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PREFACE

The Ghana Education Service (GES) has developed a framework for the In-Service Training
(INSET) policy for basic education. The aim is to establish an institutionalised structure for
basic school teachers’ continuous professional development. Since December 2005, the GES
has been developing an INSET programme which focuses on the teaching of basic school
Mathematics and Science. In the process, the programme has devel oped support materials for
institutionalization of INSET in the education system.

At the inception of the INSET Programme, a basdine study was conducted which revealed that
although INSET activities at the district and the school levels have increased in the last few
years, it does not reflect a change in teachers’ and head teachers’ work output, especially in
instructional practices at the classroom level.

INSET in Ghana is often conducted like a pre-service training programme. Both novice and
experienced teachers are trained more or less like teacher trainees or students, with
predetermined training contents, regardiess of their own training needs. The study suggested
that this situation could be attributed to the method of INSET delivery.

This sourcebook has been developed to assist key stakeholders of the INSET at the district and
school levels. The aim is that the Sourcebook will serve as reference material for various
personnel involved in In-Service Training. It is recommended for:

District level personnel involved in INSET at thedistrict level;
School level personnel who provide INSET at the school level;
Usein General pedagogy;

Usein Mathematics and Science teaching

Resources for teaching other subjects of the curriculum could be developed to help teachers
upgrade their skills, using the ingtitutionalised structure of INSET recommended in this
Sourcebook.

It is our expectation that this Sourcebook will help address some of the challenges in the
operationalisation of institutionalised INSET at the district and school levels.
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Michadl Kenneth Nsowah Margaret Benneh
AG Director General (GES) Director, Teacher Education Division (GES)
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Users’ Guide

Usars’ Guide

Users:

Users of the Sourcebook.

Objective of this Module

The Users’ guide is to assist Sourcebook users to select the right modules and utilise the
modul es effectively for particular INSET activities.

Table of Contents:
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Abbreviation

This abbreviation is for all the module of the Sourcebook.

AAP: Annual Action Plan

ACS: Activity Completion Sheet

AD: Assistant Director

ADEAP: Annual District Education Action Plan
ADPR:  Annual District Performance Report
APR: Annual Progress Report

CBI: Cluster-based INSET

CL: Curriculum L eaders

CP: Course Prefect

CPD: Continuous Professional Development
Cs: Circuit Supervisors

DA: District Administrations

DDE: District Director of Education

DEO: District Education Office

DIU: District INSET Unit

DTST: District Teacher Support Team
EMIS: Education Management Information System
FQS: Feedback Questionnaire Sheet

GER: Gross Enrolment Ratio

GES: Ghana Education Service

GOG: Government of Ghana

HT: Head Teacher

INSET: In-Service Training

IPPD: Integrated Personnel Payroll and Database
JCA: Japan International Cooperation Agency
JSS: Junior Secondary School

CLPS: Curriculum L eaders Performance Standards
M&E: Monitoring and Evaluation

MGC: Multi-grade Class

MGT: Multi-grade Teaching

MOE: Ministry of Education

MTEF: Medium Term Expenditure Framework
NGO: Non-Governmental Organization

NIU: National INSET Unit

P.E. Physical Education

PP: Planning Paper

PS: Performance Standards

PTA: Parent and Teacher Association

R.P.K.:  Reevant Previous Knowledge
RDE: Regional Director of Education
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ROOT:  Record of Orientation/ Training for HT and CL

SBI: School-based INSET

SMART: Specific, Measurable, Achievable, Relevant and time-bound
SMC: School Management Committee

SPIP: School Performance I mprovement Plans

SSS: Senior Secondary School

STM Project of Improvement of Educational Achievement in Science, Technology and
Project:  Mathematics in Basic Education

TED: Teacher Education Division

TLM: Teaching and Learning Materials
TTC: Teacher Training College
WSD: Whole School Devel opment
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1. Introduction

The Sourcebook is used as a source of guide in various activities of the INSET programme. It is
expected that a wide range of personne involved in the INSET programme utilise the
Sourcebook.

1.1. Modules in the Sourcebook

The Sourcebook comprises 6 modules and each module has different purposes and target users.
Figure 1 shows thetitle of each module.

Modules Titles
ag): ( Module 1 | District Guidelines
c Module2 | Operational Manud for District Level INSET
§ < Module 3 | School-based and Clugter-based INSET Manual
8 Module4 | General Pedagogy
> Module5 | Sample Lesson Plansin Mathematics

\ Module 6 | Sample Lesson Plansin Science
Figure 1: Title of Each Module

It should be noted that a user is provided with the only modules that he/she needs. A user does
not receive modules irrdlevant to the INSET activities that he/she is involved in. This is to
minimise the cost of provision of Sourcebook and also to make Sourcebook user-friendly.

1.2. Purposes of Each Module

This section briefly explains the purposes of the modules. For further explanations about the
purposes, read “The Objectives of this Module” written in the cover page of each module.

Module 1 (District Guidelines) is a set of guidelines for the INSET activities at the district
level (as well as the school level). It describes the overview of the INSET programme, roles and
responsibilities of the stakeholders and activities of INSET programme at the district and the
school level. It is expected that, in various activities at various levels, this module will be used
as a source of basic information about the INSET programme. It should be noted that the
National level INSET activities are dealt with in the National Guidelines, which is not included
in the Sourcebook.

Module 2 (Operational Manual for District Level INSET) is a manual that describes the
general operation of the INSET activities at the district level. It daborates how the INSET
activities can be planned, implemented and evaluated efficiently. The Appendix 1 provides
procedures and content of specific INSET activities. These are:

HT Orientation, CL Orientation, CL Sourcebook Training, Information Exchange Seminar,
Annual Implementation Workshop, Examples of Workshops/Mestings and Field Monitoring for
SBI/CBI.

Module 3 (School-based and Cluster-based INSET) is a manual that explains how
School-based and Cluster-based INSET (SBI/CBI) are planned, implemented and monitored.
The module focuses on a concept that teachers improve themselves from sharing lesson
preparation, implementation and discussion.
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Module 4 (General Pedagogy) is a reference book that provides the users with helpful
information for better teaching and learning. The module describes how teachers can develop
lesson plans and practice adequate lesson preparation as well as how teachers can conduct
lessons effectively. It also depicts subject-specific teaching skills that users can refer to when
needed. The module uses several examples of the skills and methods for the sake of explanation;
however, those who need more practical examples are advised to also refer to Modules 5 and 6,
which elaborate how to use some of those skills and methods in actual lessons. It is
recommended that the users refer to some sections of Module 4 when they are involved in
SBI/CBI and CL Sourcebook Training.

Modules 5 and 6 (Sample Lesson Plans in Mathematics and Science) comprise sample
lesson plans of challenging topics. While Module 5 deals with challenging topics in
Mathematics, Module 6 deals with challenging topics in Science. The sample lesson plans arein
accordance with the MOE Teaching Syllabus for Mathematics (Primary School) and Integrated
Science (Primary 4-6). Each module has 2 types of sample lesson plans, Type A and Type B.
Sample lesson plans of Type A have additional information and teaching hints to those of Type
B. With the extra information, the sample lesson plans of Type A should be very helpful when
preparing and implementing demonstration lessons. The sample lesson plans of Type B, with
less volume, may be redlistic samples for teachers to refer to when they develop their lesson
plans.
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2. Guide for Selecting Modules

Users need to select modules depending on the INSET activity that they are involved in. This
section helps each user to determine which modules are needed for a particular INSET activity.

2.1. The Users of the Sourcebook

Table 1 shows the magjor users of the Sourcebook.
Table 1: Users of the Sourcebook

Level User
— District INSET Unit (DIU)
Didtrict —_
— Disgtrict Teacher Support Team (DTST)
— Head Teachers (HT)
School —  Curriculum Leaders (CL)
— Teachers

The following describes modul es needed for a particular INSET activity with regard to users.

2.2. District INSET Unit (DIU)

Table 2 shows the modules that the DIU needs to use depending on INSET activities.
Table 2: Selecting Modules for DIU

User Modules INSET activities involved in

General administrative matter of District Level

Appendix 1 of module 2

(Activity 4)
DIU oo oo oo e
Appendix 1 of module 2 i
Annual Implementation Workshop
(Activity 5)
Appendix 1 of module 2 .
Examples of Workshops/Mesting
(Activity 6)

DIU uses Module 2 for various administrative matters relating to INSET provision at the district
level. DIU should utilise the module when planning, implementing and evaluating the INSET
activities. Specifically, DIU needs to use designated sections of Module 2 for the particular
INSET activities shown below.

Information Exchange Seminar: When preparing Information Exchange Seminar, DIU is
supposed to use the Appendix 1 of Module 2 (Activity 4), which describes the specific content
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of Information Exchange Seminar.

Annual | mplementation Workshop: When preparing Annual I mplementation Workshop, DIU
should use the Appendix 1 of Module 2 (Activity 5), which explains the specific content of
Annual Implementation Workshop.

Examples of Workshops/Meetings: When preparing some other necessary workshops, DIU
can refer to the Appendix 1 of Module 2 (Activity 6), which presents several examples of
workshops and meetings that DIU might want to organise.

2.3. District Teacher Support Team (DTST)

Table 3 shows the modules that the DT ST needs to use depending on INSET activities.
Table 3: Selecting Modules for DTST

User Module INSET activities involved in

General information relating to the
facilitation of District Level INSET

Appendix 1 of Module 2

HT Orientation
(Activity 1)
Appendix 1 of Module 2 ) ]
CL Orientation
DTST (Activity 2)
Appendix 1 of Module 2
(Activity 3), CL Sourcebook Training (1% and 2%

Modules 3, 4, 5and 6

Appendix 1 of Module 2
(Activity 7)

Field Monitoring for SBI/CBI

DTST should use Module 2 for facilitating various INSET activities that they are responsible for.
Specifically, DTST needs to use designated sections of Module 2 and other modules for the
particular INSET activities shown bel ow.

HT Orientation: When preparing HT Orientation, DTST is supposed to use the Appendix 1 of
Module 2 (Activity 1), which elaborates the specific content of HT Orientation.

CL Orientation: When planning CL Orientation, DTST should use the Appendix 1 of Module 2
(Activity 2), which explains the specific content of CL Orientation.

CL Sourcebook Training: DTST should use the Appendix 1 of Module 2 (Activity 3) for CL
Sourcebook Training. For the training, DTST also needs to comprehend Module 3, SBI/CBI
Manual, since the CL Sourcebook Training is to describe SBI/CBI. In addition, DTST should
refer to Module 4, 5 and 6 for SBI/CBI demonstration activities (lessons), which is the major
content that the training is to deal with.

Field Monitoring for SBI/CBI: When going Field Monitoring for SBI/CBI, DTST should use
the Appendix 1 of Module 2 (Activity 7), which explains the procedure of the monitoring.
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2.4. Head Teacher (HT)

Table 4 shows the modul e that the HT needs to use for the INSET activity.
Table 4: Selecting Modules for HT

User Module INSET activities involved in

School-based/Cluster-based INSET
(Administration)

HT Module 3

HT should use Module 3 for administrative matters concerning SBI/CBI.

2.5. Curriculum Leaders (CL)

Table 5 shows the modules that the CL needs to use, depending on the roles that he/she plays at
the INSET activity.

Table 5: Selecting Modules for CL

User Module INSET activities involved in

School-based/Cluster-based INSET
(Facilitation)

School-based/Cluster-based INSET
(Demonstration Activity)

Module 3

CL
Modules 4, 5and 6

CL should use Module 3 for facilitating SBI/CBI. CL can also seek relevant information about
general teaching and learning methods in Module 4 when preparing SBI/CBI activities. In
addition, sample lesson plans in Modules 5 and 6 can be used or modified for SBI/CBI
demonstration lessons.

2.6. Teachers

Table 6 shows the modules that the teachers need to use at the INSET activity.

Table 6: Selecting Modules for Teachers

User Related Module INSET activities involved in

School-based/Cluster-based INSET
(Demonstration Activity)

Teacher Modules 4, 5and 6

Teachers can also seek relevant information about general teaching and learning methods in
Module 4 when preparing SBI/CBI activities. In addition, sample lesson plansin Modules 5 and
6 can be used or modified for SBI/CBI demonstration lessons.
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3. Guide to the Effective Use of the Modules

3.1. Module 1 (District Guidelines)

Since Module 1 has not been designed as a training manual for a particular INSET activity, it
will not be used as the main module for any INSET activity. However, reference should be made
to it for extra information and clarification whenever INSET implementers require basic
information about the INSET programme.

3.2. For SBI/CBI

As shown in Tables 5 and 6, it is very important that CL and teachers make good use of
Modules 4, 5 and 6. Wise use of the modules helps them to conduct beneficial SBI/CBI.

Use of Module 4 for SBI/CBI

Module 4 (general pedagogy) deals with several aspects of teaching and learning, each of which
can be an objective of SBI/CBI. CL can refer to Module 4 when he/she designs an objective for
SBI/CBI, i.e. athemefor SBI/CBI.

Because Module 4 also provides users with specific skills of teaching and learning, CL and
teachers can refer to Module 4 when they try to develop lesson plans for challenging topics. It is
expected that Module 4 will give anidea of how to tackle the challenging topic.

Use of Modules 5 and 6 for SBI/CBI demonstration activity (lesson)

Modules 5 and 6 comprise sample lesson plans for challenging topics. CL and teachers can
simply use some of the sample lesson plans for their SBI/CBI. They might find that the sample
lesson plans of Type A are more helpful and useful than those of Type B because the lesson
plans of TypeA give a detailed explanation of how to teach.

They are also expected to develop their own lesson plans for a challenging topic using one of
the samples as a model. Once CL and teachers have become familiar with the sample lesson
plans and their teaching and learning strategies, it is strongly recommended that CL and teachers
start developing their own initiated lesson plans for challenging topics.

3.3. Module 4 and Practical Modules 5 and 6

If users of Module 4, 5 and 6 pay attention to the relationship among the modules, it will benefit
theusersalot. Therdationship is clarified below.

While Module 4 provides readers with general pedagogy, Modules 5 and 6 put these skills and
methods into practice in actual lessons. For example, a part of Module 4 discusses questioning
skills and explains their importance and general usage, Modules 5 and 6 elaborate on the
specific uses of these questioning skills in a real lesson. Using sample lessons from the syllabi,
Modules 5 and 6 present how general pedagogy in Module 4 can be put into action.

Using Modules 5 and 6 after Module 4

Users of Module 4 can find more practical and specific teaching and learning approaches in
Modules 5 and 6. Users of Module 4 should acquire concrete ideas for teaching and learning
after studying the sample lessons of Modules 5 and 6.
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Using Module 4 after Modules5 and 6

In contrast, when users of Modules 5 and 6 seek information about general teaching and
learning approaches, they should refer to Module 4. Studying Module 4 should help them to
obtain broad ideas of teaching and learning.

3.4. English as a Teaching Tool

A section of Module 4 theoretically highlights the use of English language as a teaching tool for
other subjects. On the other hand, sections of the sample lesson plans in Modules 5 and 6
elaborate the practical use of English language in actua lessons. Using sample lessons from the
syllabi, Modules 5 and 6 present how the use of English as a teaching tool written in Module 4
can be put into practicein actual lessons.

10
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4. Guide to the Revision of the Sourcebook

The Sourcebook is to be revised. As the INSET programme continues, the educational situation
in Ghana may change. In addition to that, there might be some particular needs depending on
the situation of a district. In that case, the revision should take the needs into consideration. The
revision of the Sourcebook should reflect those changes and needs.

4.1. Feedback for Revision

In the INSET programme, all users have opportunities to give feedback about the Sourcebook.
In order to develop a better Sourcebook in a revision process, it is important that users of the
Sourcebook actively give honest and constructive feedback. Feedback from people who actually
use the Sourcebook will be highly appreciated. The Information Management System of the
INSET programme will play the role of collecting the feedback. The NIU will utilise the
feedback and make the necessary changes accordingly when revising the Sourcebook.

The revision can be done on module basis, rather than revising the whole Sourcebook. This
should keep the cost and time of the revision to the minimum.

4.2. Modules to Revise

While all the modules of the Sourcebook can be revised, some modules need to be given amore
serious attention.

Adding L esson Plans developed by CL and teachers

Modules 5 and 6, presenting sample lesson plans for challenging topics, should be built up by
adding more sample lesson plans. CL and teachers must be encouraged to develop these lesson
plans. CL and teachers have opportunities to develop lesson plans for challenging topics when
preparing their SBI/CBI. Besides, CL can improve lesson plans when discussing the challenging
topics with other CLsin CL Sourcebook Training.

When devel oping lesson plans for challenging topics, CL and teachers are first recommended to
refer to the sample lesson plans of Type B in Modules 5 and 6, making similar lesson plans of
TypeB. Those arerdatively simple and easier to make than those of TypeA.

Some of the lesson plans devel oped by CL and teachers should be added to the modules through
revision of National INSET unit.

Modules for new subjects

Although the current Sourcebook deals with two subjects, Science and Mathematics, other
subjects should be added, asthe INSET programme progresses. For instance, a new module can
be developed for sample lesson plans for English to form Module 7. The INSET programme
anticipates that teachers will give feedback informing which subject modules are needed and
should be added to the Sourcebook.

4.3. Content of the Sourcebook and the GES Handbooks

A basdline study of the INSET programme has revealed that actual ddivery procedures of
INSET activities are not in line with some of the contents of the GES handbooks (i.e. the
Addendum to Headteachers’ Handbook, etc). Accordingly, the current version of the
Sourcebook has been developed taking those findings into consideration. As a result, the

11
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Sourcebook differs from the content of the GES handbooks in some aspects. With regard to
INSET, the Sourcebook contains latest information regarding teaching and teacher education.
Thus, it is recommended that especially, personnel involved in INSET use the Sourcebook.

4.4. Updating the Sourcebook

As the Sourcebook is to be revised periodicaly, the content of the Sourcebook is subject to
change. It means that users of the Sourcebook need to keep updating the Sourcebook. In the
process of updating, only modules that have been revised will be made available to users.

It will be the responsibility of the DIU to distribute new versions of the modules. After receiving
a revised version of the modules from the NIU, the DIU is requested to make copies of the
modules and distribute them to the users. The number of copies should be decided depending on
the actual need of the district. It isimportant that DIU takes the cost into consideration.

12
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Module 1: District Guideines

Users:

All personnd at the district level

Objectives of this Module

Module 1 (District Guidelines) is a set of guidelines for the INSET activities at the district level
(as wel as the school level). It describes the overview of the INSET programme, roles and
responsibilities of the stakeholders and activities of INSET programme at the district and the
school level. It is expected that, in various activities and levels, this module will be used as a
source of basic information about the INSET programme.

Since Module 1 has not been designed to a training manual for a particular INSET activity, it
will not be used as a main module for any INSET activity. However, Module 1 should be
referred to for extra information and clarification whenever INSET implementers require basic
information about the INSET programme.

It should be noted that the National level INSET activities are dealt with in the National
Guiddines, which is not included in the Sourcebook.
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1. Introduction

The INSET programme is supposed to be established on the INSET Policy of Basic Education.
However, as the aperation of the policy is still at theinitial stage, the INSET programme aims at
developing the prototype of what the INSET Policy seeks to institutionalise. The programme
will involve a variety of stakeholders from the school, district and national levels, and those
stakehol ders are expected to make a large contribution to the implementation of the programme
as well asthe development of the policy.

National Guidelines and INSET Sourcebook have been developed to support the programme.
Therelation between the palicy and the related documents is shown in Figure 1.

National Guidelines

INSET Sourcebook;
Sourcebook Users’ guide

Module 1: District Guidelines

Module 2: Operational Manual for District Level INSET
Module 3: School-based and Cluster-based INSET Manual
Module 4: General Pedagogy

Module 5: Sample Lesson Plansin Mathematics

Basic

Education

Module 6: Sample Lesson Plansin Science

Figure 1: Relation between INSET Policy and Related Documents

The purpose of the district guidelines is to give an overview of the organizational structure of
the INSET programme at the district level, so that all the stakeholders at the level can
understand what kinds of activities are expected to be implemented at the district level, which of
the stakeholdersis responsible for each activity in the district.

The content of the district guidelines is as follows:

— Overview of INSET Programme
— INSET Roles and Responsibilities
— Activities of INSET Programme at the District Level
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2. Overview of INSET Programme

2.1. Overview of the Structure of INSET Programme

The structure of the INSET programme comprises three levels, namely National, District and
Schooal levels. Each level has specific roles to play towards the successful implementation of the
programme. Their simplified structureis shown in Figure 2.

. - Train personne in District level
National level - Support DEO to conduct intra district workshops/Seminars
- Support DEO to train school level personnd

- Conduct intra district workshops/Seminars
District level - Train personne at the school level
- Support schools to conduct SBI/CBI

- Conduct SBI/CBI
School level - Participateinintra district workshops/seminarsto improve
INSET
Figure 2: Structure of INSET Programme

2.2. Guiding Documents Related to each level

Several documents have been prepared for the implementation of the whole INSET programme.
These are National Guiddines and INSET Sourcebook which consists of six modules (the
number of modules may be increased in the future). These documents provide a guide for
implementing the programme at the national, district and school levels. The structure of the
documentsis shown in Figure 3.

National Guiddines J

A

National level

INSET Sourcebook
Sourcebook Users’ guide
L P Module 1: Didrict Guidelines
Digtrict level D Module 2: Operational Manual

INSET Sourcebook
Sourcebook Users’ guide
Module 3: SBI/CBI Manual
< Module 4: Genera Pedagogy
School [evel Module 5: Sample Lesson Plansin Mathematics
Module 6: Sample Lesson Plans in Science

Figure 3: Structure of Guiding Documents Related to Each Level
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2.3. Key Players of the INSET Programme

Personnel at each level are divided into two groups; one is responsible for administrative
meatters and the other is responsible for the facilitation of the INSET activities. Figure 4
illustrates the two groups for administrative and facilitation matters at each level.

INSET INSET
Administration Facilitation
Nationa Level NIU NT
District Level DIU DTST
School Level HT cL
Teacher

Figure 4: Personnel and their Roles at Each Level of INSET

For instance, at the national level, the National INSET Unit (NIU) isin charge of administration
and the National Trainers (NT) take care of the facilitation of the INSET. At the district level,
the District INSET Unit (DIU) is responsible for administration and District Teacher Support
Team (DTST) takes care of the facilitation. The DIU belongs to District Education Office
(DEO). Some of the DTST members also belong to DEO. At the school level, moreover, Head
Teacher (HT) and Curriculum Leader (CL) mainly take responsibility of administration and the
facilitation respectively.

2.4. Structure of the INSET Programme

INSET INSET
Administration Facilitation
A f © Direct o
_ v + Communication
District Level DIU < > DTST
7y 7y *--oooe >
CS I §Communication :
v \ 4 - through training/ :
< > . orientation :
Teacher

Figure 5: Structure of Communication Channel

To implement INSET successfully, it is necessary to establish structured and standardised
communication among the key players of the INSET programme. Figure 5 shows a structure of
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such communication channel.

The groups of the personnel described in Figure 4 are the key players of the INSET programme.
They give training/orientation to other key players of the INSET programme and they also
receive training/orientation from other key players. For example, National Trainers give training
to DTST while CL and HT receive training/orientation activities from DT ST. Figure 6 shows the
structure of the training/orientation activities among the key players of the INSET programme.

INSET INSET
Administration Facilitation

v y v

District Level DIU DTST cs

o L . 2 0
: HT cL LT
School Level i i ’\,(\ SBI/CBI :,
i T S -

1 1 '

' Teacher b

1 ! '

Figure 6: Structure of Training/Orientation Activities among Key Players of INSET
Programme

The arrows indicate the directions of the flow of training/orientation activities. Some of the
directions are from higher levels to subsequent levels. However, it should be noted that,
SBI/CBI at the school level does not have to be this way at all. SBI/CBI places emphasis on
collegial learning and sharing where teachers learn from their colleagues, i.e. teachers.

2.5. Information Management System

In order to improve the INSET programme, there is the need to callect, store, share and utilize
the information on the programme among all the stakeholders. Well-managed information is
easily analysed and shared among the stakeholders, and this leads to a better planning. To
manage information effectively, it is important to standardise the procedure and items to be
collected, so that all the stakeholders can understand who collects the information and how it is
collected.

Information Management System is structured collection and management of relevant
information. It is described in Figure 7. The figure shows that there are two main lines of
information-flow in the I nformation Management System:

1. Flow of information for self-improvement (indicated in dotted arrows)

2. How of information for reporting to upper levels (indicated in bold arrows)
The first flow means the utilization of information for sef-improvement at the school, district
and national levels. Self-improvement involves the process whereby the facilitators will utilize

lessons learnt to improve the following programmes within the same levels through analyzing
the training/orientation programmes.
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For instance, at the district level, we can regulate the planned budget better through analysing
the information gathered that are related to all the training/orientation programmes within DEO.
We can also make a better arrangement of time schedule and venue for the next year.

The second flow means to report information on the implemented INSET programmes to upper
levels. Through reporting the information, the personnel at upper levels can be aware of the
programmes at lower levels. If they are aware of that, not only can they give the personnel at the
lower levels some feedback in order to improve the following programmes, but can also revise
and enrich the National Guidelines and INSET Sourcebook (District Guidelines) based on the
concrete experience of conducting INSET programme.

;Self-improvement ! National Guidelines
ywithin NIU/NT . | ¢ feodback -,
e ecemeee-- » NIU/NT nput o » INSET Sourcebool
4 (District Guidelines)
zctepq? district level Monitoring and
wities Feedback from
NIU to
| Saltimproveiment T PIUBTST Indirect feecback
Ewithin DIU/DTST A 4 through
------------- > DIU/DTST < modification of
7'y Guiddines/Sourc
ebook/ Contents
Report School level Monitoring and of training and
activities Feedback from orientation
______________________ DIU/DTST to
» Self-improvement school
» within school A 4
""""""" » School <

Figure 7: Information Management System
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3. INSET Roles and Responsibilities

3.1. District INSET Unit (DIU)

DIU will be located at the DEO. Each district will decide on the number of staff to be assigned
to the DIU, in accordance with the requirements of the INSET programmes at the district level.

Table 1: Terms of Reference and Recommended Composition of DIU

Terms of Reference Recommended Composition
— Beresponsible for adminigtrative matters. — AD Supervision
— Transfer information from NIU and school level — AD Human Resource
to DTST appropriately and vice versa. — District Training Officer
— Select DTST members. — Budgeting Officer
— Head of DTST

3.2. District Teacher Support Team (DTST)

DTST is expected to play a critical role in the operationalization of the INSET programme at the
district level. Members of the DTST are required to play alead rolein the facilitation of district
INSET programmes. Their main role is also to carry out monitoring and evaluation of the
programmes. The members are expected to train CLs and review the impact of the work of CLs
based on their own monitoring and the reports supplied by HTs.

Table 2: Terms of Reference and Recommended Compaosition of DTST

Terms of Reference Recommended Composition
— Work as ateam to implement each activity. — District Training Officer
— Takeresponsihility for quality contral. — Three persons who are, or have been circuit
— Support the Head Teacher together with the CS supervisorghead teachers
toseect CL. — Two persons who have English teaching
experience
— Two persons who have Science teaching
experience
— Two persons who have Mathematics teaching
experience

3.3. Curriculum Leader (CL)

CL plays a vital role in the facilitation of SBI/CBI activities. According to the INSET
programme, they are expected to work under the guidance of the HTs in the organisation and
delivery of SBI/CBI.

Their main responsibility is to sensitise teachers and organise effective SBI/CBI.
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Table 3: Terms of Reference for CLs

Terms of Reference

aterm.

chalenging topicsin the primary syllabus.

— Do effective sensitisation of teachers about SBI/CBI.
— Organize (Plan, Do, See, Improve) effective SBI/CBI for teachers.
— Organise SBI/CBI on good practices and record keeping on aregular basisin schools, at least 2 times

— Be very approachable and willing to help other teachersto overcome their difficultiesin handling

A CL is not same as a Lead-teacher. A Lead-teacher is given the position on account of hig/her
interest and expertise in a particular topic in a subject area. But a CL is given the position as a
coordinator of SBI/CBI, and the number of CLsin a school is supposed to be onein principle.

3.4. District Director of Education

INSET Responsibilities

Related INSET Tasks

— Supervise all activities at the digtrict directorate
with regards to administration and ingtructiona
delivery of INSET.

— Ensure that the budget officer, AD supervision
and training officer plan and budget for
INSET, and incorporateit into the annual
Didtrict budget.

— Co-ordinate and supervise al educational
interventions for INSET promotion.

— Inform and coordinate with National INSET
Unit about all planned INSET activities.

— Ensurethat district office personnel charged with
assisting and monitoring INSET are adequately
resourced to ensure they are effective.

— Put in place awdl structured DTST.
— Enhance the capacity of CSfor effective
monitoring and supervision of INSET.

— Ensure that teachers’ performance is assessed
through the monitoring of lesson planning and
presentation.

— Review Teacher Performance Monitoring
results and feedback through Performance and
Appraisal Meetings.

3.5. Assistant Director - Supervision

INSET Responsibilities

Related INSET Tasks

— Co-ordinate the activities of CS and report to the
DDE

— Monthly meetings and compilation of reports
from CS

— Monitor the activities of the schools to seeif CS
are performing their roles effectively

— Regular visitsto circuits and schools

3.6. Assistant Director - Human Resource

INSET Responsibilities

Related INSET Tasks

— Ensure that thereis a equitable distribution of
teachers with Science and Mathematics
background to the schools

— Should know the background of teachers
before posting is done

— Regulate transfers and make sure that newly
trained teachers remain in their schools for at least
three years

— Liaise with Regiona managersto restrict
transfers
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3.7. Training Officer

INSET Responsibilities

Related INSET Tasks

— Organise head teachers’ sensitisation meetings and
INSET for CLs

— Conduct needs analysis on challenging topics
and coordinate the various activities of INSET
in the various school s based on the needs.

