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Roles of the Supervisor 

Who is a supervisor? 

A supervisor is responsible for the day-to-day performance of a small group of teachers. 

The supervisor has experience in what that group of teachers do, but is not necessarily 

better at it than everyone he/she supervises. The supervisor's job is to guide the group 

toward its goals, see that all members of the team are productive, and resolve problems as 

they arise.  

Over the years, the role of a supervisor has changed from ordering to asking;. From telling 

to listening and asking questions. From policing to coaching. From oneself to teamwork. 

From fear to mutual respect. 

This change has come about because it is now very clear that people are more productive 

if they are happy, motivated and upbeat. This takes place in an employee-friendly 

environment. They know that happy employees are productive employees. 

What a supervisor does 

o Defuses conflict (better working environment);  

o  Improves problem solving (better working relationship); and  

o  Improves the likelihood that the needs of both the employer and the 

employee will be met (empowerment and satisfaction). 

 

 

 

 

 

 

 

 

TIP: A good supervisor manages and supports their teachers in a way that helps 

them develop problem-solving skills. This helps them to think critically, prioritize 

tasks, and communicate effectively.  

 



  6  

General  Supervision ELT 

Roles of the supervisor 

 

Your role as a supervisor includes many functions. Some of these functions are crucial to 

you, but not necessarily to another person. This depends on a number of factors, like the 

tasks, the capabilities of your teachers, and your needs. 

Determining your most important supervisory functions helps you to understand your role 

and helps you to create an ideal vision of your job as a supervisor. 

*spend a few moments thinking about these questions:  

� Why do you consider the roles you chose important?  

� How do the roles you chose play out in your work as a supervisor?  

� Does anyone you know do all these roles all the time?  

After completing this activity, you should have created a picture of what you consider the 

ideal supervisor. 

Circle six to eight roles you consider most important 

Develop Motivate Empower 
Provide 

Feedback 
Reinforce 

Guide Set Goals Influence Support 
Develop 

problem-

solving skills 

Ensure Tasks 

are 

Completed 

Help Think 

Through 

Personal 

Problems 

Advise Correct 
Model 

Accountability 

Explain What 

to Do 

Tell What NOT 

to Do 
Confront Inspire Listen 

Direct Discipline Discuss Mentor 

Create or 

Maintain a 

Working 

Relationship 

Maintain 

Clear 

Performance 

Standards 

Advocate for 

your needs 
Reflect Discuss Observe 

Provide 

Perspective 

Share 

Expectations 
Praise   
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The vast and varied role of the Supervisor:  

 Clarifying both general and specific objectives of the study domain and showing 

the best ways of translating these objectives into behavioural situations. 

 Scheduling observation visits of teachers followed by conferences.  

 Establishing and maintaining positive relationships . 

 Helping teachers, and developing an understanding of the teaching program . 

 Ensure that the teacher receives appropriate career guidance and planning. 

 Helping teachers understand the supervisory role . 

 Clarifying the role of the teacher in the school.  

 Oversee the education of the teacher, act as their mentor and ensure that trainees are 

making the necessary clinical and educational progress 

 Providing necessary information for effective communication.  

 Provide the teacher with opportunities to comment on their training and on the 

support provided and to discuss any problems they have identified 

 Encouraging the teachers to be creative and innovative, and conduct pilot studies 

and educational researches ,as well as motivating them to be initiative in 

modernizing instructional and teaching methods. 

 Working with the Ministry and educational personnel in planning appropriate 

experiences for teachers.  

 Designing and preparing model preparations for teaching units, model lessons, 

tests and teaching aids, to guide the instructors in their practical performances. 

 Assisting with content oriented problems.  

 Assessing the curricula content to insure their validity, authenticity, relevance, and 

adaptability to the modern era and the community. 

 Assisting the teacher and student in continuous evaluation.  

 Writing professional recommendations for teachers using the appropriate formats. 

 Hold Review meetings at least at the beginning of every new school semester with 

heads of departments.  

 Inform the appropriate personnel of any significant problems that arise.  



  8  

General  Supervision ELT 

These are only some of the vast array of duties and educational supervisor is expected to 

do. 

Using the answers to the three previous questions *; try to identify some of the barriers 

you think may arise in your supervisory role on a daily bases. 

The barriers you just identified are real, not imagined. Don‘t feel bad that you can‘t be an 

ideal supervisor all the time—nobody can! An effective supervisor knows their own 

strengths and weaknesses and learns to use those strengths and weaknesses wisely in day-

to-day interactions with teachers.  

The first step to becoming an effective supervisor is to know your own strengths and 

weaknesses. Since you‘ve identified what you think an ideal supervisor is, and those 

things that happen that get in the way of being an ideal supervisor, spend a few moments 

thinking about what you need to overcome your barriers and improve your skills. 

Keep in mind: 

An ideal supervisor is different than an effective supervisor because most people cannot 

achieve their ideal vision on a daily basis because several obstacles arise. 

The supervisor will have many diverse roles to play some are: 

1) The leader: 

You should be fully aware of and competent in the most recent methods of educational 

technology, and how to apply them accurately, relevantly and effectively in the 

educational process. Develop teachers‘ efficacies, practically, and professionally in order 

to upgrade and update their classroom performances. Be capable of developing and 

updating curricula. Experiment modem and recently adopted educational methods Design 

creative programmes to cater for the specific needs of learners 

2) The Trainer: 

 

Discretely plan the needed training courses to encompass different levels of training, in 

addition to drawing relevant plans for implementing and assessing each accordingly well. 
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ust 

encompass ways of coping with their new educational environment. 

technology. 

3) The Evaluator: 

o Assess the school curriculum according to its ingredients, textbook, contents, 

o organization, objectives and practical implementation. 

o Evaluate all elements and dimensions of the educational situation. 

o Objectively evaluate the study-subject teachers‘ performance on scientific and objective 

bases. 

o Help teachers to effectively assess their pupils by using different assessment styles. 

o Evaluate pupils‘ achievement with the help of different assessment techniques, in order 

to improve it. 

4) The Researcher: 

 and thinking of 

relevant solutions to each. 

to benefit from and utilize in improving their performance in their classes. 

the problems they face in their work as practical solutions to substitute solutions that are  

not based on solid scientific grounds. 
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 related to field problems, to contribute in finding out 

practical solutions to them, and be a model to be followed by his I her fellow teachers in 

conducting procedural field researches and pilot studies. 

5) The Motivator: 

o Take the initiative in solving professional problems that might take place among 

staff teachers in their departments or with the school administrations, or vice versa. 

o  Elevate teachers‘ morale and lighten feelings of desperation, hopelessness, and job 

dissatisfaction.  

o Build up balanced humanitarian relationships with teachers.  

o Secure communication channels between different parts of the educational process, 

either in the same school, or in other schools he/she is supervising.  

o Encourage teachers to work co-operatively as one team, by utilizing modern 

educational technologies and participating in school activities, competitions, 

seminars, conferences. 

You as Supervisor will also have roles to play with school administration: 

o The technical supervisor represents the strong link between the supervision and the 

educational zone. 

o  The technical supervisor‘s job is complementary with the school principal as he/she 

represents the technical element in the educational process. 

o The technical supervisor offers his/her recommendations concerning the distribution 

of school timetable based on each teacher‘s, qualities, experiences and efficiencies. 

o The technical supervisor gives his/her say in solving the problems that might arise 

between any elements of the educational process, without any prejudice. 

o The technical supervisor gives a clear picture of teacher‘s performance in classes 

and during school activities, duly. 

o The technical supervisor gets the accurate data and information concerning the 

educational process from the school administration, now and then. 
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o The technical supervisor tasks part in planning, pursuing, and evaluating the school 

activates, relevant to his/her school subject, which are being organized by the school 

administrations. 

The relationship between the Supervisor and the senior supervisor: 

o The supervisor submits a comprehensive periodical plan of the tasks and activities 

to be achieved. 

o The  supervisor suggests suitable training courses for the teachers according to their 

needs. 

o The supervisor participates in implementing the training courses. 

o Prepares reports about the periodical test results and his/her suggestions for taking 

by the hands of the low-achievers therein. 

o The supervisor suggests the titles of books and references needed for both the 

libraries of the schools and the educational zone‘s. 

o The supervisor takes an active part in preparing teaching aids needed for his/her 

school subject. 

o The supervisor submits reports about the teachers of low achievements to the 

administration of his/her educational zone. 

o The supervisor suggests transferences of teachers among school, and distributes the 

experienced ones equally according to class densities, in addition to distributing 

newly recruited teachers on different schools. 

The relationship between the Supervisor and the school curriculum: 

o The technical supervisor pursues the application of new curricula and the field 

reactions thereof. 

o The technical supervisor fills in any gaps that might appear in the curricula during 

their application in the field. 

o The technical supervisor participates in the committees of authorizing, modifying, 

or reviewing the textbooks. 
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In the relational approach to supervision, there are four primary 

communication skills you could use:  

� Active Listening: Using skills such as body language, paraphrasing and asking 

clarifying questions to listen attentively and ensure understanding;  

� Self-Management: Setting aside emotional reactions and other listening blocks that 

can get in the way of hearing a worker‘s perspective;  

� Self-Awareness: Being conscious of assumptions and biases that lead to prejudging 

workers and others; and  

� Presenting the Problem: Using objective language to identify performance 

problems and hold workers accountable.  

As you develop a relational approach to supervision, the ―negative‖ aspects of supervision 

will actually produce more positive results because the number of disciplinary problems  

will decrease over time. 

In Summary the Supervisor 

 Provides dedicated time    * Listens 

 Gives constructive feedback   * Provides professional assessment 

 Complies with Governance arrangements * Respected by the trainee 

References 

http://www.mychox.net/oxpaeds/supervisor.php 

Referral registry of Washington State 

http://media.wiley.com/product_data/expert/53/0471151653.pdf 

 

 

 

 

 

 

http://www.mychox.net/oxpaeds/supervisor.php
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CLASSROOM OBSERVATION 

THE PURPOSE OF ASSIGNED CLASSROOM OBSERVATION is to SEE the 

various interpersonal interactions between the instructor, instructional aides if any, 

classroom volunteers and themselves; and those interactions occurring AMONG students 

in the classroom; and BETWEEN these students and the above named adults. Over time 

patterns of interaction that are complex in nature will emerge. These in turn will assist the 

student observer in his/her later work as a student teacher and a career teacher to 

understand accurately what classroom dynamics exist and how to impact them in the 

interest of high quality instruction.  

Steps in observation: 

1. Keep a log of your observations. Use a mental "brainstorming technique" when doing 

so: at first, write down everything, without screening what you see, hear, intuit: it is all 

food for learning.  

2.Become aware that your prior experiences, the novelty of your being in the observer 

role, your personal style, and your personal world view and biases will be reflected in your 

perceptions and log record. Get assistance in class with increased awareness of how you 

impose your own personal agenda on what you perceive. Try to step back and observe 

again, with an almost "empty" mind, i.e., "empty of your prejudgments." This may be 

difficult for you. It is for most of us. Group support by your peers is likely to help.  

3. Develop a system for your observations. You might do the following:  

*-Focus   one day‘s observation on the class as a whole. You might want to record every 

interaction    (or every-other if it moves too fast) between the teacher and the class, e.g., 

what is being asked, what general reaction occurs and what sub patterns seem to take 

place.  

Do this a number of times later on other days, too, to capture how the tone is set at the 

beginning of class. This will help you assess what the class climate is, and for whom. 
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[Noting the tone at the opening of class will be helpful in recalling the experience when 

discussing classroom management in a class.]  

