	Teacher’s Name:  Ticey Little

	Domain: Career Preparedness                            

	Date Range:  January 06, 2025 – January 10, 2025

	ACOS Standard:  
9 – Use digital tools, including multimedia, to create, review, and revise authentic products.
9a – Utilize advanced features of word processing, including outlining, developing forms, tracking changes, hyperlinking, and mail merging. 

	Student Friendly Outcome:  
I CAN use digital tools, including multimedia, to create, review, and revise authentic products.

I CAN utilize advanced features of word processing, including outlining, developing forms, tracking changes, hyperlinking, and mail merging.

	

	Key Points:

· Templates: Understand how to use templates to streamline document creation and when to personalize template details.

· Formatting: Learn how to format text, including adjusting fonts, line spacing, and paragraph alignment to enhance document presentation.

· Hyperlinks: Recognize how to insert hyperlinks effectively to provide additional information or resources within a document.

· Tracking Changes: Explore how to track changes in documents for collaborative work and review processes.

· File Types: Familiarize with common file types related to word processing and their uses in different contexts.

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Winter Break
	Winter Break 
	Anticipatory Set
Guided Practice
Demonstration
Interactive Knowledge Checks
Hands-On Practice
Independent Practice



	Phase I: Before the Lesson
Instructional Strategy: Anticipatory Set
· Activity: Start the lesson with a discussion based on the introductory anecdote about John Steinbeck and his struggles with early typewriters. Ask students:

· "What are some challenges you think people faced before modern word processing tools?"

· "How has technology like Microsoft Word and Google Docs changed how we create documents today?"


	Student Engagement/Look Fors

Students provide verbal responses during the discussion, gauging their prior knowledge of word processing tools.
	Assess/Evaluate

Verbal discussion to assess prior knowledge.

	Phase II: During the Lesson

Instructional Strategy: Guided Practice
· Activity:

1. Demonstration: Show students how to utilize key features of Microsoft Word and Google Docs, such as:

· Using templates.

· Creating and editing outlines.

· Adding hyperlinks.

· Tracking changes and using macros.

2. Interactive Knowledge Checks: Embed formative assessments after each section. Example:

· Knowledge Check #1: "True or False: Microsoft Word and Google Docs only allow users to start with a blank document."

· Knowledge Check #4: "Which button do you use to move 'Alabama' to the right?"

3. Hands-On Practice: Students follow along, completing small tasks like adding a bullet list, hyperlink, or adjusting margins.


	Student Engagement/Look Fors
Students follow along, completing small tasks like adding a bullet list, hyperlink, or adjusting margins.


	Assess/Evaluate

Evaluate students’ performance through their responses to knowledge checks and completion of the guided tasks.



	Phase III: After the Lesson

Instructional Strategy: Independent Practice
· Activity: Assign a practical task where students create a business document using advanced word processing features. They must:

· Use a template to design the document.

· Format text (e.g., adjusting margins, changing fonts).

· Insert hyperlinks and headers/footers.

· Track changes or create a macro.


	Student Engagement/Look Fors

Students complete a business document using advanced word processing features.
	Assess/Evaluate

Collect and evaluate completed documents for:

Proper use of templates and formatting.

Correctly added hyperlinks, headers/footers, and tracked changes/macros.



	Lesson Modifications

	RTI/PST (Students who need more help): 

	Intervention

Below Level-Strategic
	On-Level
	Advanced

	· Use step-by-step guides with screenshots for each task.

· Pair below-level students with peers for collaborative learning (peer tutoring).

· Allow more time for hands-on practice and provide frequent check-ins.

· Focus on mastering basic features (e.g., formatting text, adding bullet points) before introducing advanced features like macros or tracking changes.
	  Provide guided practice with opportunities for independent exploration of advanced features.

  Use knowledge checks to reinforce understanding.

  Encourage students to ask questions and seek clarification during hands-on tasks.
	· Assign extension activities, such as creating a multi-page document with advanced formatting, custom styles, and automated features.

· Encourage independent exploration of features like mail merge, advanced macros, or collaborative tools in Google Docs.
· Let advanced students serve as peer mentors to assist others.

	Inclusion Notes: 



	Gifted Notes: 

	

	Lesson Extensions/Resources

	Homework:  

	Field Trips/Project:  

	· Materials: Career Preparedness textbook, ACCESS Career Preparedness course, smart board, computers with Microsoft Word and Google Docs access, printed or digital instructions for reference during guided practice.



	Reflections

	Lesson Improvement? 


	Outcome(s) met?