— In collaboration with the accountant, prepare a
comprehensive budget for head teachers’
sensitisation, CL training and CS capacity
building, and administer the training budget

3.8. Budgeting Officer

INSET Responsibilities

Related INSET Tasks

— Give DIU advice related to budgeting

— Support DIU to prepare Planning Paper of
each activity and Annual Action Plan

3.9. Circuit Supervisor (CS)

INSET Responsibilities

Related INSET Tasks

— Keep records of all SBI/CBI activities of the
schools responsible.

— Visit schoals during SBI/CBI for first hand
information and request reports from the
school/HTs

— Assess the performance of teachers through the
monitoring of lesson planning and presentation.

— Use monitoring and information management
tools to assess the performance of teachers

— Assist schoolsin organising and delivering INSET

— Monitor the activities of the schoolsto ensure
that the HT has sensitised the staff and the
initial preparations for SBI/CBI have been put
in place

— Facilitate SBI/CBI when necessary, for
example through demonstration lessons

— Assist in the selection of CL in accordance with
criteria

— Liaise with HT and teachersto select a
suitable person as CL

3.10. Head Teacher (HT)

INSET Responsibilities

Related INSET Tasks

— Sdlect CL

— Sdlect CL in collaboration with members of
staff and in accordance with the criteria

— Sensitise staff about the CL training concept, its
implication and the importance of SBI/CBI
programmes

— Organise mesetings for CLsto brief the staff
after every CL training

— Sensitise the community about the professional
development of the teachers through advocacy and
information sharing

— Call PTA mestings, hold open days, speech
and prize giving days and use capable persons
from the community as resource persons

— Organize effective SBI/CBI with CL

— Carry on needs assessment, planning,
budgeting, preparation and monitoring and
evaluation for SBI/CBI

10
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3.11. Teacher

INSET Responsibilities Related INSET Tasks
— Assist the HT to maintain disciplinein the CL’s — Combine CLs class with their own class or
class when on training or special assignment give assignments to the pupils

— Coallaborate with HT and CL to prepare action plan | — Submit challenging topics and contribute to
discussions for the running of SBI/CBI

— Assist CL to prepare adequately for the SBI/CBI — Prepare TLMs, give professional suggestions
and facilitate SBI/CBI when necessary
— Implement improved teaching and learning — Implement instructiona plans
activities from SBI/CBI — Develop skills in teaching methodol ogy and
delivery

— Implement improved classroom organi sation
and management practices

11
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4. Activities of the INSET Programme at the District Level

4.1. INSET Training/Orientations

1) HT orientation

The objectives of the orientation are to enable HTs to:

understand the INSET Model and SBI/CBI in the model

select CL

sensitize colleague teachers on the purpose of SBI/CBI and the role of others in
SBI/CBI

incorporate SBI/CBI budget into School Performance I mprovement Plan (SPIP)

assist CL to develop annual plan for SBI/CBI at school level

monitor and evaluate all the activities of SBI/CBI

2) CL orientation

The objectives areto enable CLs to;

understand the INSET Model and SBI/CBI in the model

sensitise colleague teachers regarding the purpose of SBI/CBI and therole of othersin
SBI/CBI

develop annual plans for SBI/CBI at school level

budget for SBI/CBI at school level

monitor and evaluate all the activities of SBI/CBI

3) CL sourcebook training

The objectives of thefirst training are to enable CLs to:

carry out one or two Mathematics demonstration lesson(s) by referring to module 5
carry out one or two Science demonstration lesson(s) by referring to module 6
facilitate at least two SBI/CBI sessionsin aterm

assist in the identification of challenging topics

The objectives of the second training are to enable CL s to:

sharetheir experiences of SBI/CBI intheir schools

identify challenging issues and good practices of SBI/CBI through discussion

find solutions to the challenging issues

examine factors that have made the good practices possible

share the challenging topics that they have brought from their own schools

discuss the challenging topics with DTST with respect to teaching and learning
contents and methodol ogy

find effective ways of teaching the challenging topics with prepared lesson plans

12
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4.2. Meetings for Sharing INSET Information

1) Information Exchange Seminar
The overall goal isto:

— share the lesson learnt between CL and DEO so that INSET programme will be
improved at the national-level, district-level and school-level.

The objectives are to:

— share progressin the implementation of SBI/CBI
— sharebest practices of INSET implementation and lessons learned
— sharefeedback from Sourcebook users

2) Annual Implementation Meeting
The objectiveisto:

— confirm and disseminate timing, size and budget of each INSET activity in the district
for the next fiscal year among all stakeholdersin the district.

4.3. Monitoring and Evaluation (M&E)

In order to realize continuous improvement in the INSET programme, there is the need to
conduct monitoring and evaluation (M& E) on the programme. At the district level, there are two
types of M& E asfollows:

— M&E of thetraining/orientation at the district level
- M&E of SBI/CBI

The first is to monitor and evaluate the training/orientation programmes at the district leve,
such as HT/CL Orientation and CL Sourcebook Training. The second is to monitor and evaluate
SBI/CBI at the school level.

DIU, DTST and CS are supposed to bein charge of those M&E.

4.4. Dissemination and Public Awareness raising

Dissemination and Public awareness raising are the processes whereby INSET-related
information such as SBI/CBI is delivered to groups of people (chiefs, district assemblies, DEOS,
NGOs, SMC, PTA, teachers and parents). The purposes of dissemination and public awareness
creation are as follows:

— Toensurethat key stakeholders in the community are sensitised enough to be aware of
the goals and benefits of the INSET programme;

— To encourage teachers and heads of schoolsto do their best to achieve the goals;

— To give other stakeholders in the district a sense of involvement, commitment and
confidence in the efforts of the INSET programme.

13
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4.5. Model of the INSET Programme

Table 4 gives amodel of the INSET programme, which is made up of several training programmes. The table shows the modd with recommended

training programmes. Note that the model is subject to change and can be modified to meet new challenges.

Table 4: Summary of Recommended INSET Activities

Type INSET Activity No. of Days Venue Trainers / Facilitators Trainees/ Participants

Orientation for District DDE, DIU, Budgeting officer,
Education Office 2 days DEO NIUor NT Head of DTST, District Assembly

From National Orientation for DTST 1 day DEO NIU or NT DTST

level to Sourcebook Training for DTST 4 days DEO NIU or NT DTST
Cfri Training on Information

District Level
Management System 2 days DEO NIU or NT DIU, DTST
Monitoring of district level
orogrammes by NIU/NT N/A DEO NIU or NT N/A
HT Orientation 1 day School Cluster or DEO DTST HT, CS

From District | CL Orientation 2 days School Cluster or DEO DTST CL

level to School | CL Sourcebook Training 5 days x 2 School Cluster or DEO DTST CL

level itori
Monitoring of school level N/A School N/A N/A
programmes by DEO
Information Exchange Seminar 1 day per term DEO DIU, DTST HT, CL
Workshop N/A DEO DIU, DTST HT, CL, teachers, others
 otri Annual Implementation DDE, DTST, CS, Disdtrict
Intradistrict ' )
Workshop 1 day per year DEO DIU, BTST Assembly, HTs, PTA, SMC
Mesting to support activitiesin N/A DEO N/A N/A
DEO
School-Based INSET : School HTs Teachers
At least 2 times CLs
School level per term HT of host school

Cluster-Based INSET Host school 0 oo All teachersin acluster

CL of host school

aullaping 1011sIA T AINPON
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Module 2: Operational Manual for District Level INSET

Users:

All personnd at the district level, including DTST and DEO

Objectives of this Module

Module 2 is an operation manual that describes the general operation of the In-Service Training
(INSET) activities at the district level. It elaborates how the INSET activities can be planned,
implemented and evaluated efficiently. It highlights how to improve the INSET activities by
utilising lessons learnt from similar activities conducted in the past. Module 2 also explains how
to manage human resource of the INSET activities. In addition, the modul e shows some ways of
raising public awareness about INSET.

The INSET activities at the district level are designed to strengthen the competencies of INSET
key players at the district level as well as at the school level. It is expected that the use of this
manual in the implementation of the INSET activities, will help enhance the competencies of
the INSET key players at the district level. Head Teachers (HT) and Curriculum Leaders (CL),
who play a vital role in School-based INSET (SBI) and Cluster-based INSET (CBI), will
receive training/orientation on the use of this manual. It is believed that HT and CL will
successfully support and facilitate SBI/CBI after receiving the training/orientation.

The Appendices provide procedures and content of specific INSET activities. These are:

Annual Implementation Workshop, HT Orientation, CL Orientation, CL Sourcebook Training,
Information Exchange Seminar, other workshops and Monitoring for SBI/CBI.

Table of Contents:
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1. Plan-Do-See Cycle and Improve

This section describes procedures that ensure efficient delivery of INSET activities. INSET
activities can be systematically organised
using the following stages.

— Plan stage: Planning
— Do stage: Implementation
— Seestage: Monitoring and evaluation

1.1. Plan-Do-See Cycle

The Plan-Do-See Cycle starts from “Plan” and
move to “Do”. “Do” is followed by “See”.
The main idea of this cycle is that proper

planning (Plan) is aways needed before
implementation (Do); after implementation
(Do) it is aso necessary to carry out

systematic monitoring and evaluation (See).
What this procedures emphasises is the cycle .
that brings about continuous progress. Figure 1: Plan-Do-See Cycle

1.2. “Improve”

Through conducting the Plan-Do-See Cycle, implementers are expected to gain various insights
and experiences about the operation of the INSET activities. They need to identify which of
these experiences are more important and helpful in the implementation of the INSET activities.
By doing so, suggestions for a better operation should be made. This suggestion should
improve the operation of the next cycle, leading to a continuous progress. A Plan-Do-See Cycle
should improve the whole process of the next cycle.

To help this continuous progress occur, it should be noted that a better planning is particularly
needed. One must use suggestions from a previous cycle to improve the planning of the next
cycle. A helpful suggestion should be made through monitoring and evaluating in the See stage.
Thus, monitoring and evaluation (See) are crucial to the next cycle. Although the whole cycle
improves the next cycle, it is often the See stage that improves the next planning (Plan). Wise
use of “See” improves “Plan”.
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3rd
cycle
o
=
>
o
1
o
2nd g
cycle

Figure 2: Spiral model for the improvement of
Plan-Do-See Cycle

Figure 2 illustrates the idea of improving the Plan-Do-See Cycle. Note that the results of See
stage (monitoring and evaluation) are specifically used in Plan stage (planning). The second
cycle (shown in the middle of the figure) improves its activities by utilising lessons learnt from
the first cycle (bottom of the figure). Likewise, the third cycle (top of the figure) improves its
activities based on experiences from the second cycle. In this way, the quality of administration
and training content is expected to improve continuously.
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Figure 3: Plan-Do-See Cycle and INSET procedure

To ensure successful implementation (Do) of INSET activities, it is significantly important to
plan the INSET activities well ahead. For example, INSET activities for the year 2008 require
their planning in the year 2007, a year ahead. This is shown in Figure 3 above. Monitoring and
evaluation (See) follow the implementation of the INSET activities. Feedback from completed
INSET activities should improve planning of INSET activities in the following year.
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1.3. Linkage between existing education activities and INSET programme

Existing activities at district INSET
level programme
— . Link :

Plan Annual  District  Education Annual  Action

Action Plan (ADEAP) < Plan (AAP)
Do Implementation Implementation
See Annual District Performance Link Annual Progress

Report (ADPR) < Report (APR)

Figure 4: Linkage between Existing Education Activities and INSET Programme

The Plan-Do-See cycle is aready used in the cycle of planning, budgeting, monitoring and
evaluation at the district level. Annual District Education Action Plan (ADEAP) is a
summarization of “Plan” stage in the district; whereas Annual District Performance Report
(ADPR) is a summarization of “See” stage.

When comparing the existing process of educational activities at the district level and INSET
programme, there is not a significant difference. Annual Action Plan (AAP), which is a
summarization of “Plan” stage in the INSET programme, is equivalent to ADEAP. Likewise,
Annual Progress Report (APR) of the INSET programmeis equivalent to ADPR.

It should be noted that INSET programme is under the existing process. For example, ADEAP
takes responsibility for the budget of a district. Thus, summary of AAP should be put into
ADEAP. Therefore, AAP should be completed before ADEAP is completed.

Correspondingly, summary of APR should be put into ADPR. Therefore, APR should be
completed before ADPR’s compl etion.

In the future, the process of INSET programme should be integrated fully into the existing
process of educational activities at the district level.

1.4. Comparison of tasks between District INSET unit and DTST

During the Plan-Do-See cycle, DIU and DTST have distinct tasks for each stage. Table 1 shows
the tasks of them along the cycle separatdly.
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Table 1: Comparison of Tasks between District INSET Unit (DIU) and District Teacher
Support Team (DTST) during Plan-Do-See Cycle

DIU DTST
Plan Prepare Planning Paper (PP) of each e  Support DIU to prepare draft PP
Activity with support from DTST.
Complete Draft AAP and transfer it to e  Support DIU to complete Draft AAP.
NIU.
Go through budgeting process with e N/A
budgeting officers.
Revise PP of each activity to meet e  Support DIU to revise PP of each activity.
budget approved.
Complete “Approved AAP” and transfer | ¢ Support DIU to compl ete “Approved
it to NIU. AAP”.
Mobilise human and capital resourcesto | ¢ N/A
meet with AAP.
Do As an administrator, support DTST to e Implement INSET programmes at the
implement INSET programmes at the digtrict level.
district level
e CL training:

— Deliver SBI/CBI methodol ogy.

— Lead participatory sessions on class
observation, lesson study, and INSET
monitoring.

—  Familiarise CL with the use of
Sourcebook, which of the key reference
document for CL training and SBI/CBI.

e Information Exchange Seminar:

- Facilitateit.

—  Review implementation of SBI/CBI.

—  Shareinformation on good practices.

—  Shareinformation on use of sourcebook.

Callect “Activity Completion Sheet e  Prepare ACS on each activity and submit it

(ACS)” that DTST prepared and transfer toDIU.

it to NIU. —  Conduct training needs assessment of
teachers from Information Exchange
Seminar feedback and head teacher
monitoring reports.

— Assessimpact of SBI/CBI using
monitoring reports from head teacher
and Circuit Supervisors (CS)

See Support DTST to Monitor INSET e Monitor INSET programme at the district

programme at the digtrict level.

Complete “Annual Progress Report
(APR)” with collected Completion
Report which DTST prepared.
Transfer it to NIU.

levd.

Support DIU to complete “APR”.
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DIU and DTST aso have different tasks for SBI/CBI. Table 2 shows the tasks of them
separately.

Table 2: Comparison of Tasks between DIU and DTST for SBI/CBI

DIU DTST
SBI / CBI Support DTST for a better SBI/CBI e  Support CL, HT and CSto conduct
SBI/CBI.

e Assd teachersto gain expertisein
their subject areas

e  Establish clear expectations and
constructive working rel ationships
with HTs and teachersin schools

e Evaluateteaching and use the analysis
to inform effective practice and areas
of improvement, and take action to
further improve the quality of teaching
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2. Operation manual at the “Plan” stage

The “Plan” stage is a key stage for the success of the whole INSET programme. This stage
mainly involves the planning of district level INSET activities and an action plan for the year.

2.1. Roles and Responsibilities

The DIU is in charge of planning INSET activities at the district level and the DTST needs to
support DIU in the course of planning. After finalising the plan for the INSET activities, they
develop an action plan for the year.

Theplan of an INSET activity is called “Planning Paper (PP)”. The DIU and the head of DTST
are responsible for writing the PP.

The action plan for the year is called “Annual Action Plan (AAP)”. DIU and head of DTST are
also responsiblefor drawing up the “AAP”.

Note that it is important to make a draft of every PP and a draft of AAP.
Table 3 summarises roles and responsibilities of DIU and DTST at the Plan stage.

Table 3: Roles and responsibilities of DIU at the Plan stage

Groups Roles and Responsibilities

DIU and Head of e Draw up Planning Papers (PP) (including drafts) of INSET activities with
DTST support from DTST.
o  Draw up Annual Action Plan (AAP) (including a draft).

DTST e  Support DIU to prepare PP of each activity.

2.2. Procedures in “Plan” stage

2.2.1. Overall procedures

Generally, the planning of INSET activities follows the procedures written bel ow.

1. DIU and DTST members select INSET activities to be conducted in the district,
depending on their needs.

2. DIU and head of DTST prepare a draft PP for each of the selected INSET activities
with support from the other DT ST members.

DIU and head of DTST draw up adraft AAP based on the prepared PP.
The draft of AAP, incorporated into ADEAP, isreviewed for budgeting.
DIU and head of DTST revise the drafts of PP when necessary.

© o &~ w

AAP s approved (ideally, as a component of the ADEAP) by District Director of
Education (DDE).
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Figure 5 shows the flow of the processes at the “Plan” Stage.

Annual Action Plan

Planning Paper of Each Activity

Draft PP of Draft PPof  |.........
Activity 1 Activity 2

Draft PP of
Activity 5

v
Draft AAP

Budgeting process

“Plan” stage

v

v
Revised PP of
Activity 1

Revised PP of
Activity2 |7

Revised PP of
Activity 5

Approved AAP

Figure 5: Flow of the Processes at the Plan Stage

Asiit can be seen, writing the PP and the AAP is a very important and major task at the planning

stage. The following sections explain how to write the PP and AAPR.

2.2.2. Planning Paper

The Planning Paper (PP) comprises two major elements: planning and budgeting. There are
separate forms prepared for the planning and budgeting parts in the PP, namely “PP for Activity
(Form 1 (1/4))” and “Planning of Budget for Activity (to be provided as an e ectronic document,

Form 1 (4/4))”. Every INSET activity requires both of them as shown in Figure 6 below:

Planning Paper 1

Planning Paper 2

Planning Paper 5

Planning Paper for Activity 1

Planning Paper f

or Activity 2 Planning Paper for Activity 5

Planning of Budget for

Activity 1

Planning of Budget for

Activity2 | e

Planning of Budget for

Activity 5

When writing the PP, there are several points to be considered. Some of these arrangements are

shown below.

— Participants

— Trainers/facilitators
— Location

— Timing

— Budget

It is very important to utilize lessons learnt from the previous year when considering these

Figure 6: Compaosition of PP

10
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arrangements for the planning. The following explains the arrangements in detail.

1. Participants

o Determine how many times the INSET activity should be organised to cover al the
expected participants in the district.

For example, if the total number of expected participants is 100 and one workshop
accommodates 20 people at a time, it means that the same workshop should be
organised 5 times to cover al. In other words, the INSET should be organised in 5
batches.

¢ Avoid inviting those who have already participated in the training with similar content.

To make the training cost-effective, it is necessary to determine the appropriate number
of participants to invite. When planning the number of participants, check the Record of
Orientation/Training for HT and CL (ROQT) form, which is the record that provides
information on the Orientation/Training that HTs and CL s have already participated in.
This process should help the planner to avoid inviting the same person again. Use the
form “List of Participants” (Form 1 (2-3/4)).

¢ Increase attendance rate at the training programme

Get a confirmation of attendance from the participants well in advance of the INSET
activity. This process should help the planner to avoid ordering meals for those who are
not coming. Make participants’ attendance sheet.

2. Trainers/facilitators
o Facilitators for each INSET activity are described in Appendix 1 of this module. The HT

and CL will have been trained as facilitators of SBI/CBI activities through the HT/CL
orientation, and CL training.

3. Location

The venue for the INSET activity should be decided considering the number of the participants
and facilities they need. A suitable venue would be:

— Centrally located in the district or located in each cluster (easily accessible for
participants); and

— Large enough to accommodate all participants.

— A placewith the necessary equipment.

To ensure cost effectiveness, the training budget has to be reasonably utilised. Where possible it
is proposed that public facilities such as Senior Secondary School (SSS), Teacher Training
Coallege (TTC) and schools are used as venues for the INSET activities. Cost of transport and
accommaodation should be kept at the minimum.

11
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4. Timing

Some of the INSET activities need to be carried out earlier than others. For example, HT
Orientation must be done before CL Orientation as HT Orientation deals with the selection of
CL, which partly determines the success of CL Orientation. Recommended sequence of
orientation and training is shown below.

\ 1) HT Orientation — 2) CL Orientation — 3) CL Sourcebook Training \

When planning INSET activities, it is important to take the academic calendar of the
District/School activities into consideration. The activities should be planned in such a way that
they do not clash with other activities such as culture, sports, etc.

It is also important to consider the availability of the trainerg/facilitators. They might be
engaged in some other activities on the schedules for the INSET activities. It is necessary to
check the schedules of the trainers/facilitators before the INSET activities take place. This
should be discussed in the Annual Implementation Workshop. This means that the organisers
have to plan the Annual I mplementation Workshop prior to the other INSET activities.

5. Budget

Securing funds is crucial to the running of the INSET programme. It is, thus, significantly
important to involve the district assembly. Consider securing funds not only from the
consolidated funds of the Ministry, but also from other sources. Examples of other sources are
shown below.

Table 4: Sources of Funding

Main Source of funds for INSET Others
GOG GOG District — Development Partners’ funding
(Service (Capitation Assembly — NGOs support
Activity) Grant) Common Fund — Internally Generated Funds

2.2.3.  Annual Action Plan (AAP)
The Annual Action Plan (AAP) is made up of:

— Cover Page (Form 2 (1/3))

— Summary of Activities and Budget (Form 2 (2/3))
—  Summary of Schedules (Form 2 (3/3))

— PPof al theINSET activities (Form 1)

2.2.4. Budgeting process

Budgeting process varies depending on the source of funding. The possible sources are shown
in Table 4.

If the source is the GOG (service activity), DIU has the responsibility to incorporate the budget
of the AAP into the ADEAP, to ensure that the needed funds for the district level INSET
activities will be catered for under the district’s annual budget plan.

12
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2.2.5. Revised PP and Approved AAP

In the light of the budget approved, a revision of the PP and the AAP takes place. The revision
often requires a cut-down of cost. Effective ways of cutting down cost are presented bel ow.

— Reduce the number of participants

— Reduce the number of training programmes to be organised
— Cut down the unit cost

— Changethe venuefor the activity to reduce the trave cost.

2.3. Submission of Documents with Schedules

For smooth planning, developing a schedule is strictly required. Figure 7 shows documents
required at the “Plan” stage and recommended submission schedule. It should be noted that the
schedule shown is based on the schedule of the M edium Term Expenditure Framework (M TEF),
provided the source of funding is GOG (service activity). Obviously, preparation and
submission of the required documents need to be linked with the district’s annual planning and
budgeting cycle. Those documents are also supposed to be sent to the National INSET unit
(NIU), so that the NIU can make a large contribution in order for the planners to improve their
planning and budgeting indicated in the documents.

[__submission Schedule ] Required documents
[ May }"' - Draft Planning Paper (PP) J
[ June }--- - Draft Annual Action Plan (AAP)’
[ Budgeting process ]
Revised PP I
[ December } - Approved AAP ]

Figure 7: Documents Required at the Plan Stage and Recommended Submission
Schedule

13
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3. Operation manual at the “Do” stage

This section explains how to carry out the “Do” stage, bearing in mind the general procedures of
the INSET activities at the district level. The specific procedures and content of each can be
found in Appendix 1 of this module.

Table 5 shows the training/orientation programmes, which are supposed to be implemented at
district level:

Table 5: List of Training/Orientation Programmes at the District Level

No. Training/Orientation Trainer/Facilitator Page
1 | HT Orientation DTST pp.39-45
2 | CL Crientation DTST pp.46-51
3 | CL Sourcebook Training DTST pp.52-62
4 | Information Exchange Seminar DIU, DTST pp.63-66
5 | Annua Implementation Workshop DIU, DTST p.67
6 | Other Elective Workshop HT, CL, Teachers or Others | pp.68-71

3.1. Roles and Responsibilities

As you can see from Table 4, DTST is supposed to be the key player in the implementation of
the training/orientation programmes at the district level. DIU also has the responsibility of
conducting some activities such as Information Exchange Seminar and Annual | mplementation
Workshop with the cooperation of the DTST. However, DIU is basically expected to support
DTST to implement the training/orientation programmes. You can see a more detailed list of
roles and responsibilities for each activity in the appendices of this manual.

3.2. Procedures at the “Do” stage

3.2.1. Overall Procedures

At the Do stage, there are mainly four steps, namely Resource Preparatory Meeting,
Confirmation, Preparation and Implementation. An explanation of each of the steps is given
below. Figure 8 shows the steps.

14
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Resource Preparatory Meeting

A 7 h

Confirmation -
' activity (2 weeks ideally) !

v jemm T mmmmmmme e -.
Preparation t=2227 Uptoatleast 1 week before

i the programme '

v CIrorroTronTiiTiiiiiii ':

I mplementation T Date based on PP

Figure 8: Steps of “Do” Stage

3.2.2. Resource Preparatory Meeting

A Resource Preparatory Meseting is supposed to be held at the beginning of each term for two
days. DIU is in charge of holding the meeting. In the meeting, the DIU, DTST and CS are
expected to gather and discuss all the activities in the term, so that each of the activities will be
well planned and properly prepared.

Especially, there is the need to confirm that the following have been catered for: budget,
trainer/facilitator, time schedule, venue, participants, accommodation and transport (if
necessary) and so on.

3.2.3. Confirmation

It is important to ensure whether all the arrangements that should be made at the “Plan” stage
are in place or not. This confirmation process should lead to a smooth implementation of the
INSET activities. The confirmation needs to be done well in advance of the INSET activities.
(Two weeks beforeideally) DIU is mainly in charge of carrying out the confirmation process.

Table 6 shows some important arrangements that need reconfirmation

Table 6: Procedure for Implementing the “Do” Stage

Arrangements What to confirm
Make sure that the funds have been deposited in the accounts of District
Budget Education Office (DEO) before inviting participants. Otherwise the planned

training/orientation programme would have to be postponed.

Trainerd/facilitators

Confirm that trainers/facilitators will be able to come.

Training
facilities/'venues

Secure the training facility/venues. Confirm that suitable rooms are provided
for the activities. The criteriafor selecting aroom for training are described at
the “Plan” stage.

Parti cipants

Notify the participantswell in advance and get confirmation from them to
increase attendance rate. For example, make that for the CS, HT orientation,
invitation letters (Form 5) etc. are available to notify the participants.

Accommodation

Provide accommodation if the district has decided to budget it in the PP. This
isnot the case for non-residential INSET.

Transport

Prepare appropriate travel allowance in accordance with the district’s decision.
This must be budgeted for in the PP,

15
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3.2.4. Preparation of needed materials

Before implementing the training/orientation, trainer/facilitators are supposed to prepare all the
necessary items related to the training/orientation such as handouts (up to at least 1 week before
the programme), stationery/items, meals and so on.

The trainer/facilitators need to prepare the following in accordance with the total number of
participants who have confirmed their attendance:

1. Handouts (including Daily Evaluation Sheet, Participants’ Feedback Questionnaire,
etc.)

2. Related documents (attendance record, receipt for per diem, T& T etc.)
3. Stationery/items for participants, if needed

4. Sationery/items for facilitators/trainers (e.g. flipchart)

5. Snacks and meals, if needed

6. Travel allowanceif needed.

The District must also ensure that other materials needed for the training such as markers,
manila cards, etc. are provided for an effective workshop.

3.2.5. Implementation

Recommended contents of each training/orientation are described in the appendices of this
Module.

Here, we are going to see the procedures to be followed in the general contents such as Opening
Ceremony and Closing Ceremony. In addition, you can find the explanation on Completion of
Evaluation Sheet and Recapitulation of Last Day’s Programme, so that you can also include
them in the training/orientation programme if necessary.

1) Opening Ceremony

The Opening Ceremony is common to all the training/orientation activities. You are aready
used to the procedure, but let’s check it again as a summary. Table 4 shows the suggested steps
for the Opening Ceremony. Of course, you can rearrange them to suit your local situation.

Table 7: Suggested Steps for the “Opening Ceremony”

Before starting, the trainer/facilitator asks participantsto
. . register. If necessary, the trainer/facilitator can ask participants
=gl Registration to give their expectations by using the Pre-Course
Questionnaire.
Sep 1 Praver Trainer/facilitator invites one of the participantsto pray for the
(5 mins) & success of the training/orientation.
Sep 2 Intrqducﬂon of Trainer/facilitator introduces the chairperson and invites
(5 mins) Chairperson and him/her to give opening remarks to the participants.
Opening Remarks
Sep 3 Introduction of Trainer/facilitator invites all the participantsto introduce
(10 mins) | Participants themselves briefly.
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Sep 4 Confirmation of the Trainer/facilitator confirms the objectives and agenda of the
(5 mins) objectivesand agenda | training/orientation with the participantsto ensure that all the
of training/orientation items on the programme are effectively addressed.
Sep 5 Selection of Course Trainer/facilitator selects a CP among the partici pants based on
(5mins) | Prefect (CP) the participants’ recommendation.

2) Closing Ceremony

The Closing Ceremony is another activity that is generally held at the end of INSET activities.
Table 8 shows the suggested steps for the Closing Ceremony.

Table 8: Suggested Steps for the “Closing Ceremony”

Sepl Eggﬁllogl?;tionnai re Trainer/facilitator gives participants Feedback Questionnaire
(10 mins) Sheet (see page 21), and the participants fill them.
Sheet
Trainer/facilitator asks the participants to present their
Sep 2 Open Eorum guestions, observations and suggestions on the whole
(15 mins) b programme. Trainer/facilitator and special guestshelp to
address some of the concerns raised.
Sep 3 Closing Remarks Trainer/facilitator invites one of the special gueststo give
(5 mins) 9 closing remarks to the participants.
(5& riri)ns;) CP’s Report Trainer/facilitator invites CPto report on the whole programme.
: ?r?]?ni) Vote of thanks 'cl)'fr?lhrgl/(?u litator invites one of the participants to give the vote
Step 4 Closing prayer Trai per/fau litator invites one of the participantsto give the
(2 mins) closing prayer.