*-focus on specific teacher activities: giving assignments, asking quizzes;  

*-focus also on the nonverbal behaviour of the teacher: does he/she move around, make 

contact by proximity [nearness], with individual students and groups of students? How 

does the teacher enact his/her relationships with students? Is there time for personal 

contact/ interaction? Is all instruction oriented to the "whole class," do some pupils obtain 

more attention than others, etc? 

*-focus on specific student activities while holding back any tendency to problem-solve 

how YOU would deal with such behaviours. You are observing to PERCEIVE what is 

going on. Such perceiving precedes BEHAVING in a certain (hopefully appropriate) way; 

and behaving over time precedes becoming the kind of teacher who effective in his/her is 

teaching in a way which engages students in their own learning.  

*-only after obtaining an awareness of the whole class, begin to focus on individual 

students. Track how they deal with BEING in class; and with defining themselves as a 

student in THIS class; remember that students are in school as INVOLUNTARY 

CLIENTS by state law: they have to attend school. The trick is to help them become 

voluntary clients, WHO WANT TO BE THERE AND WANT TO LEARN. This process 

is heavily influenced by the group process between students, and the external context 

which labels this class as "college prep," and that class as "basic/remedial" etc. These 

labels tend to influence expectations and behaviours of students and faculty alike. [It 

makes little difference how the grouping is labeled; the kids soon discover the code.]  

*-We tend to be shaped by "critical incidents" which engage our emotions as well as our 

minds. Pay particular attention to such incidents that touch you deeply. Write them down. 

Find a buddy, a trusted colleague with whom to discuss them. Don't repress them; you will 

be setting yourself on the path of denial which will impair your later functioning and 
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living as a teacher. [But keep the information CONFIDENTIAL; professionals do not 

"gossip" about students or colleagues.]  

4. Even though one classroom contains an enormous range of possible interactions and 

therefore opportunities for making decisions and interventions, some essential data can 

only be gathered outside the classroom: You have noted that student J. is frequently 

absent. J. avoids a conversation with you, and, as an observer, your role is limited. The 

classroom teacher indicates that the student will soon land in continuation school due to 

the absences. You want to find out more about the way the school deals with absences. 

You set out to discover some answers. You inquire who is in charge of attendance. You 

visit the attendance clerk and ask that the system be explained to you. You ask about your 

particular student as an example of how things work.  

You find out that the counselor has some attendance responsibilities, too. You find J.'s 

counselor and ask your questions--the general ones about attendance and the specific ones 

about J. You then ask about your responsibilities as a teacher: recordkeeping, informing 

(whom, and how?), getting help for the student, if possible, to encourage class attendance, 

conferences with parents, or whatever steps might be useful. Then find out what is being 

done, can be done, at the school to deal with absenteeism, as a discipline issue, as your 

own issue as a teacher wishing to reach all students. Go slow on all this, but use the cases 

of students as you become aware of them to discover how such situations are being 

managed, reflecting on how you would like to see them managed should you be assigned 

to teach the class.  

5.Get  to  know  the  school's special help personnel, beyond the counselors and the 

dean/vice principal in charge of  discipline. Most schools have access to a school 

psychologist, perhaps a school social worker, a mental  health  worker,  a drug / alcohol  

counselor,  a school nurse, special  education  staff  who  can  help  you  understand  a  

student's  special  learning  style, strengths and weaknesses.  

      In some schools, there are student study team meetings, where persons concerned 

about a specific student come together to brainstorm what can be done and by whom.  
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As a teacher, you can request such a meeting. Also in some schools, teachers can assist 

students through a process called IMPACT. Inquire about the existence on campus of a 

group of teachers/staff providing coordinated Intervention. Other teachers may help with 

peer counseling, lead Friendship Clubs, and reach out to students informally.  

        Although not all schools have one, State law provides for School Attendance Review 

Boards. SARBs are composed of non-school personnel who are empowered to force 

parental cooperation, if necessary, to carry out a plan to improve a student's attendance 

and performance. The SARB conducts hearings, works out a plan and monitors progress. 

The SARB is under the general supervision of the Superior Court.  

       You decide, with your master teacher, how much or how little of such extra activities 

you wish to take on. During your observation phase, it is simply useful to learn the basics 

of school-wide policies and practices, formal and informal. They will affect you as well as 

the students.  

       GOOD LUCK! This is an unusual opportunity to observe the world in which you will 

be spending a great deal of your life. In the process of observing, you can learn much 

about yourself. That is a gift which will help you keep growing, if you nurture it.  

 

      As with all work within the education profession, you will be expected to keep 

information about individuals within professional circles and confidential. Only those 

with a need to know should be given information about an individual. It is easy to carry 

personal information outside of the professional circle--at which point it becomes gossip. 

And gossip can injure individuals: the children in your charge, other teachers, etc., 

and can destroy your career.  

     Your supervisor will be more able to assist you if you have systematically recorded 

your observations. Recording reinforces memory.  



  08  

General  Supervision ELT 

 [Make an objective, non-critical record; master teachers and other professionals may ask 

to see what you have written.] 

 

1.List beginning school activities observed.  

2.Briefly list, analyze, and discuss various room arrangements seen. (How did they 

support or interfere with learning?)  

3.Identify all areas of school environments which require pupils to learn/use specific 

procedures.  

4.Make a list of procedures (including safety and procedural rules) that the master 

teacher/student teacher will use with pupils. [You will have an opportunity to consider 

rules and their implementation in detail in TPSS 712.]  

5.List master teacher's rules for student behavior (in addition to procedures). [see form: 

"Elements of a Discipline Plan," for a format for recording.]  

6.List positive consequences and reinforcers used.  

7.List negative consequences and reinforcers used.  

8.Note how teacher's behavioral expectations/rules are presented.  

9.Record how teachers deal with inappropriate behavior.  

10.Record how teachers reinforce appropriate behavior.  

 

 

 

http://www.humboldt.edu/~tha1/disciplin.html
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Classroom Observation Worksheet 

Instructor:………………………..………    Course: ………………………….. 

Date: …………………………………         Observer:………………………… 

 

Directions: Below is a list of instructor behaviours that may occur within a given class or 

course. 

Please use it as guide to making observations, not as a list of required characteristics. 

When this worksheet is used for making improvements to instruction, it is recommended 

that the instructor highlight the areas to be focused on before the observation takes place. 

Respond to each statement using the following scale: 

 

Remarks   :    Not observed More 

emphasis 

Accomplished recommended very 

well 

Evaluation: 1 mark 2 marks 3 marks 

          

Circle the number at the right that best represents your response. Use the comment space 

below each section to provide more feedback or suggestions. 
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1 

mark 

2 

marks 

3 

marks 

A)- Content Organization:    

Made clear statement of the purpose of the lesson    

Defined relationship of this lesson to previous lessons    

Presented overview of the lesson    

Presented topics with a logical sequence    

Paced lesson appropriately    

Summarized major points of lesson    

Responded to problems raised during lesson    

Related today's lesson to future lessons    

B)- Presentation:    

Projected voice so easily heard    

Used intonation to vary emphasis    

Explained ideas with clarity    

Maintained eye contact with students    

Listened to student questions & comments    

Projected nonverbal gestures consistent with intentions    

Defined unfamiliar terms, concepts, and principles    

Presented examples to clarify points    

Related new ideas to familiar concepts    

Restated important ideas at appropriate times    

Varied explanations for complex and difficult material    

Used humor appropriately to strengthen retention & interest 

Limited use of repetitive phrases & hanging articles 

   

C)-Instructor-Student Interactions    

Encouraged student questions    

Encouraged student discussion    

Maintained student attention    

Asked questions to monitor students' progress    

Gave satisfactory answers to student questions    

Responded to nonverbal cues of confusion, boredom, & 

curiosity 

   

Paced lesson to allow time for note-taking    

Encouraged students to answer difficult questions    

Asked probing questions when student answer was incomplete    

Restated questions and answers when necessary    
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Suggested questions of limited interest to be handled outside of 

class 

   

D)-Instructional Materials and Environment    

Maintained adequate classroom facilities    

Prepared students for the lesson with appropriate assigned 

readings 

   

Supported lesson with useful classroom discussions and 

exercises 

   

Presented helpful audio-visual materials to support lesson 

organization & major points 

   

Provided relevant written assignments    

E)-Content Knowledge and Relevance    

Presented material worth knowing    

Presented material appropriate to student knowledge & 

background 

   

Cited authorities to support statements    

Presented material appropriate to stated purpose of the course    

Made distinctions between fact & opinion    

Presented divergent view-points when appropriate    

Demonstrated command of subject matter    

What overall impressions do you think students left this lesson 

with in terms of content or style? 

   

What were the instructor's major strengths as demonstrated in 

this observation? 

   

What suggestions do you have for improving upon this 

instructor's skills? 
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State of Kuwait                                                    School: ………………….  

Ministry of Education                                           School Year: 20…/ 20… 

ELT General Supervision                                                

Descriptive Analysis of a Period 

Teacher's name: ………………………           Visitor/ s: ……………………..                                         

 Teacher's Personality, Attitude & language proficiency:  

………………………………………………………………………………………  

Lesson Planning: 

………………………………………………………………………………………… 

Use of Teaching Media: 

1) WB: ………………………                            2) OHP: ……………………… 

3) TR: ……………………..…             4) Other media: ……………… 

  Procedure & Teaching Techniques : 

……………………………………………………………………………………………

……………………………………………………………………………………………

……………………………………………………………………………………………

…………………………………………………………………………………………… 

Pupils' Attitude, Response & Standard:  

……………………………………………………………………………………… 

Written work follow up: 

………………………………………………………………………………………. 

Comments & Recommendations 

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………………………………………………… 

      Teacher                                                                             Head of Dept. 

Day & Date CLASS PERIOD UNIT LESSON PB WB 

…… /…/ 20.. ……/…

… 

………     
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Professional Development for Language Teachers  
 

According to the thesaurus of the Educational Resources Information Center (ERIC) 

database, professional development refers to "activities to enhance professional career 

growth." Such activities may include individual development, continuing education, and 

in-service education, as well as curriculum writing, peer collaboration, study groups, and 

peer coaching or mentoring.  

Fullan (1991) expands the definition to include "the sum total of formal and informal 

learning experiences throughout one's career from pre-service teacher education to 

retirement" (p. 326).  

"Professional development ... goes beyond the term 'training' with its implications of 

learning skills, and encompasses a definition that includes formal and informal means of 

helping teachers not only learn new skills but also develop new insights into pedagogy and 

their own practice, and explore new or advanced understandings of content and resources. 

[This] definition of professional development includes support for teachers as they 

encounter the challenges that come with putting into practice their evolving 

understandings about the use of technology to support inquiry-based learning.... Current 

technologies offer resources to meet these challenges and provide teachers with a cluster 

of supports that help them continue to grow in their professional skills, understandings, 

and interests." 

Teachers today are under growing pressure to perform. But most new teachers are not 

adequately prepared to meet the needs of their students, and many experienced teachers 

have yet to adapt to new standards. Just like practitioners in other professions, teachers 

need to deepen their knowledge and improve their skills over the course of their careers. 

Unfortunately, the need for quality professional development for those in the teaching 

profession all too often goes unmet. This publication suggests why this is so, proposes 

ways to rectify the situation, and offers resources for those who want to learn more.  
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Quality teachers are the single greatest determinant of student achievement. Teacher  

education , ability, and experience account for more variation in student achievement than 

all other factors. 

Studies have found that 40 to 90 percent of the difference in student test scores can be 

attributed to teacher quality. Knowing the subject matter, understanding how students 

learn, and practicing effective teaching methods translate into greater student achievement. 

