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	1
	1
	Productivity Tools
	Word Processing
	By the end of the lesson, learners should be able to:
a. Explain the meaning and importance of word processing tools in communication.
b. discuss uses of word processors and discuss their role in offices and schools.
c. Appreciate the central role of word processing tools in modern document creation.
	Why are word processing tools important in document creation?
	In pairs/groups, learners brainstorm uses of word processors and discuss their role in offices and schools.
	Grade 10 ICT Curriculum Design.
Computers, projector, word processing software.
	Observation, oral questions.
	

	
	2
	Productivity Tools
	Word Processing
	By the end of the lesson, learners should be able to:
a. Identify and describe examples of word processing software.
b. Explore Microsoft Word, Google Docs and LibreOffice and describe their features.
c. Show curiosity and interest when exploring different word processing software options.
	Which word processing software do you know?
	In pairs/groups, learners explore Microsoft Word, Google Docs and LibreOffice and describe their features.
	Grade 10 ICT Curriculum Design.
Computers, internet, projector.
	Checklist, oral questions.
	

	2
	1
	Productivity Tools
	Word Processing
	By the end of the lesson, learners should be able to:
a. Create a simple text document using word processing software.
b. Observe a teacher demonstration and type a short document using word processing software.
c. Show confidence and accuracy when creating and saving a text document.
	How can we create a professional text document?
	In pairs/groups, learners observe a teacher demonstration and type a short document using word processing software.
	Grade 10 ICT Curriculum Design.
Computers, word processing software.
	Practical assessment.
	

	
	2
	2.0 Productivity Tools
	2.1 Word Processing
	By the end of the lesson, learners should be able to:
a. Apply basic text formatting including font, alignment and spacing.
b. Practise applying font formatting, text alignment and paragraph spacing.
c. Value correct text formatting as an essential element of professional document presentation.
	How does formatting improve a document?
	In pairs/groups, learners practise applying font formatting, text alignment and paragraph spacing.
	Grade 10 ICT Curriculum Design.
Computers, projector.
	Observation, practical work.
	

	3
	1
	Productivity Tools
	Word Processing
	By the end of the lesson, learners should be able to:
a. Insert images and tables into a word processing document.
b. Insert tables and images into documents applying correct sizing and placement.
c. Appreciate how tables and images enhance the clarity and visual appeal of documents.
	How can visuals improve documents?
	In pairs/groups, learners insert tables and images into documents applying correct sizing and placement.
	Grade 10 ICT Curriculum Design.
Computers, sample documents.
	Practical exercise.
	

	
	2
	Productivity Tools
	Word Processing
	By the end of the lesson, learners should be able to:
a. Use spell check and editing tools to improve the accuracy of documents.
b. Practice using spell check, auto-correct and editing tools on given documents.
c. Develop a quality-conscious habit of proofreading and editing all written documents.
	How do editing tools improve writing?
	In pairs/groups, learners practice using spell check, auto-correct and editing tools on given documents.
	Grade 10 ICT Curriculum Design.
Computers.
	Observation, oral questions.
	

	4
	1
	Productivity Tools
	Word Processing
	By the end of the lesson, learners should be able to:
a. Apply advanced formatting features including page layout, margins and styles.
b. Practise applying page layout settings, margins and paragraph styles to documents.
c. Value advanced formatting skills as essential for producing professional-quality documents.
	What makes a document look professional?
	In pairs/groups, learners practise applying page layout settings, margins and paragraph styles to documents.
	Grade 10 ICT Curriculum Design.
Computers, projector.
	Practical assessment.
	

	
	2
	Productivity Tools
	Word Processing
	By the end of the lesson, learners should be able to:
a. Create a complete formatted document such as a letter or report.
b. Produce formatted letters and reports applying all learnt word processing skills.
c. Show pride and attention to detail when producing a complete professionally formatted document.
	How can we present information clearly in documents?
	In pairs/groups, learners produce formatted letters and reports applying all learnt word processing skills.
	Grade 10 ICT Curriculum Design.
Computers, templates.
	Assignment.
	

