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ROLE OF THE HEAD OF DEPARTMENT 

 

The role of the head of department is changing. Until recently, a head teacher's job 

involved what the title suggests: leading and motivating a team of teachers; overseeing the 

curriculum and discipline and representing the school to the outside world. Moreover, a 

range of new responsibilities has been added to specifications by time. 

The HoD is a pivotal figure in the success of a school. She/he is the chief professional in 

the subject area and is expected to set a positive, enthusiastic lead and to be an example of 

good practice, to be followed by the department. Heads of Department are directly 

responsible for the standard of teaching and the quality of learning that takes place in their 

subject. 

HoDs play a crucial role in the main activity of the School.  Their task is to inspire and 

motivate pupils and colleagues.   

 

Specific responsibilities and central tasks: 

1. To link between the administration board and the staff members and between both and 

the ELT supervision. 

2. To cooperate with the ELT supervision in suggesting plans and carrying them out. 

3. To keep abreast of new curriculum thinking, teaching methods, examination syllabuses, 

textbooks and other resources and to ensure that relevant information is communicated to 

members of the department and acted upon. 

4. To observe each member of department teaching. 

5. To establish and revise regularly aims, objectives, syllabuses and schemes of work for 

the department. Schemes of work should include guidelines on teaching method, as well as 

content. 

6. To lead the development of appropriate syllabuses, resources, schemes of work, 

marking policies, assessment and teaching and learning strategies within the department. 

7. To set high standards of work in his/her subject area and to ensure that the department 

is working to those standards. 
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8. To review examination results in the light of prior attainment to identify strengths and 

areas of weaknesses. 

9. To promote enthusiasm, openness to new ideas, commitment and a happy and 

homogenous departmental team. 

10. To identify strengths and area of development with colleagues, providing outlets for 

strengths and offer guidance and training for developmental areas so that teachers within 

the department continue to improve their professional skills. 

11. To develop and enhance the teaching practice of others within the department. 

12. To establish, in consultation with the school administration, timetables for teachers. 

13. To assist student teachers, if he/she got any, in their professional development. 

14. To hold weekly briefing meetings with the department and formal meetings with 

agendas and action minutes according to the calendar. Members of departments should be 

encouraged to table agenda items so that matters of concern to them can be discussed and 

action taken. 

15. To arrange for such tests, assessments and examinations as required. 

16. To keep others fully informed of departmental developments, projects for the future 

and revise, monitor and evaluate departmental development plans annually. 

17. To raise standards of student attainment and achievement within a subject area, to 

monitor and support student progress. 

18. To be accountable for student progress and development within the subject area. 

19. To contribute to the formulation and to co-operate in the implementation of school 

policies. 

20. To help implement school policies and procedures. 

21. To make use of analysis and evaluate performance data provided. 

22. To produce reports on examination performance. 

23. To work with colleagues to formulate aims, objectives and strategic plans for the 

department which have coherence and relevance to the needs of students and to the aims, 

objectives and strategic plans of the school. 

24. To ensure that all members of the department are familiar with its aims and objectives. 
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25. To establish a high quality teaching and learning environment in his/her subject area 

and to support staff to ensure that there is a high standard of behaviour and discipline in the 

teaching area. 

26. To be responsible for quality control within the department. 

27. To manage the financial planning of the department, i.e., budget planning. 

28. To manage cover work for absent members of the department and to oversee that the 

pupils continue to achieve during periods of short, medium or long term absence of 

department members. 

29. To check the coverage of syllabus and the progress sheets filled in by teachers. 

30. To promote teamwork and to motivate staff to ensure effective working relations. 

31.  To ensure that the department‟s teaching commitments are effectively and efficiently 

time-tabled and roomed.  

32. To monitor and evaluate the curriculum area. 

33. To represent the department‟s views and interests to the outside world.   

34. To provide others with relevant information relating to the department‟s performance 

and development when required. 

35. To monitor the quality of teaching and learning in the department and to provide advice 

and support to departmental members. 

36. To be familiar with the work being done by members of the department, to visit 

classrooms and to look at students‟ work. 

37. Consult with teachers about the work and progress of their students. 

38. To suggest extra-curricular activities and distribute them among the staff members, 

according to their abilities and interests. 

39. To plan remedial work for weak pupils and supervise their progress. 

40. To keep neat well-organised registers that could be referred to by people concerned. 
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Effective Communication Skills 

What is communication? 

Many of the problems that occur in an organization are the direct result of people failing to 

communicate. Faulty communication causes the most problems. It leads to confusion and 

can cause a good plan to fail. Communications is “The transfer of information and 

understanding from one person to another person.” – Keith Davis. It is a social process of 

“transmitting and receiving verbal and non-verbal messages that produce a response.” – 

Murphy & Hildebrandt. Effective communication occurs when the message received is as 

close as possible as the message intended to be sent – mutual understanding. 

Benefits of effective communication: 

- Increase productivity   - Anticipate problems 

- Make decisions    -  Coordinate workflow 

- Supervise others    -  Develop relationships 

- Better understanding in the workplace in general  

The Communication process: 

Thought: First, information exists in the mind of the sender. This can be a concept, idea, 

information, or feelings.  

Encoding: Next, a message is sent to a receiver in words or other symbols.  

Decoding: lastly, the receiver translates the words or symbols into a concept or 

information that he or she can understand.  

During the transmitting of the message, two elements will be received: content and 

context.  

Content is the actual words or symbols of the message which is known as l ang uag e  - 

the spoken and written words combined into phrases that make grammatical and semantic 

sense. We all use and interpret the meanings of words differently, so even simple messages 
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can be misunderstood. And many words have different meanings to confuse the issue even 

more.  