Therefore, it is vitally important that teachers be well prepared when they begin teaching 

and that they continue to improve their knowledge and skills throughout their careers.  

 Defining Professional Development 

Professional development is an elusive term in education. To many, the term conjures up 

images of in-service days and workshops. To others, it refers to a process in which 

teachers work under supervision to gain tenure or to enhance their professional practice. In 

this paper, professional development is defined as an ongoing learning process in which 

teachers engage voluntarily to learn how best to adjust their teaching to the learning needs 

of their students. Professional development is not a one-shot, one-size-fits-all event, but 

rather an evolving process of professional self-disclosure, reflection, and growth that 

yields the best results when sustained over time in communities of practice and when 

focused on job-embedded responsibilities. 

The Need for Quality Professional Development  

School reform and accountability initiatives call for a new role for professional 

development in the career paths of teachers. Current research shows a strong correlation 

between teachers‘ teaching and students‘ school success (Darling Hammond, 1998; Diaz- 

Maggioli, 2004; Sparks, 2002). Professional development has become increasingly 

important as a way to ensure that teachers succeed in matching their teaching goals with 

their students‘ learning needs. In the case of second language teachers, professional 

development is needed to enable them to help their students develop proficiency in the 

target language and an understanding of the cultures associated with that language. 
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Professional development differs from other professional endeavors, such as teacher 

supervision and evaluation, both in purpose and procedures. Supervision recognizes four 

basic categories of teachers: pre-service, novice, tenured, and veteran (Nolan & Hoover, 

2003). Supervisory activities are aimed at certification in the case of pre-service teachers; 

induction in the case of novices; and maintenance, improvement, or remediation in the 

case of tenured and veteran teachers. Evaluation, on the other hand, places a strong 

emphasis on judging teachers‘ competence or teaching quality and does not necessarily 

focus on their growth as teachers. Professional development focuses specifically on how 

teachers construct their professional identities in ongoing interaction with learners, by 

reflecting on their actions in the classroom and adapting them to meet the learners‘ 

expressed or implicit learning needs. The ultimate purpose of professional development is 

to promote effective teaching that results in learning gains for all students.  

Effective Professional Development 

In order for professional development to be successful, it must be in line with research on 

teachers‘ career development and patterns of adult learning. According to Huberman 

(1989), teachers‘ careers are characterized by cycles of conflict/resolution that lead to 

growth and development. His research describes at least five stages in the professional 

lives of teachers: exploration and stabilization, commitment, diversification and crisis, 

serenity and distancing, and conservatism and regret. Teachers have different needs as 

they progress through these stages, and professional development needs to target their 

specific needs at each stage. For example, there is a high attrition rate among certified 

language teachers, many of whom leave the profession after only a few years. According 

to Huberman‘s conceptualization, this is most likely to happen at the diversification and 

crisis stage. Appropriately timed participation in professional development activities such 

as peer coaching, mentoring, or study groups (described below) may help retain these 

professionals. 

An important consideration in professional development is the educational context in 

which it is carried out. Pontz (2003) highlights minimum conditions that education for 
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 adults (including education for teachers) should meet in order to be effective: clarity of 

goals, adequate levels of challenge, capitalization on previous knowledge, sustainability 

over time, organizational support, and alignment of achievement with the goals set. 

Professional development models are differentiated by the degree of involvement of the 

teachers themselves in planning, delivering, and evaluating the activities in which they are 

involved. Sparks (2002) argues that professional development should be embedded in the 

daily lives of teachers, with strong administrative support and use of strategies that are 

tailored to their specific needs. These needs may incorporate issues of language, culture, or 

pedagogy.  

Professional Development Strategies 

Given the diversity of teachers‘ needs, a differentiated approach to professional 

development is needed. Schools are engaging teachers in the professional development 

strategies described below as a way to address diverse teacher needs, skills, and 

knowledge. 

Peer Coaching  

Peer coaching is based on the three-phase model of Planning ‡ Observation ‡ Feedback 

known as clinical supervision (Cogan, 1973). Pairs of teachers, who have been trained to 

do so, visit each other‘s classes and provide each other with insights and advice on their 

teaching. Teachers themselves decide on the focus for observation and the observation 

instrument, and reflect on the results of the observation based on their development needs. 

Standardized instruments can be used to guide observation. Typically, these instruments 

help teachers look at their use of the second language, their planning, their instructional 

delivery, the methods they use for assessment, and their involvement in other professional 

responsibilities, such as communicating with parents and keeping records of students‘ 

progress. Peer coaching is particularly suitable for teachers who need to learn new ways to 

use the target language or to implement new language and cultural practices in the 

classroom. 
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Study Groups 

Study groups involve teachers in reviewing professional literature or analyzing samples of 

student work. Groups structure their interactions around scripts or agendas called protocols 

(Birchak et. al., 1998) and use lesson plans or samples of students‘ work as input for 

discussion. In the case of foreign language teachers, these meetings provide opportunities 

for them to interact in the language they are teaching. Leadership in meetings is shared, 

with leadership roles rotating among members. Study groups are suitable for teachers who 

need a better understanding of research and knowledge in the field or of ways to analyze 

their students‘ work and for those who need to develop a more reflective stance toward 

their teaching or their students‘ learning.  

Dialogue Journals 

According to Peyton (1993), dialogue journals are conversations in writing. Although 

they have been widely used in language and literacy classrooms since their first 

documented use (Staton, Shuy, Peyton, & Reed, 1998), they have only recently found a 

place in the professional development field. Teachers who cannot meet with colleagues for 

reasons of time or distance may choose to keep a written conversation with a mentor or 

peer in order to share expertise and reflections on their instruction. Dialogue journal 

writing helps extend interaction time between colleagues and is particularly suitable with 

teachers who have different levels of expertise or different needs. For foreign language 

teachers, dialogue journals can also provide an opportunity to practice and hone their 

writing skills in the target language.  

Professional Development Portfolios  

Although portfolios were originally developed for use in student assessment, 

professional development portfolios provide a way for professionals to focus on and 

document their own development in specific areas. A portfolio is a systematic collection of 

teaching artifacts and reflections. A portfolio can have four main components: a statement 

of the teacher‘s educational platform or philosophy, a goal statement, samples of teacher 
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or student work with reflective captions that describe why they were included, and 

concluding reflective statements. Portfolios can showcase a teacher‘s development 

(showcase portfolios) or document a teacher‘s progress toward a goal (product portfolios). 

Most portfolios also include a rubric, developed by the teacher or others, that can be used 

by peers to assess congruence between a teacher‘s goals and the pieces included. 

Mentoring 

Mentoring brings together a more knowledgeable professional with a less experienced 

colleague for collaboration and feedback on teaching and learning. Mentors provide 

advice, support, encouragement, and modeling for their mentees, who, in turn, provide 

mentors with opportunities to use and reflect on their expertise. Mentoring relationships 

work best when structured and developed over time. They are particularly suited to 

beginning teachers, who need to understand issues such as school culture and climate and 

their impact on student learning. Mentors can be instrumental in helping novice teachers 

enhance their proficiency in the language as well as their cultural knowledge and 

pedagogical competence. Mentors also help novices reflect on the efficacy of their 

language use and the pedagogical strategies they use in class by modeling the thinking 

processes and communication processes required of professionals in the field.  

Participatory Practitioner Research  

Generally known as action research, participatory practitioner research involves groups of 

colleagues in diagnosing a situation, reflecting on that diagnosis, and planning and 

carrying out an intervention in order to improve current conditions. The focus for this 

inquiry can range from students‘ learning, to school culture and climate, to teachers‘ own 

individual issues (language proficiency and use, handling of classroom procedures, etc.). 

The intrinsic value of this strategy lies in the opportunity for teachers to examine their 

teaching situations in order to better understand and improve them. 
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Conclusion 

Traditional professional development strategies such as one-shot workshops can be useful 

for delivering information, but the opportunities they provide for teachers to translate theo-

retical knowledge into effective classroom practices are limited. Effective professional 

development calls for adequate support structures and opportunities for teachers to select, 

plan, carry out, and evaluate the professional development activities in which they are 

involved. When teachers have the chance to participate collegially and collaboratively in 

the creation and implementation of professional development activities, they develop 

ownership over the learning process, and their learning is more likely to promote student 

success.  
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Constructing Classroom Achievement Tests & analyzing results 

Teachers teach  and help the learners to  learn.  The learning that  takes place is  assessed  

or  

evaluated not only for the learner's benefit but also for the teacher to evaluate his/her own 

work. At the end of a lesson or a group of lessons, the teacher needs to get feedback on 

what the learner has achieved, as a result of  the teacher's efforts and  also, indirectly to 

assess  his/her own achievement as a teacher. This feedback comes with the help of a tool, 

generally an achievement test. An achievement test is designed to evaluate a unit during 

the teaching-learning process. The unit of teaching-learning may be, as has already been 

mentioned, one lesson or a group of lessons transacted in  a particular time period 

Achievement tests are well suited to provide educators with objective feedback as to how 

much students are learning and understanding. Commercially published achievement tests, 

if used carefully, can provide not only evaluations of the knowledge levels of individual 

students, but also information about how those students compare with students in other 

schools. While assessing a wide range of skills, however, commercial achievement tests 

often provide only limited instructional guidance. They seldom provide feedback on the 

mastery or non-mastery of the full range of specific skills taught in any given classroom. 

The most instructionally-relevant achievement tests are those developed by the individual 

teacher for use with a particular class. Teachers can tailor tests to emphasize the 

information they consider important and to match the ability levels of their students. If 

carefully constructed, classroom achievement tests can provide teachers with accurate and 

useful information about the knowledge retained by their students. 

This digest is meant for classroom teachers. It describes the steps of test construction--

designing the test, writing the questions, and checking the test for construction problems. 

It also presents suggestions for interpreting the outcomes of achievement tests. 
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STEP 1. DESIGNING THE TEST 

The first step in constructing an effective achievement test is to identify what you want 

students to learn from a unit of instruction. Consider the relative importance of the 

objectives and include more questions about the most important learning objectives. If, 

however, the test focuses on a few objectives to the exclusion of others, students will not 

have the opportunity to demonstrate their understanding of other aspects of the material 

and you may not be able to make an accurate assessment of each student's knowledge. 

The learning objectives that you want to emphasize will determine not only what material 

to include on the test, but also the specific form the test will take. For example, if it is 

important that students be able to do long division problems rapidly, consider giving a 

speeded test. The types of questions to be used will also depend on the learning objectives. 

If it is important for students to understand how historical events affected one another, 

then short answer or essay questions might be appropriate. If it is important that students 

remember dates, then multiple-choice or fill-in-the-blank questions might be appropriate. 

STEP 2. WRITING THE QUESTIONS 

Once you have defined the important learning objectives and have, in the light of these 

objectives, determined which types of questions and what form of test to use, you are 

ready to begin the second step in constructing an effective achievement test. This step is 

writing the questions. 

General Principles 

While the different types of questions--multiple choice, fill-in-the-blank or short answer, 

true-false, matching, and essay--are constructed differently, the following principles apply 

to constructing questions and tests in general. 

1. Make the instructions for each type of question simple and brief. 
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2. Use simple and clear language in the questions. If the language is difficult, students who 

understand the material but who do not have strong language skills may find it difficult to 

demonstrate their knowledge. If the language is ambiguous, even a student with strong 

language skills may answer incorrectly if his or her interpretation of the question differs 

from the instructor's intended meaning. 