3) Completion of Daily Evaluation Sheet

When INSET activities are conducted for several days, trainers/facilitators need to meet after
each day’s session to reflect on the day’s activities in order to improve on the subsequent ones.
Completion of Daily Evaluation Sheet (Form 6) is used to get feedback from the participants, so
that the trainer/facilitators can make the necessary arrangements for the next day’s programme.

At the close of each day’s session, facilitators should give participants enough time to complete
the sheets. This will help to review the day’s activities in order to take corrective measures to
improve on the programme for the subsequent days. This period can be critically used to look at
the comments made by participants. Their comments should be taken into consideration in the
subsequent days’ sessions. They can also be used to plan other INSET programmes.

Table 9: Suggested Steps for the “Completion of Daily Evaluation Sheet”

Sep 1 Completion of Trainer/facilitator gives participants Daily Evaluation Sheets,
(10 mins) | Evaluation Sheet and the participantsfill them.

Step 2 . . . , .
(2 mins) Closing Trainer/facilitator closes the day’s session.
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4) Recapitulation of Previous Day’s Programme

One of the participants will be sdected as a Course Prefect (CP) to represent the group. The CP
is supposed to recapitulate the previous day’s programme briefly at the beginning of the next
day’s programme. Facilitators will also set a period for such recapitulation.

Table 10: Suggested Steps for “Recapitulation of Previous Day’s Programme”

Sep 1 Openin Trainer/facilitator opensthe day’s programme with greetings
(2 mins) pening and gives the necessary instructions.

Sep 2 . . Trainer/facilitator invites CPto give other participants the
(5 mins) Recapitulation recapitulation of the previous day’s programme.

18
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4. Operational Manual for “See” Stage (Monitoring and Evaluation)

The “See” Stage is made up of Monitoring and Evaluation (M&E). Monitoring is an ongoing
process that helps to see the progress of the programme. Evaluation is done at a particular point
in time such as at the end of the year with the view to analysing /assessing the progress of the
programme. As monitoring and evaluation are interrelated processes, this section does not draw
a distinction between them. M&E allows all stakeholders to improve the activity/programme
planning, implementation methods, and quality of results.

This section mainly explains how to manage (i.e. write and distribute) the formatted M&E
sheets. As those sheets cover all the indicators for M&E, a proper management of those sheets
leads to an effective M&E of the activities/programme. In addition, the process of completing
those sheets helps improve activities for the following year. For example, the sheet contains
guestions about advantages and challenges of the activity implemented. This can provide an
opportunity to analyse reasons for the advantages and deficiencies, and solutions for the
deficiencies. He/'She can plan the following year’s training programmes with these analyses in
focus.

It must be noted that the M& E of SBI/CBI are different from M&E of the training/orientations
at the district level, such as HT/CL orientation, CL sourcebook training and so on. This section
describes the M&E of the training/orientation programmes at the district level and the M&E of
SBI/CBI respectively.

4.1. M&E Structure in the Programme

The structure of M&E in the INSET programme is not a formality and a bureaucratic procedure
of reporting to authorities but a process to improve the activities. The programme has three
monitoring and feedback approaches: monitoring from higher level; self-monitoring; and
feedback through the sourcebook.

Monitoring from higher level is the main approach in the system. Each level should report its
activities to the leve above it, and monitor/give feedback to the one beow it. For example,
NIU monitors district activities and gives constructive feedback to the district. DIU/DTST
monitors school activities and gives useful feedback to the school. The process is a top-down
approach in which the higher level supports the one below it.

In addition, in the process of reporting to a higher level there is an opportunity to monitor one’s
own activities. Thisis called self-monitoring. Self-monitoring can:

— Collect more relevant and better evidence on the effectiveness and impact of their
activities;

— Identify practical ways to improvetheir activities;

— Assessthe efficiency of their activities;

— Enhance greater ownership of the programme; and

— Develop monitoring skills.

Feedback through the sourcebook is an indirect approach from the national leve to the
district/school level. NIU assesses the needs of districts/schools through their reports. The
modified sourcebook will fully incorporate the users’ needs.
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Figure 9: M&E Structure

This section focuses on M&E at district level, i.e. feedback to school level and
self-improvement of district level.

4.2. Roles and Responsibilities

Table 11 shows the roles and responsibilities of each group for the M& E at the district level.
Table 11: Roles and Responsibilities of Key Groups for the M&E at the District Level

Group M&E of training/orientations at district level M&E of SBI/CBI
1) Prepare Activity Completion Sheet (ACS) | 1) Collate all feedback from school level,
a) WriteACSfor the activitiesthat DTST and CS
DIU facilitates. Obtain SBI Record Sheet and SBI/CBI
b) Coallect ACS (non-budget part) Activity Observation Sheet from
from DTST for activities that CS and store those sheets
DTST facilitates 2) Reportto NIU
DIU c) Write budget part of ACS. a) Input the data from the sheetsinto
d) Combineand finalissACSs the Monitoring Sheet in excel file
2) Write APR and send it to NIU which will be provided by NIU
b) E-mail thefile with datato NIU
through the address which will be
provided. If e-mail does not work,
save datain afloppy disk or
CD-ROM and post it.
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Group M&E of training/orientations at district level M&E of SBI/CBI
1) Prepare ACS (hon-budget Part) 1) Monitor SBI/CBI and report to DIU
a) Collect Feedback Questionnaire a) Monitor SBI/CBI activities
Sheet (FQS) from participants and b) Write SBI/CBI Activity
examine them Observation Sheet for schools
b) WriteACS (non-budget part) monitored and submit to DIU
including the results of Feedback 2) Give Feedback to Schools
DTST Questionnaires a) Give schools helpful suggestions
c) Submit the ACS (hon-budget part) about SBI/CBI activities at
toDIU post-activity discussion
b) Obtain record of post-activity
discussion so that DTST can present
them at Information Exchange
Seminar as a case study
1) Help foster communication links between
DEO and school
a) Visit respective schoolsto obtain
cs N/A SBI Record Sheet gnd Summary of
SBI/CBI Observation Sheet
b) Submit the sheetsto DIU
¢) Ddiver feedback from schoolsto
DIU

Note: DIU can invite NIU to monitor INSET activities at the district level, and ask them to give
comments or suggestions from their monitoring.

4.3. Sheets for the M&E of training/orientations at district level

4.3.1. Summary of Required Documents

M&E of training/orientation programmes at the district level require the following M&E
documentsin Table 12.

Table 12: Summary of Required Documents

Documents Its Role
Feedback Questionnaire Sheet This is used by participants of training/orientation programmes
(FQ9) to evaluate activities (See Form 7)
Activity Completion Sheet (ACS) | Facilitators usethis sheet to report on each activity (See Form 3)
(Budget & Non-budget) toDIU

Using this format, DIU writes areport of the annual activities at
the district level. DIU needs to evaluate the annua activities
wel, so that they can draw up an improved Annual
Implementation Plan for the following year. (See Form 4)

Annual Progress Report (APR)

4.3.2. Purpose and procedure for using each document
1) Feedback Questionnaire Sheet (FQS)

Purpose

FQS is used in order to improve operation of future activities or training/orientation to reflect
participants’ opinions.
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Procedure

1. Trainer/facilitator distributes the form at the beginning of the closing ceremony and collects
them after the session.

2. Makesurethat al participants have completed the sheet and submitted it before they leave
the training grounds.

3. Itisagoodideathat facilitators ask participants to submit the sheets before they receive Per
Diem (if it isto be paid).

4. Facilitators read the collected sheets carefully in order to find out how participants evaluate
the activity.

Note that the collected sheets should be kept properly, so that they can be submitted to DIU
afterwards, and then to the DIU together with the ACS.

2) Activity Completion Sheet (ACS)

Purpose

ACS is used in order to keep arecord of implemented activities and their evaluation. The sheet
has two parts: the budget and non-budget parts. The Non-budget part consists of a report about
the activity implementation and a summary of questionnaires submitted by participants. The
budget-part specifies the use of the budget.

Procedure

The Trainer/facilitator is requested to fill in the ACS after implementing an activity. DTST isin
charge of writing it for HT/CL Orientation and CL Sourcebook Training. DIU is responsible for
organising Information Exchange Seminar, Workshop and Annual | mplementation Workshop.

1. Whenfilling in the shedt, it is necessary to refer to the PP and FQS.
2. Submit the sheets within two weeks after an activity.

3. The sheets should be submitted to DIU together with FQS.

4

DIU stores the sheets for two years.

It is dignificantly important to compare the implemented activity with PP (your

original plan). By doing so, one can analyse which part of the planning has worked
well and which part did not. These analyses should be put in the ACS

3) Annual Progress Report (APR)

Purpose

The Annual Progress Report (APR) is used in order to monitor the progress of activities
annually in the district. DIU will write the report based on the Approved AAP and ACS. The
report should include:

— Progress of the activities, based on the extent to which the activities were completed in
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relation to the AAP approved at the beginning of the year,
— Good points and constraints encountered, and
— Suggestions for preparing better PPs for the following year.

Procedure

1. Caoallect the documents related to INSET programmes in the district, such as AAP, PP
and Activity Compl etion Shest.

2. Compare papers at planning stage (AAP and PPs) and actual implementation report
(ACS) in order to find inadeguacies in the plan for the current year, and to get
suggestions for planning for the following year. In comparing those documents, the
following aspects are supposed to be considered;

a) Participants: How desirable was the attendance rate of each training/orientation?
Were any of the participants invited repeatedly?
b) Trainergfacilitators: How effective was the distribution of resource persons?
How effective was the facilitation of each training/orientation?
¢) Location: How appropriate was the venue for each training/orientation?
d) Timing: How well was the time scheduled for each training/orientation?
€) Budget: How appropriate was the budgeting?
f) Content: How suitable/relevant was the content of each training/orientation?

3. Prepare the Report including the suggestions, so that by referring to the report, the
planners can make a more appropriate plan for the following year.

4. The sheets should be submitted to NIU at the APR Seminar in July by eectronic file
and paper.

Make sure that the APR is prepared comparing theresultswith the AAP.

4.3.3. Flow of sheets for M&E of training/orientation at the district level

Figure 10 isthe general procedure for M&E of training/orientations at the district level. It shows
the flow of feedback sheets and reports required. These feedback sheets and reports are; 1) FQS,
2) ACS, and 3) APR. The arrows indicate the directions.

In Figure 10, Trainer/facilitator refers to those who implement activities at the district level. For
instance, HT/CL orientation and CL sourcebook training are implemented by DTST. In this case,
the trainer/facilitator refers to DTST members. But, Information management seminar, Annual
implementation workshop and other workshops are implemented by DIU and DTST. In this case,
the trainer/facilitator refersto DIU and DTST.
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NIU DIU DIU/DTST Participants
1) Digtribute
“Feedback
Quegtionnaires”
(FQto
participant at the 2) Fill inthe FQ
end of each FQS| | and submititto
activity 2y facilitators of
the activity
(DIV)
3) Collect FQ FQS
5) Write ACS ACSJ
(budget) < Vv
4) Write Activity
v Completion
6) Complete ACS Sheet (ACS)
on budget and (excluding
activities budget) and
submit it to DIU
v
7) Prepare Annual
Progress Report
(APR) FQS: Feedback Questionnaires Sheet
v ACS: Activity Completion Sheet
9) Analyze the 8) Submit APR to
report from each |« NIU APR: Annual Progress Report
district

Figure 10: Flow of Sheets for M&E of Training/Orientations at the District Level
4.3.4. Submission Schedule

Table 13 shows the necessary documents for the M& E of the training/orientations at the district
level with recommended schedul e of submission to NIU.

Table 13: Schedule for Submitting Documents for M&E of training/orientations

. Recommended
Document Person in charge Support submission schedule

Participants’ FQS (DEZ"CII'I gratg u) N/A At the end of an activity

Facilitator Within two weeks after an
ACS (non-budget) (DTST or DIU) N/A activity

Within two weeks after an

ACS (budget) DIU N/A activity
Annual Progress Report (APR) DIU N/A December
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4.4, Sheets for the M&E of SBI/CBI

4.4.1. Summary of Required Documents

It isrequired that the following documents in Table 14 be used for M&E of SBI/CBI.
Table 14: Summary of required documents for M&E of SBI/CBI

Document Its Role

Colleague teachersand DTST use this to evaluate SBI/CBI
SBI/CBI Activity Observation Sheet | activities. DTST makes comments at post-activity discussion
using this sheet.

This consists of Questionnaire, Description of Challenges, and
SBI/CBI Implementation Summary copy of Record on Post-Activity Discussion. Thisisused to
monitor quality of SBI/CBI activities.

Thisisfilled by HT and sent to DIU. This describes overall

SBI/CBI Data Sheet information about SBI/CBI implemented.

. Thisis used to collect and organise important information
Excd file of SBI/CBI Data (quantitative) from summary of SBI/CBI data sheets.

Field Monitoring Sheet for SBI/CBI DTST writestheresult of higher monitoring in the sheet.

4.4.2. Purpose and procedure for using each document

M&E of SBI/CBI should be done at the school level (by HT/CL/Colleague Teacher) as well as
by DTST, and shared at both District and National levels. This section explains the details of
SBI/CBI Activity Observation Sheet, SBI/CBI Implementation Summary, and Excd file with
SBI/CBI Information, as these three files will be written by DTST/DIU. You can find detailed
explanation and standardised forms for other documentsin Module 3.

1) SBI/CBI Activity Observation Sheet

Purpose

The SBI/CBI activity observation sheet includes attendants’ comments made during SBI/CBI
activity. When DTST members observe SBI/CBI activity, they fill in this sheet. The sheet
consists of columns for recording strong points and points for discussion (issues) about the
implemented SBI/CBI. In the post-activity discussion, colleague teachers can use the sheets to
share their opinion.

Procedure
1. Inobserving activity, DTST fillsin the sheet.

2. DTST participatesin post-activity discussion and gives comments with regard to what
he/she refers to the sheets.

3. CL collects the sheets after the post-activity discussion and submits them to HT.
4. HT files the sheets and stores them.
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2) SBI/CBI Implementation Summary

Purpose

The SBI/CBI implementation summary consists of questionnaires about the conduct of SBI/CBI,
description of challenges, and record of post-activity discussion. DIU collects the sheets from
all the schools that conducted SBI/CBI activities, and utilises them to monitor management and
quality of the activity.

Procedure
1. HT writes SBI/CBI Implementation Summary after SBI/CBI activity.
2. CScollects the sheet and submitsit to DIU.

3. DIU includes opiniong/ suggestions raised from the sheet when planning training
programme.

3) SBI/CBI Data Sheet

Purpose

This file contains basic information about SBI/CBI such as School Code and Name, Term and
Year of Implementation, Type of Activity and Subject. This data sheet should be filled by the
HT and submitted to DIU through CS. The DIU uses the sheet for monitoring the progress of
SBI/CBI activity, eg. how many schools have implemented SBI/CBI in a term; and what
subject is likely to be used for SBI/CBI.

Procedure
1. HT prepares the sheet after conducting SBI/CBI activity, and submitsit to CS.

2. CSpassesthe sheet to DIU.
3. DIU filesthe sheet, and gives feedback to schools.

4) Excel file of SBI/CBI Data

Purpose

The excd file extracts information on SBI/CBI from SBI/CBI Data Sheet. This helps NIU to
manage the data of SBI/CBI implementation, as the National level does not need all the data
shown in “SBI/CBI Data Sheet.”

Procedure
1. Theexcd filewill be provided by NIU.

2. After DIU obtains “SBI/CBI Data Sheet” from CS, it should input the data into thefile.

3. After inputting the data, email thefileto NIU. If adistrict has nho email, burn the data

26



Module 2 Operational Manual at District Level

into CD or floppy disk and passit to NIU by post or deliver it directly (when NIU
visits the district).

5) Field Monitoring Sheet for SBI/CBI

Purpose

DTST uses the SBI/CBI Monitoring Sheet when monitoring SBI/CBI activities at schools. The
sheet contains sections on interviewing the HT and CL about planning and improving SBI/CBI.
For details, pleaserefer to Activity 7 in Appendix 1 of this module.

Procedure
1. DTST usesthe sheet whileinterviewing HT and CL during SBI/CBI Monitoring.

2. After each of theinterviews, DTST gives feedback/advice to the HT and CL with
regard to the questions asked.

3. At theInformation Exchange Seminar, DTST utilises the sheets and describes the
current situations concerning SBI/CBI

4.4.3. Flow of sheets for M&E of SBI/CBI

Figure 11 shows the flow of feedback sheets and reports required. The arrows indicate the
directions.
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NIU DIU DTST/CS CS
3) Monitor SBI/CBI 1) Collect the
and fill in: sheets from HT
- SBI/CBI Activity (SBI/CBI
Observation Sheet Activity
- SBI/CBI Observation
Monitoring Sheet Sheet, Report on
Post-Activity
Discussion)
\ 4 w} v
4) Submit 5) Give 2) Submit them to
themto feedback to DIU
DIU school
6) Collect the
sheets
Sheets
v
7) Input data of
SBI information
into Excdl file
9) Sorethe data Bxcdl [8) submit Excel
for future <«——4 filetoNIU
feedback

Figure 11: The flow of the Sheets for M&E of SBI/CBI

4.4.4., Submission Schedule

Table 15 shows the necessary documents for the M& E of SBI/CBI with recommended schedule
of submission.

Table 15: Submission Schedule of Documents for M&E of SBI/CBI

Document Writer Recommended Time Frame
SBI/CBI Activity Observation Colleague Teacher/ o
Sheet DTST Just after SBI/CBI activity
SBI/CBI Implementation HT Within two weeks after each activity
Summary
SBI/CBI Data Sheet HT Within two weeks after each activity
Excel f||¢of SBI/CBI DIU End of each term
Information
g:;:?c'\élo nitoring Sheet for DTST Within two weeks after DTST’s school visit
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5. Human Resource Management

In the INSET programme, Human Resource Management is another crucial aspect for the
success of the programme. This section describes two main points, namely the selection of
INSET key players and the record of the INSET key players.

5.1. Selection of the INSET key players

The DIU, DTST, Head Teacher (HT) and CL are the INSET key players at the district and
school levels. DIU and HT must select DTST and CL respectively. The sdections should be
done before the commencement of the relevant INSET activities. For example, CLs need to be
selected before CL orientation.

Figure 12 shows the lines of responsibility in the selection of the INSET key players.

INSET INSET
Administration Facilitation
NIU Sdect » National Trainer
Support to Select DTST
4
DIU Sdect > DTST
CS
5 ! Support to select CL
Support to sdect CL g HT Select > CL

Figure 12: Personnel to Select INSET Key Players

5.1.1. Selection of DTST

1) Recommended Criteria for Selection

- Professional and academic qualification in education

- Preferably a first degree with specialisation in Science/Maths/English related
subjects

- Tutorsin Teacher Training Colleges (TTCs), Senior Secondary Schooals (SSS)
and/or DEO officers with a minimum of 5 years teaching experience

- Evidence of being abreast with current methods of teaching basic Science,
Maths and other subjects

2) Recommended Composition of DTST

- District Training Officer

- Three persons who are/have been circuit supervisors or head teachers

- Two persons who have English teaching experience

- Two persons who have Science teaching experience
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- Two persons who have Mathematics teaching experience
3) Method of Selection
- Nomination by DDEs

- Screening of Curriculum Vitae by Task Force (DDE, District Training Officer

and DIU), interview, or/and recruitment

5.1.2. Selection of CL
1) Recommended Criteria for Selecting CL

Essential

- Qualified professional teachersin basic schools

- At least 3 years teaching experience in primary school

- Interest in and subject matter knowledge in Science/M athematics
Desirable

- Evidence of INSET attendance

- Highly motivated in instructional skills
- Leadership skills

- Ableto cooperate with HTs

2) Method of Selection

- After HT sdects ateacher as CL, the HT submits the CL Recommendation

Form (Form 1 in Module 3) to DIU.
- TheDIU givestheformto DTST.

- The DTST reads the form carefully and out their signature as the approval of
DTST intheformif the selection is well considered. (The approval should be

done before the CL participates CL orientation.)

- If the DTST decides that the sdection is unsuitable, DTST should inform the

decision to the HT as soon as possible.

5.2. Record of the INSET key players

The DIU has the responsibility to keep record of all the INSET key players. Table 16 shows the

types of forms that are used to keep the record.

Table 16: List of data to be managed for human resource management

Form Section in charge Supported by
List of DIU members (Form 10 in Appendix 2) DIU N/A
List of DTST members (Form 11 in Appendix 2) DIU DTST
Record of Orientation/Training for HT and CL (ROOT) DIU DTST

5.2.1. List of DIU and DTST members

Thelist of DIU members is used to keep the record of background information about the DIU
members. The information includes position in DEO, academic background and major subject
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area with experience, career history and so on.

The list of DTST members is used to keep the record of background information about the
DTST members. The information includes position in their organisations, academic background
and major subject area with experience, career history and so on.

Note that DIU has the responsibility to send thelist of DIU and DTST membersto NIU.

5.2.2. Record of Orientation/Training for HT and CL (ROQOT)

It is important to keep record of the attendance at the ROOT is the record that proves which
Orientation/Training HTs and CLs have dready participated in. This section describes the
processes of recording orientation/training activities.

1) Roles and Responsibilities

biy

- Manage and update the “ROOT.”
- Transfer ROOT to NIU termly by e-mail or post.

- Prepare and record attendance sheet for HT /CL Orientation and CL
Sourcebook Training programmes.
- Report it to DIU (for updating ROOT).

2) Updating ROOT
DIU should update the ROOT when the events shown in Table 17 occur.
Table 17: Opportunity to Update ROOT

Category DIU’sAction DTST’sAction
When CL is e AddCL’snameon
selected. ROQT.
e DédeeCL’snameand
Yihen L v hisrher training history. If
Changein another teacher is ;argve(i:_n:zst?p?attegiftotnhe
personnel sdlected as CL. ROOT.
e Dédete HT’s nameand
When HT is his/her training history.
replaced. e  Addthename of new
HT.
Implementation of HT/CL orientation | ®  Add their attendanceto | ¢ Taketheir attendance and
or CL training ROOT. submit it to DIU
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The following shows the procedures of updating ROOT depending on particular events.

i) When CL is selected

NIU DIU HT
1) Select CL
v
3) Add his’her name | 2) Reportto DIU
to ROOT ~

Report

A

5) Make areport on 4) Transfer ROOT to
the completed < NIU by the end of
activity eachterm

ii) When CL leaves the school and another teacher is selected as CL

NIU DIU HT

1) Select anew CL

h 4

3) Delete previous
CL’s name and

2) Reportto DIU

A

hig’her training Report
history. If a new

CL issdected at
the same time,

updateit on
ROOQT.

\ 4
5) Integrate dl 4) Transfer ROOT
ROQT from all to NIU by the

the districts < end of each term
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iii) When HT is replaced

NIU DIU

1) Delete previous
HT’s name and
hig’her training
history.

Add new HT’s
name on ROQT.

v

3) Integrate dl 2) Transfer ROOT
ROOT fromall | to NIU by the
the districts - end of each term

iv) When HT orientation, CL orientation or CL training are implemented

NIU DIU DTST Participant
1) Completethe
list of
participants for
the activity in
line with the list
on PP
Invitation letter
\ 4
2) Ensure that 3) Get
participants are » confirmation for
invited well in participation by
advance. the deadline on
Confirmation by theinvitation
letter or other letter
4) Prepare means
confirmed <
attendance list
and giveit to
) 5) Implement
g'TaSr-:i-zV\értlﬁéSto »| activity. Indicate
a(‘?ivi tv absentees during
* * the activity on
attendance
orientation/ |« to DIU after the
training history activity.
on ROOT.
v
8) Integrate dl 7) Transfer ROOT
ROOT from P to NIU by the
each district - end of each term
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3) How to Record

Table 18 is an example of how to fill the ROOT form.
Table 18: How to Fill ROOT and Some Sample Data.

Fill in the date the CL took the orientation
0. Fill in the date of the 1% Sourcebook
training session for CL (5 days)

School General Info | Head teacher | CL1
Administrati | School Name Type Locality Name Date | Remar | Name | Date | Date | Date | Remark
ve code of Ori | k of Ori | of SB | of SB
trg (1) | trg (2)
) ) ©) (4) () (6) @) ®) ©) (19 (1) |12
101010001 | A.T.T.C. Public AKROKER
DEMONSTRAT RI
ION PRIMARY
&
KINDERGART
EN
101010002 | ABOABOII Privately ABOABOI
CONFIDENCE | Registered
INSTITUTION
COMPLEX
SCHOOL
1. Fill in administrative code of the school 5. Fill in name of head teacher of the school 11. Fill in the date of the 2™ Sourcebook
2. Fill in school name 6. Fill in datethe HT took the orientation training session for CL (5 days)
3. Fill in schooal type (private or public) 7. Put any remark about HT 12. Put any remark about HT
4. Fill inlocality of the school 8. Fill in name of CL of the school
0.
1

A1 DU B ENUBIN [eUOTRRRd0 ¢ 9NPOIN
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6. Operational Manual for Dissemination and raising public awareness

6.1. Overview of Dissemination and Public Awareness Raising

Dissemination and Public awareness raising are the processes whereby related information
about SBI/CBI and INSET Programme is delivered to groups of people (chiefs, district
assemblies, DEOs, NGOs, teachers and parents). The purposes of dissemination and public
awareness creation are as follows:

— Toensurethat key stakeholders in the community are sensitised enough to be aware of
the goals and benefits of the programme

— To encourage teachers and heads of schools to do their best to achieve the goals;

— Togiveother stakeholdersin the district a sense of involvement, commitment and
confidence in the efforts of the INSET Programme.

Information; == =

Feedback: <' """

Achieve the
project goals

SBI/CBI

Parents LT

PTA
SMC
Be aware of the . s
goals and benefits DA DEO Involvement,
Commitment and
Canfidenc

Figure 13: Purposes of Creating Awareness for Various Stakeholders

6.2. Activities for Dissemination and Public Awareness Creation

This section explains the types of activities and their operation
1) Dissemination Meeting

Beforeany INSET is organised in any district, dissemination meeting will be encouraged among
the key district stakeholders.
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Table 19: Overview of Dissemination Meeting

Organiser DIU

Purpose e  To sensitise key stakeholdersin the district about the project’s plans
for district level INSET

e  To enhance understanding about district INSET programmes

e  Toreinforce good working reations between the schools and the

communities
Duration One Day
Expected members Chiefs, PTAs, SMCs, TTCs, Digrict Assemblies, NGOs, DEOs, SSS,
Junior Secondary Schoal (JSS)
Suggested Contents e Implicationson INSET Budget at the district level

e  Sustainability of INSET at the digtrict level

e  Ownership of INSET programmes

e  The present situation of Science and Mathematics teaching in the
schools

e  Collaboration with other interventions in the education sector in the
districts

e  Exchange of ideas on generd education issues in the digricts

Example of Time schedule | 8:30 Arrival and Registration

9:00 Opening

9:15 Outline and Present Situation of INSET Project

10:00 Bresk

10:30 Discussion about INSET Project — what is needed, and how to

ensure its sustainability-

12:30 Closing

2) Brochure

A brochure to explain the contents of the INSET project will be distributed to DEO. The DEO
can distribute them to places where information about INSET is needed, eg. Community,
Schools PTAs, District Assemblies, NGOs, etc.

3) Newsletters

Newsletters will be circulated regularly (two times a year) by the National INSET Unit. This
will contain information and news about the INSET Project activities, such as events,
orientation, and training. They will be sent to the DEO by post and email. DEO can contribute
to the contents. The DEO can also develap its own newsdletter for circulation at the district level.

4) Website

The INSET Proect is going to have its own website under the MOE’s website
(http://ted.edughana.net/inset/). This website should include practical resources for teachers and
learning materials for pupils as wdl as related documents for the INSET programme. The
National INSET Unit will maintain and update the website, but the DIU can contribute to
updating the website by sending reports and comments to NIU.

36



Module 2 Operational Manual at District Level

Email the
changes /update
contents

Reporting
Teachers/ CL /

DTST/CS / - _
Pupils / District National
Other INSET Unit INSET Unit

education
workers

Update information based
on the comm ents

Figure 14: How to contribute to the INSET website
6.3. Other Proposed Dissemination and Public Awareness

Each district can plan its own activities to disseminate and raise public awareness, based on its
local situation. The following table shows examples. Please refer to “Operational Manual for Do
stage” in Section 3 of this module for information on the use of funds to implement those
activities.

Table 20: Examples of Activities for Dissemination and Public Awareness Creation

Activity Organiser Description
They can shareinformation about the successes and
Stakeholder seminars DIU chdlenges of the district INSET programmes and dtrategize

for improvement

At PTA and SMC mestings, the HT can simulateinterest in
PTA and SMC mestings HT INSET Project and other generd educational issuesin the
schools.

Speech or discussion can be included in the programme for
DIU the local festivals. Since many local people attend festivals,
public awareness creation will be effectively done.

Giving a Speech at alocal
festival

They can increase interest of Science and Maths among
Science and Maths Fairs DIU students and the generd public. More emphasis should be
and Quizzes Schoal placed on participation than on competition among school
children.