	5
	1
	Productivity Tools
	Presentation Tools
	By the end of the lesson, learners should be able to:
a. Explain the meaning and purpose of presentation software.
b. Explore   real-life examples of presentations and discuss the purpose of presentation tools.
c. Appreciate presentation software as a powerful tool for communicating ideas clearly.
	Why do we use presentations to communicate ideas?
	In pairs/groups, learners brainstorm real-life examples of presentations and discuss the purpose of presentation tools.
	Grade 10 ICT Curriculum Design.
Computers, projector.
	Observation.
	

	
	2
	Productivity Tools
	Presentation Tools
	By the end of the lesson, learners should be able to:
a. Identify and describe examples of commonly used presentation software.
b. Explore PowerPoint and Google Slides and compare their features and uses.
c. Show curiosity and interest when exploring different presentation software platforms.
	Which presentation tools are commonly used today?
	In pairs/groups, learners explore PowerPoint and Google Slides and compare their features and uses.
	Grade 10 ICT Curriculum Design.
Computers.
	Oral questions.
	

	6
	1
	Productivity Tools
	Presentation Tools
	By the end of the lesson, learners should be able to:
a. Create slides for a presentation on a selected topic.
b. Observe a teacher demonstration and create slides applying layout and design principles.
c. Show creativity and organisation when designing presentation slides.
	How can slides help explain ideas clearly?
	In pairs/groups, learners observe a teacher demonstration and create slides applying layout and design principles.
	Grade 10 ICT Curriculum Design.
Computers.
	Practical assessment.
	

	
	2
	Productivity Tools
	Presentation Tools
	By the end of the lesson, learners should be able to:
a. Insert multimedia elements such as images, charts and videos into slides.
b. Add images, charts and multimedia elements to enhance slide presentations.
c. Appreciate how multimedia elements make presentations more engaging and informative.
	How do images and videos improve presentations?
	In pairs/groups, learners add images, charts and multimedia elements to enhance slide presentations.
	Grade 10 ICT Curriculum Design.
Computers, internet.
	Observation.
	

	7
	1
	Productivity Tools
	Presentation Tools
	By the end of the lesson, learners should be able to:
a. Apply slide transitions and animations to enhance presentations.
[bookmark: _GoBack]b. Practise adding and adjusting slide transitions and text animations.
c. Value appropriate use of transitions and animations to create engaging presentations.
	How can animations make presentations engaging?
	In pairs/groups, learners practise adding and adjusting slide transitions and text animations.
	Grade 10 ICT Curriculum Design.
Computers.
	Practical work.
	

	
	2
	Productivity Tools
	Presentation Tools
	By the end of the lesson, learners should be able to:
a. Use presenter tools effectively when delivering a slide presentation.
b. Practise presenting slides using presenter view, speaker notes and slide navigation.
c. Show confidence and technical skill when using presenter tools during a presentation.
	How can a presenter communicate confidently?
	In pairs/groups, learners practise presenting slides using presenter view, speaker notes and slide navigation.
	Grade 10 ICT Curriculum Design.
Computers, projector.
	Presentation assessment.
	

	8
	1
	Productivity Tools
	Presentation Tools
	By the end of the lesson, learners should be able to:
a. Deliver an interactive presentation on a topical issue to the class.
b. Present group projects on topical issues demonstrating all learnt presentation skills.
c. Show confidence, preparation and professionalism when delivering an audience presentation.
	How can presentations engage an audience?
	In pairs/groups, learners present group projects on topical issues demonstrating all learnt presentation skills.
	Grade 10 ICT Curriculum Design.
Computers, projector.
	Presentation, rubric.
	

	
	2
	Productivity Tools
	Presentation Tools
	By the end of the lesson, learners should be able to:
a. Evaluate the effectiveness of presentations using agreed criteria.
b. Conduct peer review of presentations using rubrics to identify strengths and areas for improvement.
c. Develop constructive and objective thinking when evaluating peer presentations.
	What makes a presentation effective?
	In pairs/groups, learners conduct peer review of presentations using rubrics identifying strengths and improvements.
	Grade 10 ICT Curriculum Design.
Computers.
	Peer assessment.
	