3. Write items that require specific understanding or ability developed in that course, not 

just general intelligence or test-wiseness. 

4. Do not suggest the answer to one question in the body of another question. This makes 

the test less useful, as the test-wise student will have an advantage over the student who 

has an equal grasp of the material, but who has less skill at taking tests. 

5. Do not write questions in the negative. If you must use negatives, highlight them, as 

they may mislead students into answering incorrectly. 

6. Specify the units and precision of answers. For example, will you accept numerical 

answers that are rounded to the nearest integer? 

Multiple Choice Questions 

The most commonly used type of question is the multiple-choice question. Multiple-

choice questions are more easily and objectively graded than essay questions and are more 

difficult to answer correctly without the required knowledge than true-false questions. 

Multiple-choice questions, however, are probably the most difficult type of question to 

construct. The following are a few guidelines for multiple-choice question construction. 

1. State clearly in the instructions whether you require the correct answer or the best 

answer to each item. 

2. Instead of repeating words in each alternative, include these words in the main body of 

the question. This will make the question easier to read and the options easier to compare. 
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 The grammar or structure of the main part of the question must not contain clues to the 

correct response, however. 

3. Make incorrect alternatives attractive to students who have not achieved the targeted 

learning objectives. 

4. Vary randomly the placement of correct responses. 

5. Make all choices exactly parallel. Novice test writers tend to make the correct answer 

longer and more carefully worded and, by doing so, may provide a clue to the correct 

answer. 

6. Never offer "all of the above" or "none of the above" as an alternative in a best-response 

multiple-choice question. Whether "none of the above" is chosen as a better response than 

one of the other options may depend on what evidence the student considers rather than 

how well he or she understands the material. 

7. Control the difficulty of a question by making the alternatives more or less similar or by 

making the main part of the question more or less specific. If the alternatives are more 

similar, the student will have to make finer distinctions among them. If the main part is 

more specific, the student will be required to draw on more detailed knowledge. 

STEP 3. FINAL CHECK 

Finally, review the test. Are the instructions straightforward? Are the selected learning 

objectives represented in appropriate proportions? Are the questions carefully and clearly 

worded? Special care must be taken not to provide clues to the test-wise student. Poorly 

constructed questions may actually measure not knowledge, but test-taking ability. For 

example, if two options on a multiple choice question are redundant, a test-wise student 

will realize that neither can be the correct answer. By eliminating two choices the student 

increases his or her chances of answering the question correctly. 

 



  36  

General  Supervision ELT 

INTERPRETING THE TEST RESULTS 

Interpreting Test Scores 

This page describes which scores to use to accomplish each of several purposes and tells 

what the different types of scores mean. 

Three of the fundamental purposes for testing are (1) to describe each student's 

developmental level within a test area, (2) to identify a student's areas of relative strength 

and weakness in subject areas, and (3) to monitor year-to-year growth in the basic skills. 

To accomplish any one of these purposes, it is important to select the type of score from 

among those reported that will permit the proper interpretation. Scores such as percentile 

ranks, grade equivalents, and standard scores differ from one another in the purposes they 

can serve, the precision with which they describe achievement, and the kind of 

information they provide. A closer look at these types of scores will help differentiate the 

functions they can serve and the meanings they can convey. Additional detail can be found 

in the Interpretive Guide for Teachers and Counselors. 

In Iowa, school districts can obtain scores that are reported using national norms or Iowa 

norms. On some reports, both kinds of scores are reported. The difference is simply in the 

group with which comparisons are made to obtain score meaning. A student's Iowa 

percentile rank (IPR) compares the student's score with those of others in his/her grade in 

Iowa. The student's national percentile rank (NPR) compares that same score with those of 

others in his/her grade in the nation. For other types of scores described below, there are 

both Iowa and national scores available to Iowa schools. 

Types of Scores 

Raw Score (RS) 

The number of questions a student gets right on a test is the student's raw score (assuming 

each question is worth one point). By itself, a raw score has little or no meaning. The 

meaning depends on how many questions are on the test and how hard or easy the 

questions are. For example, if Kati got 10 right on both a math test and a science test, it 

would not be reasonable to conclude that her level of achievement in the two areas is the 

same.  
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This illustrates why raw scores are usually converted to other types of scores for 

interpretation purposes. 

Percent Correct (PC) 

When the raw score is divided by the total number of questions and the result is multiplied 

by 100, the percent-correct score is obtained. Like raw scores, percent-correct scores have 

little meaning by themselves. They tell what percent of the questions a student got right on 

a test, but unless we know something about the overall difficulty of the test, this 

information is not very helpful. Percent-correct scores are sometimes incorrectly 

interpreted as percentile ranks, which are described below. The two are quite different. 

Grade Equivalent (GE) 

The grade equivalent is a number that describes a student's location on an achievement 

continuum. The continuum is a number line that describes the lowest level of knowledge 

or skill on one end (lowest numbers) and the highest level of development on the other end 

(highest numbers). The GE is a decimal number that describes performance in terms of 

grade level and months. For example, if a sixth-grade student obtains a GE of 8.4 on the 

Vocabulary test, his score is like the one a typical student finishing the fourth month of 

eighth grade would likely get on the Vocabulary test. The GE of a given raw score on any 

test indicates the grade level at which the typical student makes this raw score. The digits 

to the left of the decimal point represent the grade and those to the right represent the 

month within that grade. 

Grade equivalents are particularly useful and convenient for measuring individual growth 

from one year to the next and for estimating a student's developmental status in terms of 

grade level. But GEs have been criticized because they are sometimes misused or are 

thought to be easily misinterpreted. One point of confusion involves the issue of whether 

the GE indicates the grade level in which a student should be placed. For example, if a 

fourth-grade student earns a GE of 6.2 on a fourth-grade reading test, should she be moved 

to the sixth grade? Obviously the student's developmental level in reading is high relative 

to her fourth-grade peers, but the test results supply no information about how she would 

handle the material normally read by students in the early months of sixth grade. Thus, the 

GE only estimates a student's developmental level; it does not provide a prescription for 
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grade placement. A GE that is much higher or lower than the student's grade level is 

mainly a sign of exceptional performance. 

In sum, all test scores, no matter which type they are or which test they are from, are 

subject to misinterpretation and misuse. All have limitations or weaknesses that are 

exaggerated through improper score use. The key is to choose the type of score that will 

most appropriately allow you to accomplish your purposes for testing. Grade equivalents 

are particularly suited to estimating a student's developmental status or year-to-year 

growth. They are particularly ill-suited to identifying a student's standing within a group or 

to diagnosing areas of relative strength and weakness. 

Developmental Standard Score (SS) 

Like the grade equivalent (GE), the developmental standard score is also a number that 

describes a student's location on an achievement continuum. The scale used with the ITBS 

and ITED was established by assigning a score of 200 to the median performance of 

students in the spring of grade 4 and 250 to the median performance of students in the 

spring of grade 8. 

The main drawback to interpreting developmental standard scores is that they have no 

built-in meaning. Unlike grade equivalents, for example, which build grade level into the 

score, developmental standard scores are unfamiliar to most educators, parents, and 

students. To interpret the SS, the values associated with typical performance in each grade 

must be used as reference points. 

The main advantage of the developmental standard score scale is that it mirrors reality 

better than the grade-equivalent scale. That is, it shows that year-to-year growth is usually 

not as great at the upper grades as it is at the lower grades. (Recall that the grade-

equivalent scale shows equal average annual growth -- 10 months -- between any pair of 

grades.) Despite this advantage, the developmental standard scores are much more 

difficult to interpret than grade equivalents. Consequently, when teachers and counselors 

wish to estimate a student's annual growth or current developmental level, grade 

equivalents are the scores of choice. 

The potentials for confusion and misinterpretation that were described in the previous 

subsection for the GE are applicable to the SS as well. Relative to the GE, the SS is not as 
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easy to use in describing growth, but it is equally inappropriate for identifying relative 

strengths and weaknesses of students or for describing a student's standing in a group. 

Percentile Rank (PR) 

A student's percentile rank is a score that tells the percent of students in a particular group 

that got lower raw scores on a test than the student did. It shows the student's relative 

position or rank in a group of students who are in the same grade and who were tested at 

the same time of year (fall, midyear, or spring) as the student. Thus, for example, if Toni 

earned a percentile rank of 72 on the Language test, it means that she scored higher than 

72 percent of the students in the group with which she is being compared. Of course, it 

also means that 28 percent of the group scored higher than Toni. Percentile ranks range 

from 1 to 99. 

A student's percentile rank can vary depending on which group is used to determine the 

ranking. A student is simultaneously a member of many different groups: all students in 

her classroom, her building, her school district, her state, and the nation. Different sets of 

percentile ranks are available with the Iowa Tests of Basic Skills to permit schools to make 

the most relevant comparisons involving their students. 

Types of Score Interpretation 

An achievement test is built to help determine how much skill or knowledge students have 

in a certain area. We use such tests to find out whether students know as much as we 

expect they should, or whether they know particular things we regard as important. By 

itself, the raw score from an achievement test does not indicate how much a student knows 

or how much skill she or he has. More information is needed to decide "how much." The 

test score must be compared or referenced to something in order to bring meaning to it. 

That "something" typically is (a) the scores other students have obtained on the test or (b) 

a series of detailed descriptions that tell what students at each score point know or which 

skills they have successfully demonstrated. These two ways of referencing a score to 

obtain meaning are commonly called norm-referenced and criterion-referenced score 

interpretations. 
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Norm-Referenced Interpretation 

Standardized achievement batteries like the ITBS and ITED are designed mainly to 

provide for norm-referenced interpretations of the scores obtained from them. For this 

reason they are commonly called norm-referenced tests. However, the scores also permit 

criterion-referenced interpretations, as do the scores from most other tests. Thus, norm-

referenced tests are devised to enhance norm-referenced interpretations, but they also 

permit criterion-referenced interpretation. 

A norm-referenced interpretation involves comparing a student's score with the scores 

other students obtained on the same test. How much a student knows is determined by the 

student's standing or rank within the reference group. High standing is interpreted to mean 

the student knows a lot or is highly skilled, and low standing means the opposite. 

Obviously, the overall competence of the norm group affects the interpretation 

significantly. Ranking high in an unskilled group may represent lower absolute 

achievement than ranking low in an exceptional high performing group. 

Most of the scores on ITBS and ITED score reports are based on norm-referencing, i.e., 

comparing with a norm group. In the case of percentile ranks, stanines, and normal curve 

equivalents, the comparison is with a single group of students in a certain grade who tested 

at a certain time of year. These are called status scores because they show a student's 

position or rank within a specified group. However, in the case of grade equivalents and 

developmental standard scores, the comparison is with a series of reference groups. For 

example, the performances of students from third grade, fourth grade, fifth grade, and 

sixth grade are linked together to form a developmental continuum. (In reality, the scale is 

formed with grade groups from kindergarten up through the end of high school.) These are 

called developmental scores because they show the students' positions on a developmental 

scale. Thus, status scores depend on a single group for making comparisons and 

developmental scores depend on multiple groups that can be linked to form a growth scale. 

Norms also allow students to be compared with other students and schools to be compared 

with other schools. If making these comparisons were the sole reason for using a 

standardized achievement battery, then the time, effort, and cost associated with testing 

would have to be questioned. However, such comparisons do give educators the 
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opportunity to look at the achievement levels of students in relation to a nationally 

representative student group. Thus, teachers and administrators get an "external" look at 

the performance of their students, one that is independent of the school's own assessments 

of student learning. As long as our population continues to be highly mobile and students 

compete nationally rather than locally for educational and economic opportunities, student 

and school comparisons with a national norm group should be of interest to students, 

parents, and educators. 