DIU can print calendars with workshop pictures at national

Printing of calendars DIU and district levels,

Producing souvenirs (such
as T-shirts and pens) for DIU
INSET

DIU can make its own souvenirswith INSET Project name
printed and distribute them among stakeholders/ public.
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Appendix 1: INSET Activities at the District Level
List of INSET Activities at the District Level:
Activity 1 HT Orientation pp.39-45
Activity 2 CL Orientation pp.46-51
Activity 3 CL Sourcebook Training pp.52-62
Activity 4 Information Exchange Seminar pp.63-66
Activity 5 Annual Implementation Meeting p.67
Activity 6 Examples of Workshops/M eetings pp.68-71
Activity 7 Field Monitoring for SBI/CBI pp.72-73
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Activity 1: HT Orientation

1. Introduction

The Head teacher (HT) orientation deals with administrative matters related to SBI/CBI
activities such as planning, budgeting, monitoring and evaluating. It helps HT to be able to
manage the administrative matters of SBI/CBI at the school level.

This appendix explains the objectives of the HT orientation, the roles and responsibilities, the
content of the orientation.

It is strongly recommended that the HT orientation be organised before CL orientation and CL
training are implemented.

2. Objectives of HT Orientation

The HT takes charge of the administrative matters of SBI/CBI activities such as human resource
management, planning, budgeting, monitoring and evaluating. Through this orientation, HTs are
expected to be ableto:

— Understand INSET Model and SBI/CBI in the model and be aware of their importance.
— Select a Curriculum Leader (CL).

— Sensitise colleague teachers on the purpose of SBI/CBI and their rolesin SBI/CBI.

— Include SBI/CBI into the budget of the School Performance |mprovement Plan (SPIP).
— Assist CL to develop annual plan for SBI/CBI at the schoal level.

— Monitor and evaluate all the activities of SBI/CBI.

The HT plays a vital role in the administration of the SBI/CBI. We can say that the success of
the INSET implementation depends on how well HTs are inspired, encouraged, motivated and
trained to start SBI/CBI. The HT orientation is, therefore, a starting point at the school level.

3. Roles and Responsibilities

3.1. District INSET Unit (DIU)

— The DIU is in charge of carrying out the administrative matters for the orientation
(such as planning, budgeting, holding the resource preparatory meeting, confirmation
for the orientation).

3.2. District Teacher Support Team (DTST)

— DTST is mainly in charge of facilitating the orientation (such as preparation and
implementation of the orientation).

— DTST makes presentations on SBI/CBI Overview and its Importance, Stages of
SBI/CBI Organisation, Responsibilities and related tasks of HT, Annual Plan and
Budget for SBI/CBI, Monitoring and Evaluation in the orientation.

39



Module 2 Operational Manual at District Level Appendices

— DTST facilitates discussions on the above topics in the orientation.

4. Content of HT Orientation

4.1. Programme of HT Orientation

Table 1 shows arecommended programme for the orientation:

Table 1: Suggested Programme

Time Activity
8:30 Registration
9:00 | 1. Opening Ceremony

1) Prayer

2) Opening Remarks

3) Introduction of Invited Guests and Participants

4) INSET Overview and Confirmation of the Objectives of the Orientation
9:30 | 2. SBI/CBI Overview and its Importance

1) Overview of SBI/CBI

2) Roalesof key stakeholders

3) Importance of SBI/CBI

10:30 Tea bresk

11:00 | 3. Stages of SBI/CBI Organisation

1) Stagesof SBI/CBI Organisation

2) Discussion on the Various Stages of SBI/CBI
12:30 | 4. Responsibilities and related tasks of HT

1) Differencein tasks between CL and HT

2) Selection process and how to report to DIU
3) Support for CL

13:00 Lunch

14:00 | 5.Annual Plan and Budget for SBI/CBI

1) Explanation of Annua Plan for SBI/CBI
2) Explanation of Budget for SBI/CBI
15:00 | 6. Monitoring and Evaluation

1) Information Management and Information Management System
2) Tasksof HT in the System

3) Discussion

16:00 | 7. Closing Ceremony

1) Evaluation Sheet Writing

2) Open Forum

3) Closing Remarks

4) Prayer

Each district may have different conditions, issues, expectations and needs for INSET activities.
Thus, the programme should be flexible so that DTST can fine-tune it and make it more relevant
to the situation in a district.

4.2. Specific Content for This Activity

4.2.1. INSET Overview

During the open ceremony, the speaker should mention the overview of the INSET. This can be
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done with the confirmation of the objective of the orientation.
4.2.2. SBI/CBI Overview and its Importance

The better the HT understands SBI/CBI models, the more likdy that fruitful SBI/CBI will be
conducted at the school level. The DTST is expected to explain the importance of SBI/CBI and
inspire HTs.

Some of the HTs have experienced SBI/CBI in ather projects/programmes, such as WSD, STM
Project, etc. It is meaningful for HTs to share such experiences among themselves, so that these
experiences will guide the HT in determining the needs for SBI/CBI. This activity will enable
HTsto develop the sense of ownership of SBI/CBI inthe INSET programme.

Resources.
— Module 1 (District Guidelines)

— Module 3 (Section 1: Introduction and background)

— Performance Sandards

Table 2 shows the suggested steps for SBI/CBI overview and itsimportance.
Table 2: Suggested Steps for SBI/CBI Overview and its Importance

Step 1 . DTST explainsthe SBI/CBI model so that HTs understand the
SBI/CBI Overview I
(10 mins) objectives and structure of SBI/CBI.
Step 2 Role of key DTST briefly explains the roles, responshilities and
(10 mins) stakeholders Performance Standards (PS) of each stakeholder.
Sen 3 DTST facilitates a discussion on the importance of SBI/CBI.
& Imoortance of SBI/CBI HT should be encouraged to join the discussion and share
(40 mins) P their thoughts on SBI/CBI. The discussion should inspire HTs
towards SBI/CBI.

4.2.3. Stages of SBI/CBI Organisation

The DTST describes all the stages of SBI/CBI organisation, using Section 1 of Module 3. The
HTs should be well informed about their roles in particular stages of SBI/CBI and the forms
they need to fill in. The DTST should also explain briefly how lesson demonstration and
pre/post-lesson discussion are conducted in SBI/CBI.

Resources.
— Module 3 (Section 1: Introduction and Background)

Table 3 shows the suggested steps for the process of SBI/CBI.
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Table 3: Suggested Steps for the Process of SBI/CBI

DTST explains the objectives and structure of SBI/CBI. The

Sep 1 Pr of SBI/CBI stress should be put on the process of SBI/CBI (page on 2-3
(45 ming) 0CEsS of Module 3). The roles and responsibilities of HT should be
described.
Step 2 Discussion on the DTST facilitates a discussion on the process of SBI/CBI. The
_ Process of SBI/CBI HTs should be encouraged to ask questions to clarify their
(45 mins) understanding of the process of SBI/CBI.

4.2.4. Responsibilities and Related Tasks of HT

The CL plays avital role in the whole activity of SBI/CBI. Therefore, the sdection of CL isone
of the most important tasks of the HT. Another important task of the HT is to support CL. The
responsibilities and tasks of the HTs in support of CL are shown in Table 4.

Table 4: Responsibilities and Related Tasks of HT

Head Teacher (HT)

Responsibilities Related Tasks
e Maintain disciplineintheCL’sclasswhen CL is | »  Appoint teachersto bein charge of CL’s
on aspecial assignment, i.e. CL Orientation and classes
CL Sourcebook Training.
e  Sensitise staff to the CL training concept, its »  Organise meetings for CL to brief the staff
implication and the importance of SBI/CBI after every CL training
programme

Resources:
— Module 2 (Section 6: Human Resource Management)

Table 5 shows the suggested steps for responsibilities and related tasks of HT.

Table 5: Suggested Steps for Responsibilities and Related Tasks of HT
DTST explainsthetasks of CL and the difference between the

Step 1 Differencein tasks tasks of CL and HT so that participants understand the
(10 mins) between CL and HT concept of CL, and theroles, responsibilities and performance
standards (PS) of both HT and CL.
Step 2 DTST explains the process of selecting CL and CS and their

Selection process and

(10ming how to report to DIU key tasks. DTST should a so emphasize how important it isto

report to the DIU.

Sep 3 Support for CL DTST describes how HTs can support CLs, using the
(10 mins) PP information of Table 3.

4.2.5. Annual Plan and Budget for SBI/CBI

Making annual plan and budget constructs the “backbone” of SBI/CBI activities. DTST needs to
help HTs to make suitable annual plans and budget so that their own SBI/CBI activities are
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conducted successfully. The section 2 of Module 3 (Annual Plan and Budget) is recommended
asaresourcefor this session. Stimulating the participants to have a practical exercise is also one
of the most important activities during this period. The DTST is supposed to help them
understand how to use and complete the formats attached to Module 3, so that they will be able
to plan for their SBI/CBI activities at school by themselves. DTST should emphasize that this
system is not new at all, but it is the same as the School Performance Improvement Plan (SPIP),
which participants are familiar with already so that participants will not be confused. Only one
format is added to SPIP, which is the SBI/CBI Annual plan.

Resources:
— Module 3 (Section 2: Annual Plan and Budget)

Table 6 shows the suggested steps for Annual Plan and Budget for SBI/CBI.

Table 6: Suggested Steps for Annual Plan and Budget for SBI/CBI

DTST explainswhat Annual Plan isand itsimportance,
Step 1 Explanation of Annual personsin charge of making Annual Plan, procedure for
(30 ming) Plan for SBI/CBI making Annual Plan and so on. DTST should explain that

Annual Plan isalmost the same as SPIP.

DTST explains the source of funds for SBI/CBI (mainly
Capitation Grants) and the procedure for applying for the
funds for SBI/CBI.

Step 2 Explanation of Budget
(30 minS) for SBI/CBI

4.2.6. Monitoring and Evaluation

This INSET Model has a unique feature known as “Information Management System” and the
system is to capture all the relevant activities of INSET. The HT serves as a link between CL
and District Education Office (DEO) to transmit information about their activities in SBI/CBI
and also, the current status, issues and needs of their school and at the classroom levels. The
DTST explains the Information Management System and the tasks of HTs in the system by
referring to Modules 2 and 3, so that the HTs will work towards the tasks expected of them.

Resources:

— Module 2 (Section 4: Operational Manual for “ See” Sage)
— Module 3 (Section 5: Monitoring of SBI/CBI)

Table 7 shows the suggested steps for discussing monitoring and evaluation.
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Table 7: Suggested Steps for Discussing Monitoring and Evaluation

Sep 1 Information
(15 mins) Management System

DTST explains the information management system and
encourages participants to use the information management
system.

DTST explainsthetasks of HT in the system so that the

Step 2 Tasks of HT in the participants understand what they are expected to do in the
(30 ming) System system. DTST aso explains the use of some forms for
reporting in the system.
Step 3 Di . DTST facilitates a discussion on the system, the tasks of HT,
iscussion
(15 mins) the report forms, and so on.
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HT ORIENTATION PREPARATION CHECK LIST

Activity

Facilitator

Items/Materials

1. Opening Ceremony
1) Prayer
2) Opening Remarks
3) Introduction of Invited Guests and
Parti cipants
4) Confirmation of the Objectives of the
Orientation
2. INSET Overview
1) Overview of thewhole INSET structure
2) Roaleof key stakeholders
3) NeedsAssessment

3. Stages of SBI/CBI Organisation
1) Sagesof SBI/CBI
2) Discussion on the various stages of
SBI/CBI

4. Responsihilities and related tasks of HT
1) Tasksof CL and Difference between CL
and HT
2) Selection process and how to report to
DIU
3) Support for CL
5. Annual Plan and Budget for SBI/CBI
1) Explanation of Annua Plan for SBI/CBI
2) Explanation of Budget for SBI/CBI

6. Monitoring and Evaluation
1) Information Management and
Information Management System
2) Tasksof HT in the System
3) Discussion
7. Closing Ceremony
1) Evaluation Sheet Writing
2) Open Forum
3) Closing Remarks
4) Prayer
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Activity 2: CL Orientation

1. Introduction

Curriculum Leader (CL) plays a vital rolein the organisation of the entire SBI/CBI activity. We can say that
the success of this INSET programme depends on how well CLs are inspired, encouraged, motivated and
trained for the SBI/CBI. “CL Orientation” and “CL Sourcebook Training” are quite valuable opportunities
for CLs to improve their competencies of organizing and conducting SBI/CBI at the school level. It is
therefore strongly recommended that these activities be implemented for CL.

CL Orientation and CL Sourcebook Training differ in their focus. Table 1 shows the focus of the orientation
and the training.

Table 1: Focus of CL Orientation and CL Sourcebook Training

CL Orientation CL Sourcebook Training

Training Matters for SBI/CBI

Administration Matters for SBI/CBI At S el S22l
Sourcebook-based Experience-based
Training Training

In this appendix, we are going to see how CL orientation is planned, implemented and reflected on.

2. Objectives of CL Orientation

CL takes charge of the administrative matters for SBI/CBI activities such as planning, budgeting,
monitoring and evaluating. The orientation is also to deepen understanding of the INSET Model and
enhance CLs’ instructional skills.

Through this orientation, CLs are expected to acquire the “Organisational and Leadership Skills (CLPS1)”
indicated in the “Performance Standards for |mplementers of the INSET Model (2006)” (See Table 2).

Table 2: Curriculum Leaders Performance Standards (CLPS) Specifications

Performance Standard Specification

CLPSI.
Organisational and Leadership Skills
e Develop action plan for INSET delivery with input from HT and teachers

e Mest with teachersto sensitise them regarding the purpose of SBI/CBI and therole
of othersin SBI/CBI (e.g. CL, CS, HTs, teachers)

These above skills can be stated as follows:

— Tounderstand INSET Moded and SBI/CBI in the model
— To sensitise colleague teachers regarding the purpose of SBI/CBI and the role of othersin SBI/CBI
— Tosupport his’her HT to develop annual plan and budget for SBI/CBI at school level
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3. Roles and Responsibilities

3.1. District INSET Unit (DIU)

— The DIU is in charge of carrying out the administrative matters for the orientation (such as
planning, budgeting, holding the resource preparatory meeting, confirmation for the orientation).

3.2. District Teacher Support Team (DTST)

— DTST ismainly in charge of facilitating the orientation (such as preparation and implementation of
the orientation).

— DTST makes presentations on INSET Overview, SBI/CBI Model, Information Management at
School Level and Annual Plan and Budget for SBI/CBI in the orientation.

— DTST facilitates discussions on the above topics in the orientation.

4. Contents of CL Orientation

4.1. Programme of CL Orientation

Tables 3 and 4 show a recommended programme for the 2-day orientation. Each district may have different
conditions, issues, expectations and needs for INSET activities. In such a case, the programme should be
flexible to reflect those differences, so that the orientation can be made more relevant to the situation of
each district.

Table 3: Suggested Programme of Day 1

Time Activity
8:30 Registration
9:00 | 1. Opening Ceremony

1) Prayer

2) Opening Remarks

3) Introduction of Invited Guests and Participants
4) Confirmation of the Objectives of the Orientation
9:30 | 2. INSET Overview

1) Overview of whole INSET gructure

2) Roaleof key stakeholders

3) NeedsAssessment

10:30 Tea break

11:00 | 3. SBI/CBI Mode Discussion

1) Explanation of SBI/CBI

2) Discussion on SBI/CBI

12:30 Lunch

13:30 | 4. Information Management at School Level
1) Information Management System
2) Tasksof CL inthe System

3) Discussion

15:30 | 5. Daily Review Meeting
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Table 4. Suggested Programme of Day 2

Time Activity
8:30 Registration
9:00

1. Recapitulation of Day 1 Programme

1)
2)

9:30 | 2. Annual Plan and Budget for SBI/CBI

Explanation of Annua Plan for SBI/CBI
Discussion on Annual Plan for SBI/CBI

10:30

Tea break

3)
4)

11:00 | 2. Annual Plan and Budget for SBI/CBI(continued)

Explanation of Budget for SBI/CBI
Discussion on Budget for SBI/CBI

12:30

Lunch

5)

13:30 | 2. Annual Plan and Budget for SBI/CBI(continued)

Simulation for Annual Plan and Budget

1)
2)
3)
4)

15:00 | 3. Closing Ceremony

Evaluation Sheet Writing
Open Forum

Closing Remarks

Prayer

4.2. Specific Contents for This Activity

4.2.1. INSET Overview

The better CLs learn INSET models, the more they understand the significance of SBI/CBI activities at
school level. DTST is expected to give participants clear explanation about INSET in this period. DTST can
use Module 1 (District Guidelines) and Module 2 (Section 5) of the sourcebook in conducting this activity.

Some of the participants have experienced INSET in other forms such as WSD, STM Project etc. It is
meaningful that participants share such experiences among themselves, because these experiences will
guide DTST in determining the needs for INSET. This activity enables DTST to improve the following
programmes in accordance with the existing situation in schools.

Resources:

— Module 1 (District Guidelines)

— Module 2 (Section 5: Human Resource Management)

Suggested Steps for the INSET Overview are shown in Table 5.

Table 5: Suggested Steps for INSET Overview

Step 1

Overview of whole

DTST explainsthe INSET Model so that participants understand the

(15 mins) INSET gructure objectives and structure of INSET.

Sep 2 Role of key DTST explainstherales, responsibilities and Performance Standards (PS)
(15 mins) stakeholders of each stakeholder.

DTST presentsthe current status of lessons at school level, and is expected
Step 3 Needs A ssessment to involve participants in discussing our chalenges toward the
mins improvement of the quality of the lessons.

(15 mins) f the quality of thel

Sep 4 Discussion on INSET DTST leads sadiscussion on theissues, merits, demerits and importance.
(15 mins)
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4.2.2. SBI/CBI Model Discussion
During this period, DTST explains SBI/CBI model. DTST needs to take note of the reactions from the

participants because some of them might not have seen those activities before, and might get confused
about their task, i.e. how they are expected to implement such activities in their schools.

Resources:

— Module 3 (Section 1: Introduction and Background)

Table 6 shows suggested steps for the SBI/CBI Model Discussion.

Table 6: Suggested Steps for the SBI/CBI Model Discussion

DTST explainsthe SBI/CBI Model so that participants can understand the
Sep 1 Explanation of SBI/CBI | concept of Lesson Study, the objectives and structure of SBI/CBI, theroles,
(50 mins) responsi bilities and Performance Standards (PS) of each stakehol der.

. . DTST facilitates a discussion on the issues, merits and demerits,
(4%?% ﬁs) Discussion on SBI/CBI importance and difficulties, and so on.

4.2.3. Information Management at School Level

This INSET Model has a specific component known as “Information Management System”, and the
purpose of the system is to capture all the relevant activities of INSET.

CL is expected to give supervisors (such as HT, CS, DTST and DIU) information about the SBI/CBI
activities and even the current status, issues and needs of their school and classroom levels.

DTST, therefore, needs to introduce the information management system and the tasks of CL in the system
referring to Module 2 and Module 3, so that CL will work for their expected tasks properly.

Resources:

— Module 2 (Section 5: Information Management System)

— Module 3 (Section 5: Monitoring of SBI/CBI Activity in School)

Suggested steps for information management at school level are shownin Table 7.

Table 7: Suggested Steps for Information Management at School Level

Sep 1 Information Management

em DTST explains Information Management System to the participants.
(30 mins) Sy

DTST explainsthetasks of CL in the system so that the participants
Siep2 | Tasksof CL inthe System | understand what they are expected to do in the system. DTST dso
(30 mins) explainsthe use of some report forms for the system.

i ; DTST facilitates a discussion on the system, the tasks of CL, the report
(3?)terﬁi r:?s) Discussion formsand so on.

4.2.4. Annual Plan and Budget for SBI/CBI

DTST needs to enable participants to make feasible annual plans and budget so that their own SBI/CBI
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activities will be conducted successfully. The Section 2 of Module 3 is recommended as a resource for this

activity.

DTST is also supposed to help them understand how to use and complete the relevant forms attached to
Module 3, so that they will plan for their SBI/CBI activities at school by themselves. The forms attached to
Module 3 are as follows: SBI/CBI Annual Plan Sheet (Form 1), School Performance Improvement Plan
(SPIP, Form A), Request Form (Form B), Activity Completion Report (Form H).

Resources:

— Module 3 (Section 2: Annual Plan and Budget)

Table 8: Suggested Steps for Annual Plan and Budget for SBI/CBI

Explanation of Annual

DTST explainswhat an Annual Plan isand its importance, personsin

Sep 1 Plan for SBI/CBI charge of making Annual Plans, procedure for making Annua Plansand so

(40 mins) on. The DTST should explain that this plan is almost the same as SPIP.
Discussion on Annual Parti cipants discuss Annua Plan for SBI/CBI, focusing on

Sep 2 Plan for SBI/CBI problems/difficulties in making the plan, the solutions for the
(20 mins) problems/difficulties and so on.

Sep 3 Explanation of Budget | DTST explainsthe source of funds for the SBI/CBI (mainly Capitation
(60 mins) for SBI/CBI Grants) and the procedure for applying for it.

Sep 4 Discussion on Budget Parti cipants discuss Budget for SBI/CBI, focusing on problems/difficulties
(30 mins) for SBI/CBI in making the plan, the solutions for the problems/difficulties and so on.

Parti cipants have a practice for making annual plan and budget for their

Sep5 Simulation for Annual own SBI/CBI having help from DTST or other participants. In this practice,

(90 mins) Plan and Budget the copies of SBI/CBI Annual Plan Sheet, SPIP, Request Form and Activity

Completion Report should be used.

5. Procedures for Implementation of Refresher Orientation for CLs

Teachers’ understanding must always keep pace with the changing trends and curriculum change. Thus,
additional refresher or upgrading orientation for CLs is needed, and refresher training will be required for
CLsduring and after the 3rd year under the following circumstances:

— Refresher orientation for CL will be organized when thereis revision of the curriculum; and
— Based on request through monitoring CLs, some CLs may be recommended to participate in
refresher orientation.
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CL ORIENTATION PREPARATION CHECKLIST

Activity

Facilitator

Items/Materials

1. Opening Ceremony
1) Prayer
2) Opening Remarks

4) Confirmation of the Objectives of the
Orientation

3) Introduction of Invited Guests and Participants

2. INSET Overview
1) Overview of whole INSET gructure
2) Roaleof key stakeholders
3) NeedsAssessment

3. SBI/CBI Modd Discussion
1) Explanation of SBI/CBI
2) Discussion on SBI/CBI

4. Information Management at School Level
1) Information Management System
2) Tasksof CL inthe System
3) Discussion

5. Annual Plan and Budget for SBI/CBI
1) Explanation of Annua Plan for SBI/CBI
2) Discussion on Annual Plan for SBI/CBI
3) Explanation of Budget for SBI/CBI
4) Discussion on Budget for SBI/CBI
5) Simulation for Annual Plan and Budget

6. Closing Ceremony
1) Evaluation Sheet Writing
2) Open Forum
3) Closing Remarks
4) Prayer
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Activity 3: CL Sourcebook Training

1. Introduction

The Curriculum Leader (CL) plays avital role in the whole activity of SBI/CBI. We can say that
the success of the INSET implementation depends on how well CLs are inspired, encouraged,
motivated and trained for SBI/CBI. “CL Orientation” and “CL Sourcebook Training” are quite
valuable opportunities for CLs to improve their abilities of organizing and conducting SBI/CBI
at the schoal level. So it is strongly suggested that these activities beimplemented for CLs.

After the 2-day CL orientation, CLs attend the First Session of CL Sourcebook Training. This
5-day training aims to familiarise CLs with the sourcebook modules and to prepare them for
implementing SBI/CBI. Having attended the training, CLs go back to their schools and are
expected to implement SBI/CBI. At the beginning of the subsequent term, CLs attend the
Second Session of CL Sourcebook Training for another 5 days. This training aims to enhance
CLs’ knowledge and skills for a better implementation of SBI/CBI, based on their practical
experiences of SBI/CBI. The DTST plays the main role in the implementation of the CL training
while National Trainers help the DTST when necessary.

CL Cirientation and CL Sourcebook Training focus on different issues. Table 1 shows what the
CL Orientation and the CL Sourcebook Training focus on.

Table 1: Focuses of CL Orientation and CL Sourcebook Training

CL Orientation CL Sourcebook Training

Training Matters for SBI/CBI

Administrative Matters for SBI/CBI First Session Second Session
Sourcebook-based Experience-based
Training Training

This appendix explains how the CL Sourcebook Training is planned, implemented and reflected
on.

2. Objectives

Through the first and second sessions of CL Sourcebook Training, CLs are supposed to acquire
the following “Organisational and Leadership Skills (CLPS1)” and “Improved Teaching
Competencies (CLPS2)” indicated in the “Performance Standards for Implementers of the
INSET Model (2006)”. These areindicated in Table 2:

Table 2: Curriculum Leaders Performance Standards (CLPS) Specifications

Performance Standard Specification
CLPSL: Organisational and Leadership kills

e Prepareand deliver demongtration lesson at SBI/CBI as afacilitator.
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Performance Standard Specification

CLPS2: Improved Teaching Competencies

In order to improve CLS’ capacity with respect to the CLPS Specification, the following
objectives were formulated.

1) Obijectives of the First Session (Sourcebook-Based Training)

In the first session of the training, or Sourcebook-based Training, CLs are expected to improve
their capacities by:

— Carrying out one or possibly two Mathematics demonstration lesson(s) by referring to
Module 5 of the Sourcebook;

— Carrying out one or possibly two Science demonstration lesson(s) by referring to
Module 6 of the Sourcebook;

— Understanding the concept and the process of Lesson Study by referring Module 3 of
the Sourcebook;

During actual SBI/CBI, CLs are requested to:

— Facilitate at least two SBI/CBIsin aterm;
— Asdist in the identification of challenging topics.

2) Objectives of the Second Session (Experience-Based Training)

In the second session of the training, or Experience-Based Training, CLs are expected to
improve their competencies by:

— Sharing their experiences they have gained in SBI/CBI in their schools;

— ldentifying challenging issues and good practices of SBI/CBI through discussion;

— Finding solutions to the challenging issues;

— Examining factors that have made the good practices possible;

— Sharing the challenging topics that they have brought from their own schoadls;

— Discussing the challenging topics with DTST with respect to teaching and learning
contents and methodol ogy;

— Finding effective ways of teaching the challenging topics with prepared lesson plans.

3. Roles and Responsibilities

3.1. District INSET Unit (DIU)
— TheDIU isin charge of carrying out the administrative matters for the training (such as

planning, budgeting, holding the resource preparatory meeting, confirmation for the
training).
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3.2. District Teacher Support Team (DTST)

— DTST is mainly in charge of facilitating the training (such as preparation and
implementation of the training).

— DTST makes presentations on Background and Rationale for SBI/CBI, Genera
Pedagogy, Teaching Contents (Subject Matter), Identification of challenging topics,
Good L esson Practices, Demonstration of SBI/CBI in the training.

— DTST encourages CLs to conduct demonstration activities.

— DTST facilitates discussions on the above topics in the training.

4. At a Glance of CL Sourcebook Training: Introduction

What is outlined below explains the relationship between the first (Sourcebook-based) and the
second (Experience-based) sessions of the training.

The whole idea of the Sourcebook Training is to assist CLs to conduct effective and meaningful
SBI/CBIs at their schools. The first session focuses on transferring the content discussed in the
modules of the sourcebook. The second session provides a good opportunity for CLs to share
their practices and ideas from their SBI/CBI experience. The aim of the second session is to
help CLs to improve their knowledge and skills for the implementation of SBI/CBI based on
their own and schools’ needs.

Figure 1 shows the relationship between the first and second sessions.

/
Learning of CL Sourcebook Training: First Session Application
Sourcebook on
\_ Sourcebook
/
Practice of
acquired Implementation of SBI/CBI at School
\knowledge’sknls Reflections

on
a Experiences
Improvement of
knowl edge/skills CL Sourcebook Training: Second Session
N—
Application
of enriched
: : knowledge/
Practice and Implementation of SBI/CBI at School Level in skills
salf-improvement the Future

Figure 1: Relationship between the First and Second Sessions
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First Session: In the first session of CL Sourcebook Training, CLs learn the contents of the
Sourcebook. Having been trained, they should be sufficiently equipped with knowledge and
skills to implement SBI/CBI.

At SBI/CBI: CLsapply what they have learnt in the first session to implement SBI/CBI at their
own schools. CLs practice the acquired knowledge and skills in actual SBI/CBI situations.
Through the implementation of SBI/CBI, CLs are expected to encounter some challenging
issues and/or enjoy some success with good practices. In the mean time, CLs get practical
knowledge from their own experiences.

Second Session: In the second session, CLs share with other CLs and reflect on their
experiences. They come to the second session with challenging issues and/or good practices
they have experienced from SBI/CBI. Through discussion with necessary assistance from DTST,
CLs improve their knowledge and skills that are rdevant to their concerns. By the end of the
second session, CLs should be ready to go back to their schools with enriched knowledge and
skills for implementation of SBI/CBI.

At Future SBI/CBI: CLs again apply what they have acquired in the second session to the
implementation of SBI/CBI in their own schools. CLs keep practicing and reflecting on the
acquired knowledge and skills in actual SBI/CBI situations. Although thereis No Third Session
programme, it is significantly important for a CL to continue reflecting and discussing with
his’her colleagues, trying to improve SBI/CBI and their knowledge and skills.

5. Content of the First Session (Sourcebook-based)

5.1. Programme of the First Session

Table 3 shows a recommended programme for the first session of thetraining.