Context is the way the message is delivered and is known as paralanguage - it is the non-

verbal elements in speech such as the tone of voice, the look in the sender's eyes, body 

language, hand gestures, and state of emotions (anger, fear, uncertainty, confidence, etc.) 

that can be detected. Although paralanguage or context often cause messages to be 

misunderstood as we believe what we see more than what we hear; they are powerful 

communicators that help us to understand each other. Indeed, we often trust the accuracy of 

non-verbal behaviour more than verbal behaviour.  

Some leaders think they have communicated once they told someone to do something, "I 

don't know why it wasn't done. I told Jim to do it." More than likely, Jim misunderstood the 

message. A message has NOT been communicated unless it is understood by the receiver 

(decoded). How do you know it has been properly received? By two-way communication or 

feedback. This feedback tells the sender that the receiver understood the message, its level 

of importance, and what must be done with it. Communication is an exchange as all parties 

must participate to complete the information exchange.  

Styles of communication: 

1- Assertive communication: 

It‟s how we naturally express ourselves. Here we communicate our needs clearly so it is 

the most effective and healthiest  

2- Aggressive communication 

Involves manipulation because we simply want our needs met. We attempt to make people 

do what we want  

3- Passive communication 

We talk less and avoid direct confrontation. Passives find it safer not to react and better to 

disappear than to stand up and be noticed. 

http://www.nwlink.com/~donclark/knowledge/context.html
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4- Passive aggressive communication: 

A combination of styles; passive-aggressive avoids direct confrontation (passive), but 

attempts to get even through manipulation (aggressive).  

 Most of us use a combination of these four styles, depending on the person or 

situation to get our needs met. Understanding the four basic types of communication will 

help you learn how to react most effectively when confronted with a difficult person. 

Barriers to communication: 

Anything that prevents understanding of the message is a barrier to communication. Many 

physical and psychological barriers exist:  

o Culture, background, and bias: We allow our past experiences to change the 

meaning of the message. Our culture, background, and bias can be good as they allow us to 

use our past experiences to understand something new, it is when they change the meaning 

of the message that they interfere with the communication process.  

o Noise: Equipment or environmental noise impedes clear communication. The 

sender and the receiver must both be able to concentrate on the messages being sent to each 

other.  

o Ourselves: Focusing on ourselves, rather than the other person can lead to 

confusion and conflict. The "Me Generation" is out when it comes to effective 

communication. Some of the factors that cause this are defensiveness (we feel someone is 

attacking us), superiority (we feel we know more than the other), and ego (we feel we are 

the center of the activity).  

o Perception: If we feel the person is talking too fast, not fluently, does not articulate 

clearly, etc., we may dismiss the person. Also our preconceived attitudes affect our ability 

to listen. We listen uncritically to persons of high status and dismiss those of low status.  

o Message: Distractions happen when we focus on the facts rather than the idea. 

Semantic distractions occur when a word is used differently than you prefer. For example, 

http://www.nwlink.com/~donclark/leader/culture2.html
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the word chairman instead of chairperson, may cause you to focus on the word and not the 

message.  

o Environmental: Bright lights, an attractive person, unusual sights, or any other 

stimulus provides a potential distraction.  

o Smothering: We take it for granted that the impulse to send useful information is 

automatic. Not true! Too often we believe that certain information has no value to others or 

they are already aware of the facts.   

o Stress: People do not see things the same way when under stress. What we see and 

believe at a given moment is influenced by our psychological frames of references - our 

beliefs, values, knowledge, experiences, and goals.  

These barriers can be thought of as filters, that is, the message leaves the sender, goes 

through the above filters, and is then heard by the receiver. These filters muffle the 

message. And the way to overcome filters is through active listening and feedback.  

Active Listening: 

Listening is divided into two main categories: passive and active. Passive listening occurs 

when the receiver of the message has little motivation to listen carefully, such as when 

listening to music, storytelling, television, or when being polite. Since only a part of our 

mind is paying attention, it is easy to go into min d  dr i f t  - thinking about other things 

while listening to someone. The cure for this is a c t i v e  l i s t e n in g  - which involves 

listening with a purpose. It may be to gain information, obtain directions, understand others, 

solve problems, share interest, see how another person feels, show support, etc. It requires 

that the listener attends to the words and the feelings of the sender for understanding. It 

takes the same amount or more energy than speaking. It requires the receiver to hear the 

various messages, understand the meaning, and then verify the meaning by offering 

feedback. The following are a few traits of active listeners:  

o Spend more time listening than talking.  

o Do not finish the sentences of others.  
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o Do not answer questions with questions.  

o Are aware of biases. We all have them. We need to control them.  

o Never daydream or become preoccupied with their own thoughts when others talk.  

o Let the other speakers talk. Do not dominate the conversations.  

o Plan responses after the others have finished speaking, NOT while they are speaking.  

o Provide feedback, but do not interrupt continuously.  

o Analyze by looking at all the relevant factors and asking open-ended questions.  

o Walk others through by summarizing.  

o Keep conversations on what others say, NOT on what interests them.  

o Take brief notes. This forces them to concentrate on what is being said.  

Feedback: 

The purpose of feedback is to alter messages so the intention of the original communicator 

is understood by the second communicator. Providing feedback is accomplished by 

paraphrasing the words of the sender. Restate the sender's feelings or ideas in your own 

words, rather than repeating their words. It not only includes verbal responses, but also 

nonverbal ones such as nodding head to show agreement. 

Carl Rogers listed five main categories of feedback. They are listed in the order in which 

they occur most frequently in daily conversations. Notice that we make judgments more 

often than we try to understand:  

o Evaluative: Making a judgment about the other person's statement.  

o Interpretive: Paraphrasing - trying to explain what the other person's statement 

means.  

o Supportive: Attempting to assist or bolster the other communicator.  

o Probing: Trying to gain more information, continue the discussion, or clarify a 

point.  

o Understanding: Trying to discover completely what the other communicator 

means. 

http://www.nwlink.com/~donclark/hrd/history/rogers.html
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o  

Nonverbal behaviour of communication: 

To deliver the full impact of a message, use nonverbal behaviour to raise the channel of 

interpersonal communication. It takes these forms: 

o Eye contact   - Facial Expressions 

o Gestures   - Posture and body orientation  

o Proximity   - Vocal elements as tone, pitch and rhythm.  

