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	lesson
	TOPIC/SUB-TOPIC
	OBJECTIVES
	LEARNING ACTIVITIES
	LEARNING RESOURCES & REFERENCES
	REMARKS

	1
	                                                                       Reporting and Admissions

	2
	1
	Introduction to communication
	By the end of this lesson the trainee should be able to:
· Define terms and concepts used in communication
· Explain the purpose of communication
	-writing notes
-discussions
-question and answer interactions
	-white board
-laptop
-internet
-form 2 business studies course book

	

	
	2
	Introduction to communication
	by the end of this lesson the learner should be able to:
· Explain the essentials of effective communication
	-discussions
-writing notes
-question and answer interactions
	-white board
-laptop
-internet
-form 2 business studies course book

	

	3
	1
	Introduction to communication
	By the end of the lesson the trainee should be able to:
· Explain the role I.C.T in communication
	-discussions
-writing notes
-question and answer interactions
	-white board
-laptop
-internet
-form 2 business studies course book

	

	
	2
	Communication process
	By the end of the lesson the trainee should be able to:
· Describe the stages of communication process
· Identify barriers to effective communication
	-discussions
-writing notes
-question and answer interactions
-identifying barriers to effective communication
	-white board
-laptop
-internet
-form 2 business studies course book

	

	4
	1
	Communication process
	By the end of this lesson the trainee should be able to:
· Explain ways of overcoming barriers to effective communication
· Identify basic concepts of transmission and receipt of a message
	-writing notes
-discussions

	-white board
-laptop
-internet
-form 2 business studies course book

	

	
	2
	Communication process
	By the end of this lesson the trainee should be able to:
· Describe feedback mechanism in communication
· Explain ethical issues in communication
	-writing notes
-discussions
-demonstrating communication feedback mechanism 
	-white board
-laptop
-internet
-form 2 business studies course book

	

	5
	1
	Classification of communication
	By the end of this lesson the trainee should be able to:
· Explain various types of communication
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-form 2 business studies course book

	

	
	2
	Classification of communication
	By the end of this lesson the trainee should be able to:
· Explain the use of various types of communication
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-form 2 business studies course book

	

	6
	1
	Forms of communication
	By the end of this lesson the trainee should be able to:
· Explain the various forms of communication
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-form 2 business studies course book

	

	
	2
	Forms of communication
	By the end of this lesson the trainee should be able to:
· Discuss the advantages and disadvantages of each form of communication
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-form 2 business studies course book

	

	7
	1
	Channels of communication
	By the end of this lesson the trainee should be able to:
· Outline the various channels of communication in an organization
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-form 2 business studies course book

	

	
	2
	Channels of communication
	By the end of this lesson the trainee should be able to:
· Discuss the advantages and disadvantages of each channel of communication
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-form 2 business studies course book

	

	8
	1
	Official etiquette, protocol and diplomacy
	By the end of this lesson the trainee should be able to:
· Explain the meaning of etiquette, protocol and diplomacy
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-Online Articles

	

	
	2
	Official etiquette, protocol and diplomacy
	By the end of this lesson the trainee should be able to:
· Explain the importance of official etiquette 
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-Online Articles

	

	9
	1
	Official etiquette, protocol and diplomacy
	By the end of this lesson the trainee should be able to:
· Explain the accepted protocol and diplomacy
	-writing notes and listening
-discussions

	-white board
-laptop
-internet
-Online Articles

	

	
	2
	Writing skills
	By the end of this lesson the trainee should be able to:
· Determine how to use punctuation marks in a written document
· Explain the importance of courtesy in writing
	-writing notes and listening
-discussions
-using punctuation marks and applying courtesy in writing
	-white board
-laptop
-internet

	

	10
	                                                                               Continuous Assessment Test (CAT)

	11
	1
	Writing skills
	By the end of this lesson the trainee should be able to:
· Develop well-constructed paragraphs
· Explain how to write different types of essays
	-writing essays
-writing notes and listening
-discussions

	-white board
-laptop
-internet
-study guidelines-functional writing(eBook)
	

	
	2
	Writing skills
	By the end of this lesson the trainee should be able to:
· Determine how to write different functional writing
	-writing notes and listening
-discussions
-functional writing
	-white board
-laptop
-internet
-study guidelines-functional writing(eBook)
	

	12
	1
	summary
	By the end of this lesson the trainee should be able to:
· Explain the importance of summarizing
	-writing notes and listening
-discussions
-summarizing paragraphs
	-white board
-laptop
-internet
-IRD 100 notes
	

	
	2
	summary
	By the end of this lesson the trainee should be able to:
· Determine the steps in note taking when summarizing passages, reports and conversations.
	-discussions
-summarizing passages and reports
	-whiteboard
-laptop
	

	13
	                                                                   Revision for End Of Term Examinations

	14
	                                                                      End of Term Examinations and going for end of term break
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