Table 3: Programme for the First Session of the CL Sourcebook Training

Morning_] Afternoon

i) Opening Ceremony iv) Basdline Survey Findings (Lessons)
‘;' ii) Background and Retionale for SBI/CBI V) Experience Sharing on Lessonsin your
8 | iii) Structureof SBI/CBI school (watching Video)

vi) Daily Review Mesting

o i) Recapitulation of Day 1 Programme iii) Teaching Contents (Subject Matter)
> ii) General Pedagogy (Theory and Example | iv) Daily Review Meeting
o of lesson plan)
o i) Recapitulation of Day 2 Programme iii) Preparation for Demonstration of SBI/CBI
> ii) Demonstration of SBI/CBI by DTST iv) Daily Review Meeting
]
< i) Recapitulation of Day 3 Programme iii) Demonstration of SBI/CBI (2) and
> ii) Demonstration of SBI/CBI by CL (1) Experience Sharing on SBI/CBI
8 iv) Daily Review Meeting
o i) Recapitulation of Day 4 Programme iii) ldentification of challenging topics
> ii) Demonstration of SBI/CBI by CL (3) iv) Open forum
(a] v) Closing Ceremony

Note: The programme can be changed and re-arranged depending on the particular needs of the
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district. It is aways important that the DTST chooses training and activities that best suit actual
situations.

5.2. Day 1

5.2.1. Background and Rationale for SBI/CBI and Structure of SBI/CBI

The participants have already learnt about the INSET and SBI/CBI Models in the CL orientation.
In this period, the programme will focus mainly on lesson study in SBI/CBI. As we know,
lesson study is the main activity in SBI/CBI. The participants are expected to understand the
importance, planning and implementation of Lesson Study at schools. Thus, the DTST hasto be
ready to offer detailed explanation about lesson study, referring to Module 3.

Resources.
— Module 3 (Section 1: Introduction and Background)

5.2.2. Educational Issues in the District

The result of the Basdline Survey in 2006 has already been presented to the participants in the
CL Orientation. However, in this period, the findings obtained from the lessons observed during
the survey become the focus of the programme. There is the need to understand the
characteristics and issues of the lessons conducted by teachersin order to improve their qualities.
So the participants are supposed to learn about the findings, focusing on the lessons, and
discussing and sharing actual teaching activities. If possible, it is desirable to watch videos in
which ateacher is giving his’her pupils alesson in order to enrich the discussion.

Resources.
— The Result of the Baseline Survey (2006)

5.3.1. General Pedagogy

5.3. Day 2

Module 4 discusses various aspects of general pedagogy. The DTST is supposed to introduce
the general pedagogy, considering the actual situation of lessons and focusing on some of the
explanations. Of course, the DTST will select the various aspects to focus on in the first and
second sessions.

Resources:
— Module 4

5.3.2. Teaching Content (Subject Matters)

Similarly, teaching content related to subjects will be introduced by referring to Modules 5 and
6 (and more in the future) in this period. The DTST should consider the actual situation of
lessons and the needs of teachers in planning and implementing lessons during this period, so
that the content gets more related and adequate to meet the needs of the participants.
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Resources:
— Modules5 and 6

5.4. Day 3

5.4.1. Demonstration of SBI/CBI by DTST

Although there are some activities that explain SBI/CBI in the training and orientation sessions,
the best way to understand what SBI/CBI is really about is to see it. In this activity, DTST is
requested to demonstrate a sample SBI/CBI.

It is very important to note that the way this demonstration will be performed by the DTST
determines the level of mativation that CL will develop towards SBI/CBI. This is vital. The
demonstration has to be practical, interesting, inspiring and enjoyable. This way, CLs will get
motivated and start to implement SBI/CBI by themselves. To see this happen, the DTST needs
to prepare this demonstration properly and thoroughly.

It is also effective if the DTST can arrange to conduct this demonstration (SBI/CBI) with alive
class for lesson study. It means DTST demonstrates a lesson with pupils. To make this
demonstration meaningful, the presence and reaction of pupilsis crucial.

Resources:
— Modules3, 4,5 and 6

5.4.2. Preparation for Demonstration of SBI/CBI

Having seen the demonstration of SBI/CBI by DTST, CLs are now requested to perform their
demonstration. Forming groups of 5-10, CLs prepare lessons. DTST assists them in the
preparation, giving technical support. In the course of the preparation, Modules 4, 5 and 6
should provide useful information.

In addition to the lessons, CLs also need to prepare themselves to facilitate the pre-discussion
and post-discussion activities. In preparation for these discussions, Module 3 should provide
relevant information.

Some CLs need to play HT’sroles.

Resources:
— Modules 3, 4, 5and 6

5.5. Day 4

5.5.1. Demonstration of SBI/CBI by CL

It is very important for CLs to actively participate in this activity. People learn much better
when they do things than just listening and taking notes. By demonstrating or observing the
demonstration, CLs should find it easier to master the procedure for conducting SBI/CBI.

In groups, CLs demonstrate SBI/CBI while DTST observes the implementation. A CL with the
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assistance of a head teacher (role-played by a CL) facilitates pre-discussion. Then the CL
demonstrates a lesson that he/she has prepared. The other CLs in the group play the role of
pupils, forming the class. After the demonstration lesson, the CL with assistance from the head
teacher facilitates the post-lesson discussion.

Resources:

— Lesson plansthat CL(s) prepared
— Modules 3, 4, 5and 6

5.5.2. Sharing Experience on Demonstration of SBI/CBI

Thisis the opportunity for CLs to exchange their thoughts and ideas on the demonstration of the
SBI/CBI that they have conducted or observed. CLs share practical knowledge and skills for
implementing effective SBI/CBI.

Resources:
— Module 3

5.6.1. Identification of Challenging Topics

5.6. Day 5

When CLs go back to their schools, they are expected to implement SBI/CBI, putting acquired
knowledge and skills into practice. Some CLs might want to use the sample lessons in the
Sourcebook Modules 5 and 6, for their SBI/CBI. The sample lessons in the modules are the
challenging topics that have been identified as “challenging to teach/learn” formally. These are
shown to CLs for the sake of convenience. It is necessary for each CL to identify his/her own
challenging topics. In addition to that, they are supposed to help their colleagues to identify their
challenging topics.

Resources:
— Modules 4, 5 and 6

6. Content of the Second Session (Experience-based)

6.1. Programme of the Second Session

Table 4 shows a recommended programme for the second session of CL Sourcebook Training.

Table 4: Programme for the Second Session of the CL Sourcebook Training

Morning Afternoon
i) Opening Ceremony iii) Discussion: How to overcome
‘;' ii) Experience Sharing: Administrative Administrative |ssues for SBI/CBI
8 Matters for SBI/CBI iv) Daily Review Mesting for SBI/CBI
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o i) Recapitulation of Day 1 Programme iii) Experience Sharing: Challenging Topics
> ii) Experience Sharing: Good Lesson at School Level

8 Practices at School Level iv) Daily Review Meeting

o i) Recapitulation of Day 2 Programme iii) Preparation for Demonstration of SBI/CBI
> ii) Ingruction on Challenging Topics by on Challenging Topics

8 DTST iv) Daily Review Meeting

< i) Recapitulation of Day 3 Programme iii) Demonstration of SBI/CBI on

> ii) Demonstration of SBI/CBI on Challenging Topics (2)

8 Challenging Topics (1) iv) Daily Review Meeting

o i) Recapitulation of Day 4 Programme iii) Challengesto be addressed for SBI/CBI
> ii) Demonstration of SBI/CBI on iv) Open forum

3 Challenging Topics (3) v) Closing Ceremony

Note: The programme can be changed and re-arranged depending on particular needs of the
district. It is aways important that the DTST chooses training and activities that best suit actual
situations.

6.2. Day 1

6.2.1. Experience Sharing: Administrative Matters for SBI/CBI

In this activity, CLs have a good opportunity to share and reflect on what they have experienced,
good practices and challenges, during SBI/CBI implementation. The focus is supposed to be on
administration. This involves planning, budgeting, coordinating, implementing, monitoring and
evaluating SBI/CBI. Subject-oriented matter should not be included here since there is an
activity designed for that on the following day.

Resources:
— Module 3 (Sections 3,4 and 5)

6.2.2. Discussion: How to Overcome Administrative Issues for SBI/CBI

Having shared experiences rdating to SBI/CBI administration, CLs are expected to find
solutions to the challenges gathered. CL s discuss the challenges with the assistance of the DTST.
More importantly, CLs can learn from one another. They are now experienced practitioners
since all CLs have already implemented SBI/CBI at their schools. They have obtained some
knowledge extracted from their practice of SBI/CBI and it is important to make the most of the
knowledge.

Solutions should be written so that CL s can go back to their schools with the notes.

Resources.
— Module 3 (Sections 3,4 and 5)

59



Module 2 Operational Manual at District Level Appendices

6.3. Day 2

6.3.1. Experience Sharing: Good Lesson Practices at School Level

This experience sharing focuses on lessons, especially good practices in lesson delivery. CLs are
supposed to gather good lesson practices performed not only by CLs themselves but also their
colleague teachers at schools. Lesson plans and relevant materials of the good lessons should be
brought and presented. In the presentation, CLs can explain why they think the lesson practices
they brought are good. Good lesson practices should be shared well and CL s are advised to take
some of them back to their schools.

Resources.
— Module 4 (Section 2: Good Primary Practices)

6.3.2. Experience Sharing: Challenging Topics at School Level

This activity is of great importance. In addition to good lesson practices, CLs are requested to
come with challenging topics to the second session of the training. CLs discuss the challenging
topics with the assistance of the DTST. CLs’ active participation in the discussion is essential
because CLs will be asked to draw up lesson plans on the challenging topics in a later activity.
As mentioned in Module 2, it is important to utilise CLS’ experiences and acquired knowledge
from their practice of SBI/CBI. However, because these are subject-oriented challenges, the
DTSTs also need to contribute their subject expertise to the discussion.

Resources:
— Module 4

6.4.1. Instruction on Challenging Topics by DTST

6.4. Day 3

Unlike other activities in the second session, this activity requires the DTST to take a great
initiative. Prior to the activity, the DTST is asked to prepare advice and information to help CLs
to tackle the challenging topics. The advice and information should be both content based and
pedagogy (teaching methodology) based. DTST can use lecture type approach as wdl as
participatory approach for the delivery of the advice and information. DTST needs to equip CLs
with specific knowledge and skills with respect to the challenging topics.

Resources:
— Module 4

6.4.2. Preparation for Demonstration of SBI/CBI on Challenging Topics

In the light of DTST’s instruction and their discussion, CLs are now requested to prepare their
demonstration of SBI/CBI. CLs are supposed to draw up lesson plans for some challenging
topics. The writing can be done individually or in groups through discussion. While DTST
assists them technically, it isimportant for CLsto devel op the lessons by themselves.
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Resources:
— Modules3 and 4

6.5. Day 4 and Day 5

6.5.1. Demonstration of SBI/CBI on Challenging Topics

CLs demonstrate lessons using the lesson plans that they have developed. CLs should take
devel oped lesson plans back to their schools for the sake of other colleague teachers.

Resources:

— Lesson plans that they have drawn up
— Module 4

6.6. Day 5

6.6.1. Challenges for SBI/CBI in the Future

CLs are expected to apply what they have acquired in the second session to the implementation
of SBI/CBI at their own schools. In this activity, they can consider future challenges they might
encounter with respect to SBI/CBI implementation and prepare for them. In addition to that,
CLs and DTST should discuss how they could continue their learning process in SBI/CBI.
Although there is No Third Session programme, it is significantly important for a CL to
continue reflecting and discussing with his’her colleagues at their own schools. They need to
keep trying to improve SBI/CBI and their knowledge and skills for a better teaching. Learning
never ends.

Resources:
— Modules 3

7. Procedures for Implementation of Refresher Training for CLs

Professional development for teachers should be a continuous process since the skills and
understanding required to be a high quality teacher cannot be static. Since teachers’
understanding must always keep pace with the changing trends and curriculum change,
additional refresher or up-grading training for CLs will enable them to remain focused and
informed about new trends. Thus, refresher training will be required for CLs during and after
the 3rd year under the following circumstances:

— Refresher training for CLswill be organized when there is revision of the curriculum;
— Based on request through monitoring CLs, some CLs may be recommended to
participate in refresher training.
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CL SOURCEBOOK TRAINING
PREPARATION CHECK LIST

Activity

Day 1

1. Opening Ceremony

2. Experience Sharing: Administrative Matters for SBI/CBI

3. Discussion: How to overcome Administrative | ssues for SBI/CBI

Day 2

1. Recapitulation of Day 1 Programme

2. Experience Sharing: Good Lesson Practices a School Level

3.Preparation for Demonstration of SBI/CBI on Challenging Topics

Day 3

1. Recapitulation of Day 2 Programme

2. Ingruction on Chalenging Topics by DTST

3. Preparation for Demonstration of SBI/CBI on Challenging Topics

Day 4

1. Recapitulation of Day 3 Programme

2. Demonstration of SBI/CBI on Challenging Topics (1)

w

. Demonstration of SBI/CBI on Challenging Topics (2)

Day 5

. Recapitulation of Day 4 Programme

. Demonstration of SBI/CBI on Challenging Topics (3)

. Challenges to be addressed for future SBI/CBI

AW[IN|PF

. Open forum

5. Closing Ceremony
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Activity 4: Information Exchange Seminar

1. Introduction

The sustainability of SBI/CBI activities depends on the feedback that would be obtained and used to
improve the activities, since people tend to keep their interest in the activities that see continuous
improvement. Information Exchange Seminar is a key activity for realizing this continuous improvement
through the sharing of ideas and lessons learnt from the implemented SBI/CBIsin a district.

In this appendix, we are going to see how the seminar is planned, implemented and reflected on.

2. Objectives of Information Exchange Seminar

The overall goal of the Information Exchange Seminar is:

— To share the lessons learnt from the implemented SBI/CBIs in a district with DIU, DTST, HT and
CL so that the subsequent SBI/CBIs (even other INSET activitiesin the district) will be improved.

To meet the above goal, the following objectives should be taken up during the seminar.

— To share progress with the implementation of SBI/CBI;
— Tosharegood practices of SBI/CBI and their lessons learned; and
— To sharefeedback from Sourcebook users.

3. Roles and Responsibilities

3.1. District INSET Unit (DIU)

— DIU isin charge of the report on the progress with the implementation of SBI/CBI in Information
Exchange Activity.

— DIU will keep records of the seminar outcomes. The information will be communicated to the
National INSET Unit when necessary.

3.2. District Teacher Support Team (DTST)

— DTST facilitates the seminars with technical advice provided by National INSET Unit from a
distance.
— DTST isin charge of reporting good practice of SBI/CBI in Information Exchange Activity.

4. Programme for Information Exchange Seminar

Table 1 shows a recommended programme for the Seminar. Each district may have different conditions,
issues, expectations and needs for INSET activities. Therefore, the programme should be flexible in such
cases, so that the DIU and DTST can make it more adaptable to the situation in each district.
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Table 1: Suggested Programme for Information Exchange Seminar

Time

Activity

8:30

Registration

9:00 | 1. Opening Ceremony

1) Prayer

2) Opening Remarks

3) Introduction of Invited Guests and Participants
4) Confirmation of the Objectives of the Seminar
5) Selection of Course Prefect

9:20 | 2. Information Exchange Activity

1) Report on the progress with the implementation of SBI/CBI
2) Report on good practices of SBI/CBI

3) Group discussion

4) Presentation of the discussion

11:50 | 3. Closing Ceremony

1) Feedback Questionnaire Sheet Writing
2) Open Forum

3) Closing Remarks

4) Prayer

5. Information Exchange Activity

Table 2 briefly describes the suggested steps for the activity.

Table 2: Suggested Steps for Information Exchange Activity

Report onthe progress | DIU reports on the progress with the implementation of SBI/CBI within the
Sep1 with the district, based on the collected documents from al schoolsin the district.
(15 mins) implementation of
SBI/CBI
Report on good DTST reports on good practices of SBI/CBI implemented within the
Sep 2 i f SBI/CB digtrict. Thisreport is based on the monitoring conducted by DTST and the
(15 mins) practices o collected documents from schools.
Participants form themselves in groups of between 7 and 15, and discuss
Step 3 Group discussion problemg/difficulties in conducting SBI/CBI and lessons learnt from the
(60 mins) reports of DTST.
Sep4 Presentation of the Each group presents on the result of their discussion, so that all the
(60 ming) discussion participants and facilitators can share the results.

Stepl: Report on the progress with the implementation of SBI/CBI

DIU is supposed to report on the progress with the implementation of SBI/CBI within the district based on
the SBI/CBI Implementation Summary and the SBI/CBI Data Sheet (or Excd File) collected from all
the schools in the district. Focusing on administrative matters (such as annual plan and budget, the average
number of the implementation, types of activity, subject and topics, time of the implementation attendance
rate, and so on), DIU should point out strong/weak points of the implementation of SBI/CBI. In addition, it
is recommended that DIU would give the participants some recommendations or suggestions for
implementing the subsequent SBI/CBI.
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Step2: Report on good practices of SBI/CBI

As DTST has monitored SBI/CBI activities, they are supposed to report on good practices of SBI/CBI
implemented within the district based on their own monitoring (using the Field Monitoring Sheet for
SBI/CBI). DTST can also use the Record of Post-Activity Discussion in the SBI/CBI | mplementation
Summary collected from all the schools. In the report, the following aspects will be focused on: Planning
SBI/CBI, Implementing SBI/CBI and Improving SBI/CBI (explained in the Appendix 1 (Activity 7): Fidd
Monitoring for SBI/CBI).

Step3: Group discussion

After the reports from DIU and DTST, the participants form themselves in groups of between 7 and 15, and
discuss problems/difficulties in conducting SBI/CBI and lessons learnt from the reports given by DIU and
DTST. As the participants are expected to improve their SBI/CBI implementation in the following term, the
facilitators should encourage them to identify the problems/difficulties and find the lessons learnt or
concrete solutions through the discussion.

Step 4: Presentation of the discussion

Each group is supposed to be invited to present on the result of their discussion, so that all the participants
and facilitators can share the results. Through this presentation, it is possible that all the participants can
enrich the result of their discussion, and the facilitators can also get some lessons learnt for the activities at
thedistrict level (such as CL orientation, sourcebook training and so on).

6. Post-activity Task

After the seminar, the facilitators should collect the results of the discussions and summarize them into one
document. It isrecommended that DTST types the results on a computer to make it easy to be given to NIU
through DIU (by eectronic copy). This task isimportant for improving the whole INSET system.
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INFORMATION EXCHANGE SEMINAR PREPARATION

CHECKLIST

Activity

Facilitator

Items/Materials

1. Opening Ceremony
1) Prayer
2) Opening Remarks
3) Introduction of Invited Guests and Participants
4) Confirmation of the Objectives of the Seminar

2. Information Exchange Activity
1) Report on the progress with the
implementation of SBI/CBI
2) Report on good practices of SBI/CBI
3) Group discussion
4)  Presentation of the discussion

3. Closing Ceremony
1) Evaluation Sheet Writing
2) Open Forum
3) Closing Remarks
4) Prayer
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Activity 5: Annual Implementation Meeting

1. Introduction

To keep the INSET programme functional, it isimportant to enhance understanding of District INSET
programme among the stakehol ders.

2. Objectives of Annual Implementation Meeting

This meeting is to confirm and disseminate timing, size and budget of each INSET activity in the
district among all stakeholdersin the district for the next fiscal year.

3. Roles and Responsibilities

3.1. District INSET Unit (DIU)
The DIU should be the organizer of the meeting.

DIU is supposed to send invitation letters to the Resource Persons for all the orientation/training
programmes in the district (e.g. DDE, DTST, CS, District Assembly, HTs, PTA, SMC, €c.)

DTST and DIU should all agree on the date and ensure that theinitial preparations are made.
4. Contents of Annual Implementation Meeting

4.1. Recommended Agenda for Discussion
Confirm the following to implement each activity smoothly.

— Schedule of each INSET activity which needs resource persons.
— Number of participants for each activity.
— Compensation.

4.2. Recommended Timing and Conditions for Implementation

This meeting should be implemented right after the Annual Action Plan has been approved, confirmed
and disseminated to resource persons. Therefore, the envisaged recommended timing of this meeting
is around December.
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Activity 6: Examples of Workshops/Meetings

1. Introduction

This appendix shows some examples of workshops or meetings to strengthen understanding of
District INSET programme among the stakehol ders.

2. Objectives of Workshops

The overall goal of the workshop/meeting is to:

— Foster good relationships with other stakeholders so as to implement the INSET programme
in the district smoothly.

To achieve the overall goal, it is necessary:

— To securefunding;

— Toidentify resource persons;

— To enhance understanding of the programme.
3. Roles and Responsibilities

3.1. District INSET Unit (DIU)
The DIU should be the organizer of al activities.

DIU is supposed to send invitation letters to the participants. The DTST and DIU should all agree on
the date and ensure that the initial preparations are made.

4. Examples of Workshops / Meetings
4.1. Example 1: Annual Planning Meeting
1) Objective

— To coordinate timing, size and budget of each INSET activity in the district when DIU
prepares the “Planning Paper”.

2) Recommended Participants

— Organizer: DIU
— Participants: Resource Persons of each activity (e.g. DTST).

3) Recommended Agenda for Discussion

Confirm availability of resource persons for each activity. To confirm this, discuss the following.

— Schedule of each INSET activity which needs resource persons.
— Number of participants for each activity.
— Renumeration.
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4) Recommended Timing and Conditions for Implementation

For the discussion of this meeting, Planning Paper for each activity for the next fiscal year is needed.
Therefore, the envisaged recommended timing of this meeting is between May and June.

4.2. Example 2: Meeting to Identify Human Resource
1) Objective

— Toidentify resource personsin the TTC or SSS, if DEO cannat find resource persons within
DEO.

2) Recommended Participants

— Organizer: DIU
— Participants: Heads of TTCs or SSS

3) Recommended Agenda for Discussion
— Present the current situation and issues regarding specific subjects (eg. Science and
Mathematics) at primary schools in the district.

— Possibility of collaborating with those in the education sector in the district.
— Issuesregarding teacher training courses (Pre-service Training) and INSET.

4) Recommended Timing and Conditions for Implementation

When or if the DEO cannot identify resource persons for subject training for CLs, this meeting should
however go on and discuss how to find one.

4.3. Example 3: Meeting with District Assembly to Discuss Budget
1) Objective

To makethe INSET programme more sustainable, the DEO should use its own budget, as budget from
other sources fluctuate every year and it is difficult to ensure their timely disbursement. The budget
from the district assembly is the second-best in terms of its stability and size. So, the objective of this
meeting is:

— to secure budget from district assembly, if the DEO cannot allocate funds for the programme
from its own budget

2) Recommended Participants

— Organizer: DDE, DIU
— Participants: District Assembly

3) Recommended Agenda for Discussion

— Possibility of mobilising resourcesin the districts.
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4) Recommended Timing and Conditions for its Implementation

When or if the DEO cannot secure enough funds from its own budget on ADEARP, it should consider
organizing this meeting. That is, it should be organized during the budgeting process. Accounting
report of the previous fiscal year would be useful to persuade the district assembly.

4.4. Example 4. Workshop for Dissemination and Fund Raising
1) Objective

The budget from the district assembly is the second-best in terms of its stability and size. However, if
those funds are still not enough to implement the activities, another source of funds is needed. To
make fund-raising easier, dissemination of the project is important to make stakeholders understand
INSET more. The objectives of this meeting are therefore:

— To make stakeholders understand INSET more.
— To raise funds from stakeholders, if the DEO cannot fund the programme from its own
budget and that of the district assembly.

2) Recommended Participants

— Organizer: DIU
— Participants: HTs, NGOs, Communities (e.g. PTA, SMC)

3) Recommended Contents for Discussion

— Present the current situation and issues regarding Science and Mathematics education at
primary schools in the districts.

— Exchange information about similar teacher training programmes.

— HTswill periodically hold discussions with PTA and SMC to reinforce relations and enhance
interest in INSET programmes and education in general.

4) Recommended Timing and Conditions for Implementation

When or if the DEO cannot secure enough funds from its own budget on ADEARP, it should consider
organizing this meeting. That is, it should be organized during the budgeting process. Accounting
report of the previous fiscal year would be useful to persuade the district assembly.

5) Sample Timetable and Sample Contents

Table 1 shows a suggested programme for the workshop. Each district may have different conditions,
issues, expectations and needs for funds. Therefore, the programme should be flexible to reflect such
differences, so that the DIU can make it more relevant to the situation of each district.

Table 1: Suggested Programme

Time Activity
8:30 Registration
9:00 | 1. Opening Ceremony

1) Prayer

2) Opening Remarks
3) Introduction of Invited Guests and Participants
4) Confirmation of the Objectives of the Workshop
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9:30 | 2. Education overview and INSET Overview
1) Overview of issuesrelating to primary education in the district
2) Overview of the INSET programme
3) Effectiveness of SBI/CBI
4) Plan of the programme implementation at the district
10:30 Tea break
11:00 | 3. Current situation of the programme and its funding
1) Current Stuation of budget
2) Discussion about fund-raising
12:30 | 4. Closing Ceremony
1) Evaluation Sheet Writing
2) Open Forum
3) Closing Remarks
4) Prayer

The sampl e contents of the programme above are as follows.

6) Education Overview and INSET Overview

The better participants understand the programme, the more interested they will be in the programme
and contribute to it. As such, the DIU is expected to give participants clear explanation about the
INSET programme in this period, as this is the key issue in this workshop. The DIU can use the
District Guidelines, Module 2 (Section 1) of the sourcebook in conducting this activity.

Table 2: Suggested Steps for “Education Overview and INSET Overview”

Overview of issues DIU explains the current situation of primary education a the
Step' 1 relating to primary district-level with regard to quality so that participants understand how
(15mins) | education in thedistrict | important it isto improve quality.
Step 2 Overview of the INSET | DIU explains the INSET programme briefly so that participants
(15ming) | Programme understand its objectives, structure and itsneeds.
. DIU explains the SBI/CBI Modd so that participants understand the
Step 3 ggscgé/leness of validity of the INSET programme to improve educational quality at the
(15 mins) school level.
Plan of the programme | DIU explains Annua Action Plan of the district so that participants
Step'4 implementation at the understand what is going on and how it will affect schoals.
(I5mins) | digtrict

7) Current Situation of the Programme and its Funding

In this section, the DIU should make participants feel that the INSET programme is the best means to
improve educational quality and their contributions are needed to implement the programme. To
achievethis goal, it isimportant to show the accounting report to the participants.

Table 3: Suggested Steps for Current Situation of the Programme and its Funding

Current Stuation of

Sep 1 DIU explains the current stuation of the budget to implement Annual
(15 ming) budget Action Plan.

Sep 2 Discussion about DIU facilitates discussion on how the district can secure funds.
(45 ming) fund-raising
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Activity 7: Field Monitoring for SBI/CBI

This appendix explains how the field monitoring for SBI/CBI can be carried out. The overall purposes
and procedures for field monitoring are summarised in the table bel ow.

Table 1: Overall Purposes and Procedures for Field Monitoring

Purpose Procedure
To obtain qualitative information about current | Interview HT and CL to obtain qualitative
situations concerning SBI/CBI. information about SBI/CBI.

To support schools to implement SBI/CBI | Give necessary feedback/advice to the HT and
more effectively and frequently. CL with regard to the questions asked.

It is expected that DTST will find some examples of “good practice” of SBI/CBI while monitoring.
DTST isrequested to use the examples when reporting on good practices in the Information Exchange
Seminar.

Key Aspects for Monitoring

There are mainly three key areas that the DT ST needs to monitor during a schoal visit. These are:

— planning of SBI/CBI (Interviewing HT and CL);
— implementation of SBI/CBI (Observing and participating in SBI/CBI); and
— improvement of SBI/CBI (Interviewing HT and CL).

1) How to Monitor Planning of SBI/CBI
To monitor the planning of SBI/CBI, use the Field Monitoring Sheet for SBI/CBI, which can be found

in Appendix 2 (Form 8) to keep records. It is important to consider the following points in each
procedure.

Part 1: Interviewing

— Utilisetime the before/after observation of SBI/CBI.
— Maintain an atmosphere that is not judgemental but supportive and cooperative.

Part 2: Advising

— ListentotheHT and CL carefully and respectfully.

— Takethe challenges that emerge during the interview into consideration.

— Use experiences and comments that have been received from previous Feild SBI/CBI
Monitoring that had similar challenges.

— Givefeedback/advice to the school.

2) How to Monitor Implementation of SBI/CBI

To monitor the implementation of SBI/CBI, use the SBI/CBI Activity Observation Sheet, which can be
found in Appendix 2 (Form 5) of Module 3. Hints for monitoring pre-activity discussion and
post-activity discussion are as follows:

Hints for monitoring pre-activity discussion and Demonstration Activity

— Refrain from disturbing the activity by making comments in the course of the activity.
—  Write down comments with regard to the aspects in SBI/CBI Activity Observation Sheet.
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Hints for monitoring post-activity discussion

—  When the participants (Demonstrator, Colleague Teachers and HT) are making comments,
listen to their speeches carefully.

— Make comments on the activity implemented and also on the comments the participants
made, in your position as a subject expert.

Notes for commenting

— Encourage the demonstrator and improve the quality of the teaching and learning.

— Provide beneficial comments not only for the demonstrator but also the colleague
teachers.

— Be supportive not to hurt the feelings of the demonstrator (every teacher requires
respect as a professional) or damage the cooperative atmosphere of the discussion.

— The comments should relate to the theme of the SBI/CBI.

— Bebrief and concise not to dominate the discussion. (The post-discussion is not the
timefor DTSTsto show off their expertise.)

3) How to Monitor Improvement of SBI/CBI

To monitor the improvement of SBI/CBI, use the Field Monitoring Sheet for SBI/CBI, which can be
found in Appendix 2 (form 8) of this module, for record keeping. It is necessary to monitor whether
the school has taken actions for improving, i.e. its SBI/CBI implementation and daily practice of
teaching and learning by using the lessons learnt from previous SBI/CBI. In addition, please make
sure to encourage the school to initiate necessary actions for the improvement. It is important to
consider the following points in each procedure.