References: 

-English Language Teaching Guidelines. Kuwait: Ministry of Education, 1994 

-Black, D.A. The Functions and Characteristics of the Role of the Department Head in the 

Secondary School. Simon Fraser University, 1973 

-Baker, Alan. Improve Your Communication Skills.Kogan Page, 2011. 

-MTD Training. Effective Communication Skills. MTD Training and Ventus Publishing 

ApS, 2010. 

-Hargie, O. and Dickson, D. Skilled Interpersonal Communication. Routledge, 2004 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Head  of Dept. Training Course- Professional Development 2012 – 2013 
 

14 

 

انًىضىع انثاني 

 
 
 

 
   

  

 
 مواصفات القائد الناجح

 التخطيط التربوي و إدارة الوقت

Characteristics of a successful leader 

Educational planning and time management 

  
                                             

 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 



Head  of Dept. Training Course- Professional Development 2012 – 2013 
 

15 

 

 

Essential Characteristics for Leaders in Education 

Power and title does not make a leader.  By having the power as „supervisor‟ or boss does 

not automatically place you on a pedestal as a leader.  Leaders motivate their followers to 

set high, attainable standards that result in successful product outcomes. 

1. Understanding Self  

2. Understanding Human Nature  

3. Communication  

4. Clear, Focused Judgment  

5. Believe in People  

UNDERSTANDING SELF: 

Effective leaders have an honest understanding of who they are and what they represent.  

Knowing strengths and weaknesses of self helps leaders model methods in which they 

utilize their strengths and continually work to build their weaknesses. Good leaders share 

their strengths with their followers and they seek input and support from their followers by 

acknowledging their weaknesses.  Acknowledging that help is needed is not a weakness, 

in fact teachers I know appreciate when leaders admit they might not have all the answers. 

In fact, followers truly will determine the effectiveness of leaders. 

UNDERSTANDING HUMAN NATURE: 

 Education leaders understand the needs, emotions, motivations, strengths, and weaknesses 

of their followers, namely, their entire building staff.  Just as teachers work each and every 

day in their classrooms to grasp a comprehensive understanding of their students, so too 

do leaders in education regarding their followers, staff members. Understanding human 

nature is not an easy task.  Every teacher, like every student, has a variety of needs 

depending upon the day and a kaleidoscope of emotions.  I believe it is misguided practice 

to ignore needs and emotions.  
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COMMUNICATION: 

THE most important trait of a leader is how effective that leader is in two-way 

communication.  The receiver of the communication must clearly understand the exact 

information the sender is transmitting.  Communication involves both verbal and non-

verbal transmissions. When communicating effectively, leaders make consistent eye-

contact and maintain a body posture that appears to be open to the message from the 

followers.  

CLEAR, FOCUSED JUDGMENT: 

Leaders in education must have a clear, focused vision of success and have the capability 

to communicate that vision with the teachers that are in the trenches each and every day.  

Without a consistent vision and without appropriate, effective communication a leadership 

crisis is the result. A leader that understand when, where, and how to take action will be 

trusted. 

BELIEVE IN PEOPLE: 

Leaders that are true visionaries and communicate authentically will have followers take 

action toward that vision, own that vision, and personify success.  More people will be 

smiling, enjoying their work.  It motivates me each and every day when my colleagues are 

in a good place within their work environment.  Teachers that believe in the vision of the 

administration are positive and supportive of each other resulting in outstanding, authentic 

learning for our students. 

Major findings from research on school leadership can be summarized in the following 

five claims: 
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1. Instructional Leadership 

Perhaps the single most important characteristic of an effective educational leader is their 

ability to provide instructional leadership.  Ironically, studies suggest that as many as 75% 

of current principals are not skilled as instructional leaders. 

Superintendents and principals are demonstrating instructional leadership when they 

devote time and energy to improving the quality of teaching and learning. 

2. Management Skills 

Educational leadership is in many ways the ability to understand the balance that is needed 

in a school or district.  That's the case when it comes to management skills and 

instructional skills.  Running a district or a school in today's environment is a demanding 

job.  Success depends on balancing the needs of politicians, parents, and other 

constituents. 

Success also depends on the management skills of the leaders in the school.  While the 

traditional focus of management skill was on budgets, buildings, and facilities. 

 

3. Community Building 

As the role of the educational leader widens, so does the need for these leaders to build 

relationships with people inside, and external to, the school's internal network.  The 

traditional leadership approach of top-down decision-making no longer reflects the new 

distribution of power and sources of motivation. 

4. Educational Vision 

True educational leaders are also able to articulate a clear vision of where they see their 

school system heading, and they have a clear plan for getting there.  When it's shared with 

others, it often becomes a point around which change revolves. 
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Educational Planning 

" Plan your work and work your plan " 

Planning is the formal process of making decisions for the future of individuals and 

organizations. Planning involves dealing on aims and objectives, selecting to correct 

strategies and program to achieve the aims, determining and allocating the resources 

required and ensuring that plans are communicated to all concerned. Plans are statement of 

things to be done and the sequence and timing in which they should be done in order to 

achieve a given end.
 

