates to health and guides office
comfort, safety in the
health, and office
safety
4 Office Describe the Hands-on Office Practical test
Equipment contribution of activities with equipment on using office
various types different office samples equipment
of equipment equipment,
to office discussions on

efficiency their uses



Skills,
Attitudes, and
Attributes of
Office
Personnel

Human
Relationships
in the Office

Channels of
Communicatio
n

Barriers to
Effective
Communicatio
n

Business
Structures

Propose
desirable
skills,
attitudes, and
attributes of
office
personnel

Assess the
value of good
human
relationships
to office
efficiency

Describe the
various
channels of
communicatio
n used in the
office

Discuss the
barriers to
effective
communicatio
n

Identify the
various forms
of business
structure

Role-playing Role-play
exercises, materials,
group discussion

discussions on guides
desirable skills

Group Team-building
activities on materials,
team-building, articles
discussions on

the importance

of good

relationships

Discussions on Communicatio
different n channel
communication diagrams,
channels, articles
role-playing

scenarios

Case studies Case studies,
on articles
communication

barriers, group
discussions

Draw and Business
compare structure
different diagrams,
business articles
structures,

discussions on

their

advantages

Role-play
assessment

Group project
on improving
office
relationships

Quiz on
communicatio
n channels

Assignment
on
overcoming
communicatio
n barriers

Quiz on
business
structures



and
disadvantages

10 Review and Review of key Review Review Term 1 exam
Assessment concepts and games, mock worksheets,
assessment assessments past quizzes



Term 2: Recruitment and Orientation

Wee
k

Topics

Job
Opportunitie
S

Employment
Factors

Job
Applications

Job
Interviews

Work
Environment

Objectives Activities

Identify sources Research Job boards,
of information on different sources career

job opportunities of job guides
information,
discussions on
job searching
Outline factors to Group Case
be considered  discussions on studies,
when seeking  employment career
employment factors, case guides
studies on
different job
scenarios
Prepare Write resumes, Resume
applications for a cover letters, templates,
job and complete  application
application forms
forms
Explain factors to Mock Interview
be considered interviews, guides,
when preparing discussions on role-play
for a job interview materials
interview preparation
Demonstrate Discussions on Labor law
knowledge of the labor laws, guides,

requirements of

Resources Assessment

s (Projects
etc)

Assignment
on finding job
opportunities

Quiz on
employment
factors

Assignment
on preparing
job

applications

Mock
interview
assessment

Quiz on work
environment
requirements
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Records

the work
environment

Describe the

workplace
culture

Group activities

Management characteristics of on setting up a

Systems

Maintaining
Records

Legal
Stipulations

Filing
Equipment

an information
management
system

Maintain a
records
management
system by
electronic and
other means

Describe the
main legal
stipulations
governing
access to and
retention of
documents

Explain the use
of filing

and Supplies equipment and

Review and
Assessment

supplies in
records and
information
management

Review of key
concepts and
assessment

records
management
system

Practice filing
and retrieving
records,
discussions on
electronic
records
management

Discussions on
legal
requirements,
case studies

Hands-on
activities with
different filing
equipment,
discussions on
their uses

Review games,
mock
assessments

workplace

articles

Records Assignment
managementon records
guides, management

sample files systems

Filing Practical test
cabinets, on

computer maintaining
systems records
Legal Quiz on legal

guides, case stipulations
studies

Filing Practical test
equipment  on using filing
samples equipment
Review Term 2 exam
worksheets,

past quizzes






Term 3: Records and Information Management

Wee
k

Topics Objectives
Role of Assess the
Reception contribution of
Desk the reception

desk to the

welfare of the

organization
Duties of a  Identify the
Receptionist duties and

attributes of a
receptionist

Activities
Role-playing Role-play
reception materials,
scenarios, articles

discussions on
the importance of
the reception
desk

Practice Reception
reception duties, guides,
discussions on  practice
the skills required scenarios

Managing Manage Practice Scheduling
Appointments appointments  scheduling and  software,
for an executive managing
using electronic appointments,  books
or manual discussions on
systems different
scheduling tools
Reminder Explain the Practice using Reminder
Systems importance and reminder software,
use of electronic systems, calendars
and manual discussions on
reminder their importance

systems

Resources Assessment

s (Projects
etc)

Role-play
assessment

Practical test
on
receptionist
duties

Practical test
on managing

appointment appointments

Assignment
on reminder
systems



Business
Meetings

Roles in
Meetings

Organizing
Meetings

Travel
Information
and Services

Travel
Procedures

Define terms
associated with
business
meetings,
prepare
documents
associated with
meetings

Discuss the
roles of
personnel
associated with
meetings

Organize
different types
of meetings

Outline the
types of

information and

services
required for
travel

Outline
procedures for
making travel
arrangements

Discussions on
meeting terms,
practice
preparing
meeting
documents

Role-playing
meeting
scenarios,
discussions on
the roles and
responsibilities

Practice
organizing
meetings,
discussions on
meeting
protocols

Research travel
information,
discussions on
travel
arrangements

Practice booking

travel
arrangements,
discussions on

travel procedures

Meeting
guides,
document
templates

Role-play
materials,
meeting
guides

Meeting
guides,
organization
templates

Travel
guides,
booking
software

Booking
software,

Quiz on
meeting
terms,
document
preparation

Role-play
assessment

Practical test
on organizing
meetings

Assignment
on travel
information

Practical test
on travel

travel guides procedures



10 Review and Review of key Review games, Review Term 3 exam
Assessment concepts and mock worksheets,
assessment assessments past quizzes



Form 4 Office Administration Lesson Plan

Wee
k

Topics Objectives
Role of Assess the
Reception contribution of
Desk the reception

desk to the

welfare of the

organization
Duties of a  Identify the
Receptionist duties and

attributes of a
receptionist

Activities
Role-playing Role-play
reception materials,
scenarios, articles

discussions on
the importance of
the reception
desk

Practice Reception
reception duties, guides,
discussions on  practice
the skills required scenarios

Managing Manage Practice Scheduling
Appointments appointments  scheduling and  software,
for an executive managing
using electronic appointments, books
or manual discussions on
systems different
scheduling tools
Reminder Explain the Practice using Reminder
Systems importance and reminder software,
use of electronic systems, calendars
and manual discussions on
reminder their importance

systems

Resources Assessment

s (Projects
etc)

Role-play
assessment

Practical test
on
receptionist
duties

Practical test
on managing

appointment appointments

Assignment
on reminder
systems



Business
Meetings

Roles in
Meetings

Organizing
Meetings

Travel
Information
and Services

Travel
Procedures

Define terms
associated with
business
meetings,
prepare
documents
associated with
meetings

Discuss the
roles of
personnel
associated with
meetings

Organize
different types
of meetings

Outline the
types of

information and

services
required for
travel

Outline
procedures for
making travel
arrangements

Discussions on
meeting terms,
practice
preparing
meeting
documents

Role-playing
meeting
scenarios,
discussions on
the roles and
responsibilities

Practice
organizing
meetings,
discussions on
meeting
protocols

Research travel
information,
discussions on
travel
arrangements

Practice booking

travel
arrangements,
discussions on

travel procedures

Meeting
guides,
document
templates

Role-play
materials,
meeting
guides

Meeting
guides,
organization
templates

Travel
guides,
booking
software

Booking
software,

Quiz on
meeting
terms,
document
preparation

Role-play
assessment

Practical test
on organizing
meetings

Assignment
on travel
information

Practical test
on travel

travel guides procedures



10 Review and Review of key Review games, Review Term 1 exam
Assessment concepts and mock worksheets,
assessment assessments past quizzes



Term 2: Meetings and Travel Arrangements

Wee Topics Objectives Activities Resources Assessment
k s (Projects
etc)
1 Types of List the various Discussions on Meeting Quiz on types
Meetings types of different types of guides, case of meetings
meetings meetings, case studies
studies
2 Organizing  Organize Practice Meeting Practical test
Meetings different types organizing guides, on organizing
of meetings meetings, organization meetings
discussions on templates
meeting
protocols
3 Travel Outline the Research travel Travel Assignment
Information  types of information, guides, on travel
and Services information and discussions on  booking information
services travel software
required for arrangements
travel
4 Travel Outline Practice booking Booking Practical test
Procedures procedures for travel software, on travel
making travel arrangements, travel guides procedures
arrangements discussions on
travel
procedures
5 Managing Manage Practice Scheduling Practical test
Appointments appointments scheduling and software, on managing
for an managing appointment appointments

executive using appointments,
electronic or discussions on

books
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Human
Resource
Management