Part 1: Interviewing

To improve SBI/CBI implementation:

— Ask for the SBI/CBI Implementation Summary (Form 6) of previous SBI/CBI.

— Check the comments that the HT has made in the sections of “Questions about Activity
Administration” and “I mplementation Challenges” of the form.

— Ask the HT if the school has taken any actions concerning some of the comments.

— If the HT says yes, try to identify them using appropriate ways. e.g. asking other teachers,
seeing newly developed/prepared TLMs and reading-related documents and so on.

— Commend the HT and teachersinvolved in the actions.

— If no action has been taken, ask for reasons.

— Encourage the HT to initiate some actions and give advice that would help the HT to
implement the actions.

To improve daily practice of teaching and learning:

— Ask for the Record of Post-discussion Session (Form 5) of previous SBI/CBI.
— Check the comments that the HT has made in the “Lessons Learnt for Subsequent Teaching
and Learning” in the Record of Post-discussion Session of the previous SBI/CBI.

Then, follow the same steps as used for ““To improve SBI/CBI implementation.”

Part 2: Advising

— Commend the HT and teachers involved in the actions.

— If no action has been taken, encourage the HT to do so and give helpful advice.
— Where possible, obtain the impact of the actions taken.

— Give necessary feedback/advice to the school.
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Appendix 2: Forms for INSET Programme at the District Level

Form1
Form 2
Form3
Form4
Form5
Form 6
Form7
Form8
Form9
Form 10
Form1l

List of Forms

Planning Paper

Annual Action Plan

Activity Completion Sheet

Annual Progress Report

Invitation Letter (Notification of Attendance)
Daily Evaluation Sheet

Feedback Questionnaire Sheat

Fiedd Monitoring Sheet for SBI/CBI

Record of Orientation and Training at school level
List of District INSET unit (DIU)

List of District Teacher Support Team (DTST)
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Form 1 (1/4)
Planning Paper
Planning Paper of Activity

Serial Number (S/N) Target Year:
Activity Type: Days

Activity Name:

Section in charge: Personin charge:

Details of the activity

1) Implementation Period

2) Participant (Target Group and
number) (Break down of target is drawn on next page)

3) Facility

3-1) Name of facility

3-2) Capacity

3-3) Location

4) Resource persons

4-1) Designated Position in INSET
Organisation and number needed

4-2) Organization to be requested

5) Cost
5-1) Necessary Cost
5-2) Source of Funding

6) Remarks

Schedule

Item Date

Deadline to apply for funding

Expected timing of disbursement of fund

Deadline to request resource persons

Deadline to book afacility

Deadline to send invitation letters to participants

Deadline to obtain confirmation from participants
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Planning Paper
Planning Paper of Activity
List of Participants (Type 1)

Activity Name: Target Year:

Form 1 (2/4)

Cluster Schoal

Target

ID Name ID Name

O|O|O00|0|00|/00/0/000/00o00OgoOgooogoooood 5
O|O|O00|/0|00|/0|0,0/0/0/0000/04go0gooogoogooo e
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Planning Paper
Planning Paper of Activity
List of Participants (Type 2)

Form 1 (3/4)

Activity Name: Target Year:
Cluster Number of Participants
ID Name HT CL Others (Specify)
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Planning of Budget for Activity

Form 1 (4/4)

For Year: Dec 2006 to Dec 2007 Status (Circle one).  (Draft, approved) Date: 2nd Moy 2006
Activity Name: Annual Implementation Workshop
ftems Breakdown
ACRE for From out ofi1y  (Designation) ¢ fpers™day  x pers  x days = ¢ ]
faciltator § DED 21 (Designation) ¢ fpers™day  x pers  x days = ¢ ]
trainets 31 (Designation) ¢ fpers™day  x pers  x days = ¢ 1]
manitaring DED 11 (Designation) ¢ fpers¥day  x pers  x days = ¢ i
2 (Designation) [ fpers™day  x pers X daws = ¢ 1}
Conzultart {17 (Designation) ¢ ipersTday  x pers  x days = ¢ i
2 (Designation]) [ fpersTday x pers  x days = ¢ 1}
Subtotal ¢ 0
T &T for From aut ofi1y  (Designation) ¢ ipersTday  x pers  x days = ¢ i
faciltator DED 27 (Designation) ¢ jpersTday  x pers  x days = ¢ 1]
trainers [ 31 (Designation) ¢ fpers™day  x pers  x days = ¢ i
monitaring DED 11 (Designation) ¢ fpers™day  x pers  x days = ¢ ]
27 [Designation) ¢ fpers™day x pers X daws = ¢ 1}
Consuttart {1y (Designation) ¢ fpers¥day  x pers  x days = ¢ i
) (Designation) [ fpersday  x pers X daws = ¢ 1}
AT 1 $ i1 day) = ¢ o
1) ¢ 1]
Subtotal ¢ 0
T&T for 11 (#rea or designation) ¢ 30,000 fpersTtimes x pers  x times = ¢ ]
participant 21 (Area or designation) ¢ 30,000 fpersTtimes x pers  x times = ¢ ]
3 (Prea or designation) ¢ 30,000 fpers™imes x pers X times = ¢ 1}
4] (Pea or designation) [ 30,000 fpers™imes x pers X times = ¢ 1}
Subtotal ¢ 0
Might allowy . 17 (Designation) ¢ 240000 fpersTday pers  x days = ¢ 1]
for resource 2 (Designation) ¢ 20000 fpersTday oW pers X daws = ¢ 1]
PEerson 3 (Designation) ¢ 40000 fperstday ow pers X daws = ¢ 1}
&) (Designation]) ¢ 240,000 fperstday x pers  x days = ¢ 1}
Subtatal ¢ 0
Accom. far 13 (Designation) ¢ 10,000 fpers™day x pers  x days = ¢ 1]
participant(*1) | Subtotal ¢ 0
General Cost | Printing 13 handout sheetipars  x pers = 0 sheet
) sheetipers  x pers = 0 sheet
Subtatal (Sheet) 0 zheet
Subtotal (Cost) ¢ 45,000 fream i 00 ream(s) = ¢ 0
Stationary (1) Stationary incl. TLA,
Mote Pad, pen,
flipzhart and =50 on [ 10,000 fperstday  « pers X days = ¢ 1}
2 [ funit X unit = ¢ 1]
Others 1 $ furit x unit = ¢ 1]
) [ funit b unit = ¢ 1}
Subtotal ¢ 0
Meals 13 Breakfast ¢ IpersTtimes  x pers  x times = ¢ ]
) Snack [ 10,000 fpersTtimes pers X times = ¢ 1}
) Lunch [ 15,000 fpersTtimes x pers X times = ¢ 1}
41 Supper [ fpersTimes  x pers  x times = ¢ 1}
Subtotal ¢ 0
Rertal Fee hwzrie 11 Mame of wenue School
%) Fea [ fday x day = ¢ 0
BusesFZ) ¢ iday X day = ¢ o
Subtotal ¢ 0
Cthers 13 ¢ x = ¢ 1]
2 ¢ ¥ = ¢ 1]
Subtotal ¢ 0
Total 0

Fund to be appliec Counter-value fund

*1 School Premizes, *2Where necessary
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Form 2 (1/3)

Annual Action Plan

Compiled Documents:

1. Summary of Activities and Budget

2. Summary of Schedule

3. Planning Papers of all activities
1) Planning Paper of Activity
2) Planning of Budget for Activity

Year

District Name

Status

Draft / Approved

Date

79




08

Annual Action Plan

Summary of Activities and Budget

Form 2 (2/3)

Priority

Activity

Implementing
unit / personnel

Summary of
inputs/items required

Expenses

FS

Q1

Q2

Q3

Q4




Annual Action Plan
Summary of Schedule

Form 2 (3/3)

Title of activity

Target and number

Fund

Bgn.

Mid

End

Feb

Bgn.

Mid

End

Mar

Bgn.

Mid

End

Apr

Bgn.

Mid

End

May

Bgn.

Mid

End

Jun

Bgn.

Mid

End

Jul

Bgn.

Mid

End

Aug

Bgn.

Mid

End

Bgn.

Mid

End

Oct

Bgn.

Mid

End

Nov

Bgn.

Mid

End

Dec

Bgn.

Mid

End
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Form 3 (1/4)

ACTIVITY COMPLETION SHEET (Non-budget)
Date:

Activity Name:

Implemented Date (yy/mm/dd):

1) General Information
1. Participants

Target Group:

Number of Participants (A): Number of Invitees (B): Attendance Rate (%0): A/B*100

2. Trainer(s)/ Facilitator (s)

Positions of the trainer(s)/facilitator(s)

Total number:

3. Location

Name of the Facility: Capacity:

Has the venue changed on the Planning Paper? Yes [ | |No []

If yes, does the change affect the implementation of the activity? Yes [ | |No []

4. Timing

Please tick the box whether the activity was implemented as planned | Done  as | Delayed
at the preparation stage or delayed. planned

1) Application for funding

2) Request for facilitator (s)

3) Invitation to participants

0o
0o

4) Confirmation of participants’ attendance

5. Other

Please describe any problems you encountered during the preparation and implementation of the
activity.

Your suggestions to overcome the problems

82




2) Feedback from the participants

Form 3 (2/4)

Please indicate the summary of participants’ responses referring to the Participants’ Feedback
Questionnaires. Please calculate and write down the results of each answer in the Participants’
Feedback Questionnaire. For questions that require descriptive responses, please write down the

major comments.

|. Questions on the Operation
1. Location

(1) Was thelocation (venue) suitable and convenient?

Yes

No

Please write down the suggested | ocations based on the questionnaire and your opinion.

2. Timing

(1) Was the date of the activity convenient for you? Yes No
Please write the suggested periods stated in the questionnaires and your opinion.

(2) How many days weeks in advance were More than two | About  one | Less than
you informed to attend this activity? weeks ago week ago ggg week
(3) How were you notified to attend this Letter Verbally Other
activity?

I1. Questions on the Contents

1. Trainer(s)/ Facilitator(s)

(1) Did the trainer/facilitator help you to Yes No Not sure

participate actively during the activity?

(2) Please describe the strengths of trainer(s)/facilitator(s) indicated in the questionnaires and

your opinion.

(3) Please describe the challenges of the trainer(s)/facilitator(s) indicated in the questionnaires

and your apinion.
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Form 3 (3/4)

2. Programme

(1) Was the duration of the activity adequate? Yes Too short Toolong

Please describe suggested duration of the activity indicated in the questionnaires and your
opinion.

(2) Was time allocation for each session adequate? Yes No

Please describe suggested time allocation indicated in the questionnaire and your opinion.

(3) Was the activity practical enough? Yes No ||< don’t
now

Please describe suggested activity styles indicated in the questionnaire and your opinion.

3. Other

Please give a description of the benefits derived from the contents as indicated in the
guestionnaire your own opinion.

Please describe major challenges /problems of the contents raised from the questionnaire and
you.

Please write down suggestions to address the challenges /problems raised by the participants.

Prepared by Title




ACTIVITY COMPLETION SHEET (Budget)

Form 3 (4/4)

Activity Name:

Implemented Date (yy/mm/dd):

1. Budget in comparison with the Planning Paper

Item

Planned
Budget (cedis)

Actual Budget
(cedis)

Difference
(cedis)

Reward for facilitators/ trainers

Travel Expenses for facilitators/ trainers

Travel expenses for participants

General Cost

Postage Fee

Rental Fee

Other expenses

Total

2. Source(s) of Funding

Original

Actual

3. Timing of the release of funds

Was the timing for the release of funds appropriate?

Yes []

No [ ]

If no, what were the reasons?

Note: The sheet should be prepared by NIU.
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Annual Progress Report

1. Activities and their budget report (comparing to Annual Action Plan)

Form 4 (1/3)

Activity Name

Implementation
Date

Source of funding

Approved budget

Actual
Expenses

Number of
participants/
expected
participants




Annual Progress Report

2. Summary of the Activities

Activity Name

Main Participants

Jan

Bgn.

Mid
End

Feb

Bgn.

Mid
End

Mar

Bgn.

Mid
End

Apr

Bgn.

Mid
End

May

Bgn.

Mid
End

Jun

Bgn.

Mid
End

Jul

Bgn.

Mid
End

Aug

Bgn.

Mid
End

Bgn.

Mid
End

Oct

Bgn.

Mid
End

Nov

Bgn.

Mid
End

Dec

Bgn.

Mid
End
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Form 4 (3/3)
3. Recommendations
Please write down any good points and challenges of this year’s activities from the comments in
the Activity Completion Sheets. Then make suggestions to improve future activities. Please
ensure that information on the following aspects is included in the contents: Participants;
Trainerg/facilitators; Location; Timing; and Budget.

Good Points of the activities

Constraints Encountered

Suggestions to the next year’s activities
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Form 5 (1/2)

GHANA EDUCATION SERVICE

In case of reply the number and date of District Education Office

this letter should be quoted Ghana Education Service
PO.Box Your posta address
My Ref. No. GES'TED/INSET/06/ Your Address
Your Ref. No. Date

Dear Head Teachers
Re Invitation Letter — Head Teacher Orientation for INSET Programme

The Ghana Education Service (GES) is implementing a programme to support the
ingtitutionalisation of INSET at the primary level in Ghana. This programme focuses on Schaool
Based INSET and our district is selected as a pilot district.

As part of this programme, a 1-day orientation for Head Teachers will be organised. You are by
this letter being invited to the orientation. The details of the Workshop are as follows.

Venue: District Education Office at
Date Thursday 12" December
Time: 9:30 am prompt. (Whole day)

To ensure the smooth implementation of the progamme, you are to give a written confirmation
of attendance by 31% November using the questionnaire attached (use the attached form).Thank
you very much for your cooperation.

Yours faithfully,

(The name of DDE)
DISTRICT DIRECTOR OF EDUCATION (DISTRICT EDUCATION OFFICE)
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Form 5 (2/2)
Notification of Attendance

Training name

Date

Attendance (Circle one) Attend / Not attend

Administrative |D

Name of School

Name of Head teacher

Signature Date

Note: Please send this to DEO or passit to Circuit Supervisor.
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Form 6

DAILY EVALUATION SHEET

PrOGIAMIME. ettt eee e see e e e e e e e e see s E AR b £ b bbb ane s e b aresaresarees

o LA (o] o Ty o
School: District:

Write your comments on each of today’s activities (topic of the activity and the time) in the

spaces provided.

Activity 1: Time: -
Comments:
Activity 2: Time: -
Comments:
Activity 3: Time: -
Comments:
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Form 7
Feedback Questionnaire Sheet

Activity Name: Implemented Date (yy/mm/dd):

Please evaluate the activity based on your opinion.
I. Questions on the Operation
1. Location

(1) Was the location (venue) suitable and convenient? ‘ Yes [ ] | No []

If no, please suggest a better |ocation.

2. Timing

(1) Was the date of the activity convenient for you? |Yes[] [No[]
If you tick no, please indicate which period will be more convenient for the activity.

(2) How many days / weeks in advance were you informed to Mgerlf than two Angut one | Less tz:kn
attend this activity? WeeKs ago week ago one w

Y Ol O ago [
(3) How were you notified to attend this activity? Letter [] Verbally [ ] | Other []

Il. Questions on the Contents
1. Trainer(s)/ Facilitator(s)

(1) Did the trainer/facilitator help you to participate actively | Yes [ No [] | don’t know
during the activity? 0

(2) Please describe the trainer(s)/facilitators’ strengths.

(3) Please describe the challenges of the trainer(s)/facilitator(s).

2. Programme

(1) Was the duration of the activity adequate? Yes [] Too short [] Too long[_]

If you tick “too short” or “too long”, please suggest a better duration.

(2) Was time allocation for each session adequate? |Yes[] |Nol[]
If no, please describe your suggestion.

(3) Was the activity practical enough? | Yes[] |No[] |[Idontknow []

3. Other

(1) Please describe in what(s) the contents were beneficial to you.

(2) Please describethe challenges/ problems of the contents.

Thank you for your cooperation.
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Form 8 (1/2)
Field Monitoring Sheet for SBI/CBI

School: Date: o, Time: .. e
Demonstrator:
Type of the Activity: Demonstration Lesson.... Peer Teaching. ... TLM Preparation/usage. ...
Class._ ... SUD O

TOPIC SUD ORI, i
ODJECHIVES OF the ACHVILY: e e e e e e e e e e e e e e e e e e e e e e e

Please fill in the result of interview with headteacher/ CL using the questions provided.

Planning of SBI/CBI
1. Needs Assessment

How were the challenging topics for SBI/CBI decided?

Did colleague teachers get involved in the decision making Yes [ ] No []
process?

If yes, please describe how they were involved. If no, please explain the reasons.

2. Annual Plan

Please give reasons for selecting the type of the activity.

3.Preparation

How were the demonstrators were decided on?

Which Modules were used in preparing demonstration activities?
Module 4 [] | Module 5 [] | Module 6 []

Implementation of SBI/CBI

1. Pre-activity Discussion

Theme of the activity

Did CL give clear instructions to colleague teachers about the | Yes [] No [ ]
activity?
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Form 8 (2/2)
Improvement of SBI/CBI

1. Improvement of SBI/CBI implementation

Did HT take any actions to the comments raised in the | Yes [] No [ ]
previous SBI/CBI Implementation Summary?

If yes, please identify them. If no, please write down the reasons.

What were the impacts of the action taken?

2. Improvement of Daily practice of teaching and learning

Did HT take any actions to the comments in the “Lessons | Yes [ ] No []
Learnt for Subsequent Teaching and Learning” in the previous
Records of Post-Discussion Session?

If yes, please identify them. If no, please write down the reasons.

What were the impacts of the action taken?
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Form 9

Record of Orientation and Training at school level

Last Updated: dd/mm/yy

School Name Administrativ
ecode
1. Generd
Region | Code Name
District Code Name
Cluster Code Name
2. Personnel in school
Name Persons who assisted in the selection
HT N/A
CL
3. History of Orientation / Training
Head teacher Orientation
Date attended
Remark
CL Orientation
Date attended
Remark
CL Sourcebook Training (1)
Date attended
Remark
CL Sourcebook Training (2)
Date attended
Remark
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List of District INSET Unit (DIU) Members

Form 10

Region District Last updated

SN Name Positionin DEO Academic background Career history Date assigned
and major subject

1

2

3

4

5

6

7

8

9

10

Note: Give highlight for those who assigned newly




L6

List of District Teacher Support Team (DTST) Members

Form 11

Region

District

Last updated

SIN

Name

Position in their
organi zation

Academic background
and major subject

Career history

Date assigned

O O |INOO|O | W[IN|PF

=
o

=
=

[EnY
N

13

Note: Give highlight for those who have been newly assigned.




Module 3 School-based and Cluster-based INSET (SBI/CBI) Manual

Module 3: School-Based and Cluster-Based INSET
(SBI/CBI) Manual

Users:

Head Teachers (HT)
Curriculum Leaders (CL)
Teachers

District Teacher Support Team (DTST)

Objectives of this Module:

This module is to explain the School-Based and Cluster-Based INSETs (SBI/CBI). In this
module, the users can see the importance and objectives of SBI/CBI, roles and responsibilities
of the stakeholders, the concept of Lesson Study which is the key activity of SBI/CBI, the
procedures in planning, preparing, implementing, and monitoring SBI/CBI meetings. In this
way, SBI/CBI can be successfully conducted at each school and cluster level. Through
productive SBI/CBI meetings, the quality of teachers, lessons and finally, the country’s
education delivery is expected to improve.

Table of Contents:

1. Introduction and BacCKgroUNd............cceeeiueeiieieieecsiee et e siee st e et e e rae e tee e snte e ntaeesnee e 3
1.1. Introduction to School-Based INSET (SBI) and Cluster-Based INSET (CBI).............. 3
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1.3, SBHCBI ACHVILY ...ooee ettt ettt et e et e tae e snte e e snaeeenneas 6
1.4. Rolesand RespONSIDIItIES. .......cciciiieiiie e 7
1.5. Background and Rationale of SBI/CBI ..........cccooueeiiiie e 10
T == =0 1 1 o |V SRR 12

2. Annual Plan and BUAQEL ..........cceeiiiieiiiie s ces ettt e st e stae e tae e st e snaeassnaeesrneeas 16
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2.2. SBI/CBI Annual Plan ShEt. ..o 16
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2.4. How to apply for “Capitation grantS”..........ccccceeiieeeiieeesiee e ssiee e sree s e sae e sene e 18

3. Preparation for SBI/CBI .......ooo i 20
3.1, Setting Themes for the SESSION ........ceiciee e 20
3.2, Selection Of DEMONSIIALON ........covierieerie et siee sttt beesieesnnas 21
3.3.  Planning a Demonstration ACHVILY ........ooicveiiiiee i ee e 22
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1. Introduction and Background

1.1. Introduction to School-Based INSET (SBI) and Cluster-Based INSET (CBI)

Most certainly, teachers are the main people who can identify the problems that affect the
quality of lessons. It is also certain that classrooms are the places where we can find such
problems and the ways to improve the quality of lessons. It is impossible to talk about the
quality of lessons without talking about teachers and classrooms. SBI and CBI take place in
classrooms where theoretical teaching/learning activities are put into practice.

During SBI/CBI, all the three activities, namely Demonstration Lesson, Peer Teaching and TLM
Preparation/Usage, aim at improving the quality of teachers through ensuring “Continuous
Professional Development (CPD, see page 10)” for individual teachers and establishing
“Collegiality (see page 11)” for agroup of teachers.

1.1.1. SBland CBI

SBI is an INSET which literaly takes place at a school, using the school as a venue and the
teachers as resource persons. Because SBI involves only the teachers in the schooal, it does not
require much expenditure. For instance, SBI does not incur transport and accommodation costs.
Thus, in terms of sustainability of INSET, SBI is an ideal way and should be preferred.

But, in some areas in Ghana, especially in the remote areas, there are many small size schools.
The number of the staff members in those schools can be too small to establish a meaningful
SBI. In that case, schools nearby can form a cluster to implement Cluster-Based INSET (CBI)
instead. For example, three neighbouring schools can form a cluster and select a school as a host.
The number of teachers in the three schools should be a good number to constitute a CBI at the
host school. Teachers from different schools are expected to bring different ideas to enhance
CBI operation. It should enrich INSET activities. Moving teachers for CBI meetings might
make CBI more costly than SBI. This should be minimised if schools for the cluster are
carefully chosen to reduce long distance travel.

However, CBI has the meaningful benefit that the participants can share their teaching
experiences and ideas, and encourage to improve their own daily teaching activities each other
across the boundary of schools.

Sometips for CBI are asfollows:

— Hosting should be donein turns.
— The number of schools for a CBI should be kept reasonably small (to reduce trave
expense and time).
— Invited schools (not host) should contributein cash or kind towards the CBI programme.

1.1.2. Aglance at SBI/CBI Process

The whole SBI/CBI process is briefly presented here in order to give a general picture of its
activities.
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Budgeting

Preparation

Empl ementation j

Monitoring and
Evaluation

Challenging Topics can be identified through Needs Assessment.

See chapter 6: Challenging Topics (page 32 of this module) for further
information about Challenging Topics.

CL and HT will plan their SBI/CBI at the beginning of the academic
year.

See chapter 2: Annual Plan and Budget (page 16 of this modul€).

CL and HT need to decide on which SBI/CBI activities (Demonstration
Lesson, Peer Teaching or TLM Preparation/usage), they will use.

See 1.3. SBI/CBI Activity (page 6 of this module) for reevant
information.

Capitation Grants is highlighted as a source of funding.

See chapter 2: Annual Plan and Budget (page 16 of this module) for
relevant information.

With HT and other colleague teachers, CL is supposed to arrange the
preparatory session for SBI/CBI.

See chapter 3: Preparation of SBI/CBI (page 20 of this module) for
relevant information.

CL facilitates pre- and post-activity discussions while a previously
appointed teacher demonstrates alesson or aTLM preparation/usage.

See chapter 4: | mplementation of SBI/CBI (page 25 of this module) for
relevant information.

HT and CL keep records on the SBI/CBI activities conducted and submit
them to DEO. CS can also collect the records and submit them to DEO.

See chapter 5: Monitoring of SBI/CBI (page 29 of this module) for
relevant information.

1.1.3. Aglance at SBI/CBI Process with Required Forms

The diagram below shows the SBI/CBI process and required forms for each stage. For further
information about filling in the forms, read the designated sections.
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SBI/CBI Annual Plan Sheet (Form 2)
Pl
See chapter 2: Annual Plan and Budget.
Budgeting School Perfor mance | mprovement Plans (FormA)
See chapter 2: Annual Plan and Budget.
\ Preparation ] SBI/CBl Session Planning Sheet (Form 3) and SBI/CBI

Demonstration Activity Format (Form 4)
See chapter 3: Preparation of SBI/CBI.

L

Empl ementation j

N

Monitoring and
Evaluation

Activity Observation Sheet (Form 5)

See chapter 4: |mplementation of SBI/CBI.

Record of Post-Activity Discussion Session (Form 6) and
SBI/CBI I mplementation Summary (Form 7).

See chapter 5: Monitoring of SBI/CBI.

Table 1 indicates the person in charge of writing and collecting each form.

Table 1: Forms and Person in Charge

Form 2 Form3 Form4 Form5 Form6 Form7
Who to write CL CL Demonstrator Teachers HT HT
Who to collect HT HT CL HT CS CS

1.2. Objectives of SBI/CBI

SBI/CBI is supposed to aim at improving the quality of teachers, that is, ensuring “Continuous
Professional Development (CPD)” for individual teachers and establishing “Collegiality” for a
group of teachers. The objectives of SBI/CBI can be understood from the explanation bel ow:

For each teacher as an “Individual”
To improve on each teacher’s competencies (knowledge, skills and attitude) in the
following:
— Instructional planning skills,
— Teaching methodology and delivery,
— Classroom organization and management.

For teachers asa‘“Group”
— To encourage collaboration and cooperation among teachers,
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— Toinspireteachersto engagein collaborative activities to improve on the quality
of their lessons in their daily teaching,
— To establish “Collegiality” among teachers.

In this INSET programme, the concept of “Lesson Study (see page 12)” is to be introduced as
the core activity of SBI/CBI in order to realize the objectives above.

1.3. SBI/CBI Activity

To prepare SBI/CBI, it is necessary to have a clear idea of the activities that will be used in the
programme.

It is up to the school to decide on which types of activities they want to use for SBI/CBI, but in
this module three types of demonstration activities are presented. They are Demonstration
Lesson, Peer Teaching and TLM Preparation/usage. These activities are recommended because
they were found to be effective in previous SBI/CBI programmes in Ghana. Table 2 shows the
three activities and their main features and advantages.

Table 2: SBI/CBI Activity with their Main Features and Advantages

Type of : : ,
Activity Demonstration Lesson Peer Teaching TLM Preparation/usage
0 Facilitating a lesson with | Facilitating alesson with | Demonstrating the

-% 5 | aliveclass (with pupils) | colleagueteachers preparation/usage of
=5 (without pupils) TLM without pupils
o Ability to see pupils’ Teachers can learn better | Ability to concentrate on
£ reaction, level of from their colleague TLM and try something
b= 8 | understandi ng and way of | teachers. new without disturbing
< thinking pupils.

Note: See the latter part of Lesson Study (See page 12).

Demonstration lesson and peer teaching are almost the same. However, a demonstration lesson
takes place with a ‘live’ class, meaning a demonstrator teaches a lesson to real pupils. On the
contrary, peer teaching does not involve pupils, rather a demonstrator conducts a lesson using
his/her colleague teachers as pupils.

TLM preparation/usage is another option and it focuses on TLM rather than a whole lesson. A
demonstrator can show how to construct a TLM using locally available resources. It is equally
important to consider how TLM can be used in the development of a lesson in order for pupils
to understand what they should learn in the lesson. It will be pointless to usea TLM if it is not
directly related to the lesson objectives.

1.3.1. Three stages of SBI/CBI activity

All the SBI/CBI activities follow the same stages of Pre-activity Discussion, Demonstration
Activity and Post-activity Discussion.

1) Pre-activity Discussion

In the pre-activity stage, CL gives instruction to participants. The instruction includes a short
discussion on themes based on the activity. The themes should help participants to focus on
which aspects of the activity they are going to observe. Participants fill in portions of the
Activity Observation Sheet (name, date, subject to be observed, etc) during this stage and
complete therest of the information as they observe the lesson in the next stage.
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2) Demonstration Activity

In the activity stage, participants implement a planned activity. For example, if they decide on a
demonstration lesson for their SBI/CBI, a demonstrator will conduct a lesson and the other
participating teachers will observe it. This is the same for peer teaching except for the fact that
there will be no pupils in the peer teaching demonstration. In peer teaching, participating
teachers play the role of pupils instead. Participants who have chosen TLM preparation/usage
for their SBI/CBI activity will demonstrate preparation and usage of a TLM.

3) Post-activity Discussion

In the post-activity stage, participants will evaluate (see) the implementation of the activity and
assess the extent of improvement. The participants are also expected to improve on their own
daily teaching activities based on the evaluation they have done in the post-activity discussion.

1.4. Roles and Responsibilities

1.4.1. Head teacher (HT)

HTsare directly responsible for managing their staff to effectively deliver lessons in all subjects
at the basic school level. Thus, the skills they require maost are teacher and school management
skills.

HTs are also expected to appraise their staff and provide opportunities for them to improve their
professional practice through SBI/CBI. In addition to this, HTs are to monitor and evaluate the
performance of teachers as a way of helping them to identify their strengths and weaknesses.

In the SBI/CBI model, CL work under the leadership of HTs to deliver SBI/CBI.