A common misunderstanding about the use of norms has to do with the effect of testing at 

different times of the year. For example, it is widely believed that students who are tested 

in the spring of fourth grade will score higher than those who are tested in the fall of fourth 

grade with the same test. In terms of grade-equivalent scores, this is true because students 

should have moved higher on the developmental continuum from fall to spring. But in 

terms of percentile ranks, this belief is false. If students have made typical progress from 

fall to spring of grade 4, their standing among fourth-grade students should be the same at 

both times of the year. (The student whose percentile rank in reading is 60 in the fall is 

likely to have the same percentile rank when given the same test in the spring.) The reason 

for this, of course, is that separate norms for fourth grade are available for the fall and the 

spring. Obviously, the percentile ranks would be as different as the grade equivalents if the 

norms for fourth grade were for the entire year, regardless of the time of testing. Those 

who believe students should be tested only in the spring because their scores will "look 

better" are misinformed about the nature of norms and their role in score interpretation. 

Scores from a norm-referenced test do not tell what students know and what they do not 

know. They tell only how a given student's knowledge or skill compares with that of 

others in the norm group. Only after reviewing a detailed content outline of the test or 

inspecting the actual items is it possible to make interpretations about what a student 

knows. This caveat is not unique to norm-referenced interpretations, however. In order to 

use a test score to determine what a student knows, we must examine the test tasks 

presented to the student and then infer or generalize about what he or she knows. 
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Criterion-Referenced Interpretation 

A criterion-referenced interpretation involves comparing a student's score with a 

subjective standard of performance rather than with the performance of a norm group. 

Deciding whether a student has mastered a skill or demonstrated minimum acceptable 

performance involves a criterion-referenced interpretation. Usually percent-correct scores 

are used and the teacher determines the score needed for mastery or for passing. 

Even though the tests in the ITBS and ITED batteries were not developed primarily for 

criterion-referenced purposes, it is still appropriate to use the scores in those ways. Before 

doing so, however, the user must establish some performance standards (criterion levels) 

against which comparisons can be made. For example, how many math estimation 

questions does a student need to answer correctly before we regard his/her performance as 

acceptable or "proficient?" This can be decided by examining the test questions on 

estimation and making a judgment about how many the minimally prepared student should 

be able to get right. The percent of estimation questions identified in this way becomes the 

criterion score to which each student's percent-correct score should be compared. 

When making a criterion-referenced interpretation, it is critical that the content area 

covered by the test -- the domain -- be described in detail. It is also important that the test 

questions for that domain cover the important areas of the domain. In addition, there 

should be enough questions on the topic to provide the students ample opportunity to show 

what they know and to minimize the influence of errors in their scores. 

Most of the tests in batteries like the ITBS or ITED cover such a wide range of content or 

skills that good criterion-referenced interpretations are difficult to make with the test 

scores. However, in most tests the separate skills are defined carefully, and there are 

enough questions measuring them to make good criterion-referenced interpretations of the 

skill scores possible. For example, the Reference Materials test covers too many discrete 

topics to permit useful criterion-referenced interpretations with scores from the whole test. 

But such skills as alphabetizing, using a dictionary, or using a table of contents are defined 

thoroughly enough so that criterion-referenced interpretations of scores from them are 

quite appropriate. However, in an area like Mathematics Concepts at Level 12, some of the 

skill scores may not be suitable for making good criterion-referenced interpretations.  
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Each of the six skills in that test is a broad content area which is further defined by two to 

four subskills. Furthermore, some skills, such as measurement, each have only three 

questions to cover a broad topic. That is generally too few for making sound judgments 

about mastery. 

The percent-correct score is the type used most widely for making criterion-referenced 

interpretations. Criterion scores that define various levels of performance on the tests are 

generally percent-correct scores arrived at through teacher analysis and judgment. Several 

score reports available from Iowa Testing Programs include percent-correct skill scores 

that can be used to make criterion-referenced interpretations: Primary Reading Profile, 

Class Item Response Record, Group Item Analysis, Individual Performance Profile, and 

Group Performance Profile. 

If you have carefully constructed an achievement test using the above principles, you can 

be confident that the test will provide useful information about the students' knowledge of 

the learning objectives. Considering the questions relating to the various learning 

objectives as separate subtests, you can develop a profile of each student's knowledge of or 

skill in the objectives. The scores of the subtests can be a useful supplement to the overall 

test score, as they can help you identify specific areas which may need attention. A 

carefully-constructed achievement test can, by helping you know what your students are 

learning, help you to teach more effectively and, ultimately, help the students to master 

more of the objectives. 
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            The last few years have witnessed rapid changes in the field of education. More 

care is given to it to ensure a better learning environment. One of these changes includes 

Electronic Learning, but before we go into detail we need to understand what the meaning 

of e-learning is. 

Wikipedia defines E-Learning as: E-learning comprises all forms of electronically 

supported learning and teaching. E-learning is essentially the computer and network-

enabled transfer of skills and knowledge.  

E-learning applications and processes include Web-based learning, computer-based 

learning, virtual classroom opportunities and digital collaboration. Content is delivered via 

the Internet, intranet/extranet, audio or video tape, satellite TV, and CD-ROM. It can be 

self-paced or instructor-led and includes media in the form of text, image, animation, 

streaming video and audio. 

Some of us have already ventured into e-learning as they have already recognized the 

importance of technology in the enhancement of teaching and learning. The benefits are 

countless. Since most schools have well-equipped classes with modern technological tools 

and devices, many teachers have been enthused into taking the risk and crossing the line 

into a more sophisticated world of teaching.  

It is a known fact that our students are no longer book bound. They are surrounded with 

tools and gadgets that sparkle attracting not only their attention but also their undivided 

interest and educationalists have noticed the importance of these devices and how essential 

they will become in the field of education once they are implemented correctly. 

 

Electronic Learning 

 

http://en.wikipedia.org/wiki/Learning
http://en.wikipedia.org/wiki/Teaching
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Change is scary. Change is inevitable.  Whether you are one of those teachers who will go 

along with the wave or stand in the face of it, change will take place and unless you accept 

it, the wave will topple you up.  

One might argue against it saying that technology is unreliable, expensive, complicated 

….. etc, but the fact remains that with the explosion of information, the use of technology 

has become a must. 

Learning with the Internet 

           The Internet is a complex repository containing a huge maze of information from a 

variety of sources. It has become a prominent source of information for many people 

worldwide. The Internet wave has also hit the educational landscape in many big ways. 

The use of technologies such as the Internet as a teaching tool in schools is not the issue 

now since it is widely used. Rather, the issue is how to effectively employ such 

technologies and harness fully the new opportunities created by them to promote positive 

student learning experiences.  

          Schools need to consider how technology-based instructional programs are mounted 

to ensure that students use the Internet efficaciously as a learning tool for various authentic 

learning activities such as conducting research on a given topic or finding relevant 

information for an assignment. Bruce and Levin (1997) posit that the Internet can be 

viewed as providing the following three basic types of tools in the educational domain: 

         · Tools for inquiry 

         · Tools for communication 

         · Tools for construction 

          In providing tools for inquiry, the Internet facilitates finding sources of information 

appropriate to a task, working to understand the information resources and how they relate 

to the task, and if possible applying this understanding in a productive way. The Internet 

enhances students' knowledge acquisition by facilitating students' access to resources from 

the outside world including experts in the field, as well as interacting directly with them. 

Thus exposure to real life contexts of the external world trains the students to face the  
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uncertainties of the ever-changing outside world.  

         In providing tools for communication, the Internet is a remarkable tool for rapid 

communication. Such communication can be both synchronous and asynchronous and 

takes on many forms such as e-mail, mailing lists, newsgroups, chat and 

videoconferencing. Such interaction involves communication with students and 

professionals in distant places, cultures and traditions as well as facilitating teachers to be 

in touch with other teachers.  

          In providing tools for construction, the Internet promotes learning by scaffolding 

varieties of authentic learning activities for students. Through these activities the Internet 

also supports the development of students' higher-order thinking skills. 

 For example students are able to demonstrate their conceptual understanding by 

constructing products such as web pages. In these activities learners regulate their 

individual learning progress according to their own experiences and expertise. Learners 

can access a wealth of resources at their own pace and have meaningful interactions with 

the content information. For instructional activities, the Internet also has the added 

advantage of  being adaptable for both individual and cooperative learning.  

        Though offering a myriad of pedagogical benefits, there are also a number of caveats 

that educators need to bear in mind in their attempts to employ the Internet as a teaching 

aid. Being aware of possible pitfalls in conducting Internet based lessons, teachers would 

then be able to invest in proper planning to ensure that the learning experience for their 

students is a meaningful and stimulating one. Students often go straight to the Web 

without waiting for guidance from a teacher or librarian. This results in students having a 

difficult time navigating the Web and locating appropriate information relevant to the 

tasks in their homework. Students may also not differentiate between authentic web sites 

and sites that contain biased and inaccurate information but masquerade as being reliable. 

Schools are thus faced with the challenge of teaching the students not just the power of 

having a wealth of information at one's fingertips in the Internet but also proper evaluation 

skills. Besides being cognizant of the strengths and shortcomings of conducting Internet-

based lessons for students, teachers need to consider practical constraints that might 

otherwise hinder the desired implementation of these lessons. Time is one barrier to the 
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extensive use of the Internet as students may be unable to spend a specific block of time 

on the Internet due to limitations in availability of computers with Internet access in 

schools.  

       In the knowledge based economies of today, it is critical to be able to search for and 

retrieve information from the Web. Locating appropriate information on the Internet 

requires a variety of skills such as the ability to use Internet tools (e.g. search engines), 

having knowledge of search techniques (e.g. browsing through an information tree) and 

ability to execute the search (Carroll, 1999).  

       Effective use of the Internet to glean relevant information requires the ability to apply 

Boolean logic rules (e.g., and, or), an understanding of how information is organized, 

critical thinking skills that allow the searcher to make informed choices, and a working 

knowledge  

of  Internet notations. One needs to have abilities such as searching for information, 

scanning and skimming information, and strategies such as planning, monitoring and 

evaluating in executing the search. 

       In conclusion, the Internet has been beneficial in the educational domain as a 

repository of  large amounts of rich information. However schools, educational policy 

makers, and instructional/curriculum designers who intend to employ the Internet as a 

learning tool in their instructional programs must bear in mind and highlight to students 

the fact that just not any piece of information found on the net can be accepted as being 

authentic.  

     Thus it is imperative that students be taught a wide range of internet literacy skills from 

verifying the veracity of content hosted by the Internet to seeking for information by using 

various search strategies and techniques. This will help to ensure that the true potential of 

the Internet as a learning aid is properly tapped to inject greater vigor into teaching 

practices in schools. 
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Categories of eLearning 

         One of the biggest challenges in discussing e learning arises from different 

understandings of the field. Most often, we attach our experiences and career to our 

conversations, presenting an image of e learning that reflects what we have encountered. 

For an instructional designer, e learning often means courses or learning materials directed 

at meeting an objective within the larger scope of program development. A corporate 

trainer may view e learning as a combination of courses and knowledge management. No 

one perspective is symbolic of the whole industry. 

       A danger exists in discussing various segments of e learning: paying too much 

attention to distinctions across categories. The real focus and unifying theme is (or at least 

should be) learning – whether it is in a classroom, online, blended, or embedded. Each 

category presented here is most effective when properly matched with the appropriate 

learning environment and desired outcome. 

None of the categories listed function in isolation. Lines blur between categories, and a 

successful e learning implementation will incorporate many different ones.  