Employee
Recruitment
and
Orientation

Employee
Training and
Development

Performance
Appraisal

Review and
Assessment

manual
systems

Describe the

different

scheduling tools

Discussions on

functions of the HR functions,

Human
Resource
Management
office

Outline

Practice

procedures for preparing job
descriptions and templates,
recruitment and conducting mock interview

employee

orientation

Describe the
importance of
employee
training and
development

Explain the
process and
importance of
performance
appraisal

Review of key
concepts and
assessment

interviews

Group
discussions on
training
methods, case
studies on
successful
training
programs

Role-playing
performance
appraisal
scenarios,
discussions on
appraisal
methods

Review games,
mock
assessments

HR

Assignment

managementon HR
case studies on guides, case functions
HR management studies

Job
description

guides

Training
program
guides, case
studies

Appraisal
forms,
performance
guides

Review
worksheets,
past quizzes

Practical test
on
recruitment
and
orientation

Assignment
on training
and
development

Role-play
assessment
on
performance
appraisal

Term 2 exam






Term 3: Human Resource Management

Wee
k

Topics

Functions of
the Human
Resource
Management
Office

Duties of a
HR Clerk

Employee
Recruitment
and
Orientation

Employee
Training and
Development

Objectives

Describe the
functions of the
Human
Resource
Management
office

Identify the
duties and
attributes of a
clerk in the
Human
Resource
Management
office

Outline
procedures for
employee

recruitment and

orientation

Describe the
importance of
employee
training and
development

Activities Resources Assessment
s (Projects
etc)
Discussions on HR Assignment

HR functions, management on HR
case studies on guides, case functions

HR studies

management

Practice HR records Practical test
maintaining management on HR clerk
employee guides, duties
records, practice

discussions on scenarios

HR clerk duties

Practice Job Practical test
preparing job  description on
descriptions templates, recruitment
and conducting interview and

mock interviews guides orientation
Group Training Assignment
discussions on program on training
training guides, case and
methods, case studies development
studies on

successful

training

programs



5 Performance Explain the Role-playing  Appraisal Role-play

Appraisal process and performance  forms, assessment
importance of appraisal performance on
performance  scenarios, guides performance
appraisal discussions on appraisal

appraisal
methods
6 Employee Discuss the Discussions on Welfare Assignment

Welfare importance of employee program on employee
employee welfare guides, case welfare
welfare and programs, case studies
benefits studies on

effective
welfare
programs
7 Industrial Explain the Discussions on Labor law Quiz on

Relations importance of labor laws, guides, industrial
industrial case studies on industrial relations
relations industrial relations

disputes case studies
8 Conflict Describe Role-playing  Conflict Role-play

Resolution methods of conflict resolution assessment
conflict resolution guides, on conflict
resolution in the scenarios, role-play resolution
workplace group materials

discussions on
conflict
management
9 Legal and Discuss legal  Group Legal guides, Assignment

Ethical Issues and ethical discussions on case studies on legal and
issues related employment ethical issues
to Human laws and ethics,

case studies on



Resource legal issues in
Management HR

10 Review and Review of key Review games, Review Term 3 exam
Assessment concepts and mock worksheets,
assessment assessments  past quizzes



Form 5 Office Administration Lesson Plan
Term 1 (10 Weeks)

Section 9: Accounts and Financial Services

Wee Topics Objectives Activities Resources Assessment
k s
1 Role and Describe the Discussion on Case Quiz on
Functions of role and the role of studies, accounts
the Accounts  functions of  accounts office, articles office
Office the accounts case studies on functions
office in different
business business types
activities

2 Duties and Identify the Role-playing Role-play  Role-play
Attributes of a duties and exercises, materials, assessment
Clerk in the attributes discussion on  discussion
Accounts Office required for an necessary skills guides

accounts clerk and attributes

3 Documents Prepare and Practice filling Sample Practical test
Used in the interpret basic out pay slips, documents, on document
Accounts Office accounting invoices, and accounting preparation

documents cheques software

4 Resources in  Identify and  Hands-on Office Practical test
the Accounts  use resources activities with  equipment on using
Office found inan  calculators, samples office

accounts adding resources
office machines, and
accounting

software
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Types of
Financial
Institutions

Payment
Procedures

Interpreting
Bank
Statements

Reconciliation
of Bank and
Cash Book
Balances

Petty Cash
Records

Review and
Assessment

Distinguish
among
different types
of financial
institutions

Outline

Discussions on

banks, credit
unions,
insurance
companies

Practice writing

procedures for cheques,

making and
receiving
different types
of payments

Interpret
information on
bank
statements

Reconcile
bank
statements
with cash

book balances

Prepare and
maintain petty

making
electronic
transfers, and
using credit
cards

Exercises on
reading and

Avrticles,
internet
resources

Banking
forms,
payment
processing
software

Sample
bank

interpreting bank statements

statements and

entries

Practice
reconciliation
exercises

Practice
maintaining a

Accounting
software,
sample
statements

Sample
petty cash

cash records petty cash book, books,

filling out
vouchers

vouchers

Review of key Review games, Review

concepts and
assessment

mock
assessments

worksheets,
past quizzes

Assignment
on financial
institutions

Practical test
on payment
procedures

Quiz on bank
statement
interpretation

Practical test
on
reconciliation

Practical test
on petty cash
records

Term 1 exam






Term 2 (10 Weeks)

Section 10: Procurement and Inventory Management

Wee Topics Objectives Activities Resources Assessment
k s
1 Functions of Describe the Discussions on Case Quiz on
the functions of the procurement  studies, procurement
Procurement procurement  processes, articles functions
Office office in a case studies
business

2 Duties of a Identify the Role-playing  Role-play Role-play

Purchasing duties and exercises, materials, assessment
Clerk attributes discussions on discussion
required fora necessary guides
purchasing skills and
clerk attributes
3 Procedures for Outline Practice Sample Practical test
Purchasing procedures for preparing documents, on
Goods and purchasing purchase procurement purchasing
Services goods and orders, software procedures
services requisitions
4 Documents Prepare and Practice filling Sample Practical test
Used in interpret out requisition documents, on document
Procurement procurement  forms, order  procurement preparation
documents forms software
5 Importance of Explain the Group Articles, case Assignment
Inventory importance of discussions on studies on inventory
Management inventory inventory management

management in management
a business techniques
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Maintaining

Maintain stock

Stock Records records using

Centralized vs.

Decentralized
Inventory
Systems

Inventory
Control
Methods

Legal and
Ethical Issues
in
Procurement

Review and
Assessment

manual and
electronic
methods

Differentiate
between

centralized and

decentralized
inventory
systems

Describe
methods of
inventory

control such as

LIFO, FIFO,
AVCO

Discuss legal
and ethical
issues in
procurement

Review of key
concepts and
assessment

Practice
maintaining
stock cards,

using inventory

management
software

Case studies
on inventory

Stock cards, Practical test

inventory
software

Case
studies,

systems, group articles

discussions

Practice
exercises on
inventory
control
methods

Case studies
on
procurement
ethics, group
discussions

Inventory
software,
sample
datasets

Case
studies,
articles

Review games, Review

mock
assessments

worksheets,
past quizzes

on
maintaining
stock records

Quiz on
inventory
systems

Practical test
on inventory
control
methods

Assignment
on legal and
ethical issues

Term 2 exam



Term 3 (10 Weeks)

Section 11: Sales, Marketing and Customer Service

Wee
k

Topics Objectives

Functions of the Describe the

Sales, functions of
Marketing, and these
Customer departments
Service

Departments

Duties of a Sales Identify the

Clerk duties and
attributes
required for a
sales clerk

Documents Prepare and

Used in Sales
and Marketing

interpret sales
and marketing

documents
Types of Distinguish
Discounts among different

types of

discounts

Activities

Case
studies,
articles

Discussions
on the roles
of sales,
marketing,
and customer
service

Role-playing Role-play
exercises, materials,
discussions discussion
on necessary guides
skills and

attributes

Practice
filling out
quotations,
invoices, and software
marketing

materials

Sample

Discussions Articles,

on trade, internet
cash, resources
quantity

discounts

Resources Assessments

Quiz on
department
functions

Role-play
assessment

Practical test

documents on document
, marketing preparation

Assignment on
types of
discounts



5 Customer
Service Skills

6 Corporate

7 Marketing
Strategies

8 Sales
Techniques

9 Legal and
Ethical Issues in
Sales and
Marketing

10 Review and

Identify Role-playing Role-play
essential skills customer materials,
for effective service articles
customer scenarios,
service group
discussions
Outline the Discussions Articles,
Communications functions of the on corporate case
corporate image studies
communications management,
clerk media
relations
Develop and Group Marketing
implement projects on  software,
marketing creating project
strategies marketing materials
campaigns
Demonstrate  Role-playing Role-play
effective sales sales materials,
techniques scenarios,  articles
discussions
on sales
strategies
Discuss legal Case studies Case
and ethical on sales and studies,
issues in sales marketing articles
and marketing ethics, group
discussions
Review of key Review Review