Table 3: INSET Responsibilities of the HT

Head Teacher (HT)
INSET Responsibilities Related INSET Tasks
e SdectCL. »  Sdect CL in collaboration with members of staff and
in accordance with the criteria
e Prepareanaction planwithCLand | »  Organise staff meeting and solicit the views of all

staff members. members.

e  Sensitise staff to the CL training »  Organise meetings for CL to brief the staff after every
concept, itsimplications and the CL training.
importance of the SBI/CBI
programme.

e Ensurethat at least two SBI/CBI »  Collateteachers’ views on challenging topics and
programmes are organised every decide which ones should be discussed during the
term. SBI/CBI programme.

» Reease funds for the purchase of instructional
materials for SBI/CBI.

> Make sure adequate preparations are made before
SBI/CBI.

> Make surethat theright environment is created
within the school for SBI/CBI to take place.

»  Ensurethat post- SBI/CBI discussions are held after

every SBI/CBI.
e  Keep records of all SBI/CBI » Appoint asecretary for every SBI/CBI and provide a
including attendance. book for the proceedings of SBI/CBI.

1.4.2. Curriculum Leader (CL)

CLs play avital role in the facilitation of SBI/CBI. According to the INSET programme, they
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are expected to work under the guidance of HTs in the organisation and delivery of SBI/CBI.

Their main responsibility is to sensitise and organise effective SBI/CBI for teachers. If SBI/CBI
is not occurring at the expected frequency and teacher attendanceis low, it may bethat the CL is
not being effective in sensitising teachers regarding its importance. It could also mean that the
collaboration with the HT is weak.

CLs have the following terms of reference:

— Onaregular basis, organize SBI/CBI on ‘good practices’ and ‘record keeping’ in schools,
at least 2 times aterm.

— Deveop atermly plan on SBI/CBI with his/her HT.

— Ensure freeflow of information on all SBI/CBI activities among staff members.

— Work in harmony with his’her HT and other teachers to see SBI/CBI as a useful means
of increasing their capabilities in teaching all subjects at the Basic school level.

— Help equip and strengthen colleague teachers’ capacity in teaching all subjects at the
Basic school level.

— Be very approachable and willing to help other teachers to overcome difficulty in
handling all challenging topicsin the primary syllabus.

— Share knowledge (knowledge transfer) with fellow teachers.

Table 4: INSET Responsibilities of the CL
Curriculum Leader (CL)

INSET Responsibilities Related INSET Tasks
e  Sensitise and organise effective > Report on activities of CL training to sensitise staff to
SBI/CBI for teachers. SBI/CBI programmes.

» Collateteachers’ views on challenging topics and with
the HT and other teachers decide which ones should
be tackled during SBI/CBI.

»  Preparean action plan with the HT and staff members.

»  Make sure that adequate preparations are made before
SBI/CBI.

» Make surethat theright environment is created for
SBI/CBI to take place.
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Table 5: Comparison of tasks between HT and CL during PDS stages for SBI/CBI

HT CL
Plan | ¢  Prepare School Performance e  Support HT to prepare School
Improvement Plan with CL and staff Performance Improvement Plan

members

— Organise staff meeting and solicit the
views of all members

— Ensurethat at least two SBI/CBI
programmes are organised in aterm

e  Support CL to Prepare SBI Session e  Prepare SBI Session Planning Sheet for
Planning Sheet for each SBI/CBI with each SBI/CBI with the HT and aff
staff members members
Do | e Makesurethat adequate preparationsare | ¢  Make sure that adequate preparations are
made before SBI/CBI made before SBI/CBI

— Release funds for the purchase of
instructional materials for SBI/CBI

e  Support CL to create theright e  Makesurethat theright environment is
environment for SBI/CBI created for SBI/CBI to take place with
HT

o  Facilitate SBI / CBI with HT effectively.

— Sharing of knowledge/ knowledge
transfer to fellow teachers

— Maintain discipline

e  Collateteachers’ views on chalenging e Collateteachers’ views on chalenging
topics and decide which ones should be topics and with the head and other
discussed during SBI/CBI programme teachers decide which ones should be

tackled during next SBI/CBI

See | ¢  Ensurethat post- SBI/CBI discussions e  Ensurethat post- SBI/CBI discussions

are held after every SBI/CBI are held after every SBI/CBI

e  Complete Activity Completion Report e  Complete Activity Completion Report
with CL with HT

e Keeprecordsof all SBI/CBI including
attendance

— Appoint a secretary for every
SBI/CBI and provide a book for the
proceedings of SBI/CBI

1.4.3. Teacher

The main purpose of SBI/CBI is to improve teachers’ competencies to deliver effective lessons
in al subjects. Ultimately, SBI or CBI is about improving teachers’ classroom practices so that
it impacts positively on pupils’ learning and achievement.

Pupils’ performance in achievement tests and performance monitoring tests are a proxy measure
of teachers’ classroom performance. One way in which we can determine the impact of teachers’
performance on pupils’ learning and achievement is to assess the quality of their instructional
practices.

The disaggregated competencies focus on three aspects: lesson plans (assessed through
inspection of lesson plans), lesson delivery (through direct observation) and classroom
management (through direct observation).

Teachers will only improve their pedagogical practices if they actively participate in SBI/CBI
and apply what they learn in their classrooms.
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Table 6: INSET Responsibilities of Teachers

Teachers
INSET Responsibilities Related INSET Tasks
e Collaborate with HT and CL to »  Submit challenging topics and contribute to
prepare action plans. discussions for the running of SBI/CBI.
e Assist CL to prepare adequately for | »  Prepare Teaching and Learning Materials (TLMs),
the SBI/CBI. give professional suggestions and facilitate SBI/CBI

when necessary.

Implement instructional plans.

Develop skillsin teaching methodol ogy and delivery.
Implement improved classroom organisation and
management practices.

e |mplement improved teaching and
learning activities from SBI/CBI.

Y V V

1.4.4. Selection of CLs

HT is expected to nominate a teacher as CL with the cooperation of DTST at the beginning of
each academic year. (However, it is desirable that the selection is conducted after HT orientation
because some instructions for the selection are given in the orientation.)

Thefollowing criteria should be considered:

Table 7: Criteria for Selection of CLs

Essential Desirable
e Qualified professional teachersin basic e Evidence of INSET attendance.
schools. e Motivated to master instructional skills
e Atleast 3 yearsteaching experiencein e Leadership skills.
primary school. e Ability to cooperate with HTs.
e Interest inand of Scienceand
Mathematics.

When HT sdects CL, the HT is to use the CL Recommendation Form (Form 1). In this form,
basic information on CL (such as name, age, sex, certification, teaching experience, interest in
subject matter and knowledge of subject) is to be indicated. And the HT should also write
his/her recommendation why the teacher is selected as CL in the form.

After theformisfilled in, the HT is supposed to have the approval of DTST for the selection of
CL. Firstly, the HT submits the form to DIU (for example, at the school visit of CS or HT
meeting etc.). Secondly, the DIU gives it to DTST. Then, the DTST reads it carefully and put
their sigunature as their approval in the form if the selection is well considered. The approval of
DTST should be done before the CL participates CL orientation. If the DTST decides that the
selection is unsuitable, the HT is informed the decision and needs to select again.

1.5. Background and Rationale of SBI/CBI

It is teachers who plan, implement, evaluate and improve lessons, and lessons are the core of
knowledge acquisition in education. It is impossible to ignore the quality of teachers when
talking about improving the quality of lessons. Therefore, it is necessary to consider how to
improve teachers’ competencies.

SBI/CBI aims at improving the quality of teachers through ensuring “Continous Professional
Development (CPD)” for each teacher and establishing “Callegiality” for a group of teachers. It
is through a lesson that the improvement will be effected.

1.5.1. Continuous Professional Development (CPD)

“CPD” is one of the key concernsin the effort to improve the quality of teachers and lessons.

10
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It is not easy to improve the quality of teachers by offering training through which teachers
acquire knowledge only. Such opportunities will become a sort of “book learning” rather than
effective training.

Professional development for teachers should be a continuous process. This is because the
competencies (i.e. knowledge, skills, attitudes related to teaching) required to be a high quality
teacher cannot be static and teachers must always keep pace with the changing trends and
curriculum reforms. Therefore, it is important that they make best efforts to develop their own
competencies continuously on the basis of their daily teaching activities and experiences at the
classroom level.

1.5.2. Collegiality

“Collegiality” is another key issue to consider in the plan to improve the quality of teachers and
lessons.

Individually, teachers may have limitations or difficulties in their effort to improve their
teaching competencies. In order to overcome such limitations or difficulties, they need to
collaborate with each other as colleague-professionals.

Colleagues are those explicitly united by a common purpose and respecting each other's
competencies to work toward that purpose. Thus, the word “Collegiality” can connote respect
for another's commitment to the common purpose and ability to work towards it.

Through such collegiality, teachers can share their teaching experiences, ideas and knowledge,
and can influence one another to employ good teaching practices. Finally, they can improve
their teaching competencies through interacting with one another.

1.5.3. Three Elements of a Lesson

The three basic dements of a lesson are “Pupils”, “Teacher” and the “Teaching Content” that is
dealt with in the course of a lesson. The existence of a “Balanced Relation among the Three
Elements” is a precondition for a“Good L esson”.

i Teaching
Pupils — Content

Fig. 1: Pattern of Links between the Three Constituent Elements of a Lesson

A lesson does not simply consist of the teacher carrying out the act of teaching in line with the
demands of the pupils, nor does it consist simply of pupils engaging with the teaching content
on their own initiative, nor is it enough simply for the teacher to copy the contents of a textbook
onto the chalkboard.

A teacher presents the teaching content which he/she has studied adequately in the course of
preparing for a lesson. At the same time, the teacher constantly observes hissher pupils’
reactions to the presentation. Then, he/she provides the pupils with more relevant activities
considering their reactions. Finally, drawing on the pupils’ abilities, the teacher leads them to
achieve the objectives of the lesson.
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During this process, it may be that the pupilsin a particular class will show a reaction that goes
beyond what the teacher has anticipated, in which case the competencies with which the teacher
has put the lesson together will determine whether or not that teacher can make use of the
pupils’ reaction and use it to enliven and enrich the lesson. This kind of situation can be termed
a “Balanced Relation among the Three Elements’, and in such a case the lesson will be
evaluated highly.

1.6. Lesson Study

A “Lesson Study” is a methodology
denoting  collaborative action by
teachers to improve the quality of
lessons. (See Fig.2) It is a device for
lesson improvement based on the
principle of “Plan-Do-See”. In other
words  “colleague teachers  study
teaching content as a group, teach a
class, discuss their teaching and then use
the results of the discussion for the next
study session”. This involves studying Fig. 2: Teachers collaborating
and researching effective teaching
methods and ways of conducting a class. It features a process whereby colleague teachers
discuss a lesson conducted by one of them.

1.6.1. Process of Lesson Study

A Lesson Study is made up of three stages, namely: Sudy of Teaching content, Demonstration
Lesson and Reflection on the Lesson.

The succession of these three stages can be expressed as shown in Fig.3.

Study of Teaching Contents (Plan)
(Identification of Theme, Compilation of lesson plans)

Demonstration Lesson (Do)

(Implementation of thelesson and

Reflection on the Lesson (See)
(Lesson evaluation and reflection)
observation)

Fig. 3: Process of Lesson Study
These main stages involve a number of successive sub-stages as follows:

a) Identification of atheme and preparation of lesson plans (Plan)
b) Implementation of the lesson (Do)

¢) Evaluation and reflection on the lesson (See)

d) Revision of thelesson (Plan)

€) Implementation of the revised lesson (Do)

12
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f) Evaluation and reflection (See)
g) Sharing of theresults.

Through this type of format, it is possible to see the Plan-Do-See cycle coming into beng.
Repetition of the cycle is needed and the consequent refinement of the lesson constitutes the
process of lesson study.

A detailed study of the three stages is as follows:

A)

B)

C)

Study of Teaching Content

“Study of Teaching Content” is a succession of activities related to the teaching content,
such as selection of a teacing content, detailed analysis of the content, evidence of deep
understanding of the essence of the content, planning of a suitable lesson on the content to
suit thereal situation of the pupils concerned, and development of alesson plan

Demonstration L esson

In “Demonstration Lesson”, an experimental lesson is conducted, based on the lesson plan
prepared during the study of teaching content. During the demonstration lesson, colleague
teachers, and sometimes supervisors (such as HT, CS, DTST, District INSET unit and so
on) sit in and watch, observing carefully every move the teacher and pupils make so as to be
able to give constructive feedback
after the lesson.

Reflection on the Lesson

After the lesson, then comes the
time for the “Reflection on the
Lesson” (exchange of opinions
concerning the lesson). The meeting
normally starts with an explanation
of thelesson objectives given by the
teacher. After this, al the
participant-observers express their
opinions or ask questions in turn,
clarifying the lesson objectives, or
commenting on the basis of their
own experience, about such issues Fig. 4: Colleague teachers reflecting on a
as the learning activities of the lesson

pupils during the experimental
lesson, the role of the teacher, other teaching methods, and so on, so that alively discussion
on awide-range of issues ensues. Fig.4 shows colleague teachers reflecting on a lesson that
has been taught.

1.6.2. Significance of the Lesson Study

A Lesson Study offers concrete models for improvement at the classroom level, and its
significance can be characterized in terms of the ways in which:

— The national-level curriculum is adapted and contextualised to suit the redlities of the
environment and the classroom.

— Through opportunities for joint study, teaching skills and an exemplar of good teaching
practices are passed on and continue to be devel oped.

— Teachers gain self-confidence, and improve their competencies on their own initiative.

13
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a)

b)

Concrete Embodiment of the Syllabus

The Syllabus exists as the national-level curriculum, and textbooks are written based on it.
However, even the most splendid educational objectives and high-level teaching content
can hardly have any meaning unless they are given specific form and developed within the
framework of the classroom lesson. The Lesson Study, in which teachers are the main
agents, is a means of embodying the goals of the national curriculum in real lessons in the
context of the school. It can be seen as a bridge between the ideal concept and the real
world.

Transmission and Development of Teaching Skills, and the Formation of the “Image” of a
Teacher

Lesson Study has come to play an important role in the accumulation and transfer/sharing
of teaching skills as well as in the formation of the image of a teacher’. In Lesson Study, a
group of colleague teachers and supervisors will assemble together, observe the lesson
conducted by one teacher, and during
the subsequent lesson discussion
meeting, exchange opinions, and
thereby deepen their own knowledge
and understanding of teaching content,
pupils’s learning, lesson composition
and so on. Teachers who do this learn
from each other, and by means of the
repeatedprocess of finding solutions to
educational issues through teaching in
this way, teachers learn and share their
teaching skills with one another, and at
the same time, a common pattern of
thinking with regard to teaching and
learning is formed among the teachers
concerned. (SeeFig.5)

-

Fig. 5: Teachers sharing teaching skills

Furthermore, in preparation towards the experimental lesson, the teacher develops the
lesson plan based on the teaching content which has been subjected to thorough study and
examination, and implements the planned lesson. There are a number of occasions when
during the preparation of such alesson, the teacher integrates innovative ideas and teaching
methods, and implements them in the course of the lesson. In the discussion that follows the
lesson, constructive comments on the lesson will be made from many different angles, and
points for improvement are clarified. Through cooperation among the educationists
concerned, the process set out here is repeated many times, and as a result, there is a high
possibility that new teaching content and methods will emerge and be developed as a
innovative ideas for teachers. The Lesson Study has away of unearthing hidden potential to
develop new teaching content and methods.

! The pattern of thinking that forms the basis of what it means to be ateacher is not formed by Lesson Study alone.
Before any person becomes ateacher, that person will have passed through 15 to16 years of education as a school
pupil. During that time, the pupil will have been taught by teachers almaost everyday, and an image of what teaching is
all about will have been absorbed, albeit unconsciously, and interndized by the pupil. In addition, during the teacher
training course, the students will have spent every day studying how to become ateacher, with the shared concept of
an ideal teacher constantly in mind, and one can say that as aresult, the thinking that constitutes the foundation of

that person as ateacher, i.e. the person’s view of educetion, of learning, of children and of teaching contents, will to a
certain extent have become shared knowledge and perceptions.

14
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In the normal course of events, the
teacher is the only educator in a
classroom, and that single teacher
delivers the lesson to several tens of

¢) Formation of Ability and Self-Confidence in Teachers
pupils.(See Fig.6) Moreover, if the
objective is to achieve a “Good

Lesson”, then a “Balanced Rdation

among the Three Elements” is always ;
being maintained, linking the teacher ..d
with the pupils and with the teaching

content. The teacher presents afresh
the carefully scrutinized teaching
content and develops the lesson, all
the time carefully observing the state
of the pupils and their reactions, and
leads the pupils toward redlization of Fig. 6: A teacher delivers alesson
the objectives that have been set for
that lesson. Whether the lesson will be a success or not depends on the ability of the teacher.
Within the context of this situation, the teacher is expected to conduct sdf-examination on
whether the lesson plan, the teaching methods and skills and so on, that will be used in
implementing it, are appropriate for the lesson in question. To expect al this is in fact to
make an exceedingly difficult demand on the teacher.

Lesson study offers an effective remedy to problems of this kind. By having one’s lesson
evaluated by a third party, the strong points and weak points of the lesson can be clarified.
Confirmation of strong points is linked to increased self-confidence, and the teacher is
enabled to devise techniques which will utilize these strong points in the next lesson. With
regard to the weak points too, methods of improvement can be identified, and with
intensified efforts on the teacher’s part, it will be possible for solutions to the problems to
be found.

In addition, analytical observation of another teacher’s lesson is linked to strengthening of
one’s own reflective capacities, thereby creating opportunities for discovering new lesson
styles and effective teaching methods.

As shown in these pages, lesson study can be seen as the most effective method of enhancing
the competencies of a teacher to conduct a critical appraisal and be able to consider another
teacher’s teaching. Also it develops the competencies to construct lessons and to carry out
teaching in the classroom, at the same time as providing opportunities to strengthen one’s strong
points and overcome the weaknesses.
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2. Annual Plan and Budget

2.1. Recommended SBI/CBI Annual Schedule and Time Allocation

The CL with the cooperation of the HT and other staff members should organise SBI/CBI at
least twiceaterm, i.e. at least six sessions in an academic year. Refer to Table 8.

Table 8: SBI/CBI Annual Schedule

1% Term 2" Term 3% Term
Sep‘Oct‘Nov‘Dec Jan‘Feb‘Mar‘Apr May‘June‘JuIy‘Aug
SBI/CBI Annual Schedule(  SBI/CBI, | nformation Exchange Seminar?)

Long
Holiday Easter
Vacation

The date and time when each session of SBI/CBI is conducted will be decided in consideration
of the local conditions of each school. The HT and CL should select convenient dates and time
for conducting SBI/CBI when annual school activities are being prepared (at the beginning of
the academic year).

2.2. SBI/CBI Annual Plan Sheet

When the date and time are decided, the CL is also supposed to consider teachers who will
conduct demonstration activity, the number of participants, materials or items necessary for the
SBI/CBI activities. Then the SBI/CBI Annual Plan Sheet (Form 2) should be completed with
such information so that each session of SBI/CBI will be implemented successfully.

2.3. Budget for SBI/CBI (Capitation Grants®)

The HT is expected to release funds for the purchase of instructional materials for each session
of SBI/CBI. So the HT is supposed to consider how to manage the school’s funds properly for
better implementation of SBI/CBI.

In the next part, we are going to see one of the most useful resources for carrying out SBI/CBI,
namely “Capitation Grants” set up by the Ministry of Education and Sports in the 2005/2006
academic year.

2.3.1. Background

The Ministry of Education and Sports has set up a Capitation grants Scheme, commencing
2005/2006 academic year, whereby every Basic School receives an amount of ¢30,000 per pupil
enrolled. This should serve to remove the financial barrier that prevented pupils from going to
school at the basic level.

The utilisation of the Capitation grants has been designed to empower the schools to effectively
use financial resources to plan and carry out school quality improvement activities. The process
of planning activities should be participatory and transparent. The grant is therefore expected to
serve as an opportunity to help build school level capacity to effectively implement fiscal
decentralization — which is along term goal of the Government of Ghana.

2 This seminar isto share the lessons learnt from the implemented SBI/CBIs in adigtrict with DIU, DTST, HT and
CL so that the subsequent SBI/CBIs (even other INSET activities in the district) will beimproved.

% GUIDELINESFOR THE DISTRIBUTION AND UTILISATION OF CAPITATION GRANTSTO BASIC SCHOOLS
Ghana Education Service
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2.3.2. Selection of Schools

All registered public schools with the Ghana Education Service in all districts are to benefit
from the Capitation Grants. These schools should have a code with Education Management
Information System (EMIS) as well as the Integrated Personnel Payroll and Database (IPPD) to
facilitate monitoring.

2.3.3. The Number of Pupils

The maximum number of pupils per school allowed for each year is to be determined in advance
for audit purposes. It is advisable that the actual enrollment at the end of the third term for the
previous year is used as the base and projected by an expected gross enrollment to get the
estimated number of pupils for budget purposes. Enrollment numbers for actual disbursement,
however, should be based on actual figures.

2.3.4. Eligible Expenditures

The capitation grants are to be used to support the implementation of School Performance
Improvement Plans (SPIP, Form A).

2.3.5. Management of the Grant
The key players in the management of the Capitation grants are shown in Table 9.

Table 9: Key players in the Management of the Grant

Key Players Rales
District Director of e toprovidethe overall oversight and support towards the implementation
Education of the SPIP
Asst Director e toapprove the SPIPs for each school in the district
— Supervision e toensure the compliance with all requirements

e toensure the opening of bank accounts and the flow of funds on timely
basis to each school

District Accountant e to maintain proper books of accounts and other records of all
transactions

e toaccount for al funds received and transferred to the schools

e to provide financial and other information required by management to
control the effective implementation of the capitation grants

Circuit Supervisor e to provide the day to day supervision on the implementation of the
SPIPs

SMCs o toensuretheeffective utilisation of the capitation grants

Head teachers e toimplement the activities as provided in the SPIPs

Assistant Head teachers | o to ensure the proper accountability of all funds received and utilised in
the Schools

2.3.6. Special Bank Account

The District Education Office would open a Special Account into which funds for the Capitation
Grants would be lodged. The signatories to this account are the District Director of Education
and the District Accountant. To ensure smooth implementation of the schools’ programmes,
separate bank accounts would also be opened by the district for each school. The signatories to
the school’s account are the head teacher and his assistant.

2.3.7. Release of Funds

A projected estimate of enrollment levels in each school is made at the beginning of each
academic year (based on the GER for the district). This estimate is the basis for the transfer of
50% of funds to the school at the beginning of the first term. Subsequent transfers for the first
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term are dependent on the submission of adequate returns on the actual enrollment for the
school in the course of the term. For the second and third terms, based on the enrollment levels
as established in thefirst term, funds are to be transferred to schools at the beginning of the term.
Efforts should, however, be made to confirm these enrollment figures due to attritions.

2.3.8.  Monitoring and Evaluation

The Circuit Supervisor is to visit each school twice a term and report to the District Education
Office on theff:

— Aboalition of all forms of leviesin the school.
— Implementation status of the SPIP.
— Submission of all reports on timely basis.

The Disgtrict Director as well as the District Teacher Support Team (DTST) and District Head
Teacher Advisor are to pay regular visits to each school to review progress on implementation
of activities at each school.

Progress Reports (Forms G H and |) are to be submitted by the Head teacher through the
School Management Committee (SMC) to the District Director of Education.

The Regional Monitoring Teams are to monitor and report on the disbursement and utilization
of funds at the Districts and Schools respectively on termly basis.

2.3.9. Audit

The GES Internal Auditors will monitor the school’s accounts, and will conduct at least one
audit of the utilization of the capitation grants half yearly and will submit copies of their report
to the SMC, DDE and Regional Director of Education (RDE).

2.4. How to apply for “Capitation grants”

2.4.1. Preparation of School Performance Improvement Plan (SPIP)
A SPIPisto be designed to cover the following aress:

— Components/Targets
— Action to be taken

— Who is Responsible
— Resources needed

— Time Frame

— Who Monitors

Some of the key activities to be undertaken are:

— Enrollment Drive

— Provision of Teachi ng_and L _earni ng Materials_ *--oooommooes ﬂ " The reasonswiy
— School Management (including T&T and stationery) ' | we can usethe

— Community and School Relationship r-1 Capitation Grants
— Support to Needy Pupils +, for SBI/CBI!

— School and Cluster based In-Service Training D R REEEEEEE e
— Minor Repairs

— Payment of Sportsand Culture Levies (to be approved nationally)

The SPIP is to be prepared by the head teacher/staff with the approval of the SMC. When the
SPIP is prepared, the HT and the SMC should agree on the plan. It is to cover the whole
academic year but broken down into terms. The SMC is to oversee the implementation of the
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SPIP.

The SPIPis then forwarded to the DDE for review and approval. Thereview will ensurethat the
activities to be undertaken are in line with the Education Strategic Plan and other priority areas
of education.

2.4.2. Disbursement Process

The executor of an activity within the SPIP applies to the head teacher for funds with a Request
Form. (Form B). Cash equivalent to that activity is withdrawn from the bank, an Advance Form
(Form C) is completed and cash given to the executor to be used for the purpose as indicated on
the request form. After the completion of the activity, the executor submits the relevant
documentation (receipts, honour certificates and activity report) to the head teacher and
completes an Accounting for Advances Form (Form D) to end the process.

2.4.3. Management Control

At the schoal level, requests for funds are to be endorsed by both the SMC chairman and the
head teacher. These persons are jointly responsible for the utilization of the funds towards the
attainment of the targets as set in the SPIP,

2.4.4. Record Keeping

The school has to maintain financial records (Capitation grants Cash Book - Form F) which
report all capitation grants received and disbursed with all appropriate receipts and
documentation required. These records are to be made available for review by the SMC, the
District Education Office and the Audit, Regional Monitoring Team and other School
Inspectors.

2.4.5. Reports

Monthly and Quarterly Reports describing activities completed and under way during the period,
together with a statement of expenditures for these activities for the period are to be sent to the
District Education Office by the head teacher and the SMC Chairman. The District Education
Office is also to report on quarterly basis to the Regional Director and Director General on the
operations of the Capitation grants.

Thesereports include;

— Monthly Capitation grants Expenditure Returns ——Form G
— Monthly Capitation grants Activity Completion Report FormH
— Termly Capitation grants Status Report Form|
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3. Preparation for SBI/CBI

Before implementing each session of SBI/CBI, the CL is supposed to plan the session with
cooperation from the HT and other fellow teachers. The “SBI/CBI Session Planning Sheet”
(Form 3) will be used for the planning, indicating date, demonstrator, hecessary materials/items,
and so on. However, when the preparation is ongoing, there is the need to consider some
specific aspects, such as setting themes for the session, selecting a demonstrator for the session,
planning activities and so on. The following discusses these aspects.

3.1. Setting Themes for the
Session

Q D
Setting themes for each session of SBI/CBI Session

SBI/CBI is the most important aspect
of the planning and implementation of
the session. The themes are supposed

Planning Sheet

to be the issues which emerge from A

daily teaching activities in the school S eeecnnccsecoee

and should therefore be resolved by .

teachers themselves. If they are not

set appropriately, it means that the Head Teacher

participants will lose focus. Without
setting proper themes, it is difficult
for teachers to work with the aim of

improving the quality of lessons. Curriculum Leader

The HT is supposed to observe and
consider the current status of the
teaching activities conducted by
his’her colleagues and the issues or needs related to their teaching in order to set relevant themes.
The best way to identify relevant themes is to encourage information exchange and discussion
among colleague teachers in daily teaching activities. Seefig. 7 for amodel for setting themes.

Fig. 7: Model for Setting Themes

See Module 4 to find examples of themes setting. It has various topics on educational issues and
needs related to our teaching activities. These topics are used as the themes of the session of
SBI/CBI, and shown in Table 10:

Table 10: List of Topics in Module 5
No. Topic in Module 5
Study of the Primary School Curriculum Materials

Good Primary Practices
Teaching and Learning Activities

Lesson Plan Preparation and Presentation

Assessment

OO |~ [W|IN|F

English asaTool to support Understanding of Science and Mathematics

The topics in Table 10 can be sdected if it is applicable to the school. The best people to
identify educational issues or professional needs of teachers in the school are the teachers
themselves. So make an effort to foster good communication links with colleague teachers in
daily school activities, and try to set as many adequate themes as possible towards the
improvement of lessons.
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3.2. Selection of Demonstrator

A teacher who will conduct a demonstration activity (lesson or TLM Preparation/usage) is one
of the key players in the SBI/CBI. Therefore, selecting a teacher as a “Demonstrator” is very
important and great attention should be paid here. While the sdection depends partly on the
kinds of themes for each session, below are four recommended criteria for selecting the
demonstrator.

— Experience-Based Sdection
Subject-Based Selection
Class-Based Selection
Suggestion-Based Selection

a) Experience-Based Selection

An experienced teacher has a variety of teaching experiences, including both successful and
unsuccessful ones. Their current competencies of teaching are on the basis that they might
have had several opportunities to address the challenges they have encountered in their
effort at improving the quality of their lessons. We can learn a lot of things from the
experiences of these teachers, such as the challenge teachers they have encountered, their
current teaching practices, their methodologies of teaching and so on. Therefore, it is quite
meaningful to select an experienced teacher as the demonstrator of a session for the
improvement of lessons.

Meanwhile, since teachers who have just graduated from teachers’ college or university and
started working are inexperienced in teaching, the knowledge they have acquired about
teaching is not assessed in actual classrooms. In order for such teachers to improve their
teaching competencies, it is helpful for them to make their classes open for observations
and suggestions from their colleague teachers. Meanwhile, despite their limited practices,
the inexperienced teachers may have some updated and fresh knowledge, skills or methods
of teaching which they might have learnt at teachers’ college or university recently. If they
are alowed to give demonstration lessons, then we may be able to get such new ideas in
teaching through that. It is also helpful for other teachers to learn some new approaches to
teaching. Seefig. 8 for amodel for experience-based selection.