 

 

Types of Planning 

There are two basic kinds of planning: strategic and operational. Strategic planning, also 

known as long range, comprehensive, integrated, overall and managerial planning, has 

three dimensions: the identification and examination of future opportunities, threats and 

consequences; the process of analyzing an organization‟s environment and developing 

compatible objectives along with the appropriate strategies with policies capable of 

achieving those objectives; and the integration of the various elements of planning into an 

overall structure of plans so that each unit of the organization knows in advance what must 

be done when and by whom. Operational planning, also known as divisional planning is 

concerned with the implementation of the larger goals and strategies that have been 

determined by strategic planning; it is also concerned with improving current operations 

and with the allocation of resources through the operating budget. 

 

Head of department plans: 

1. Annual Plan: This plan should be designed for the whole year from the very beginning 

of the year until the end of it. It should include five basic axis; the teacher, the students, 

the curriculum, the evaluation and the activities.  

2. Monthly Plan: It should be done for activities that are supposed to be practiced during 

a month. 
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3. Weekly Plan: It is for what the head of department is planning to do during a week 

including class visits, written work follow up, staff meetings and any other details of the 

head of department's daily work. 

4. Remedial Plan: The Remedial Plan should be specialized, concrete not abstract, 

based on what low achievers can do, not on what we think they can do. It should be 

graded, systematically applied and it should aim at final results. 

 

5. Plan for the teachers' professional development in which the head of department 

should design a plan for improving and developing the teachers' performance. This plan 

should include all the teachers; the new recruits, excellent teachers, good ones etc.  

What Exactly Is Time Management? 

Time management is a set of principles, practices, skills, tools, and systems working 

together to help you get more value out of your time with the aim of improving the quality 

of your life. 

The important point is that time management is not necessarily about getting lots of stuff 

done, because much more important than that is making sure that you are working on the 

right things, the things that truly need to be done. 

Smart time managers know that there is much more to do than anyone could possibly 

accomplish. So instead of trying to do it all, smart time managers are very picky about 

how they spend their time. 

They choose to focus and spend their time doing a few vital projects that will really make 

a difference, rather than spending all their time doing many trivial things that don't really 

matter all that much. 

If you become a good time manager, you‟ll not only get a lot more done in less time, but 

you‟ll feel more relaxed, focused and in control of your life. 
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You‟ll be able to use your time in a much more balanced and effective way, and you‟ll be 

able to make time for the people and activities that you love. When you get to the end of a 

busy day, you‟ll feel a strong sense of accomplishment from everything that you actually 

got done. 

Improving your time management skills can even help you get better results by doing less 

work, because you're focusing on the things that really matter rather than all the low-

priority busywork that just keeps you busy. 

If you don‟t learn how to manage your time well, you‟ll be far less productive than you 

could be and you‟ll get a lot less done. You‟ll also feel much more stressed and 

overwhelmed, and you‟ll struggle to find time to spend with the people you care about and 

to do the things you enjoy. 

Learning Time Management Skills 

Time management comes down to choices. Good choices lead to better results, while poor 

choices lead to wasted time and energy. 

The good news is that time management can be learned and mastered by anyone. All it 

takes is practice and dedication. 

Like any other skill, you can learn time management the easy way or you can learn it the 

hard way. 

The hard way usually involves years of trial and error and lots of false starts trying to 

figure out what works and what doesn't. 

15 Best Time Management Tips 

In the meantime, here are 15 practical time management tips to help you get started... 
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1. Write things down  

A common time management mistake is to try to use your memory to keep track of too 

many details leading to information overload. Using a to-do list to write things down is a 

great way to take control of your projects and tasks and keep yourself organized.  

2. Prioritize your list  

Prioritizing your to-do list helps you focus and spend more of your time on the things that 

really matter to you. Rate your tasks into categories using the ABCD prioritization system 

described in the time management course.  

3. Plan your week  

Spend some time at the beginning of each week to plan your schedule. Taking the extra 

time to do this will help increase your productivity and balance your important long-term 

projects with your more urgent tasks. All you need is fifteen to thirty minutes each week 

for your planning session.  

4. Carry a notebook  

You never know when you are going to have a great idea or brilliant insight. Carry a small 

notebook with you wherever you go so you can capture your thoughts. If you wait too long 

to write them down you could forget. Another option is to use a digital recorder.  

5. Learn to say no  

Many people become overloaded with too much work because they overcommit; they say 

yes when they really should be saying no. Learn to say no to low priority requests and you 

will free up time to spend on things that are more important. 
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6. Think before acting  

How many times have you said yes to something you later regretted? Before committing 

to a new task, stop to think about it before you give your answer. This will prevent you 

from taking on too much work.  

7. Continuously improve yourself  

Make time in your schedule to learn new things and develop your natural talents and 

abilities. For example, you could take a class, attend a training program, or read a book. 

Continuously improving your knowledge and skills increases your marketability, can help 

boost your career, and is the most reliable path to financial independence.  

8. Think about what you are giving up to do your regular activities  

It is a good idea to evaluate regularly how you are spending your time. In some cases, the 

best thing you can do is to stop doing an activity that is no longer serving you so you can 

spend the time doing something more valuable. Consider what you are giving up in order 

to maintain your current activities.  

9. Use a time management system  

Using a time management system can help you keep track of everything that you need to 

do, organize and prioritize your work, and develop sound plans to complete it. An 

integrated system is like glue that holds all the best time management practices together.  

10. Identify bad habits  

Make a list of bad habits that are stealing your time, sabotaging your goals, and blocking 

your success. After you do, work on them one at a time and systematically eliminate them 

from your life. Remember that the easiest way to eliminate a bad habit, is to replace it with 

a better habit.  

11. Don’t do other people’s work  
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Are you in the habit of doing other people‟s work because or a „hero‟ mentality? Doing 

this takes up time that you may not have. Instead, focus on your own projects and goals, 

learn to delegate effectively, and teach others how to do their own work.  

12. Keep a goal journal  

Schedule time to set and evaluate your goals. Start a journal and write down your progress 

for each goal. Go through your goal journal each week to make sure you are on the right 

track.  

Keeping a journal on your computer has never been easier!  