Assessment

concepts and
assessment

games, mock worksheets

assessments

Practical test
on customer
service skills

Assignment on
corporate
communication
S

Group project
assessment

Practical test
on sales
techniques

Assignment on
legal and
ethical issues

Term 3 exam



, past
quizzes



Form 3 Principles of Accounts Lesson Plan

Term 1: Introduction to Principles of Accounts and The Classified Balance Sheet

various types of business types articles

business

organizations

Wee Topics Objectives Activities  Resources Assessment
k s (Projects
etc)
Concept of  Explain the Discussions on Articles, Quiz on
Accounting  concept of what videos on  accounting
accounting accounting is, accounting concepts
role-playing as concepts
accountants
Purpose of  State the Case studies Case Assignment
Accounting  purpose of on different studies, on the
accounting businesses, business purpose of
discussions on articles accounting
the importance
of accounting
Users of Identify the users Group Stakeholder Quiz on users
Accounting  of accounting discussions,  profiles, of accounting
Information  information and role-playing articles information
their needs different
stakeholders
Types of Outline the Research and Business Presentations
Business distinguishing  presentations organization on business
Organizations features of on different charts, types



Main
Financial
Statements

The
Accounting
Cycle

Accounting

Identify the main Discussions on Sample

financial
statements
prepared by

income
statements,
balance

various business sheets, and

organizations

Describe the

accounting cycle

with its
diagrammatic

representations

Outline the

Concepts and concepts and

Conventions conventions that

Role and
Impact of

Accounting

guide the
accounting
process

Assess the role
and impact of
Technology in technology on
the accounting

process

Introduction to Explain the
the Classified concept of a

Balance
Sheet

balance sheet
and identify its

components

cash flow
statements

Diagram
drawing and
explanation of
the accounting
cycle

Group
discussions,

financial
statements

Accounting

cycle
diagrams

Articles,
accounting

case studies on textbooks

different
accounting
concepts

Research on
accounting
software,
discussions on
the use of
technology in
accounting

Discussions on
balance sheet
components,
drawing
sample
balance sheets

Articles on
technology
in

accounting

Sample
balance
sheets,
accounting
textbooks

Quiz on
financial
statements

Diagram
labeling
activity

Quiz on
accounting
concepts and
conventions

Assignment

on the impact
of technology
in accounting

Quiz on
balance sheet
components
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Constructing Construct a

a Simple simple balance
Balance sheet
Sheet

Practice
constructing
balance sheets
with provided
data

Accounting
worksheets

Balance
sheet
construction
activity



Term 2: Books of Original Entry and Ledgers and the Trial Balance

Wee
k

Topics

Uses of
Books of

Objectives

Explain the

uses of books of the importance

Original Entry original entry

Source
Documents

and Books of related to books
Original Entry of original entry

Recording
Transactions

Cash and
Credit
Transactions

Discounts

|dentify source

documents

Use source

documents to
make entries
into books of
original entry

Distinguish
between cash
and credit
transactions

Distinguish
between trade
and cash
discounts,

Resources Assessment
s (Projects
etc)

Activities

Discussions on Accounting Quiz on uses

textbooks, of books of
of books of examples of original entry
original entry,  books
examples of
different types
Practice Sample Matching
matching source source activity on
documents to documents, source
the appropriate books of documents
books of original original entry
entry
Practice Accounting Transaction
recording worksheets recording
transactions activity
using sample
source
documents
Role-playing Articles, Quiz on cash
cash and credit accounting and credit
transactions, textbooks transactions
discussions on
the differences
Practice Accounting  Assignment
calculating and worksheets, on discounts
recording articles



discounts different types of
allowed and discounts

discounts
received

Balancing the Balance the Practice Cash book Cash book

Cash Book cash book and balancing cash templates, balancing
interpret the books with accounting  activity
balances sample data worksheets

Introduction Identify the Discussions on Accounting Quiz on

to Ledgers  different types ledgers and textbooks, ledgers and
of ledgers and accounts, ledger accounts

describe the drawing sample templates
different classes ledger formats
of accounts

Posting from Post Practice posting Accounting Posting
Books of transactions transactions worksheets, activity
Original Entry from books of  with provided ledger

original entry to data templates

the general

ledger and

subsidiary

ledgers
Balancing Balance and Practice Accounting Trial balance
and Closing close accounts, balancingand worksheets, preparation
Accounts use the closing trial balance activity

balances to accounts, templates

prepare the trial preparing a trial

balance balance
Uses and Outline the uses Group Articles, Quiz on trial

Limitations of and limitations discussions on accounting balance uses
the significance textbooks



the Trial of the trial of the trial and
Balance balance balance limitations



Term 3: Preparation and Analysis of Financial Statements of the Sole-Trader

Wee Topics Objectives Activities  Resources Assessment
k s (Projects
etc)

1 Purpose of  Explain the Discussions on Atrticles, Assignment
Preparing purpose of the importance case studies on the
Financial preparing of financial purpose of
Statements financial statements for financial

statements business statements
decision-makin
g

2 Methods of List methods of Practice Inventory Inventory
Inventory inventory (stock) calculating worksheets, calculation
Valuation valuation and inventory using accounting activity

calculate closing FIFO, LIFO, textbooks
inventory and AVCO
methods

3 Effect of Assess the effect Case studies Case Assignment
Inventory of different on the impact studies, on inventory
Valuation on methods of of inventory articles valuation and
Profit inventory valuation on profit

valuation on profit profit

4 Closing Prepare closing Practice Accounting Journal entry
Journal journal entries preparing worksheets, preparation
Entries closing journal journal activity

entries with templates
provided data

5 Components |dentify the Discussions on Sample Quiz on
of Financial components of the income financial financial
Statements the financial statement and statements, statement

statements components



balance sheet accounting
components  textbooks

Trading and Draw up the Practice Accounting Trading and
Profit and trading and profit preparing worksheets, profit and loss
Loss Account and loss account trading and templates  account

to determine profit and loss preparation

gross profit or accounts with
loss and net profit sample data

or loss
Effect of Net Show the effect Discussions on Articles, Quiz on the
Profit or Loss of net profit or the impact of accounting effect of profit
on Capital loss on capital profit or loss ontextbooks  orloss on
owner's equity capital
Using Ratios Use ratios to Practice Ratio Ratio
to Determine determine the calculating and calculation calculation
Business performance interpreting worksheets, activity
Performance (profitability) of  profitability articles
the business ratios
Preparing Prepare Practice Accounting Balance
Classified classified balance preparing worksheets, sheet
Balance sheets in vertical balance sheets templates  preparation
Sheets style with provided activity
data
Review and Review of key Review games, Review Term 3 exam
Assessment concepts and mock worksheets,

assessment assessments past quizzes






Form 4 Principles of Accounts Lesson Plan

Term 1: End of Period Adjustments

Wee
k

Topics

Objectives

Prepayment Explain why
adjustments are for prepaid
made to financial expenses and example

s and
Accruals

Accrued
Expenses
and
Revenues

Bad and
Doubtful
Debts

statements

Prepare journal
entries for
accrued
expenses and
revenues

Distinguish

doubtful debts

Depreciation Explain the

Methods

nature of

depreciation and
calculate annual

depreciation
expenses

Activities

Resources Assessments

Journal entries Accounting

advanced
revenues

textbooks,

transactions

Journal entries Accounting

and ledger
accounts for
accrued
expenses and
revenues

textbooks,
example
transactions

Journal entries Accounting
between bad and for writing off textbooks,

bad debts and
creating
provision for
doubtful debts

Calculating
depreciation
using
straight-line
and reducing
balance
methods

example
transactions

Depreciation

calculation
worksheets

(Projects etc)

Quiz on
prepayments
and accruals

Quiz on
accrued
expenses and
revenues

Assignment on
bad and
doubtful debts

Depreciation
calculation
tasks
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Provision for Prepare journal
Depreciation entries and

Adjusted
Financial
Statements

End of
Period
Adjustments
Review

Practical
Application
of
Adjustments

Mock Exam

Term

Assessment assessment of all covering all

ledger accounts
for provision for
depreciation

Prepare financial

statements after
adjustments

Review of all
topics covered

Application of
knowledge
through case
studies and
practical
scenarios

Mock exam to
test
understanding
and application
of end of period
adjustments

Comprehensive

Journal entries Accounting

and ledger textbooks,
accounts for example
provision for  transactions
depreciation