The categories of e learning: 

1. Courses 

2. Informal learning 

3. Blended learning 

4. Communities 

5. Knowledge management 

6. Networked learning 

7. Work-based learning (EPSS) 

Beyond the categories of e learning, it is important to note a few additional factors that 

impact the field: 

Ubiquitous computing 

Tools and Delivery for e learning 

This mind map details the interrelation of categories: 
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Courses 

        Most discussion of e learning centres on courses. Organizations typically take 

existing educational materials, add various media, sequence the material and consider it 

―transferred‖ to the online environment. The popularity of learning management systems 

(LMS) like WebCT and Blackboard, (and the perception that they are needed as a starting 

point) testify to the prominence of courses as a view of e learning. 

Some designers are beginning to employ simulations, storytelling, and the unique traits of 

online media in an effort to transform the material for representation in a digital 

environment. The predominance of ―courses as e learning‖ view stems from their 

similarities to the classroom environment. Both learners and instructors are able to relate 

to the general structure and flow on a course. 

Informal Learning 

     Informal learning is perhaps the most dynamic and versatile aspect of learning. 

Unfortunately, it is also the least recognized. Informal learning is a by-product of  
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―information foraging‖ – ―the human behaviour when searching for information was 

similar to that of the hunter-gatherers and animals in search for food‖( Dürsteler, undated). 

Our need for information (and how we intend to use it) drives our search. Search engines 

(like Google) coupled with information storage tools (like Furl) and personal knowledge 

management tools like wikis and blogs present a powerful toolset in the knowledge 

workers portfolio. Jay Cross (2003): states that:  

―At work we learn more in the break room than in the classroom. We discover how to do 

our jobs through informal learning -- observing others, asking the person in the next 

cubicle, calling the help desk, trial-and-error, and simply working with people in the 

know. Formal learning - classes and workshops and online events - is the source of only 

10% to 20% of what we learn at work.‖ 

Blended Learning 

      Blended learning provides the best opportunities for learning transition from classroom 

to e learning. Blended learning involves classroom (or face-to-face) and online learning. 

This method is very effective for adding efficiency to classroom instruction and permitting 

increased discussion or information review outside of classrooms. 

For example, a new product release may be communicated to sales staff through a three-

hour workshop, followed by online resources and discussions for continued learning 

(without significantly impacting the work activities of the sales force). The rallying cry of 

educational techno-prophets of the late 90‘s (―soon we won‘t need instructors, we‘ll learn 

everything online on our own time‖) has given way to the reality that learning is a social 

process, requiring instructor direction and facilitation. Blended learning utilizes the best of 

classrooms with the best of online learning. 

Communities 

      Learning is social (Driscoll, 2000, p.239). Most problems within our business 

environments today are complex and dynamic. Yesterday‘s solutions don‘t always work 

today. Problem solving requires different perspectives to create an accurate understanding 

of potential solutions and environment of implementation. Online communities allow 

people to stay current in their field through dialogue with other members of the same 
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organization, or the larger global field. Communities strongly contribute to the flow of 

tacit knowledge. 

Knowledge Management 

      Knowledge management (KM) is the significant challenge for businesses in a 

knowledge economy. KM involves the process of identifying, indexing, and making 

available (in various formats) knowledge generated within the daily activities of an 

organization. Some companies have found value in managing content, mining emails, and 

creating communities of practice. Tafe Frontiers presents eight categories of knowledge 

management: learning and development, information management, client feedback, 

knowledge capture, knowledge generation, virtual teams, communities of practice, and 

content management systems (http://www.tafefrontiers.com.au/i_r/progress.html). The 

duplication of KM and e learning concepts highlights the strong connections (and blurring) 

between these fields. 

Learning Networks 

      Communities typically form around a particular goal, concept or theme. A learning 

network is the loose, personal coupling of communities, resources, and people. It is the 

cornerstone of personal knowledge management. Vaill (1996) states that: ―The permanent 

white water in today‘s systems is creating a situation in which institutional learning 

patterns are simply inadequate to the challenge. Subject matter is changing too rapidly‖ (p. 

41). The utilization of personal learning networks allows knowledge workers to remain 

current in their field. 

Work-based Learning 

    Electronic Performance Support Systems (EPSS) and work-flow learning attempt to 

inject learning content into the actual point of need. As an alternative to courses, this style 

of content presentation requires heavy emphasis on context, and the employee control in 

initiating the learning needed. This style of learning can be seen in many computer 

applications (context-sensitive help). For organizations, work-based learning requires a 

significant investment in resource creation and usability planning (in what situation will a 

learner want to know this? How should it be presented? What will they search for so they 

can find it?). Work-based learning is generally and enterprise-wide initiative. 

http://www.pcd-innovations.com/
http://www.workflowlearning.com/
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Impacting Factors 

    Three aspects of e learning are important to note briefly, as they can influence all of the 

various categories (and are quickly developing into agents shaping the future direction of  

e learning). 

Ubiquitous 

Ubiquitous learning refers to ―everywhere learning‖ (the internet or learning content 

follows people around). Core ―knowledge pots‖ (work-related content, personal 

knowledge, internet) hold content and information. Various devices plug in and retrieve 

the information in the appropriate format (PDA, cell phone, laptop, or any other 

appliance). Ubiquitous learning fulfills e learning‘s promise of ―anytime, anywhere, and 

any context‖. 

Delivery and Tools 

Tools for delivering e learning fit into various categories, significantly influenced by the 

development of communication technologies on the internet as a whole. A few examples 

of tools: 

 Learning Management Systems (LMS) 

 Learning Content Management System (LCMS) 

 Collaborative tools (aCollab, Groove) 

 Identity management and digital rights – still an emerging field, but as the success 

of Microsoft‘s Passport reveals, end-users of communication tools require control 

over their identity. Digital rights tools (for ensuring learning content can be 

―legally‖ used) will also continue to grow in popularity). 

 Repositories – MERLOT is an example of a centralized learning content 

repositories, but many decentralized repositories follow the success of content 

sharing programs like KaZaA.  

 Voice over IP (VoIP) tools like Skype (http://www.skype.org) will substantially 

alter the communication landscape. Simple, effective social tools are critical for 

larger scale adoption of learning that represents the manner in which people work. 

 Other social tools: wikis, blogs, instant messaging are being rapidly adopted due to 

ease of use. 
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Delivery type falls into two broad categories: 

 Synchronous delivery (real-time)- streaming, conferencing, and archived 

presentations 

 Asynchronous delivery (delayed time) through the use of LMS‘, collaborative 

spaces, and discussion boards 

          These various learning categories do not need to function in isolation. A complex 

learning implementation will certainly incorporate different facets of e learning. During 

course design, learning resources can be tagged and made available for later use in work-

based learning. The knowledge management system can be integrated with (and update) 

courses. Communities themselves can also provide a feedback loop to courses, work-based 

learning, and the knowledge management system. Ultimately, the value in categorizing the 

 e learning market is in detailing the entire market and attempting to incorporate as many 

aspects as are practical into a corporate or educational implementation. 

Some useful areas for further reading. 

1. The pedagogical dimension of E-learning refers to teaching and learning. This 

dimension addresses issues concerning content analysis, audience analysis, goal 

analysis, media analysis, design approach, organization and methods and strategies 

of e-learning environments.  

2. The technological dimension of the E-Learning Framework examines issues of 

technology infrastructure in e-learning environments. This includes infrastructure 

planning, hardware and software.  

3. The interface design refers to the overall look and feel of e-learning programs. 

Interface design dimension encompasses page and site design, content design, 

navigation, and usability testing.  

4. The evaluation for e-learning includes both assessment of learners and evaluation of 

the instruction and learning environment.  

5. The management of e-learning refers to the maintenance of learning environment 

and distribution of information.  

6. The resource support dimension of the E-Learning Framework examines the online 

support and resources required to foster meaningful learning environments.  

http://bookstoread.com/wbt/fmktable1.htm
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7. The ethical considerations of e-learning relate to social and political influence, 

cultural diversity, bias, geographical diversity, learner diversity, information 

accessibility, etiquette, and the legal issues.  

8. The institutional dimension is concerned with issues of administrative affairs, 

academic affairs and student services related to e-learning. 
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Designing Training Courses 

"Workshops, Seminars, Lectures…etc." 
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How Can You Make Your Training Methods Most Effective? 
Introduction 

Teacher Training and Teacher Development have often been discussed largely in isolation 

or as distinct and sometimes contrasting dichotomies. The term Teacher Development is 

often used as referring to an approach separate and different from Teacher Training, and in 

reaction against over-rigid top-down and transmission-based models of Teacher Training. 

According to this view, Teacher Training places authority in the hands of an external 

source, while Teacher Development empowers the individual teacher and stresses his/her 

―whole person‖ rather than the teacher as a technician.  

These distinctions are over-simplistic, and neither model on its own is entirely satisfactory. 

Training and Development are not either/or propositions. Thus, an integrated ―context 

sensitive‖ approach to Teacher Education as a process of growth would embody both 

Training and Development. In Teacher Training there is certainly room for input from 

teachers on the basis of the expertise derived from classroom experience. There is equally 

room for input from the trainer within Teacher Development framework.  

Both Teacher Training and Teacher Development aim at reaching a level of 

professionalism, which may be thought of as a continuum with "just a job" at one end and 

"professionalism" at the other. Our goal is to continually move toward the professionalism 

side of the spectrum. How can you do that? 

Choosing a Training Method 

There are many different ways to train. Indeed, entire books have been written on the ways 

to deliver training. This article defines some of the most common training methods. 

The method by which training is delivered often varies based on the needs of the trainee, 

and on the task being performed. The method should suit the audience, the content, the 

environment, and the learning objective. Ideally, the method chosen will motivate trainees 

to apply and practice what they've been taught, help trainees retain and transfer what they 

have learned, and integrate performance with other skills and knowledge. 
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Other factors affecting the choice of a training method include: 

-Age, gender, or level of education of the trainees 

-Learning styles of the trainees 

-Number of trainees 

-Budget 

-Trainer's skills and training style 

Common group training methods include: 

Lectures: can be used to provide straight ―input‖. 

A lecture is the method learners often most commonly associate with college and 

secondary education. Yet, it is also considered one of the least effective methods to use for 

adult learners. In this method, one person (the trainer) does all of the talking. He or she 

may use handouts, visual aids, question/answer, or posters to support the lecture. 

Communication is primarily one-way: from the instructor to the learner. 

Pros: Less time is needed for the trainer to prepare than other methods. It provides a lot of 

information quickly when it is less important that the trainees retain a lot of details. 

Cons: Does not actively involve trainees in training process. The trainees forget much 

information if it is presented only orally. 

Demonstrations: The trainer demonstrates a particular technique, using either actual 

students or the trainees themselves. 

Demonstration is very effective for basic skills training. The trainer shows trainees how to 

do something. The trainer may provide an opportunity for trainees to perform the task 

being demonstrated. 

Pros: This method emphasizes the trainee involvement. It engages several senses: seeing, 

hearing, feeling, touching. 
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Cons: It requires a great deal of trainer preparation and planning. There also needs to be an 

adequate space for the training to take place. If the trainer is not skilled in the task being 

taught, poor work habits can be learned by the trainee. 

Seminars 

Seminars often combine several group methods: lectures, discussions, conferences, 

demonstrations. 

Pros: Group members are involved in the training. The trainer can use many group 

methods as part of the seminar activity. 

Cons: Planning is time-consuming. The trainer must have skill in conducting a seminar. 

More time is needed to conduct a seminar than is needed for many other methods. 