13. Don’t be a perfectionist  

Some tasks don‟t require your best effort. Sending a short email to a colleague, for 

example, shouldn‟t take any more than a few minutes. Learn to distinguish between tasks 

that deserve to be done excellently and tasks that just need to be done.  

14. Beware of “filler” tasks  

When you have a to-do list filled with important tasks, be careful not to get distracted by 

“filler” tasks. Things such as organizing your bookcase or filing papers can wait until you 

tackle the items that have the highest priority.  

15. Avoid “efficiency traps”  

Being efficient doesn‟t necessarily mean that you are being productive. Avoid taking on 

tasks that you can do with efficiency that don‟t need to be done at all. Just because you are 

busy and getting things done doesn‟t mean you are actually accomplishing anything 

significant.  
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       المالحظات الصفية و تقويم أداء المعلم

    
Classroom observation and 

teacher evaluation 
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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. [Noting 
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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 living as a 
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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.  
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      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. 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.  

  Professional Behavior 

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

observations. Recording reinforces memory.  

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

see what you have written.] 

  Some additional things to look for during the observation semester: 

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: 

 

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

each section to provide more feedback or suggestions. 

 

 

 

 

 

 

 

 

 

 

 

Remarks   : Not observed More emphasis Accomplished recommended very well 

Evaluation: 1 mark 2 marks 3 marks 
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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    
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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    

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    
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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: ……………… 

   

observation? 

What suggestions do you have for improving upon this instructor's skills?    

Day & Date CLASS PERIOD UNIT LESSON PB WB 

…… /…/ 20.. ……/…… ………     
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Procedure & Teaching Techniques : 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

……………………………………………………… 

Pupils' Attitude, Response & Standard:  

……………………………………………………………………………………… 

Written work follow up: 

………………………………………………………………………………………. 

Comments & Recommendations 

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………..........................……………………………………………………

…………………………………………………………………………………………… 

      Teacher                                                                             Head of Dept. 
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 بناء االختبارات و تحليل النتائج
Constructing tests and 

analyzing results 
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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. 

STEP 1. DESIGNING THE TEST 
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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. 

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. 
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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. 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. 
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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. 

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 
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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. 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. 
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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 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. 
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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 

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 
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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. 

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. 
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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 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 
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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. 

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 
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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. 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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Staff meetings and effective presentation techniques 

 

                    Meetings are unpopular because they take up time--usually that of many 

people. However, there are good meetings and there are bad meetings. Meetings can be an 

excellent use of time when they are well-run. Unfortunately, the converse is also true, and it 

seems that time-wasting, poorly run meetings are far too common.  

The following 6 rules of meeting management can help make meeting more productive 

and less frustrating. Each of the rules requires commitment from all participants. 

Golden Rule #1: Run your meetings as you would have others run the meetings that you 

attend. 

This is the most fundamental Golden Rule of Meeting Management. Running an effective 

meeting--or being a good meeting participant--is all about being considerate of others. All 

the other Golden Rules of meeting management flow from this principle. 

Golden Rule #2: Be prepared and ensure that all the participants can be as well. 

Distribute the meeting agenda a day before the meeting and make sure everyone has access 

to any relevant background materials. Participants, of course, have the obligation of 

reviewing the agenda and background materials and arriving at the meeting prepared. If the 

meeting organizer has not provided adequate information about the objectives of the 

meeting, the participants should take the initiative to ask. No one should arrive at a meeting 

not knowing why they are there--and what is supposed to be accomplished.  

If there is nothing to put on the agenda, the organizer should ask him/herself whether 

there really needs to be a meeting. 

Golden Rule #3: Stick to a schedule. 

Start the meeting on time and end it on time (or even early). Starting on time requires 

discipline by the organizer and the participants. Arriving late shows a lack of consideration 

for all those who were on time. But if all participants know that the organizer is going to 
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start the meeting right on time, there is a much greater likelihood that everyone else will 

make the effort to be punctual. 

Finishing in a timely manner is also crucial. If everyone agreed that the meeting would 

last an hour, the meeting should not run any longer than that. Keeping the agenda realistic is 

important, of course. Finally, if only 20 minutes are required to accomplish the meeting 

objectives, the meeting should end after only 20 minutes. It would be a waste of everyone's 

time to let it go on any longer than that. 

The time for which the meeting is scheduled is also important. Scheduling regular 

meetings for inconvenient times (e.g. after the end of the official work day) can have a very 

negative impact on morale. Emergencies are a reality for most organizations and may 

necessitate meetings at odd times, but routine meetings should be scheduled at a time that is 

reasonably convenient for the participants. 

Golden Rule #4: Stay on topic. 

Most groups have at least one person who tends to go off on a tangent or tell stories during 

meetings. Whether this is the organizer or one of the participants, all meeting participants 

have the responsibility of gently guiding the meeting back to the substantive agenda items. 

This should not be done at the expense of all levity, of course, as that is an important 

ingredient for esprit de corps. Also, storytelling can be very useful if it is being used 

deliberately as a coaching or teaching tool. As a rule, however, someone needs to guide the 

discussion back to the agenda if the meeting becomes clearly off track. 

Golden Rule #5: Don't hold unnecessary meetings. 

Carefully assess how often routine meetings really need to be held. For example, if you 

have daily staff meetings, how productive are they? Can they be held less frequently? Or, 

perhaps, can they be held standing up someplace and kept to a few minutes? Staff meetings 

are crucial vehicles for maintaining good communication in the office, but it is important to 

find the right balance between good communication and productive uses of time. 
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Golden Rule #6: Wrap up meetings with a clear statement of the next steps and who is to 

take them. 