Preparing Financial
adjusted statement
financial templates,
statements worksheets
from given

data

Review Review

activities and worksheets,
discussions on past quizzes
end of period

adjustments

Case studies Case study
on businesses materials
requiring end

of period

adjustments

Mock exam on Exam
end of period papers,

adjustments  answer
sheets

Term exam Exam
papers,

topics

Practical test
on provision for
depreciation

Financial
statement
preparation
tasks

Comprehensiv
e review quiz

Case study
analysis and
reports

Mock exam
results and
feedback

Term exam
results and
feedback



topics covered in answer
Term 1 sheets



Term 2: Control Systems

Wee
k

Topics

Need for
Control
Systems

Types of
Control
Systems

Errors in
Accounting

Suspense
Accounts

Objectives Activities = Resources Assessments
(Projects etc)

Explain the Discussions on Accounting Quiz on the

need for control the importance textbooks, need for

systems of control articles control
systems in systems
accounting

Identify common Discussions on Accounting Assignment on

control systems common textbooks, types of
control articles control
systems: systems
Suspense
Accounts,
Control

Accounts, Bank
Reconciliation

Distinguish Identifying and Error Practical tasks
between errors correcting identification on error
affecting and not different types worksheets correction
affecting the trial of errors

balance

Explain the Journal entries Accounting Practical tasks
need for for the textbooks, on suspense
suspense correction of  example accounts

accounts and  errors using transactions
prepare journal suspense
entries accounts
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Control
Accounts

Bank
Reconciliatio
n Statements

Control
Systems
Review

Practical

Explain the

Preparation of Accounting Practical tasks

purposes of sales and textbooks, on control
control accounts purchases example accounts

and prepare ledger control transactions

sales and accounts

purchases

ledger control

accounts

Explain the Preparation of Bank Practical tasks
need for bank  bank statements, on bank
reconciliation reconciliation  cash book reconciliation
statements and statements examples

prepare them

Review of all Review Review Comprehensiv

topics covered

Application of

Application of knowledge

Control
Systems

Mock Exam

through case
studies and
practical
scenarios

Mock exam to
test
understanding
and application
of control
systems

activities and  worksheets, e review quiz
discussions on past quizzes
control systems

Case studies Case study Case study
on businesses materials analysis and
requiring reports
control systems

Mock exam on Exam Mock exam

control systems papers, results and
answer feedback
sheets



10 Term Comprehensive Term exam Exam Term exam

Assessment assessment of covering all papers, results and
all topics topics answer feedback
covered in Term sheets

2



Term 3: Incomplete Records

Wee
k

Topics Objectives

Single Entry State the

Records meaning and
limitations of
single entry
records

Statement Prepare opening

of Affairs  and closing
statements of
affairs from
incomplete
records

Conversion Convert from

to Double single entry

Entry recording to
double entry
recording

Calculation Calculate

Activities Resources Assessments
(Projects etc)

Discussions on Accounting Quiz on single
single entry textbooks, entry records
recording and articles

its limitations

Preparation of Example Practical tasks
opening and  transactions, on statement of

closing statement  affairs
statements of templates
affairs

Converting Accounting Practical tasks
single entry textbooks, on conversion
records to example

double entry  transactions

Exercises on Example Practical tasks

of Missing missing figures in calculating transactions, on calculating

Figures Trading and
Profit and Loss
Accounts

Preparation Prepare final

of Final accounts from
Accounts  incomplete
records

missing figures calculation  missing figures
using markup, worksheets

margin, and

stock turnover

Preparation of Example Practical tasks
Trading, Profit transactions, on final

and Loss final account accounts
Account, and templates

Balance Sheet

from



incomplete

records
6 Incomplete Review of all Review Review Comprehensive
Records topics covered  activities and worksheets, review quiz
Review discussions on past quizzes
incomplete
records

7 Practical Application of Case studies Case study Case study

Application knowledge on businesses materials analysis and
of through case with reports
Incomplete studies and incomplete
Records practical records
scenarios
8 Mock Exam Mock examto  Mock exam on Exam Mock exam
test incomplete papers, results and
understanding  records answer feedback
and application sheets
of incomplete
records
9 Term Comprehensive Term exam Exam Term exam
Assessment assessment of all covering all papers, results and
topics covered in topics answer feedback
Term 3 sheets
10 CXC Exam Focused revision Practice Past exam Practice exam
Preparation and practice exams, review papers, results,
exams in sessions study guides feedback

preparation for
CXC



Form 5 Principles of Accounts Lesson Plan

Term 1: Sections 11 to 12

Wee
k

Topics Objectives Activities Resources Assessmen
ts (Projects
etc)

Accounting for Identify essential Discussion on  Textbook, Quiz on

Co-operative features of different types of Case types of
Societies Co-operatives  Co-operatives  studies Co-operative
s

Types of Explain the Group Textbook, Presentation
Co-operatives methods of presentations on Articles on and peer

raising capital for capital raising  Co-operativ review

a Co-operative methods es
Raising Prepare journal Journal entry Accounting Workbook
Capital for entries to record exercises software, exercises
Co-operatives capital Workbook
Income Prepare the Case study on  Case study Case study
Statement for Income Co-operative materials, analysis
Co-operatives Statement financials Financial

showing statements

distribution of

surplus
Balance Prepare the Practice Balance Textbook, Workbook
Sheet of Balance Sheet of Sheet Workbook exercises

Co-operatives a Co-operative  preparation

Review and Review sections Comprehensive Textbook, In-class test
Practice on Co-operatives exercises Past papers
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Accounting for Identify essential

Non-Trading

features and

Organizations specific

Income

objectives of
non-trading
organizations

Prepare Income

Statement for Statements for

Non-Trading

non-trading

Organizations organizations

Balance
Sheet for
Non-Trading

Prepare Balance
Sheets for
non-trading

Organizations organizations

Review and
Assessment

Comprehensive
review and
assessment of
term’s topics

covering all
topics

Discussions on  Textbook,
differences Articles
between trading

and non-trading
organizations

Income Textbook,
Statement Workbook
exercises

Practice Balance Textbook,

Sheet Workbook

preparation

Mock exam Past

covering all papers,

topics from term Mock exam
materials

Quiz on
non-trading
organization
s

Workbook
exercises

Workbook
exercises

Mock exam



Term 2: Sections 13 to 14

Wee Topics Objectives Activities Resources Assessment
k s (Projects
etc)
Manufacturing Identify and Discussion Textbook, Quiz on
Accounts explain the and exercises Workbook manufacturing
elements of on accounts
manufacturing manufacturing
accounts accounts
Preparation of Prepare Practice Textbook, Workbook
Manufacturing Manufacturing exercises on Past papers exercises
Accounts Accounts preparing
Manufacturing
Accounts
3 Payroll Identify and Discussion on Articles, Quiz on
Accounting  explain the payroll Textbook payroll
components of processing accounting
payroll
accounting
4 Preparation of Prepare Payroll Exercises on Textbook, Workbook
Payroll Accounts payroll Workbook exercises
Accounting preparation
5 Payroll Understand Group Articles, Presentation
Systems and payroll systems presentations Software and peer
Procedures  and their on different ~ demonstration review
importance payroll S

systems
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Review of

Comprehensive Group

Manufacturing review of
manufacturing and practice

and Payroll
Accounting

and payroll
accounting

discussions

tests

Introduction to Understand the Introduction

the

requirements

session on

School-Based and structure of SBA

Assessment
(SBA)

the SBA

SBA Research Conduct

and Data
Collection

SBA Analysis
and Report
Writing

SBA
Finalization
and
Presentation

research and

collect data for

SBA

Analyze data
and begin
writing SBA
report

Finalize and
present SBA
report

requirements

Library
session, data
collection
exercises

Report writing
workshop

Presentation
of SBA
findings

Past papers,
Textbook

SBA
guidelines,
Project
examples

Library
resources,
Online
databases

Report
templates,
Past SBA
reports

Presentation
tools, Report
templates

In-class test

SBA proposal
submission

Submission of
research and
data
collection

Draft
submission of
SBA report

Final
submission
and
presentation
of SBA report



Term 3: Comprehensive Review and CXC Preparation

Wee Topics Objectives Activities Resources Assessment
k s (Projects
etc)
1 Review of Key Review and Group Textbook, Quiz on key
Concepts reinforce key  discussions, Past papers concepts

concepts from Q&A sessions
sections 11-14

2 Practice Practice with  Timed practice Pastexam Timed
Papers and  past exam exams, peer  papers, practice
Past Exam papers and marking Answer keys exams
Questions questions
3 Focus on Identify and Targeted Diagnostic  Diagnostic
Weak Areas focus on weak revision tests, test analysis
areas based on sessions Revision
practice exams materials
4 Mock Exams Conduct mock Mock exams  Exam Mock exam
exams under scripts, Past review and
exam conditions papers feedback
5 SBA Refine and Individual Feedback Final
Refinement improve SBA consultations forms, SBA submission of
based on and feedback guidelines SBA
feedback sessions
6 Time Teach effective Workshops on Articles on  Workshop
Management time time exam participation
and Exam management management, strategies,
Strategies and exam exam Workshops

strategies techniques
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Intensive
Revision
Sessions

