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CHAPTER ONL

| LESSON NOTES PREPARATION IN BUSINESS SUBJECTS

‘\ , A. AXijani PA.D

| Introduction _

§ ~ Lesson notes preparation is the process of putting together all teaching
activities involved for effective teaching and leaming. A lesson note therefore,
| consists various activities expected to be performed by teacher and learners, the
| method of teaching and instructional materials to be used in a lesson. Lesson noie
preparation is an important tool for effective teaching as it serves as a guide n
presenting content that provides a suitable instructional environment for the
leamers. Lesson notes preparation brings about a standard instruction, logical and
sequential list of events of the lesson and time schedule for each activity. This
| suggests that quality of lesson note preparation will eventually leads to quality
lesson delivery.

A good lesson note involyes a number of important steps prepared in 2
Jearners logical orders to achieve the stated plans, Business education teachers are
required to communicate, teach, direct, motivate the learners and make a follow
up. It is necessary as a business teacher to make a careful inventory of available
teaching materials at his disposal. To be able to deliver a successful lesson
therefore, a business educator needs to take time to prepare adequately for a class
interm of the subject matter to be taught, instruction of materials, and methods of
instruction. Lesson notes should be written in the appropriate format, be suitable
and be able to achieve objectives.

|

B

L Types of Lesson - Notes ~
i ?"here are two commonly uscd formats of lesson notes preparation. They
‘are prose and tabular formats. In university education, emphasis in often laid on
‘thﬂeﬂtglzylar format. It is important that students should be acquainted with both
formats and they are advised to adopt tabular one in lesson notes preparation. It is
‘on this premise that this write up contains a detailed af_sg‘lialysis" of a tabular lesson
rmat. | g

al lesso es 2 parts.
- Preliminary information.
Jody of the lessbn}

il

Lok

! _tion: This fn"st-part of a lesson note is referred to as
ns some basic information about the student-
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Subject:

Business Studies

Lesson topic: Office Equipment
No of students in the class: 45
Average age of the students: 13 years

Date

Duration of the lesson:
Period of the lesson:
Behavioural objective :

should to

6" March, 2016

drawn on the cardboard and labeled.

¢ and Laptop.

demonstration method by showing the
ory how to use some of the office

11 be shown to the students

top and photocopy machine were

40 minules
6" period
At the end of the lesson, students

(2) Define office equipment
(b) List factors to be

considered when buying
office equipment

(c) Identify types of office
equipment

Previous knowledge: The learners have ideas about some of the office equipment
like Desk computer, Photostat machin
Instructional strategy: The teacher uses
students in the business education laborat
equipment. Various parts of equipment wi
Instructional materials: Desk computer, lap

Stagesof | Teachers activities Students Duration |
lesson activities J
Introductio | The teacher begins the lesson by The pupils pay Sminutes
n introducing office equipment such as altention
P Desk computer, Laptop computer,
5 Photocopier, Hilling cabinet, Stapling
: machine, Casli safe, Perforating
machine ,' . !
Step I The teacher gives examples of Pupils pay more Imunites |
Photocopy mdchine and computer and | attention and note ‘
E i their uses | \
Step i The teacher identifies factors to be Pupils pay Jmunites |
g considered when buying office adequate attention
; equipment as follows; Quality, time, and note
: price etc f
Step iii | The teacher lists the advantage of Pupils read and 2minutes
; office equipment as follows: (i) it write along with
saves time; (if) it promotes accuracy; the teacher
515 and (iii) it teejug:es mutilation
Stepiv T,.he teacher Highlights the | Pupils read along | 3minutes
disadvantages of the office equipment | with teacher and

| as follows: (i) it creates noise ; (ii)

note |
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b

high cost of maintenance :

Step v ﬁga?her displays on ﬂ‘F chalkboard, _Pupn]vs tpaydkgzilc ‘
Fen na e
the oftige GE sy cﬁiuc :;:::e:i?fsfe&::ndes
ut 1010 ma
compute;'.and p hotocoipy among the
equipment showil.

Evaluation | Teacher asks the following questions: Pupiis _rcspond

1. What are office equipments accordingly ;

2. Mention 5 advantages of Desk

computer

3. List 5 disadvantages
Summary | Teacher correct mistalkes and Pupils take note | 8minutes
and. sunmarizes the lesson as _ con'ection.
Conclusion | Office equipment are éssential to nade by teacher

functioning of office and they arc of | and copy notes

different types with different “from the

functions. They include: Computers, chalkboard

Photocopiers, Filling cabinets, cash ’

safes etc.
Home Teacher asks pupils to draw a Pupils copy down -| 2minutes [ '
work computer and label the parts assignment given ; ¢

Reference: Oyedeji, N.B. (2014). Aspects of Business education. Ilorin. Success

Educational Services, Ilorin. Page 46-48
Seme terms used in lesson notes preparation

(i) Aim: This is referred to as the purpose of the lesson and is what the teacher
sets out to achieve in the duration of the class. .

(ii) Belmviouralf objectives: These are the expected leaming outcomes which are
referred to as the specific, measurable and observable changes which take
place in'a learning experience. Behavioural objectives are those things
which learners are expected to have known, be able to do, etc. At the end
of ﬁ’lés’sé;jl' They are usually stated in behavioural terms.

(iii) Previous knowledge: This is sometimes referred to as the entry behaviour and
it refers to the Jearners’ | background knowledge about the topic to be
introduced to them. It assumies, in most cases, that learners have some
ideas or knowledge about the concept to be taught, either {rom previous
lessonor from experienceé in their day to day activities.

(iv) Inst\ruc’tio’ al strategy: This i'efers to the way or technique the teacher intends

i arry out a lesson. Specifically, it refers to those activities the

C T
‘expected to carry out during the course of the lesson. It could

is'e |
he teaching methods which the teacher intends to-use in a lesson.

B et
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“ Teacher personal appraisal *

Did the teacher have adequate knoWledge{of‘v-”the‘éubjéct‘f‘tauéht,?ﬂf‘j
Was the teacher confident in the teaching of the fopielh il W o
: Was the teacher voice audibleand clear? . A il Y
! Did the teacher teach with good English?. . A

-%

Did the teacher pronounce words clearly and accurate?

Was the teacher appearance neat and moderate? E

: It is belisved that the moment a teacher who prepared the lesson note
could find answers to these questions, the lesson note is said to be effective.

\

Conclusion , ot A _

\ The lesson note is an important work tool to facilitate effective teaching
ahd learning in the class room. Adequate lesson note preparation will in no little
measures contribute to the sucg_es_sful,lessgn delivery. Lesson should be explicit
enough and contain the general information on the three parts (preliminary, body
ahd conclusion) about the lesson to be taught. it

' This write up has presented a comprehensive
al_tention has been focused on a tabular formai
stholars of education in university system. . i

|

|
2
|

1

|

ple of a lesson plan. An
arose the attention of

§

Heview Question AR : 4
{. Describe a typical lesson plan '
2. Using a tabular format, . re
spccializatioﬁ which will incl\:g
(i) Basic or preliminary inform
(ii) Body of the lesson e
(iii)Conelusion. i
3. As a student teacher, what st
you have succeeded in the less
4. Highlight five importance of le
processes of business subjects.

' you take to determine whether
ry to the learners?
Btes in the teaching and learming

n, in idowu, A4 (eds). A guide

lishing company.

). Teaching practice: A guide for
Ld. ;

hod of teaching,

wLid

n [n. ldow; AL (eds) A
compaiy. SUNMGi,

rin. Qvinwela Fress
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