If any decisions were made at the meeting (even if the decision was to "study the issue 

more") the meeting organizer should clearly summarize what needs to be done and who is 

going to do it. If the organizer fails to do this, one of the participants needs to speak up and 

request clarification of the next steps. This is crucial. If the participants leave the meeting 

and no one is accountable for taking action on the decisions that were made, then the 

meeting will have been a waste of everyone's time. 

These simple rules can go a long way in making meetings more productive. 

Implementing them is not always easy, as they require preparation and discipline, but doing 

so can make a huge difference to the productivity of your department.  

 

                                      Effective presentation techniques 

                Presentations skills and public speaking skills are very useful in many aspects 

of work and life. Effective presentations and public speaking skills are important in 

teaching and lecturing. Developing the confidence and capability to give good 

presentations, and to stand up in front of an audience and speak well, are also extremely 

helpful competencies for self-development too. Presentations and public speaking skills are 

not limited to certain special people - anyone can give a good presentation, or perform 

public speaking to a professional and impressive standard. Like most things, it simply takes 

a little preparation and practice. 

         The formats and purposes of presentations can be very different, for example: oral 

(spoken), multimedia (using various media - visuals, audio, etc), PowerPoint presentations, 

short impromptu presentations, long planned presentations, educational or training sessions, 

lectures, and simply giving a talk on a subject to a group on a voluntary basis for pleasure.  

            Yet every successful presentation uses broadly the essential techniques and 

structures explained here.  
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Preparation - creating your presentation 

 Think about your audience, your aims, their expectations, the surroundings, the 

facilities available, and what type of presentation you are going to give (lecture style, 

informative, participative, etc). 

  What are your aims? To inform, inspire and entertain, maybe to demonstrate and 

prove, and maybe to persuade. 

  How do you want the audience to react?  

Thinking about these things will help you ensure that your presentation is going to 

achieve its purpose. 

 Clearly identify your subject and your purpose to yourself, and then let the creative 

process take over for a while to gather all the possible ideas for subject matter and how you 

could present it. Use brainstorming and mind-mapping. 

Both processes involve freely putting random ideas and connections down on a piece of 

paper - the bigger the better - using different coloured big felt pens will help too. Don't 

write lists and don't try to write the presentation until you have picked the content and 

created a rough structure from your random collected ideas and material.  

 When you have all your ideas on paper, organise them into subject matter 

categories, three is best. Does it flow? Is there a logical sequence that people will follow 

and you'll be comfortable with? 

Presentations almost always take longer to deliver than you think the material will last. 

 You must create a strong introduction and a strong close. 

 You must tell people what you're going to speak about and what your purpose is. 

When you have structured your presentation, it will have an opening, a middle with 

headed sections of subject matter, and a close, with opportunity for questions if relevant.  
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 Practice your presentation  in its rough form. This practice is essential to build your 

competence and confidence, and also to practice the pace and timing. You'll be amazed at 

how much longer the presentation takes than you think it will. 

 Next you give it a 3
rd

 Dimension by blending in your presentation method. This 

entails the equipment and materials you use, case studies, examples, quotations,  questions 

and answers, individual and group exercises, interesting statistics, and any kind of 

presentation aid you think will work.  

 Ask an honest and tactful friend to listen and watch you practice. Ask for their 

comments about how you can improve, especially your body position and movement, your 

pace and voice, and whether they understood everything. If they can't make at least a half a 

dozen constructive suggestions ask someone else. 

 Produce the presentation materials and organise the equipment, and ensure you are 

comfortable with your method of cribbing from notes, cards etc. 

 Practice it in its refined  form. Amend and refine if necessary, and if possible have a 

final run-through in the real setting if it's strange to you. 

 Take nothing for granted. Check and double-check, and plan contingencies for 

anything that might go wrong. 

 Plan and control the layout of the room as much as you are able. Take care to 

position yourself, your equipment and your audience and the seating plan so that it suits you 

and the situation. For instance, don't lay out a room theatre-style if you want people to 

participate in teams. Use a boardroom layout if you want a cooperative debating approach.  

 Make sure everyone can see the visuals displays. 

Delivering your presentation 

 Relax, have a rock-solid practiced opening, and smile. Be firm, be confident and be 

in control; the floor is yours, and the audience is on your side.  
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 Introduce yourself and tell them what your going to tell them. Tell them why your 

telling them it; why it's important, and why it's you that's telling them. Tell them how long 

your going to take, and tell them when they can ask questions (if you're nervous about being 

thrown off-track then it's okay to ask them save their questions until the end).  

 By the time you've done this introduction you've established your authority, created 

respect and credibility, and overcome the worst of your nerves. You might even be enjoying 

it; it happens. If you're just giving a short presentation then by the time you've done all this 

you've completed a quarter of it! 

 Remember, if you are truly scared, a good way to overcome your fear is just to do it.  

     "What doesn't kill you makes you stronger." (Friedrich Nietzsche) 

 Remember also, initial impact is made and audience mood towards you is 

established in the first 4-7 seconds. 

 Be aware of your own body language and remember what advice you got from your 

friend on your practice run. You are the most powerful visual aid of all, so use your body 

movement and position well. Don't stand in front of the screen when the projector is on. 

If people talk amongst themselves just stop and look at them. Say nothing, just look. You 

will be amazed at the effect, and how quickly your authority increases. This silent tactic 

usually works with a chaotic audience too. 

If you want a respite or some thinking time, asking the audience a question or involving 

them in an exercise takes the pressure off you, and gives you a bit of breathing space. 

Pausing is fine. It always seems like an age when you're up there, but the audience won't 

notice unless you start umming-and-aahing. Knowing that a pause now and then is perfectly 

fine will help you to concentrate on what you're saying next, rather than the pause. 

Keep control, no-one will to question your authority when you have the floor, so don't 

give it up. 

http://www.businessballs.com/body-language.htm
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If you don't know the answer to a question say so and deal with it later. You have the 

right to defer questions until the end (on the grounds that you may well be covering it in the 

presentation later anyway, or just simply because you say so). 