Exam
Techniques
and Final
Preparations

Review
Sessions

Final
Preparations

Intensive
revision
sessions
focusing on
high-weight
topics

Final
preparations
and exam
techniques

Review key
areas and
address
last-minute
concerns

Group study
sessions,
revision
workshops

Simulation
exams,

last-minute tips

Open Q&A
sessions,
teacher-led
reviews

Ensure students Relaxation

are fully
prepared for
CXC exams

techniques,
final tips and
strategies

Revision

guides, Past

papers

Exam tips
articles,
Simulation
materials

Revision
notes, Q&A
resources

Relaxation
techniques
materials,
Final tips

In-class
assessments

Final mock
exam

Participation
in review
sessions

CXC
examination
readiness
check



Form 3 Principles of Business Lesson Plan

Term 1
Wee Topic Objectives Activities Resources Assessments
k (Projects etc)
Wee Nature of Understand  Group Articles, videos Quiz on
k1 Business the concept  discussions on business business
and on different  concepts concepts
importance of types of
business businesses
Wee Types of Identify Comparative Textbooks, Assignment on
k2 Economic different types analysis of  internet economic
Systems of economic  various resources systems
systems and economic
their systems

characteristics

Wee Functions of a Explain the Case studies Case study

Group project

k 3 Business main functions on different  materials, on business
of a business business textbooks functions
functions
Wee Business Discuss the  Role-playing Articles on Role-play
k4 Ethics and importance of scenarios on business assessment
Social ethics and ethical ethics
Responsibility social dilemmas
responsibility
in business
Wee Entrepreneurs Define Interview with Guest speaker, Report on
k5 hip entrepreneurs a local articles on entrepreneurs

hip and its role entrepreneur, entrepreneurs hip

in business group hip
development discussions



Wee The Role of  Explain how Analysis of Government Quiz on
k6 Governmentin government government publications, government

Business policies affect policies and internet policies
business their impact resources
operations on
businesses
Wee Business Understand  Drawing and Organizational Assignment on
k7 Structure different types comparing  chart business
of business organizational templates structures
structures charts of
different
business
structures

Wee The Global Discuss the  Case studies Case study Group

k8 Environment impact of on materials, presentation
globalization international internet on
on business  businesses, resources globalization
discussions
on global
trade

Wee Technology in Explain the Demonstratio Technology =~ Assignment on

k9 Business role of ns of various articles, videos business
technology in  business technology
modern technologies,
business discussions
on
technological
advancement
S
Wee Revision and Review key Revision Past papers, Term 1 exam
k 10 Assessment concepts games, group review

discussions, worksheets



covered in the mock
term assessments



Term 2

Week

Wee
k1

Wee
k2

Wee
k3

Wee
k 4

Wee
k5

Topic

Production

Factors of
Production

Types of
Production

Levels of
Production

Productivity

Objectives

Define
production and

Activities

Group Articles,
discussions on videos on

its importance in different types production

business

Identify and
describe the
factors of
production

Differentiate
between
primary,
secondary, and
tertiary
production

Explain the
different levels
of production

Define

productivity and

methods to
improve it

of production

Case studies on Case study
different materials,
businesses and textbooks
their production

factors

Comparative  Textbooks,
analysis of internet
various resources
production

types

Discussions on Case study
small-scale vs. materials,
large-scale articles
production,

case studies

Resources Assessment

s (Projects
etc)

Quiz on
production
concepts

Group project
on factors of
production

Assignment
on types of
production

Quiz on
levels of
production

Group activities Productivity =~ Assignment
to measure and measurement on improving

improve
productivity

tools, articles productivity



Wee
k6

Wee
k7

Wee
k8

Wee
k9

Wee
k 10

Specializatio Discuss the

n

Division of
Labor

Quality
Control

concept of
specialization
and its benefits

Explain the

division of labor

and its impact
on production

Role-playing
activities to
demonstrate
specialization

Group

Articles on
specialization

Articles,

discussions and videos on
activities on the division of
division of labor labor

Understand the Case studies on Case study

importance of

quality control

quality control in processes in

production

Revision and Review key
Assessment concepts

covered in the
term

Term 2 Exam Assess

students'
understanding
and knowledge
of the topics
covered

businesses

Revision
games, group
discussions,
mock
assessments

Written exam

materials,
textbooks

Past papers,
review
worksheets

Exam papers

Role-play
assessment

Quiz on
division of
labor

Group project
on quality
control

Term 2 exam

Term 2 exam
results



Term 3

Week Topic Objectives Activities Resources Assessment
s (Projects
etc)
Wee Marketing Understand the Group discussions Articles, Quiz on
k1 principles of  on marketing videos on marketing
marketing concepts, case  marketing principles
studies on
successful
marketing
campaigns
Wee Market Explain the Conduct a simple Market Market
k2 Research importance of market research research research
market project, tools, report
research discussions on  textbooks

different market
research methods

Wee Marketing Understand the Group activities to Marketing mix Assignment

k3 Mix components of create a templates, on marketing
the marketing marketing mix for internet mix
mix (4 Ps) a product resources

Wee Product Life Describe the  Case studies on Case study  Quiz on

k4 Cycle stages of the  products at materials, product life
product life different stages of textbooks cycle
cycle the life cycle,

group discussions

Wee Pricing Understand Role-playing Articles on  Role-play

k5 Strategies different pricing activities on pricing assessment
strategies and setting prices for strategies
their products,

applications



Wee Distribution Explain the

k6 Channels different
channels of
distribution

Wee Promotion

Understand the Discussions on

discussions on
pricing strategies

Group activities to Distribution
create distribution channel
plans for products, diagrams,
case studies on  textbooks
distribution
strategies

Promotional
various materials,
promotional videos

techniques, group
activities to create
promotional
materials

Role-playing Articles on

effective sales activities on sales sales
techniques and scenarios,

techniques

their impact on discussions on

k7 role of
promotion in
marketing
Wee Sales Discuss
k 8 Techniques
business
Wee Customer Explain the
k9 Service importance of
customer
service
Wee Revision  Review key
k 10 and Final concepts
Exam

successful sales
techniques

Group discussions Customer

on customer service
service, guides,
role-playing videos
activities on

handling customer
complaints

Revision games,
group review

worksheets

Past papers,

Assignment
on distribution
channels

Quiz on
promotion
techniques

Role-play
assessment

Assignment
on customer
service

Final exam



covered in the discussions, mock
term assessments

Form 4 Principles of Business Lesson Plan



Term 1: Business Finance

Wee Topics Objectives Activities Resources Assessment
k s (Projects
etc)
1 Role of Describe the  Class discussion Textbook, Short essay
Commercial role of on the functions Articles on on the
Banks commercial of commercial Banking importance of
banks banks commercial
banks
2 Services Outline the Group Bank Group
Offered by services presentations on brochures, presentations
Commercial offered by different services Online and peer
Banks commercial provided by resources  reviews
banks commercial
banks
3 Functions of List the Lecture on the Central Bank Quiz on the
the Central functions of Central Bank's publications, functions of
Bank the Central role and its Video lecture the Central
Bank functions Bank
4 Relationship Describe the Case study Case Case study
Between relationship  analysis on the studies, report
Central Bank between the interaction Textbook
and Central Bank between Central
Commercial and Bank and
Banks commercial commercial
banks banks
5 Personal Outline ways Workshop on Budgeting  Personal
Income used by budgeting and  tools, budget plan
Management individuals to personal Financial
manage financial planning

planning guides



personal

income
6 Sources of Identify Research projectFinancial Research
Short-term sources of on various institution project report
and short-term and financing options websites,
Long-term long-term available for Textbooks
Financing financing businesses and
individuals
7 Saving vs. Differentiate = Debate on the Articles on  Written
Investment  between advantages and savings and debate

saving and disadvantages ofinvestments summary
investment saving vs.
investing

8 Role of the Explain the Simulation of Stock market Simulation

Stock Market role of the stock market simulation  report and
stock market trading tools reflection
9 Review and  Review all Interactive Q&A Previous Mock test
Revision topics covered session, group notes and
discussions resources

10 Assessment Summative Written exam Exam papers Formal
assessment of written exam
Term 1 topics

Term 2: Role of Government in an Economy

Wee Topics Objectives Activities Resources Assessments
k (Projects etc)



Responsibilitie Outline the Discussion on Government Short essay

s of responsibilities the roles of publications, on
Government  of government government in Textbooks government
in an economy different responsibilities
economic
systems
Environmental ldentify ways by Group project Case Group project
Protection by  which business on studies, report