Conferences 

The conference training method is a good problem-solving approach. A group considers a 

specific problem or issue and they work to reach agreement on statements or solutions. 

Pros: There is a lot of trainee participation. The trainees build consensus and the trainer 

can use several methods (lecture, panel, seminar) to keep sessions interesting. 

Cons: It can be difficult to control a group. Opinions generated at the conference may 

differ and cause conflict. 

Panel discussion: 

The trainee can make use of panel discussion in several different ways. One way is to 

invite a number of trainees to form a panel. The other trainees then prepare a number of 

questions on chosen issues to ask the panel. The trainer acts as the chairperson of the 

panel. 
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A panel provides several points of view on a topic to seek alternatives to a situation. Panel 

members may have differing views but they must also have objective concerns for the 

purpose of the training. This is an excellent method for using outside resource people. 

Pros: Trainees often find it interesting to hear different points of view. The process invites 

employees to share their opinions and they are challenged to consider alternatives. 

Cons: It requires a great deal of preparation. The results of the method can be difficult to 

evaluate. 

Role Playing 

During a role play, the trainees assume roles and act out situations connected to the 

learning concepts. It is good for customer service and sales training. 

Pros: Trainees can learn possible results of certain behaviors in a classroom situation. 

They get an opportunity to practice people skills. It is possible to experiment with many 

different approaches to a situation without alienating any actual customers. 

Cons: A lot of time is spent making a single point. Trainers must be skilled and creative in 

helping the class learn from the situation. In some role play situations, only a few people 

get to practice while others watch. 

Case Studies 

A case study is a description of a real or imagined situation which contains information 

that trainees can use to analyze what has occurred and why. The trainees recommend 

solutions based on the content provided. 

Group/pair discussion: The trainees work in groups or pairs using activity sheets. 

Workshops: The trainees work individually or in groups to prepare something, such as 

ELT materials, teaching aids, or lesson plans. 
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Elicitation: The trainer works with the trainees and tries to draw out opinions on specific 

teach-training points using a question-and-answer technique. 

Plenary discussion: There is general discussion of ELT issues with all the trainees 

together. 

This was a brief description of the most common training methods available for trainers to 

choose from according to their training skills and trainees‘ level and situation. However, 

the most widely used training methods are as follows: 

Workshops: 

There are many workshop format variations - here's a basic workshop format: 

 Prior to workshop session identify and agree via consultation with the team the 

aim/opportunity area to be addressed.  

 It's also important to decide workshop objectives in relation to the team's 'maturity', 

experience and development.  

 At start of workshop, introduce aim and process, describe expectations. 

 Brainstorm the ideas with the whole group.  

 Split the group into pairs or threes and ask them to come up with outline 

actions/initiatives/plans to achieve agreed purpose/aim.  

 Have groups present back their ideas - review and praise positives aspects in each, 

and gently agree areas which would benefit from improvement/refining.  

 Then task and agree for groups or individuals to refine outline plans into clear 

objectives, during the workshop, or afterwards to be fed back to manager, which can 

then be followed up and coached during implementation. 

 Follow up, coach, encourage, support and invite ideas for future workshop items 

and process improvements. 
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Lectures: 

Before any lecture, you could consider the following: 

 prepare visuals - include your name on the first one 

 if sharing visuals with other lecturers, read through them for understanding 

 if using PowerPoint, prepare and printout a 'Notes Page' version so you have the 

slide and what you want to say on the same page 

 design your notes with a large enough font size to guide you - not to merely read 

out, but to allow you to glance at for direction 

 prepare a 'Handouts -6 slides per page' printout so you can see what slide follows 

the current one 

 read the relevant section of the text(s) on which the lecture topic is based 

 prepare a set of backup overhead transparencies in case the PowerPoint technology 

fails you, or 

 prepare a set of master documents for display on the document projector (if 

available) 

 do a practice run through to help you gauge length of time to cover material you 

have prepared 

 prepare some quick activities to use if you look like finishing early. 

To achieve the expected outcome of any of these training methods, you need to remember 

the following good techniques/Practices for Training 

 Relax and energise participants. Facilitate name-learning; 

 Familiarize participants with each other and with organizations represented; 

 Ensure all participants understand the aims and objectives of the workshop; 

 Always properly introduce the key aims of the training, and use an ice-breaker 

through which everybody is introduced, especially if you do not know participants 

well. Icebreakers are very important to keep a group interested and working together 

effectively. 
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 They are useful for training workshops, and for the actual monitoring process that 

involves group discussions and exercises; 

 Ensure all the activities planned for the workshop are acceptable to the participants; 

 Agree upon a timetable; 

 List expectations, and get a sense of the level of knowledge present among 

participants at the start of the training; 

 Adapt the programme to address the felt needs and make modifications to content or 

structure as requested by the group; 

 Agree to ‗rules‘ of the workshop (e.g. mutual respect, one speaker at a time, no 

mobile phones, etc.); 

 Emphasize ‗learning by doing‘ as the approach that will be taken during training; 

 Start every day with a recapitulation of the previous day. Then introduce the agenda 

for the day and seek inputs. For every training session explain what they will do, 

then do it, then summarize what was done including a list of key points (if possible 

summarized by participants); 

 Use a variety of communication methods: show a wide range of visual aids (simple, 

easy to read in colour and size, key words not long stories), encourage plenary 

discussion, group work, individual work, role-playing, etc. 

 Role-play a bad facilitator versus a good facilitator for contrast and clarity; 

 Also remember to incorporate activities that: invigorate participants (who are sleepy 

or looking bored), calm participants (who are over-excited), and refresh participants 

(who have been working hard) in between training activities; 

 Stick to time-frames where possible; 

 Have a strong closing session where you review aims and expectations, summarize 

what was learnt, commit to action, and close with appreciation and congratulations; 

 Always build in an evaluation of the training as improvements can always be made.  
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 Any simple evaluation is suggested to focus on the following questions: 

 What did you like about the training? 

 What did you not like about the training? 

 

 What will you do as follow up to the training? 

 What suggestions do you have to improve future training sessions? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  66  

General  Supervision ELT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Planning, Time Management 

And Solving Field Problems 

 



  67  

General  Supervision ELT 

PLANNING 

* How do you understand the term “ educational planning” ? 

    There are many definitions of educational planning. Educational planning first starts 

with a vision. A clearly articulated picture of the future you intend to create for yourself. 

It's a dream. A passion for what want you do, and the benefit it brings others as well as 

yourself. However, if that vision (dream) does not have direction, it will always remain a 

dream and will never become a reality. Therefore, the vision comes first which also 

includes the will to change circumstances; your overall long-term career goals and 

objectives. Next, you must develop a road-map with short-term goals and objectives 

which will lead to your long-term career goal. The short-term goals and objectives will 

ensure you that you are moving in the right direction, and will serve as a catalyst giving 

you excitement and incentive to carry on. When creating a road-map, it should never be 

without the collaboration of a mentor, or we could say a coach, or reputable counsellor.  

   It is a process of finding the best solutions for a problem in the light of the available 

resources. This process should be purposeful and done carefully to achieve the aims. 

 Acquire the will to change circumstances 

 Acquire the vision (dream) 

 Develop a road-map leading to the overall career goal and objective 

 Just do it with 100% commitment and don't let go until it becomes a reality. 

* Why planning? 

Wherever a person works and whatever he does, his activity can be productive or 

effective only if it has a scientific basis. In industry, agriculture, and every other field we 

aim at scientific organization of labour and wish to work with knowledge of what we are 

doing. 
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* Pedagogical Labour:  

The work of teaching and education conducted by teachers at schools – also needs a 

scientific basis. For this reason the teaching of foreign languages must have its 

scientifically based technique. Language teachers should constantly strive to improve 

their techniques and work unremittingly or ceaselessly to improve both their linguistic 

and teaching qualifications. 

There are two kinds of plans:                

1- Long-term plan 

2- Short-term plan 

In setting a plan we have to put priorities into our consideration. We start with urgent 

needs. 

* Elements of successful planning: (Also planning stages) 

1- Think about a problem and its implementation 

2- Collect data 

3- Specify the aims 

4- Specify the resources 

5- Publicize the project 

6- Implement, follow up and evaluate 

Elements of successful administration: 

1- Planning  

2- Organization 

3- Implementation   

4- Supervision 

5- Follow up and evaluation  
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* Kinds of planning:  

A- Educational Planning 

B- School Planning  

A-Educational Planning:  

It is the rational orientation towards the future of education. It is the regulations that 

have been settled and agreed upon in the field of education to achieve the desired aims. 

B- School planning: 

It is the use of thinking in orienting the educational process at school.  

* Significant works of the school planning ( types of plans ): 

1- General school plan 

2- Timetable plan 

3- A plan for developing teachers' technical abilities 

4- A plan for the slow learners 

5- A plan for class visits 

6- A plan for analyzing and developing a curriculum 

7- A plan for extracurricular activities 

* The importance / value of educational planning in points: 

1- It is necessary if organizational excellence is to be achieved. 

2- It is the roadmap of the whole process. 

3- It focuses the attention. 

4- It helps identify where the pitfalls are over the short-term. 

5- It helps achieve the overall objectives and goals. 

6- It helps avoid confusion. 
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7- It saves time and effort. 

8- It minimizes the cost. 

9- It achieves coordination and cooperation among different administrations. 

* The basics (strategies) of educational planning: 

1- Collecting data necessary for planning. 

2- Studying and analyzing such data to benefit from. 

3- Setting the plan depending on the data collected and the available resources. 

4- Implementation staff should participate in setting the plan up. 

5- Putting an alternative plan in case of failure of the main one. 

6- Flexibility and continuity of the plan. 

7- Putting into consideration future fluctuations. 

8- Implementation accompanied by follow-up and a step-by-step evaluation. 

* Planning stages: 

1- Thinking of the problem and all its dimensions. 

2- Collecting all data related to the problem. 

3- Specifying the aims that the planner seeks to achieve. 

4- Specifying the resources and the manpower needed to accomplish the plan. 

6- Publicize the project to stimulate others to take part and give opinions. 
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7- Setting up implementation procedures. 

8- Implementation with ongoing follow-up and evaluation. 

* The main ELEMENTS of any educational plan: 

1- Clear objectives/Aims: Specify the final aims that the plan will achieve. 

2- Content of the plan and the implementation procedures.   

3- Manpower: The staff members who are going to execute the plan.  

4- Tools and equipment with which we execute the plan. 

5- Time: Specify enough time for implementing the plan to achieve its aims. 

6- The required educational technology ( resources ) to implement the plan. 

7- Cost. 

8- Ongoing evaluation. 

* The main COMPONENTS of any educational plan: 

1- The Pupil 

2- The Teacher 

3- The Syllabus 

4- The Teaching Aids and Extra-Curricular Activities 

* How to set an educational plan? 

1- Specify the general aims. 

2- Study the status quo. 

3- Specify the means with which you implement the plan. 

4- Prepare a brochure for aims, policies and implementation procedures.  

5- Estimate the cost. 

6- Prepare a draft plan ( aims – time - procedures – responsibilities )  

7- Follow-up and evaluation. 
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In general we have a daily plan, a weekly plan, a monthly plan and a term plan. 

  ( NB: see appendix ) 

- Suggested Daily /  Weekly Plan: 

Day Period 1 Period 2 Period 3 Period 4 Period 5 

Sun. 

Checking 
preparation 
notes and 
preparing for 
the day's plan 

My class 
Getting ready 
for the meeting 

Weekly Staff 
meeting 

Extended 
discussion of 
the staff 
meeting topics 
with free 
colleagues 

Mon. 