Close positively and firmly, and accept plaudits graciously. 

Creating and giving presentations - step by step summary 

1. define purpose 

2. gather content and presentation ideas 

3. structure the subject matter 

4. develop how to present it 

5. prepare presentation 

6. practice 

7. plan, experience, control the environment 

8. 'dress rehearsal' if warranted 

Prepare the presentation 

Points to remember: why are you presenting? what's the purpose? to whom? how? when 

and where?, audience, venue, aims, equipment, media, subject, outcome aim, audience 

reaction aim, type of presentation, brainstorm, mind-map, random subject-matter collection, 

be innovative and daring, what's the WIIFM for your audience (the 'what's in it for me' 

factor - see acronyms), materials, media, exercises, gather spice, case-studies, statistics, 

props, quotations, analogies, participation, syndicates, anticipate questions, know your 

knowledge-base and reference points, decide your prompt system - cue cards, notes, 

whatever suits you best. 

Create and design the presentation 

Points to remember: plan the structure, create your headings and sub-headings, assemble 

and slot in your subject-matter, spice and activities, plan early impact and to create a 

credible impression, consider attention spans and audience profile to get the language and 
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tone right, add spice every 5-10 minutes, build the presentation, prepare equipment, prepare 

materials and props, create your prompts or notes, dry-run practice, timings, create fall-back 

contingencies, practice, get feed-back, refine, practice and practice. 

Deliver the presentation 

Relax, you have practiced and prepared so nothing will go wrong, enjoy it, the audience 

is on your side.

 

References :   

                            * www.businessballs.com 

                              *govleaders.org/meetings.htm 
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Professional  Growth & Development 

Introduction: 

These are changing times in education systems around the world. With the start of 

the new millennium, many societies are engaging in serious and promising educational 

reforms. One of the key elements in most of these reforms is the professional development 

of (senior) teachers; societies are finally acknowledging that (senior) teachers are not only 

one of the 'variables' that need to be changed in order to improve their education systems, 

but they are also the most significant change agents in these reforms. This double role of 

(senior) teachers in educational reforms – being both subject and object of change – makes 

the field of teacher professional development a growing and challenging area, and one that 

has received major attention during the past few years. 

 

Definition 

         Professional development is defined as an ongoing learning process in which 

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

styles of their students. Professional development is not a one-shot, one-size process that 

fits all events, 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 Key Characteristics of Teachers' Development: 

       Richard Rossner conducted an informal survey among EFL teachers both in the 

United Kingdom and other countries. One of the questions he asked the teachers was, 

‘What do you personally understand by the term "teacher development”?‟ Their responses 

indicated that it has at least the following four key characteristics in teachers' minds:  

 

A- It is about dealing with the needs and wants of the individual teacher in ways that 

suit that individual. The needs may be many and diverse from confidence-building 

to language awareness or technical expertise.  

B- Much of Teacher Development is seen as relating to new experiences, new 

challenges and the opportunity for teachers to broaden their repertoire and take on 

new responsibilities and challenges. This helps them to fight a feeling of jadedness 

and also to develop their careers as well as themselves.  

C- Teacher Development is not just to do with language teaching or even teaching. It is 

also about language development (particularly for teachers whose native language 

isn't English), counseling skills, assertiveness training, confidence-building, 

computing, meditation, cultural broadening- almost anything, in fact.  

D- Teacher Development, in most teachers' opinions, has to be ' bottom-up', not dished 

out by managers according to their own view of what development teachers need.  
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 This doesn't mean to say that managers have no role in it. Nor does it mean that 

managers should stop organizing in- service or other training courses.      

  

       It is a common experience among teachers to feel, after several years of 

teaching, that they need a fresh impetus to encourage them to go on learning and 

developing.  

 

Objectives of Teachers' Professional Development:  

 

The professional development of teachers aims to:  

 raise the standard of teachers' performance. 

 help teachers know the state of art in methodology.  

 comfort teachers and make them ready to adopt up-to-date teaching styles and 

techniques. 

 

The ultimate purpose of professional development is to promote effective teaching 

that results in learning gains for all students.  
 

 

 

Types of Professional Development  Programmes for Teachers in Kuwait:  

 

Training schemes and programmes, given to teachers in Kuwait, are varied and their 

direct objectives differ. But they all aim at promoting teachers‟ proficiency and developing 

their professional abilities. Among these schemes and programmes are the following: 

 Qualification Programmes: They aim to qualify the newly - recruited teachers 

who have joined staffs at schools without getting the educational qualification.  

 Cure Programmes:  Special programmes set to treat deficiencies in specific 

aspects of teachers' performance.  

 Acquaintance Training Courses: Special courses, which aim at developing 

teachers' abilities and helping them to acquaint themselves with the new theories 

and knowledge in the realm of their specialization. These courses are also given to 

teachers before applying new curricula and developed courses. 

 Promotion Programmes: These programmes and courses aim to prepare teachers, 

heads of departments and others to be promoted to (other) leading positions.   

N. B. The afore-mentioned types of programmes and courses come within 

          what we call in-service training.  

 Enlightenment and Acquaintance Programmes: These programmes aim at 

helping new recruits to acquaint themselves with the new working environment, the 

community and the society at large. 
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Professional Development Strategies:  
 

Professional development strategies can be broadly classified into the following 

categories:  

1- Theoretical strategies: Lectures, discussions, conferences, seminars, forums, etc. 

2- Practical strategies: Demo lessons, workshops, class visits, 

         inter-visitations, trips, microteaching, studying cases, problem analysis and different 

training programmes.  

            

      Teachers should be engaged in the professional development strategies 

described below as ways to address diverse teachers' needs, skills and knowledge. These 

ways and means have positive effects on the teachers' professional lives:  

 

Peer Coaching:   is based on the three-phase model of Planning / Observation / Feedback. 