Businesses could protect  environmental Online
the environment initiatives by  articles

local
businesses
Consumer Describe Role-play on Consumer Role-play
Protection measures used consumer protection reflection
Measures by governments rights and laws,
to protect protection laws Textbooks
consumers
Government  Identify ways by Lecture on Regulatory Quiz on
Regulation of  which regulatory body government
Business government bodies and websites,  regulation
Activity regulates their functions Textbooks
business activity
Purposes of  State the Class Taxation Short essay
Taxation purposes of discussion on guides, on the
taxation the different  Textbooks purposes of
types and taxation
purposes of
taxes
Types of Taxes Distinguish Group activity Tax Group activity

between direct to categorize resources, report
Textbooks



and indirect different types

taxes of taxes
7 Forms of Distinguish Debate on the Articles on Written debate
Taxation between effectiveness tax systems, summary
progressive, of different Textbooks
regressive, and forms of
proportional taxation
taxation

8 Government  Outline forms of Case study Government Case study

Assistance to assistance analysis on program report
Businesses offered by government  details,
government to  support Textbooks
businesses programs for
businesses
9 Social Services Evaluate the Research Government Research
Provided by  impactonthe projectonthe websites, project report
Government  country with social services Textbooks
respect to social available in the
services country
provided by
government
10 Review and Review all Interactive Previous Mock test
Revision topics covered Q&A session, notes and
group resources
discussions

Term 3: Production, Marketing, and Finance

Wee Topics Objectives Activities Resources Assessment
k s (Projects
etc)



Introduction
to
Production

Types of
Production

Marketing
Concepts

Market
Research

Product Life
Cycle

Advertising
and
Promotion

Financial
Managemen
t

Explain the
production
process in
businesses

|dentify
different types
of production

Describe the
basic concepts
of marketing

Conduct basic
market
research

Explain the
stages of the
product life
cycle

|dentify
different

Class discussion Textbooks,

on production
methods and
processes

Group

Production
case studies

Textbooks,

presentations on Online
various types of resources

production

Lecture on the
marketing mix
and strategies

Practical activity

on designing
and conducting

a market survey

Case study
analysis on
products at
different stages

of their life cycle

Group activity to

create an

advertising and advertising

promotional
strategies

Describe the
principles of
financial
management

campaign for a
product

Lecture on
financial
planning and
control

Marketing
textbooks,
Articles

Market
research
tools,
Textbooks

Case studies,
Textbooks

Advertising
guides,
Textbooks

Financial
management
textbooks,
Articles

Short essay
on production
processes

Group
presentations
and peer
reviews

Quiz on
marketing
concepts

Market
research
report

Case study
report

Group activity
report

Quiz on
financial
management
principles



8 Budgeting Create and Practical Budgeting Budget plan

manage workshop on tools, and reflection
budgets fora budget Textbooks
business preparation and
management
9 Financial Interpret basic Practical activity Financial Financial
Statements financial on reading and statement statement
statements analyzing examples, analysis
financial Textbooks report
statements
10 Review and Review all Interactive Q&A Previous Mock test
Revision topics covered session, group notes and
discussions resources

Form 5 Principles of Business Lesson Plan

Term 1: Sections 8 and 9 - Role of Government in an Economy & Social Accounting and
Global Trade

Wee Topics Objectives Activities Resources Assessment
k s (Projects,
Tests, etc.)



Role of Understand the Discussion on  Textbook, Short essay

Government different roles  the roles of Government on the role of
inan and functions of government, reports government
Economy governmentin case studies on

an economy government

interventions

Types of |dentify and Group activities Articles, Group
Government explain various on different News presentation
Interventions forms of types of clippings  on types of

government interventions, interventions

interventions in presentations
the economy

Economic Understand Lectures and Textbook, Quiz on
Policies fiscal and discussions on  Online economic
monetary fiscal and resources policies
policies and monetary
their impact policies
Social Explain the role Case studies Government Case study
Services of social and discussions publications analysis
services on social
provided by the services
government
Government Understand Activities on Budget Create a
Revenue and government budget creation, reports, mock
Expenditure budgeting, revenue and Textbook  government
revenue expenditure budget

sources, and  analysis
expenditure

Public Sector Identify and Discussions and Textbook, Essay on
Enterprises  explain the role case studies on Case public sector
studies enterprises



7 Privatization

8 Social
Accounting

9 Global Trade

10 Trade

of public sector
enterprises

Understand the
concept and
implications of
privatization

Understand the Activities on

concept and
importance of
social
accounting

Understand the
principles of

public sector

enterprises
Debate on Articles,
privatization Textbook
advantages and
disadvantages

Textbook,
social Case
accounting studies
practices and its
impact

Discussions on Trade
global trade, reports,

global trade and analysis of trade Textbook
its impact on the policies

economy

|dentify major

Organizations global trade

organizations
and their roles

Research and  Online
presentation on resources,
WTO, IMF, Articles
World Bank

Debate
participation

Report on
social
accounting
practices

Quiz on
global trade

Presentation
on global
trade
organizations

Term 2: Section 9 - Social Accounting and Global Trade & Section 10 - Regional and
Global Business Environment

Wee Topics
k
1 Trade
Policies

Objectives

Understand the Group
various trade
policies

Activities

Textbook,

Resources Assessment

s (Projects,
Tests, etc.)

Short essay

discussions on Government on trade

trade policies  reports

policies



Import and
Export

Trade
Barriers

Balance of
Payments

Regional
Integration

Globalization

International

Trade

Agreements

implemented by
governments

Understand the
concepts of

and their
impacts

Activities on
analyzing

import and exportimport and

and their
importance

Identify and
understand
different types of
trade barriers

Understand the
balance of
payments and its
components

Understand the
concept of
regional
integration and
its benefits

Understand the
impact of
globalization on
businesses and
economies

Understand the
role and impact
of international
trade
agreements

export data

Discussions on
tariffs, quotas,
and non-tariff
barriers

Activities on
balance of
payments
analysis

Trade
reports,
Textbook

Textbook,
Articles

Data analysis
project

Quiz on trade
barriers

Government Essay on

reports,
Textbook

Case studies on Textbook,
Case studies on regional

CARICOM,
NAFTA, EU

Discussions

Articles,

and debates on Textbook

globalization
impacts

Research and

presentation on resources,

major trade
agreements

Online

Articles

balance of
payments

Group project

integration

Debate
participation

Presentation
on trade
agreements



8 Exchange Understand Activities on Financial Quiz on

Rates exchange rates analyzing reports, exchange
and their impact exchange rate Textbook rates
on trade and fluctuations
business
9 Trade and Understand the Discussions on Articles, Essay on
Development relationship how trade Textbook trade and
between trade  affects development
and economic  development,
development case studies
10 Revision and Review all topics Revision All resources End of term
Assessment covered inthe  activities, mock used during exam
term and assess exams the term

understanding

Term 3: Section 10 - Regional and Global Business Environment & Comprehensive
Review

Wee Topics Objectives Activities Resource Assessment
k s s (Projects,
Tests, etc.)
1 Business Understand the  Discussions on Textbook, Short essay
Environment elements of the internal and Articles on business
business external environment
environment and business
their impact environments

2 Competitive Understand the  Case studies on Business Case study

Environment competitive competitive reports, analysis
environment and strategies Textbook
strategies

businesses use



Technology Understand the
and Business role of technology on technology

Ethical Issues Understand the

in Business

Corporate
Social

Responsibility corporate social
responsibility and

Business and Understand the

Group activities Online

in business and itsintegration in

impact

ethical issues

businesses face

and their
importance

Understand the

concept of

its impact

Environment impact of
business activities business

on the
environment

business

Discussions on
business ethics,

case studies

Activities on

CSR practices,

case studies

Discussions on

sustainable

practices, case

studies

Business and Understand global Group

Global Issues issues affecting
business such as
climate change,
globalization, and