Revising the 
items for the 
day's plan and 
collecting 
related work 

Written work 
follow-up 

My class 
class visit : 
class  ..... 

Writing the 
report of the 
class visit and 
discussing it 
with the 
colleague 

Tues. 

Revising the 
items for the 
day's plan and 
collecting 
related work 

Sub-Meeting 
with grade-
nine  teachers 

My class 

 

School Board 
Meeting 

Writing the 
minutes of the 
administration 
board meeting 
in the specified 
register 

Wed. 

Revising the 
items for the 
day's plan and 
collecting 
related work 

A class visit in 
class  .... 

My class 

 

Writing the 
report of the 
class visit and 
discussing it 
with the 
colleague 

Preparing extra 
material and 
activities for 
brilliant 
students 

Thur. 

Revising the 
items for the 
day's plan and 
collecting 
related work 

Written work 
follow-up 

setting a new 
plan for the  
following week 

Sub-Meeting 
with teachers 
of  grade seven 

My class 
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Suggested Plan for the First Term: 

1- Checking and finalizing the second session exam. 

2- Distributing classes according to the number of classes and teachers' proficiency 

and needs. 

3- Checking the available media. 

4- Distributing syllabus sheets. 

5- Assigning tasks and distributing extra curricular activities among staff members. 

6- Giving the diagnostic test. 

7- Preparing remedial exercises according to the feedback of the diagnostic test. 

8- Preparing and following up written work exercises. 

9- Preparing the first period test. 

10-Analyzing tests results. 

          11-Low achievers and brilliant students follow up. 

          12- Class visits and inter-visitations. 

          13-Staff meeting topics according to the feedback from class visits, inter- 

      visitations and the latest educational issues. 

           14-Preparing workshops, seminars and demo lessons. 

           15- Following up reinforcement classes. 

           16- Preparing the second period test and analyzing their results. 

           17- Following up of newly recruited teachers or teachers who are old   

       hand but rusty. 

           18- Preparing end of term exam.  
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/ 

 

  الشهرية لعمل رئيس القسم/ نموذج الخطة  األسبوعية   

 ................شهر 

 2.../.../....إلى يوم   2.../.../....األسبوع الثاني من يوم   2.../.../....إلى يوم        2.../.../....األسبوع األول من يوم  

    

    

    

    

    

    

 2.../.../....إلى يوم   2.../.../....األسبوع الرابع من يوم   2.../.../....إلى يوم     2.../.../.....األسبوع الثالث من يوم  

    

    

    

    

    

    

  ما تم تأجيله( ؟ )              ما لم يتم إنجازه(  X)          ما تم إنجازه(  √) 
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Elements of Quality in 

Education 

"Vision, Mission and Performance Indicators" 

 



  76  

General  Supervision ELT 

 

Quality in Education 

Elements of Quality in Education                                Vision / Mission / Performance Indicators  

Introduction 

 Many definitions of quality in education exist, testifying to the complexity and 

multifaceted nature of the concept. The terms efficiency, effectiveness, equity and quality 

have often been used synonymously.  Establishing a contextualized understanding of 

quality means including relevant stakeholders. Key stakeholders often hold different views 

and meanings of educational quality. Indeed, each of us judges the school system in terms 

of the final goals we set for our children our community, our country and ourselves. 

Definitions of quality must be open to change and evolution based on information, 

changing contexts, and new understandings of the nature of education‘s challenges. 

However, quality education includes: 

Learners who are healthy, well-nourished and ready to participate and learn, and 

supported in learning by their families and communities. 

Environments that are healthy, safe, protective and gender-sensitive, and provide 

adequate resources and facilities. 

Content that is reflected in relevant curricula and materials for the acquisition of basic 

skills, especially in the areas of literacy, numeracy and skills for life, and knowledge in 

such areas as gender, health, nutrition, and peace.                                                  

Processes through which trained teachers use child-centred teaching approaches in well-

managed classrooms and schools and skilful assessment to facilitate learning and reduce 

disparities. 

Outcomes that encompass knowledge , skills and attitudes, and are linked to national 

goals for education and positive participation in society. 
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I. Quality Learners 

 The quality of children‘s lives before beginning formal education greatly influences the 

kind of learners they can be. Many elements go into making   a quality learner, including 

health, early childhood experiences and home support. 

Good health and nutrition. 

Physically and psychosocially healthy children learn well. 

Early childhood psychosocial development experiences. 

Positive early experiences and interactions are also vital to preparing a quality learner. 

Regular attendance for learning. 

When they reach school age, children must attend school consistently. A child‘s exposure 

to curriculum  significantly influences achievement . 

Family support for learning. 

 Parents‘ level of education  has a multifaceted impact on children‘s ability to learn in 

school. 

II. Quality Learning Environments 

 Learning environments are made up of physical, psychosocial and service delivery 

elements. 

Physical elements 

Quality of school facilities. 

 The quality of school facilities has an indirect effect on learning. 
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Interaction between school infrastructure and other quality dimensions. 

The quality of school buildings may be related to other school quality issues, such as the 

presence of adequate instructional materials and textbooks, working conditions for 

students and teachers, and the ability of teachers to undertake certain instructional 

approaches. 

Class size. 

Schools have to expand class sizes, as well as the ratio of students to teachers, to 

accommodate large numbers of new students.  

Psychosocial elements 

Peaceful, safe environments. 

Within schools and classrooms, a welcoming and non-discriminatory climate is critical to 

creating a quality learning environment.  

Teachers’ behaviours that affect safety. 

Parents, educators and researchers express important concerns about teachers who create 

an unsafe environment for students. 

Effective school discipline policies. 

Well-managed schools and classrooms contribute to educational quality. Students, 

teachers and administrators should agree upon school and classroom rules and policies, 

and these should be clear and understandable. 
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Inclusive environments. 

Reducing other forms of discrimination is also critical to quality improvement in learning 

environments. There must be inclusion of students with special needs and disabilities , and 

other types of students. 

Non-violence. 

War and other forms of interpersonal and group conflict clearly have an impact on 

children‘s mental health and their ability to learn. 

Service delivery 

Provision of health services. 

Provision of health services and education can contribute to learning first by reducing 

absenteeism and inattention. 

III. Quality Content 

Quality content refers to the intended and taught curriculum of schools.  

Student-centred, non-discriminatory, standards-based curriculum structures. 

Curriculum should emphasize deep rather than broad coverage of important areas of 

knowledge ,authentic and contextualized problems of study, and problem-solving that 

stresses skills development as well as knowledge acquisition. 

Uniqueness of local and national content. 

The specific content of school curriculum, however, depends on local and national values. 

Quality content should include several pivotal areas. These include literacy, numeracy, life 

skills and peace education — as well as science and social studies. 
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Literacy. 

Literacy is often considered one of the primary goals of formal education .The learning 

context and agendas people have for learning to read and write have an important impact 

on the development of literacy skills . 

Numeracy. 

Numeracy  encompasses a range of skills from basic arithmetic and logical reasoning to 

advanced mathematics and interpretative communication skills. It is different from 

mathematics. 

Life skills. 

Life skills  include  topics such as  health, hygiene, etiquette, and vocational skills. They 

are defined as ―psycho-social and interpersonal skills used in every day interactions. 

Peace education. 

Peace education seeks to help students gain the ability to prevent conflict, and to resolve 

conflict peacefully when it arises. 

Challenges in reaching large numbers of children with quality content. 

Educators who seek to maintain and expand programmes that successfully address 

important curricular content such as life skills and peace education may face challenges. 

IV. Quality Processes 

Educational processes mean how teachers and administrators use inputs to frame 

meaningful learning experiences for students. Their work represents a key factor in 

ensuring quality school processes. 
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Teachers 

Professional learning for teachers. 

The highest quality teachers have deep mastery of both their subject matter and pedagogy . 

The preparation that teachers receive before beginning their work in the classroom varies 

significantly around the world. 

Teacher competence and school efficiency. 

Efficient use of school time has a significant impact on student learning. Teachers‘ 

presence in the classroom represents the starting point.  

Ongoing professional development. 

Professional development can help overcome shortcomings that may have been part of  

teachers‘ pre-service education and keep teachers abreast of new knowledge and practices 

in the field. This ongoing training for teachers can have a direct impact on student 

achievement. 

Continuing support for student-centred learning. 

Teacher education, both pre-service and in-service, should help teachers develop teaching 

methods and skills that take new understandings of how children learn into account. Just 

as curriculum should be child-centred and relevant, so should instructional methods.  

Active, standards-based participation methods. 

Education that supports and empowers both teachers and students through democratic 

processes increasingly defines quality. 
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Teacher feedback mechanisms. 

Good teachers are skilled not only in instructional methods, but also in evaluation and 

assessment practices that allow them to gauge individual student learning and adapt 

activities according to student needs. 

Teacher beliefs that all students can learn. 

 Research around the world has shown that low expectations for student 

achievement permeate educational systems. Rather than setting high standards and 

believing that students can meet them, teachers and administrators  expect that up to half 

the students will drop out or fail, especially in primary grades. 

Teachers’ working conditions. 

Teachers‘ working conditions affect their ability to provide quality education. Many 

aspects of school life and educational policy go into teachers‘ perceptions of their 

employment.  

Supervision and support 

Administrative support and leadership. 

The quality of administrative support and leadership is another critical element in school 

processes .Teachers need governments who are supportive of education systems. 
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Student access to languages used at school. 

The languages schools use for instruction can have an impact on learning and academic 

achievement in general.   

Diversity of processes and facilities. 

The presence and heterogeneous uses of technology in schools are one manifestation of 

how school organizations can become more diversified to meet the needs, interests, 

experiences and realities of individuals and groups. 

V. Quality Outcomes 

The environment, content and processes that learners encounter in school lead to diverse 

results, some intended and others unintended. Quality learner outcomes are intentional, 

expected effects of the educational system. They include what children know and can do, 

as well as the attitudes and expectations they have for themselves and their societies. 

Achievement in literacy and numeracy. 

Academic achievement in general and achievement in literacy and numeracy in particular 

represent key educational outcomes. Teaching students to read, write and calculate is often 

considered the primary purpose of formal education. 

Using formative assessment to improve achievement outcomes. 

The ongoing assessment of student performance can provide teachers with 

the information they need to improve student learning.  
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Outcomes related to community participation, learner confidence and life-long 

learning. 

Academic achievement is often used as an indicator of school quality because it is easily 

measurable using standardized tests. 

Experiential approaches to achieving desired outcomes. 

The content and processes that lead to the more affective outcomes of community 

participation and responsibility happen in the classroom and outside it. 

Health outcomes. 

Educational quality also implies positive outcomes for participants‘ health. Students 

should receive services to improve their health. 

 Finally , bringing together the many dimensions that contribute to educational quality — 

learners, environment, content, process, and outcomes — is a difficult task. It requires 

knowledge, resources, commitment and willingness to change.  

Vision 

A vision is a statement about what your organization wants to become. It helps all 

members of the organization feel proud, excited, and part of something much bigger than 

themselves. It gives shape and direction to the organization‘s future.  

Mission 

 Mission or Purpose is a precise description of what an organization does. It describes the 

business the organization is in. It is a definition  of ―why‖ the organization exists 

currently. Each member of an organization should be able to verbally express this mission. 
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Performance indicators 

A (P I) performance indicator is a measure of performance.  

Such measures are commonly used to help an organization define and  

evaluate how successful it is, typically in terms of making progress towards its long-term 

organizational goals . 

 

http://en.wikipedia.org/wiki/Performance