It is also known as clinical supervision. 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.  

 

Study Groups:  involve teachers in reviewing professional literature or analyzing  

samples of student work. Groups structure their interactions around scripts or agendas 

called protocols 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 and its roles 

rotate among members.  

 

Dialogue Journals: Dialogue journals are conversation in writing. They have  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.  

 

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.  

 

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.  
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Action Research (Teachers’ Research):It 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' 

own individual issues (language proficiency and use, handling of classroom procedures, 

etc.).  

 

Professional Literature: Teachers can get abundant sources of knowledge from various 

methodology books, journals, and magazines produced to teachers of English. 

  

Cooperative / Collaborative Development: 
 Teachers need chances to discuss what they are doing and what happens to them in class, 

so they can examine their beliefs and feelings. Discussing our situation with others helps 

us to sort things out in our minds.  

 

Teacher’s associations: 
            There are many teachers‟ associations around the world. Some of them             

are international; some are country based.  

 

Conferences: Attending conferences, meeting and workshops allows us to hear about  

the last developments in the field, take part in the investigative workshops and enter into 

debates about current issues in theory and practice.  

 

Training: Training means "the learning experience that will be sufficiently impressive to 

urge teachers, integrate existing skills they have with the new suggestions so as to develop 

a more complete interactive methodology on theoretical base." In other words, it is the 

process of developing the teachers' abilities to meet their students' needs and interests.  

 

Identifying Needs and Priorities in Professional Development:  

 

Identification of needs is a process that should be handled sensitively and 

efficiently, but not mechanically. It has to take into account the following elements: 

1. The needs of the individuals and groups.  

2. The school needs.  

3. The national policies.             

 

*The following table reflects the principles upon which needs identification is based:  

 

1. Needs Identification: 

      1- The school needs.                            2- The staff needs. 

      3- The teacher‟s needs. [  a) professional needs.   b) Career needs. ] 

2. In-service training instruments: 

               

    1- Classroom observation.     2- Staff meetings.              3- Workshops.                 

    4- Training courses.               5- Microteaching.              6- Local conferences. 
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    7- Reading.                            8- International conferences. 

    9- Informal discussions.        10- Personal reflections through experience.                                                   

 

3.Who needs training? 

 

1- Teachers in post:   * Second-line leadership 

                                                        * Mediocres    

2- Teachers new to post:   * Newly recruited teachers . 

* Teachers used to teach in other educational  

stages. 

 

4. Training Tools: 

 
1- Classroom observation: 

 

 

Classroom observation is the honest dialogue and the supportive and constructive 

feedback, which lead to professional growth and result in positive observer / observed 

experiences and outcomes. 

2- Staff Meetings: 

    Staff meeting can supply the teachers with a forum for sharing reflections, problems and 

success. The meetings need to be formally structured to make sure everyone participates 

and benefits.  
  

3- Workshops: 

     They guarantee the indulgence of teachers in applying the conceptual presentation that 

takes place during the meeting. The presenter must prepare the session in advance 

including providing enough copies of any necessary material. 

 

4- Microteaching: 

     This sample of teaching is usually performed by the trainer. It is important because it:   

 models a variety of new teaching strategies. 

 adjusts a teaching technique and increases the opportunity for immediate 

modification or correction. 

 assesses learning outcomes. 

 reflects critically on the teacher's performance and provides support and 

constructive feedback. 

 helps the teachers to go beyond the traditional way of teaching. 

 

5- Training Courses: 

     These in-service courses can offer a rich selection of lectures of lectures, 

workshops, seminars and discussions, so as to enable the teachers update themselves on 

the latest researches, learn new teaching techniques, become acquainted with the recent 

published materials in their field and meet other professionals.   
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6- Reading (periodicals-educational journals, booklets ….): 

         Reading is a necessary accompaniment to professional development. It is a 

main source for further learning. Though it may substitute training courses, the converse is 

untrue: courses cannot substitute reading.   

 

 

Evaluation:     
  The term evaluation could point to the ongoing and systematic assessment of the 

teacher's professional development. A teacher's evaluation may fall into these main 

divisions:                                                                                                                                                       

1. In-school assessment  

 Portfolios and data collection  

 Contribution in school and staff development plans. 

 High aspiration, which leads the teacher to demanding challenges, high 

proficiency and top grades.  

2. Tests.  

3. Training courses and researches.  

4. Interviews.  

       Development starts from “inside". A teacher's thoughts and behaviours are 

based on certain frameworks, belief systems, thought patterns, paradigms and sets of 

operating principles. There are even some more potential powers within ourselves as 

teachers - that we are not conscious of.  

            Every teacher seems to possess some “key factors" that can easily classify 

him/her within the successful groups of teachers or "super/top teachers".   

As step towards self-development, a teacher may ask him/herself the following set 

of questions: 

 Have I ever believed that everyone of my students is gifted, though they were not 

officially categorized as gifted ones?  

 Do I think of myself as a “learning catalyst or a mere controller”? 

 Am I a demander or a discoverer? 

 Do I consider myself the "one and only" human being in the human history? In 

other words:  

 Do I like to be the pebble that redirects the flow of water, that then alters the flow 

of a stream, that then changes the river banks, and then alters that landscape, that 

then fills the lakes, that then provides water for thousands, that then evaporates 

into clouds, that then changes the weather, and then ultimately affects the fate of 

humanity? 

 Do I choose my own feelings and then choose the appropriate ones for the 

situation? In other words:  

 Do I say to myself about my low achievers “you make me frustrated” or accept the 

responsibility by saying “I feel frustrated at this moment”? 
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       Questions and reflections like the above and more when thought deeply by a 

teacher make him/her understand the “secret to teaching success". 

In other words, training and the need for development lie within the boundaries of 

ourselves first and foremost. 
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