Revision and Review all topics

trade

Mock Exams covered and

prepare for mock

exams

discussions on

global issues
and business
responses

Revision

activities, mock

exams

resources,
Articles

Articles,
Textbook

Business
reports,
Textbook

Articles,
Textbook

Online
resources,
Articles

All
resources
used
during the
year

Group
presentation
on
technology in
business

Essay on
business
ethics

Project on
CSR
initiatives

Report on
sustainable
business
practices

Group project
on global
business
issues

Mock exams



10

Feedback

and Targeted on mock exams

Review and targeted
review of weak
areas

Final Conduct final

Assessment assessments and

and Project complete
comprehensive
projects

Provide feedback Personalized

All

review sessions resources
based on mock used

exam
performance

Final exams,

submission of
comprehensive

projects

Form 3 Information Technology Lesson Plan

Term 1: Fundamentals of Hardware and Software

Wee
k

Topic Objectives

Introduction Understand the
to Computer major functions

Systems of a computer
system
Hardware Explain the

Components functions of
major hardware
components

Activities

Discussion on

during the
year

All
resources
used
during the
year

Personalized
revision plans

Final exams
and project
submission

Resources Assessmen

Computer

computer systemsystem

components

Hands-on

diagrams

Hardware

identification of samples

hardware
components

t

Quiz on
computer
system
components

Practical test
on

identifying
hardware



Storage Describe the Lab activities on Storage Worksheet

Devices characteristics  using storage  device on storage
and uses of devices samples devices
primary and
secondary

storage devices

Input and Explain the uses Demonstrations Inputand  Quiz on

Output of various input  of input and output input and
Devices and output output devices device output
devices samples devices

Data Storage Explain how data Exercises on Binary, octal, Worksheet

and are stored and  data hexadecimal on data
Manipulation manipulated representation  charts storage
within the and manipulation
computer
System Distinguish Case studies on Software Quiz on
Software between system different types of samples, types of
software and software case studies software
application
software
Operating Explain the Demonstrations Operating  Worksheet
Systems functions of an  of different system on operating
operating system operating interfaces  system
systems functions

Processing Explain different Discussions on Articles on Quiz on

Modes types of batch, real-time, processing processing
processing and online modes modes
modes processing



9

10

User
Interfaces

Distinguish

Review and Review of key

Assessment concepts and
assessment

Hands-on

between types of activities with
user interfaces

different user
interfaces

Review games,
mock
assessments

GUI, Practical test
command on user

line interfaces
interfaces

Review Term 1 exam
worksheets,

past quizzes

Term 2: Problem-Solving and Program Design

Wee

1

2

3

4

Topic
k

Steps in

Objectives

Outline the

Problem-Solvi steps in

ng

problem-solvi
ng

Activities

Exercises on
problem
identification
and solution
proposal

Decomposition Decompose a Exercises on

and
Algorithms

Variables and
Constants

Data Types

simple
problem and
develop
algorithms

Distinguish
between
variables and
constants

Use
appropriate
data types

breaking down
problems and
creating
flowcharts

Activities on
identifying
variables and
constants in
problems

Exercises on
selecting data
types for

Resources Assessment

Problem-solvi Quiz on

ng guides

Algorithm
worksheets,
flowchart
tools

Variable and
constant
charts

Data type
charts

problem-solvin
g steps

Assignment on
problem
decomposition

Quiz on
variables and
constants

Worksheet on
data types



10

Algorithm
Representatio
n

Control
Structures

Testing
Algorithms

Top-Down
Design

Simple
Problem
Solutions

Review and
Assessment

Identify ways
of
representing
algorithms

Use control
structures in
algorithms

Test
algorithms for
correctness

different
scenarios

Practice
creating
pseudocode
and flowcharts

Activities on
using if-then,
if-then-else,
loops in
pseudocode

Exercises on
constructing
and using trace
tables

Use top-down Group projects

design
approach to
problem-solvi

ng

Develop
algorithms to
solve simple
problems

on applying
stepwise
refinement to
problems

Hands-on
activities on
writing and
testing
algorithms for
basic problems

Review of key Review games,

concepts and
assessment

mock
assessments

Pseudocode
guides,
flowchart
symbols

Control
structure
guides

Trace table
templates

Top-down
design
guides

Algorithm

development

tools

Review
worksheets,
past quizzes

Assignment on
algorithm
representation

Quiz on control
structures

Assignment on
algorithm
testing

Group project
report

Practical test
on
problem-solvin

g

Term 2 exam



Term 3: Program Implementation

Wee Topic Objectives Activities Resources Assessment
k

1 Programming Distinguish Discussions on Programming Quiz on

Languages between different language programming
low-level and generations of charts languages
high-level programming
programming languages
languages

2 Program List the Exercises on  Program Worksheet on

Development sequence of creating source development program

Steps steps code, guides development
associated compiling, steps
with linking, and
implementing executing
a program programs

3 Programming Explain Activities on Programming Quiz on

Concepts commonly identifying and terminology = programming
used terms correcting guides concepts
and concepts syntax and
in logic errors

programming

4 Data Declare Hands-on Programming Practical test
Declaration  elementary activities on language on data
data types and declaring and manuals declaration
variables initializing

variables in a
program



Data
Manipulation

Control
Structures

Arrays and
Lists

Program
Testing

Program

Manipulate
data using
programming
constructs

Use control
structures in
programs

Manipulate
data in arrays
and lists

Perform
checks and
tests on
programs to
verify
correctness

Write

Documentatio documented

n

programs

Exercises on
reading from
and writing to
variables,
performing
arithmetic
operations

Activities on
implementing
if-then,
if-then-else,
and looping
constructs in
programs

Exercises on
declaring,
reading from,
and writing to
arrays

Activities on
debugging
programs and
using trace
tables

Exercises on
adding

comments and

creating user
manuals for
programs

Programming
exercises

Control
structure
guides

Array
manipulation
guides

Debugging
tools, trace
table
templates

Documentatio
n guides

Assignment
on data
manipulation

Practical test
on control
structures

Assignment
on arrays and
lists

Practical test
on program
testing

Assignment
on program
documentatio
n



10 Reviewand Review of key Review games, Review Term 3 exam
Assessment concepts and mock worksheets,
assessment assessments past quizzes

Form 4 Information Technology Lesson Plan



Term 1

Wee Topics Objectives Activities Resources Assessment
k s
1 Introduction to  Understand the Lecture, Group Textbook, Quiz on
Data basic concepts  Discussion Internet basic
Communication and terminology Resources concepts
s and Networks associated with
data

communications
and networks

2 Types of Differentiate Research Textbook, Presentation
Networks and  between various Project on Internet on network
Transmission  types of networks types of Resources types
Media and transmission networks,

media Group
Presentations

3 Internet, Explain the Case Studies, Textbook, Written
Intranet, and differences and Practical Computer Assignment
Extranet uses of Internet, Demonstration Lab on case

Intranet, and studies
Extranet

4 Internet Learn about Hands-on Computer Practical

Concepts e-mail, Activities, Lab, Test on
newsgroups, Internet Internet Internet
Telnet, FTP, Browsing usage
WWW, web
browsers, and
e-commerce

5 Data Security  Understand Lecture, Textbook, Quiz on data
Measures measures to Security Security  security

secure data and Software measures



6 Misuse of
Information
Technology

7 Hardware and
Software for
Specific
Applications

8 Technological
Trends

9 Impact on Job
Skills and
Careers

10 Rolesof IT
Personnel

Term 2

Wee Topics

maintain data
integrity

Outline ways
information can
be misused

Describe
appropriate
hardware and
software for
specific
applications

|dentify and
describe current
and emerging
technological
trends

Assess the
impact of IT on
job skills and
careers

Describe roles of Career Day,
various personnel Role-Playing

in
computer-related
professions

Objectives

Software

Demonstration

Group Textbook,
Discussion, Case

Case Analysis Studies

Practical Textbook,
Sessions, Internet
Group

Research

Research Textbook,
Project, Group Internet,
Discussions

Essay on
misuse of
information

Report on
hardware
and software
requirements

Presentation
on

Technology technological

Magazines trends

Guest Lecture Textbook,
from IT Guest
Professional, Speaker
Class
Discussion
Textbook,
Career
Resources

Activities

Reflective
Essay

Quizon IT
professions

Resources Assessment

]