	9
	MID-TERM BREAK

	10
	1
	Productivity Tools
	Desktop Publishing
	By the end of the lesson, learners should be able to:
a. Explain the meaning and importance of desktop publishing in communication.
b. Brainstorm examples of publications such as brochures, posters and magazines.
c. Appreciate desktop publishing as a powerful tool for producing professional publications.
	How does desktop publishing improve publication quality?
	In pairs/groups, learners brainstorm examples of publications such as brochures, posters and magazines.
	Grade 10 ICT Curriculum Design.
Computers, projector.
	Observation.
	

	
	2
	Productivity Tools
	Desktop Publishing
	By the end of the lesson, learners should be able to:
a. Identify examples of desktop publishing software and describe their features.
b. Explore Publisher and Scribus and describe their key features and applications.
c. Show curiosity when exploring desktop publishing software platforms.
	Which software can be used for publishing documents?
	In pairs/groups, learners explore Publisher and Scribus and describe their key features and applications.
	Grade 10 ICT Curriculum Design.
Computers.
	Oral questions.
	

	11
	1
	Productivity Tools
	Desktop Publishing
	By the end of the lesson, learners should be able to:
a. Create simple publications such as posters using desktop publishing software.
b. Design posters applying layout, colour and text to create visually appealing publications.
c. Show creativity and attention to design detail when creating desktop publications.
	How can we design visually appealing publications?
	In pairs/groups, learners design posters applying layout, colour and text to create visually appealing publications.
	Grade 10 ICT Curriculum Design.
Computers, DTP software.
	Practical assessment.
	

	
	2
	Productivity Tools
	Desktop Publishing
	By the end of the lesson, learners should be able to:
a. Apply layout and design principles including alignment, colour and spacing.
b. Practise applying alignment, colour schemes and layout principles to publications.
c. Value consistent and well-planned layout as the foundation of professional publications.
	Why is layout important in publications?
	In pairs/groups, learners practise applying alignment, colour schemes and layout principles to publications.
	Grade 10 ICT Curriculum Design.
Computers.
	Observation.
	

	12
	1
	Productivity Tools
	Desktop Publishing
	By the end of the lesson, learners should be able to:
a. Create brochures and newsletters using desktop publishing software.
b. Design informative brochures applying all learnt layout and design principles.
c. Appreciate that brochures and newsletters are effective tools for communicating information.
	How can publications communicate information effectively?
	In pairs/groups, learners design informative brochures applying all learnt layout and design principles.
	Grade 10 ICT Curriculum Design.
Computers.
	Assignment.
	

	
	2
	Productivity Tools
	Desktop Publishing
	By the end of the lesson, learners should be able to:
a. Edit and improve publications by refining layout, graphics and text.
b. Revise and improve publication layouts and graphics to enhance overall design quality.
c. Develop a quality-focused approach to revising and improving desktop publications.
	How can we improve design quality?
	In pairs/groups, learners revise and improve publication layouts and graphics to enhance overall design quality.
	Grade 10 ICT Curriculum Design.
Computers.
	Checklist.
	

	13
	1
	Productivity Tools
	Desktop Publishing
	By the end of the lesson, learners should be able to:
a. Share and export desktop publications as PDF files for distribution.
b. Export completed desktop publications as PDF files ready for sharing.
c. Appreciate that exporting publications as PDFs ensures professional and accessible sharing.
	How can digital publications reach many people?
	In pairs/groups, learners export completed desktop publications as PDF files ready for sharing.
	Grade 10 ICT Curriculum Design.
Computers, internet.
	Observation.
	

	
	2
	Productivity Tools
	Desktop Publishing
	By the end of the lesson, learners should be able to:
a. Explain the role of desktop publishing skills in society and career opportunities.
b. Discuss real-life careers and contexts where desktop publishing skills are applied.
c. Appreciate that desktop publishing skills open pathways to valuable career opportunities.
	Where are desktop publishing skills used in real life?
	In pairs/groups, learners discuss real-life careers and contexts where desktop publishing skills are applied.
	Grade 10 ICT Curriculum Design.
Charts, projector.
	Oral questions.
	

	14
	END OF TERM EXAMS AND ASSESSMENTS