Data vs.
Information

Characteristics

of Information
Processing

Sources of
Data

Methods of
Validation and
Verification

File
Organization
and Access
Methods

Choosing File
Organization
Methods

Automation
and Process
Control

Distinguish
between data

and information

Explain
characteristics

and functions of

information
processing

Identify sources

of data in
specified

application areas

Describe
methods of
validation and
verification of
data

Explain various
methods of file
organization and

access

Select

appropriate file
organization for

specific
applications

Understand
forms of
information

processing like

Lecture, Group Textbook,

Discussion,
Examples

Practical
Examples,
Group
Discussion

Research,

Group Projects

Hands-on
Validation and
Verification
Exercises

Lecture,
Practical

Demonstration

Case Studies,
Group
Discussions

Practical
Sessions,
Guest Lecture

Worksheet
S

Textbook,
Computer
Lab

Textbook,
Internet

Textbook,
Computer
Lab

Textbook,
Computer
Lab

Textbook,
Case
Studies

Textbook,
Guest
Speaker

Quiz on data
VS.
information

Written Test

Project
Report on
data sources

Practical Test

Quiz on file
organization
methods

Case Study
Analysis

Reflective
Essay



8

9

10

Information
Retrieval and
Management

Commercial
and Industrial
Data
Processing

Review and
Examination

Term 3

Wee

1

2

k

Topics

Basics of
Wordprocessin

g

Advanced
Wordprocessin
g Features

automation and
process control

Explain
information
retrieval and
management
processes

Learn about

industrial data
processing

Review all topics

Practical
Activities,
Research

Textbook,
Computer
Lab

Case Studies, Textbook,
commercial and Group Projects Internet

Revision

Past

covered in Term Sessions, Mock Papers,

2

Objectives

Learn the basic
features of
wordprocessing
software

Use advanced
features like
tables, graphics,
and mail merge

Exam

Activities

Hands-on
Practice,
Tutorials

Practical
Exercises,
Tutorials

Revision
Guides

Resources

Computer Lab,
Wordprocessin
g Software

Computer Lab,
Wordprocessin
g Software

Project
Report

Presentation

Term
Examination

Assessmen
ts

Practical
Test

Project on
Advanced
Features



Introduction to
Presentation
Software

Creating
Effective
Presentations

Introduction to
Web Page
Design

Advanced Web
Page Design
Techniques

Integrating
Multimedia
Elements

Designing
Professional
Documents

Understand basic Hands-on Computer Lab,

functions of
presentation
software

Learn to create
effective
presentations
using various

tools and features

Understand basic

concepts of web
page design

Learn advanced
web design
techniques
including HTML,
CSS, and
JavaScript

Integrate
multimedia
elements into
documents,
presentations,
and web pages

Learn to design
professional
documents and
presentations

Practice, Presentation
Group Software
Work

Practical Computer Lab,
Exercises, Presentation
Group Software
Projects

Lecture, Computer Lab,
Hands-on Web Design
Practice  Software
Practical Computer Lab,
Exercises, Web Design
Group Software
Work

Practical Computer Lab,
Sessions, Multimedia
Group Software
Work

Practical Computer Lab,
Exercises, Various

Group Software
Projects

Practical
Test

Group
Presentation

Practical
Test

Project on
Web Page
Design

Practical
Test

Project
Report



9 Finalizing and Review and Peer Computer Lab, Final Project

Reviewing finalize Review, Various Submission
Work documents, Teacher Software
presentations, Feedback

and web pages

10 Review and Review all topics Revision Past Papers, Term

Examination covered in Term 3 Sessions, Revision Examination
Mock Guides
Exam

Form 5 Information Technology Lesson Plan

Term 1: Sections 7 & 8 - Spreadsheets and Database Management

Wee Topics Objectives Activities Resources Assessment
k s (Projects
etc)



Introduction to Understand
Spreadsheets the purpose

Data Entry
and
Formatting

Formulas and
Functions

Charts and
Graphs

Advanced
Formulas and
Functions

Introduction to Understand

Database
Management

Overview of
spreadsheet
and use of software,

spreadsheets

Enter and Practice data

format data in

a spreadsheet cells (font, color,
borders)

Use basic Hands-on

formulas and practice with

functions in  formulas (SUM,

spreadsheets AVERAGE, etc.),
understanding
cell references

Create and Creating various

interpret charts types of charts

and graphs (bar, line, pie)
from and interpreting
spreadsheet data visually
data

Use advanced Practice with

functions (IF, advanced
VLOOKUP, functions,
etc.) conditional
formatting
Overview of
the basics of database

databases and concepts,
their uses

introduction to
basic features,
and navigation

entry, formatting

introduction to

Computer  Practical

lab with exercises on
spreadsheet navigating
software spreadsheets

Sample data Formative

sets, assessment
computer  on data entry
lab and formatting

Spreadsheet Quiz on basic

software formulas and
tutorials functions
Sample Project:
datasets, Create a chart
chart from given
examples data

Spreadsheet Quiz on

software, advanced
online functions
tutorials

Computer Practical

lab with exercises on
database basic
software



10

Data
Organization
and Storage

Queries and
Reports

Database
Security and
Integrity

Review and
Consolidation

database
management
systems

Organize and Practice creating Sample

store data

tables, defining database

effectively in a fields, and setting templates

database

Generate
queries and
reports to
retrieve
specific
information

Understand
methods to
maintain
database
security and
data integrity

Review all

topics covered, discussions,

consolidate
learning

primary keys

Hands-on Database
practice with software
creating queries tutorials
and generating

reports

Overview of Online
database security resources
measures,
practice with data security
validation

techniques

Group Review
revision
exercises, S
practical
application of
knowledge

database
concepts

Formative
assessment
on table
creation

Project:
Create a
query and
generate a
report

Quiz on
database

on database security and

integrity

End of Term

sheets, past assessment
assessment covering all

topics

Term 2: Sections 7 & 8 - Spreadsheets and Database Management (continued)

Wee
k

Topics

Objectives

Activities

Resources Assessment

s (Projects
etc)



Review of
Term 1

Complex

Recap key
concepts from
Term 1

Create

Spreadsheets complex

spreadsheets
with multiple
worksheets

Data Analysis Use data

Tools

Spreadsheet
Automation

Advanced
Database
Queries

Database
Forms and
Interfaces

analysis tools
in
spreadsheets

Automate
tasks using
macros

Write
advanced

queries using
SQL

Create
user-friendly
forms and
interfaces for
database
interaction

Review sessions, Summary

discussions on
practical
applications

Practice linking
worksheets,
advanced
formatting

Practice with
tools like pivot
tables, data
filtering, and
sorting

Introduction to
macros,
recording and
editing macros

Hands-on
practice with
complex SQL
queries

Designing and
creating forms,
customizing
interfaces

Diagnostic
notes from assessment
Term 1 on Term 1

content

Spreadsheet Project:

software, Create a

online complex

tutorials spreadsheet

Online Quiz on data

tutorials on  analysis tools

data analysis

tools

Computer  Project:

lab with Create a

spreadsheet macro to

software automate a
task

SQL Quiz on

tutorials, advanced

database SQL queries

software

Database Project:

software Design a

tutorials database form
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Data Import Import and Practical
and Export exportdata  exercises on

between data
different import/export,
software handling different

applications file formats

Database Optimize Overview of
Optimization database optimization
performance techniques,

and efficiency practice with

indexing and

normalization

Case Studies Analyze Group
inIT real-world discussions on
Applications case studies of case studies,
IT applications identify key
learning points

Review and Review all Group
Consolidation topics discussions,
covered, revision
consolidate  exercises,
learning practical
application of
knowledge

Computer  Formative
lab, sample assessment

datasets on data
import/export
Online Quiz on

resources on database
database optimization
optimization techniques

Case study Case study
materials analysis
project

Review End of Term

sheets, past assessment

assessments covering all
topics

Term 3: Sections 7 & 8 - Spreadsheets and Database Management (continued)

Wee
k

Topics Objectives Activities

Resources Assessment
s (Projects
etc)



Review of
Term 2

Spreadsheet
Collaboration

Database
Integration

Data Privacy
and Ethics

Advanced
Spreadsheet
Projects

Recap key
concepts from
Term 2

Collaborate on
spreadsheets
using shared

Review
sessions,
discussions on
practical
applications

Practice with
sharing
spreadsheets,

and cloud-based using

tools

Integrate
databases with
other
applications

Understand
ethical issues
related to data
privacy and
security

Complete
advanced
spreadsheet
projects

cloud-based
tools for
collaboration

Practical
exercises on
integrating
databases with
other software
applications

Discussions on
data privacy
laws, ethical

handling of data privacy

Work on
real-world
spreadsheet
projects, apply
advanced
techniques

Summary Diagnostic

notes from assessment

Term 2 on Term 2
content

Cloud-base Project:
d Collaborative
spreadsheet spreadsheet

software task

Database Quiz on

software, database

integration integration

tutorials

Online Group project

resources on data

on data privacy and
ethics

Spreadshee Project:

t project Advanced
guidelines spreadsheet
project



6 Advanced Complete
Database advanced
Projects database

projects

7 IT Trends and Explore current
Future trends and
Directions future directions

inIT

8 Comprehensiv Comprehensive
e Review review of all

topics covered

9 Practical Skills Assess practical
Assessment  IT skills through

hands-on tasks

10 Final Exam Intensive
Preparation  preparation for

final exams

Work on Database Project:
real-world project Advanced
database guidelines database
projects, apply project
advanced

techniques

Researchon  Online Research
emerging resources, paperon IT

technologies, tech articles trends
discussions on
future IT

developments

Review Review Mock exams
sessions, mock sheets, past
exams, group  papers
discussions
Practical Computer Practical
exams, lab, skills
real-world tasks practical assessment
exam
guidelines
Review Review Final exams
sessions, sheets, past

practice exams, papers,
focus on exam exam tips
techniques