Demonstrator

More than 15 vears

0-5 vears experience | | 5-14 vears experience

Fig. 8: Model for Experience-Based Selection

b) Subject-Based Sdection

Generally speaking, teachers may not be all round. However, every teacher has different
characteristics and experiences, and each may have good points in the teaching of specific
subjects. If teachers can share such strong points in teaching a certain subject, which they
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should learn, it becomes much easier to improve the quality of their teaching activities.
Sdlecting teachers who are good at teaching specific subjects is also acceptable for the
facilitation of SBI/CBI. Seefig. 9 for amodel for subject-based selection.

X

Fig. 9: Model for Subject-Based Selection

) Class-Based Sdlection

Each class has particular issues which concern the development of the pupils at that level. If
it is necessary to consider the issues rdated to each class in a schooal, this class-based
selection is chosen. For example, when teachers identify low achievement of pupilsin a
certain topic as a problem, they may be able to relate its cause to previous learning and
understanding of the topic. When teachers want to know the relation between their pupils’
learning and understanding of a topic and the following topics in the next class, they may be
able to consider the relation through observing lessons in upper classes. Therefore, this kind
of selection is appropriate for battling with such issues which cut across classes. This can be
done in collaboration with various class teachers. See fig. 10 for a model for class-based
selection.

Fig. 10: Model for Class-Based Selection

d) Suggestion-Based Selection

Some of the teachers may have various suggestions on teaching methods, teaching-learning
materials, and so on. SBI/CBI sessions are really the right opportunities for such teachers to
share their suggestions with their colleagues, so that they can all examine them in actual
practice and conduct critical discussion towards the improvement of the ideas. If such
teachers can be found in your school, this sdection is recommended.

3.3. Planning a Demonstration Activity

After selecting a demonstrator, he/she will start to plan a demonstration activity for a SBI/CBI
session. This should be done with the cooperation of the CL (note that the CL can be a
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demonstrator). Seefig. 11 for planning for SBI/CBI demonstration activity.

3.3.1. Planning and studying the activity Q 0
SBI/CBI

Demonstration
Activity Format

The CL and demonstrator will plan what
activity they want to do during the SBI/CBI.
More importantly, they will spend ample time

to study the activity they are going to do. They

can discuss it with their colleague teachers and Lesson Plan/

read reference books to arrive at a good idea. TLM Preparation

They can refer to Module 4 for general A

pedagogy and Modules 5, 6 and other S eecrocssocnee

subject modules for sample lesson plans. .

If their choice of SBI/CBI activity is Curriculum Leader

Demonstration Lesson or Peer Teaching, then,
they will plan alesson to demonstrate through
studying a teaching content. For those who

have chosen TLM preparation/usage for their Demonstrator
SBI/CBI activity, a study of TLM should be — =
done.

Fig. 11: Planning for SBI/CBI
In planning the activity, they are supposed to Demonstration Activity
develop a lesson plan (for a demonstration
lesson) or a TLM Preparation/'usage. They are also required to complete the “SBI/CBI
Demonstration Activity Format”

3.3.2. Preparation of SBI/CBI Demonstration Activity Format

The “SBI/CBI Demonstration Activity Format” (Form 4) is used for indicating points on the
demonstration activity and summarising the lesson plan or TLM Preparation/usage plan. It helps
HTs and other supervisors to grasp the intentions and aims of the activity. In addition, the
demonstrator or CL can also use the format to present their ideas in the pre/post-activity
(discussion). Before SBI/CBI session begins, CL should receive the format as well as the lesson
plan or TLM preparation/usage plan from the demonstrator.

3.3.3. Preparation of Lesson Plan (for Lesson Study and Peer Teaching)

When the demonstrator prepares the lesson plan for a SBI/CBI activity, he/she needs to consider
the objectives, teaching/learning activities and materials, core points and evaluation/exercise of
the lesson, and even the choice of the topic/sub-topic. They should be related to the themes of
the session of SBI/CBI as much as possible. The demonstrator can prepare his’lher own lesson
plan or refer to sample lesson plans. The sample lesson plans are presented in the Modules 5 and
6. See Table 11 for List of Topicsin Modules 5, 6 and other Subject Modules.
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Table 11: List of Topics in Modules 5, 6 and other Subject Modules

Module 5: Mathematics Module 6: Science Other Subject
Measurement (Areq) Water and Other Liquids
Operations on fractions Porosity of Soils (To be devel oped)
(Multiplication)
Callecting and Handling Properties of Air
Data (Constructing a Rusting (Characteristics of
pictograph) Metals and Non-Metals)
Shape and Space (Right Energy in the Production of | (To be devel oped)
angles) Sound
- Investigation with number
(Triangular numbers)

The demonstrator and CL can seek rdevant information from Module 4, General Pedagogy. For
example, Lesson Plan Preparation and Presentation in Module 4 should be useful.

3.3.4. Preparation of TLM Plan (for TLM Preparation/usage)

When the demonstrator prepares the TLM Preparation/usage for SBI/CBI activity, he/she needs
to consider what materials to use and how these will be used in the lesson. The TLM should be
related to the themes of the session of SBI/CBI as much as possible. While the demonstrator can
develop his’lher own TLM plan, he/she can refer to the resource books for ideas. Some of the
sample lesson plans in Modules 5 and 6 include preparation and usage of TLM. Besides, the
demonstrator and CL can seek relevant information from Module 4, General Pedagogy. For
example, Teaching and Learning Activities in Module 4 should provide useful information.
Good Primary Practicein Module 4 also talks about TLM and activity.
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4. Implementation of SBI/CBI

4.1. General Information about SBI/CBI

Implementation of the SBI/CBI is divided into the three stages. Pre-activity Discussion,
Demonstration Activity and Post-activity Discussion. The duration of each stage can be
shown asin Table 12.

Table 12: Three Stages of SBI /CBI Activity and Time Allocation

Pre-activity Demonstration Activity Post-activity
Discussion Discussion
Duration 15 minutes 60 minutes 45 minutes
) Ingruction and Activity | Demonstration Lesson Reflection on the Lesson
Demonstration | Opservation Sheet (and Observation)
Lesson Writing
Ingruction and Activity | Demonstration Lesson Reflection on the Lesson
Peer Teaching Observation Sheet ( and Observation)
Writing
Ingruction and Activity | Demonstration of Reflection on the
T'_-M Observation Sheet Preparation/usage of the | Preparation/usage of the
Preparatlon/usage Writing TLM TLM

But the CL and HT can modify the time allocation, making it more suitable to the real teaching
situations in their school. (For example, Pre-activity Discussion: 10 minutes, Demonstration
Activity: 60 minutes, Post-Activity Discussion: 50 minutes tc.)

4.2. Pre-activity Discussion

Thefirst part is“Pre-activity Discussion”, in which the
CL plays the role of a facilitator and gives colleagues
the following introduction:

1. State the theme(s) for the session and its
background (the reason why we are
considering the themes through the session)

2. Introduce the demonstrator and hig/her class,
the subject and topic/sub-topic

3. Give participants instructions for the
observation (how to use the observation sheet,
the areas which the participants are expected
to observe, and so on)

4. Set any other ground rules the group
considers necessary (e.g. “Switch off mobile
phones!” “Stay for the whole session!”
“Participate actively!” “Complete the tasks!” and so on)

Colleague Teachers

Fig. 12: CL giving instructions to
colleagues

At the same time, al the participants should get copies of the “Activity Observation Sheet
(Specific)” (Form 5-a) and follow the CL’s instruction to fill out them. If the sheets are not
available, the CL can ask the participants to use their notebooks for the task.

If there is the need to assess the demonstrator’s teaching ability in terms of the performance
standards of teachers, the CL can hand the “Lesson Observation Sheet (based on Performance
Standard)” (Form 5-b) to HT or supervisors and ask them to fill in the sheet at the time of the
lesson.
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Table 13: Suggested Steps for “Pre-activity Discussion”

CL gives colleague teachers necessary information such asthe
Ingtruction themes, the demondtrator, ground rules, areasto observe
during the demonstration activity etc.

CL asks the colleague teacherstofill in the Activity
Observation Sheet (putting general information, the themes of
the session and so on)

Step 1
(7 mins)

Step 2 | Activity Observation
(8 mins) | Sheet Writing

4.3. Demonstration Activity

The second stage is the Demonstration Activity, in which the demonstrator conducts a
well-planned activity. Meanwhile, other colleagues use the lesson plan or the TLM prepared by
the demonstrator as reference material as they observe the activity, and put their own comments
(including strong and challenging points) on the activity into the observation sheet given in the
pre-activity discussion.

The observers should bear in mind that their own behaviours during the activity change the
atmosphere of the class or make the pupils behave unsually. The atmosphere and their attitude
must be kept as normal as possible so that the observers can observe and study the activity

properly.

Demonstrator
P =~

Fig. 13: Models for Demonstration Activity
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Table 14: Suggested Steps for Demonstration Activity

Before starting the demonstration activity, CL leads all the colleague
Step 1 Before the teachersto the classroom where the lesson isto be conducted.
Activity The demongtrator organises his/her class well so that the lesson can
begin on time.
Step 2 Demonstration The demondtrator conducts the demongtration activity. All the
(60 Activity colleague teachers observe the activity in silence from the back of the
mins) classroom, putting comments into the observation sheets.
CL leads dl the colleague teachers to the room where the Post-activity
Step 3 After the Discussion will be held.
Activity The demondtrator gives higher pupils necessary ingtructions (asking
them to go home, giving some exercises, and so on)

4.4. Post-activity Discussion (Reflection on the Activity)

The last part is the Post-Lesson Discussion, in which the CL again facilitates the discussion
while the demonstrator and observers exchange their opinions, ideas and so on.

Firstly, the demonstrator will present the rationale for the choice of the topic/sub-topic, the
objectives and core points of the lesson, expected teaching/learning activities and materials and
so on. Then, the demonstrator will give hissher comments on the demonstration activity,
reporting on his’her self-assessment of the lesson as follows:

— Did it go according to plan?

— Wasthere a part of the lesson which was more of a challenge?
— How did he/shefed the pupils responded to the lesson?

— What could be improved next time?

Following the demonstrator’s report, other teachers should be invited to give their comments
(mentioning strong and challenging points) on the lesson. The comments are intended to be
Cooperative and Constructive not Critical. They need to be Fruitful for al the teachers in
improving their teaching practice.

It is important to avoid one or two teachers dominating the discussion and to encourage all the
teachers to share their ideas and observations. For example, each teacher can be invited to give
one feedback to the group.

The CL is expected to pay attention to the following points when facilitating the discussion:

Point out similarities and differences in feedback

Look for what is missing from the feedback as well aswhat is there
Relate comments to the real world of the classroom

Allow everyone an opportunity to give feedback if they want to

Do not allow anyone to monopolise the discussion

Summarise the comments
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()
e

Demonstrator
—

Colleaaue Teachers
Fig. 14: Feedback from Colleague Teachers

One person from the staff should be appointed to keep a record of the key points discussed.
The person should use the form “Record of Post-Activity Discussion Session” (Form 6).

Finally, the HT (or other supervisors) should be invited to give their comments on the discussion
asthe conclusion for the session of SBI/CBI.

Table 15: Suggested Steps for Post-activity Discussion

CL invites the demonstrator to give colleague teachers higher
comments on the activity.

(Plan, Implementation, Sdlf-assessment and so on)

CL invites the colleague teachers (including CL him/herself)

Step 1 Comments from
(7 mins) | Demonstrator

(3%?% r?s) Discussion to give their comments on the activity focusing on the themes
of the session.
Step 3 Condlusion by HT QL |nV|'tes HT (or supervisors) to give comments on the
(8 mins) discussion.

4.5. Conclusion

As we have seen, this section shows us some ideas on how to conduct each session of SBI/CBI.
However, the situations, the issues and the challenges for improving the quality of lessons are
quite varied. Therefore, we need to consider how to make our SBI/CBI activities more relevant
to our own situations.

This section shows only the suggested ideas for conducting SBI/CBI activities (not perfect
ideas). So, we can create more adequate and meaningful SBI/CBI on the basis of this section in
order to improve the quality of lessons.
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5. Monitoring of SBI/CBI Activity in School

It is important to monitor and share information about SBI/CBI to improve the quality of
teaching at the classroom level. Quality improvement can be realised through self-monitoring as
well as feedback from district/national level. This chapter introduces the sheets for monitoring
SBI/CBI activities and how to make information on SBI/CBI activities available to the district
level.

5.1. Purpose and Procedure for Using Each Sheet

Monitoring Sheet for SBI/CBI activity should contain both quantitative and qualitative data.
Quantitative data shows objective and numerical information about SBI/CBI implementation,
such as number of times, attendance rate, etc. On the contrary, the qualitative data shows the
information on respondents’ views. The table shows the necessary sheets for monitoring
SBI/CBI activities used for data collection at the school level.

Table 16: Sheets for Monitoring SBI/CBI Activity

Sheet Form Type of Data Writer
— SBI/CBI Activity Observation Sheet Form5 — Colleague Teacher
- Recgrd of Post-Activity Discussion Form 6 Qualitative — One of the
Session colleague teachers
— SBI/CBI Implementation Summary Form7 — Head Teacher
— SBI/CBI Data Sheet Form 8 Quantitative |~ Head Teacher

1) SBI/CBI Data Sheet

Purpose

The purpose of the SBI/CBI Data Sheet is to record the implementation of SBI/CBI in the
school accurately. It includes related information on SBI/CBI implementation such as the name
of the demonstrator, the subject implemented, topics, the number of participants, etc.

Procedure

HT receives blank SBI/CBI Data Sheets from CS or at HT training.

HT attends SBI/CBI session and obtains information about the conduct of the activity.
HT fillsin SBI/CBI Data Sheet.

HT duplicates the sheet.

HT files one sheet in school, and passes oneto CS.

ar0ODdE

2) SBI/CBI Activity Observation Sheet

Purpose

The SBI/CBI activity observation sheet includes colleague teachers’ comments made during
SBI/CBI activity. It consists of strong points and points for discussion (issues). In the
post-activity discussion, colleague teachers can use the sheets to share their opinions.

Procedure
1. Colleagueteachers who attended the activity fill in the sheet.
2. Colleague teachers participate in post-activity discussion during which they refer to the
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Shests.
3. CL collects the sheets after the post-activity discussion and submit them to HT.
4. HT files the sheets and stores them.

3) Record of Post-Activity Discussion Session

Purpose

This record summarises what was discussed at the post-activity discussion session.

Procedure

CL assigns one teacher as a memo taker.

Theteacher picks up some major comments and write up the record sheet.

CL collects therecord after the post-activity discussion and submit it to the HT.

HT duplicates the sheet.

HT files one sheet in school, and passes one to CS as part of SBI/CBI Implementation
Summary.

agrwOdNE

4) SBI/CBI Implementation Summary

Purpose

SBI/CBI implementation summary includes questionnaires with regard to the conduct of
SBI/CBI and record of post-activity discussion. The school keeps its copy and send another
copy to the district as a record of SBI/CBI activity. The district uses the information at
Information Exchange Semniar, which is held per term among CLs, DTSTs, and DIU.

Procedure
1. HT fillsin the first part, which is mainly about preparation and implementation of the
activity.
2. HT compiles Record of Post-Activity Discussion.
3. HT submits SBI/CBI implementation summary to CS.

5.2. Responsibilities

The following table summarises the responsibilities of Colleague Teacher, CL, and HT with
regard to monitoring SBI/CBI Activities.
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Table 17: Responsibility of Colleague Teacher, CL, and HT in Monitoring

Name Responsibility
—  Give feedback to demonstrator
Colleague - Fill in SBI/CBI Activity Observation Sheet after activities
teacher - Attend post-activity discussion

- Take memo during post-activity discussion
—  Facillitate SBI/CBI activity
- Conduct SBI/CBI Activity
CL - Obtain SBI/CBI Activity Observation Sheet from colleague
teachers
- Submit SBI/CBI Activity Observation Sheetsto HT
—  Manage and Evaluate SBI/CBI activity
- Attend SBI/CBI activity and contribute to post-activity

discussion

HT - Submit all the monitoring sheets (SBI/CBI Activity Observation
Sheets, SBI/CBI Implementation Summary, and SBI/CBI Data
Sheet) to CS

- Fileand store the monitoring sheets

5.3. Flow of the Sheets for Monitoring among HT, CL, and Colleague Teachers

Fig.15 shows how the sheets for monitoring SBI/CBI activities flow among HT, CL, and
Coalleague Teachers.

HT | | CL | | Colleague Teachers

4) Write SBI/CBI 1) Distribute SBI/CBI 2) Fill in SBI/CBI Activity

Implementation Activity Observation - Observation Sheet after

Summary Sheet to colleague > activity and submit to

) teachers before SBI/CBI CL

5) Write SBI/CBI Data

Shest
6) Duplicate each sheet

3) Collect Activity

Observation Sheetsand [«
submit toHT

A 4

7) Keep three types of
sheets (Activity
Observation Shest,
SBI/CBI Implementation
Summary and SBI/CBI
Data Sheet) in schoal

8) Submit the copied
summary and data sheet
to DIU directly or
through CS

Fig. 15: Flow of the sheets for monitoring
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6. Challenging Topics

6.1. Introduction

Some teachers in primary schools think that some topics are too difficult or challenging to teach.
They call the topics Challenging Topics. The teachers claim that the topics require subject
specialists to teach them. However, with adequate preparation, teaching these topics should not
be problematic. It isa matter of preparation not qualification. A little bit of extra effort and time
to prepare a lesson makes a big difference, helping teachers to improve their lessons greatly.

This section provides some useful information about challenging topics for CLs and teachers.
Firstly, some challenging topics are identified. Secondly, the section gives what strategies we
can use to tackle challenging topics. The fundamental principle that underlies the section is that
teachers learn effectively through discussion and implementation of a lesson with their
colleagues. In order to put this into practice, the section tries to use SBI/CBI, Curriculum
Leader Training and Module 4.

6.2. Identification of Challenging Topics

6.2.1. Preferrd Topics

It is important to examine topics that teachers prefer to teach. When we think about the
preferred topics, we need to consider reasons for preferring the topics. This should help us to see
why some topics are thought to be challenging.

Teachers in Primary schools seem to prefer teaching some topics in Science. Some examples
are

Food, Plants, Animals, Water, Soil, Air, the Family, the Community

There are some reasons why primary school teachers prefer teaching the topics listed above
other than others. They are shown below.

— Thetopics present real and familiar information.

— There are rdevant curriculum materials and teaching/learning materials to use in lesson
delivery.

— Local teaching and learning materials could be used.

— Thetopics lend themselves to the use of the activity method of teaching

6.2.2. Challenging Topics in Science and Mathematics

The following are some examples of challenging topics. These are based on opinions collected
from teachersin an in-service programme for primary school teachers.

Science
Earthquakes, Movement of the Earth, Formation of Clouds, Force, Electrical Circuits,
Constraints to Healthy Living: HIV/AIDS, Body Framework of Mammals, Magnets and

non-magnets, Reflection of Light, Dispersal of fruit and seed, Pollination and fertilization in
Plants

Mathematics

Operation of Fractions, Measurement of Area, Investigation with Numbers, Shape and Space,
Collecting and Handling Data

It seems that the reasons why teachers perceive some topics as challenging topics vary from
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teacher to teacher. However, some typical reasons are identifiable. For example, one of the
reasons is that challenging topics are seen to be abstract because they are not seen in redl life
situations. Another reason can be that challenging topics lack relevant curriculum materials that
teachers can use as resource materials. The following are also some reasons teachers gave as to
why teachers perceive some topics as challenging topics.

— Difficulty in getting subject experts to support teachers to teach the challenging topics

— Lack of relevant teaching/learning materials to teach the challenging topics

— Inadequate funds for purchasing some teaching/learning meaterials e.g. consumable
materials

— Low teachers’ level of interest in some subjects (e.g. Mathematics and Science).

— The problem of untrained teachers who lack subject-specific knowledge and skills to
handle the subject.

— Large class sizes do not lend themselves to the activity method of teaching.

— Inadequate preparation by the teachers

— Inadequate practical lessons in pre-service training at colleges due to the emphasis on
passing of examination.

6.2.3.  Summary

The challenging topics are seen to be abstract in nature. Besides, there seem to be no
teaching/learning materials and relevant curriculum materials to support teachers to teach such
topics. Some teachers do not use appropriate teaching methodology, and large class size makes
the use of the activity method of teaching difficult.

These problems can be overcome by adopting good strategies in the teaching/learning
Processes.

6.3. Strategies for Teaching Challenging Topics

6.3.1. Introduction

Challenging topics can be made interesting and easy to teach if appropriate teaching strategies
are used. To determine and use appropriate teaching strategies, adequate preparation for the
lesson is needed. A good |esson preparation would help the teachers to teach well. What one can
doisto discuss challenging topics with other teachers at the school.

It is always beneficial for teachers to share thoughts and ideas about challenging topics. By
exchanging ideas, they can come up with a better strategy for teaching. Through discussion,
teachers can improve their knowledge of subject content. Sharing difficulties and good practices
of teaching challenging topics would benefit all.

It is advisable for teachers to discuss challenging topics from time to time. This does not haveto
be at aformal training setting that is held outside the school. This can be done at the school.

6.3.2. Using SBI/CBI for Challenging Topics

Although there are several ways for teachers to perform the above actions, one of the best ways
is to use SBI/CBI. At SBI/CBI, teachers can share thoughts and ideas about strategies for
teaching challenging topics. When they attend SBI/CBI meetings, teachers see a lesson
demonstrated by one of their colleagues dealing with a challenging topic. This should help all
teachersin their lesson preparations. After the demonstration lesson, teachers discuss the lesson
conducted and consult one another. A CL is asked to facilitate the discussion while other
teachers are also encouraged to do so. SBI/CBI provides good occasions for teachers to improve
their knowledge and skills for the teaching of challenging topics. It should be also noted that the
teachers can see how pupils take a lesson of a challenging topic.
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To deal with challenging topics in SBI/CBI, the following basic steps can be applied.

Step 1: CL and teachers become aware of what challenging topics are.

Step 2: CL (or sometimes teachers) collects topics perceived by other teachers at the
school as challenging.

Step 3: CL (or sometimes teachers) organizes a SBI/CBI.

Step 4: CL (or sometimes a teacher) conducts a demonstration lesson on a challenging
topic and discuss for the improvement.

Demonstration lesson and
discussion of Challenging
topics

SBI/CBI
Learning from Sharing

/CL

Exchange of thoughts
and ideas

Fig. 16: Using SBI/CBI for Challenging Topics

6.3.3. Using CL Sourcebook Training for Treating Challenging Topics

The CL Sourcebook Training also offers an ideal opportunity for teachers as wdl as CLs to
share thoughts and experience about challenging topics. Before the training, CLs are requested
to list challenging topics with their colleague teachers. They discuss the challenging topics
during the training, and try to develop a better way of teaching the topics. CLs go back to their
schools with the developed lesson plans of challenging topics and teachers at the schools are
expected to benefit from that in various ways.

Although there is No Third Session (of Sourcebook Training) programmed, it is significantly
important for a CL to continue reflection and discussion with his/her colleagues at their own
schools. They need to keep trying to improve SBI/CBI and their knowledge and skills for better
teaching. One of the occasions for CLs and teachers to carry out another session can be CBI.
Inviting teachers and CLs from other schools means there will be more to share. This should be
an excellent opportunity for all.
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CL participates in the training of handling challenging
topics with topics listed by hig/her colleague teachers

SBI/CBI ECL Sourcebook \

Learning from Sharing Training-1% and 2™
Session (5 days each)-
Improvement in the
teaching of challenging

j\tooics /)

CL returns with developed lesson plans for
challenging topics for colleague teachers

Fig. 17: CL Sourcebook Training for Handling Challenging Topics

6.3.4. Using the Reference Resources for Teaching Challenging Topics

Whether at SBI/CBI, CL Sourcebook Training or at any other occasion, CLs and teachers are
encouraged to refer to various resources when discussing how they can improve teaching and
learning of challenging topics. CLs and teachers should make use of available resources and
materials. In this respect, Module 4 (General Pedagogy) should be useful since the module is a
reference book that provides helpful information for better teaching and learning. CLs and
teachers should find the module useful particularly when they know in what area they want to
improve teaching and learning of challenging topics.

For example, Good Primary Practices in Module 4 discusses questioning skills, the use of the
chalkboard and so on. When CLs and teachers want to improve on questioning skills, they can
look them up in the module for some theoretical explanation and examples of questioning skills.

When a discussion on challenging topics seems to require information on methods of teaching,
Teaching and Learning Activities in Module 4 might be helpful. It describes some teaching
methods such as activity method and the discussion method.

6.3.5. Using Sample Lesson Plans on Challenging Topics

Sample lesson plans on challenging topics are given in modules 5 and 6 for the benefit of
teachers. These lesson plans can be examined as samples.

Module 5 comprises samples for challenging topics in Mathematics. Module 6 comprises
sample lesson plans for challenging topics in Science. Each module has two types of sample
lesson plans, Type A and Type B. Sample lesson plans of Type A have additional infromation
and teaching hints to those of Type B. The teaching hints suggest some practical teaching skills
and methods relevant to a particular teaching point in the course of alesson. For example, some
questions relevant for achieving the core point are shown.

The CL and teachers can simply use some of the sample lesson plans for their SBI/CBI. They
can also develop their own lesson plans for challenging topics using one of the samples as a
model.

35



Module 3 School-based and Cluster-based INSET (SBI/CBI) Manual

Once CL and teachers have become familiar with the sample lesson plans and their teaching and
learning strategies, it is strongly recommended that CL and teachers start developing their own
intiated lesson plans for challenging topics.

SBI/CBI
Learning from Sharing

Reference Resources

<z

[ General Pedagogy (Module 4) }

Sample Lesson Plans (Modules 5 and 6)

Fig. 18: Using General Pedagogy (Module 4) and Sample Lesson plans (Modules 5
and 6) for challenging topics

6.3.6. Examples of general strategies for teaching challenging topics
Examples of general strageties for lesson planning

Teacher should prepare adequately in advance before attempting to teach some of these
topics. Where possible, they should consult other colleagues or experts in the field for
more reliable and relevant information.

Consult many curriculum materials for relevant and simple information about the
challenging topics you are to teach.

Improvise (Develop) relevant TLMs to make the lessons real and appealing to the
pupils.

Systematic teaching by translating the syllabus into real life situations. For examples, it

is better to teach flowers when flowers are in season. It is best to teach a lesson on

“Water” during the raining season when different types of water can be obtained.

— Organize field trips to help the pupils to learn about the challenging topics through

first-hand experience.

Examples of general strategies for lesson delivery

— Use pictures and charts to explain difficult concepts when the concepts are abstract in
nature.

— On systematic teaching of concepts, start from easy topics before teaching challenging
topics.

— Avoid difficult vocabulary. The teacher should use simple scientific words. Use the
local language to explain certain vocabulary.
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Appendix 1: Overview of INSET Programme

1. Overview of the Structure of INSET Programme

The structure of INSET programme comprises three levels, namely National, District and
School levels. Each level has specific roles to play for the successful implementation of the
programme. Their simplified structureis shown in Fig.19.

e  Train personnel in Digtrict level

e  Support DEO to conduct intradigtrict
workshops/Seminars

e  Support DEO to train school level personned

National level

District level e  Conduct intra district workshops/Seminars
IStrict fev e  Train personnel at the schoal level
e  Support schools to conduct SBI/CBI

e  Conduct SBI/CBI
School level e Participatein intra district workshops/seminarsto
improve INSET

Fig. 19: Structure of INSET Programme

2. Guiding Documents Related to each level

Several documents have been prepared for the implementation of the whole INSET Programme.
These are National Guidelines, and INSET Sourcebook which consists of six modules (the
number of the modules may be increased in future). These documents provide the guides to
implement INSET programme at national, district and school levels. The structure of the

documentsis shown in Fig.20.

National level |« National Guidelines J

INSET Sourcebook
— Sourcebook User’s Guideline
District level < Module 1: District Guidelines
Module 2: Operational Manua

INSET Sourcebook
Sourcebook User’s Guiddine
Module 3: SBI/CBI Manual
School level < Module 4: General Pedagogy
Module 5: Sample Lesson Planin Mathematics
Module 6: Sample Lesson Planin Science

[

Fig. 20: Structure of guiding documents related to each level
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3. Key Players of the INSET Programme

Personnel at each level are divided into two groups; one is responsible for administrative
matters and the other is responsible for issues related to the facilitation of the INSET activities.
Fig. 21 illustrates the two groups for administrative and facilitation matters at each level.

INSET INSET
Administration Facilitation
National Level NIU NT
District Level DIU DTST
Head teacher CL
School Level
Teacher

Fig. 21: Personnel and their roles at each level of INSET

For instance, at the national level, the National INSET Unit (NIU) isin charge of administration
and the National Trainers (NT) take care of the facilitation of the INSET. At the district level,
the District INSET Unit (DIU) is responsible for administration and District Teacher Support
Team (DTST) takes care of the facilitation as well. The DIU belongs to District Education
Office (DEO). Some of the DTST members also belong to DEO. At the school level, moreover,
Head Teacher (HT) and Curriculum Leader (CL) mainly take responsibility of administration
and the facilitation respectively.

4. Structure of INSET Programme

To implement INSET successfully, it is necessary to establish structured and standardised
communication among the key players of the INSET programme. Fig. 22 shows a structure of
such communication channel.

INSET INSET
Administration Facilitation
Nationa Level NIU < » NT +“—>
4 f Direct Communication
v v :
District Level DIU < > DTST
7'y A
cs i B SEEEEEE >
v v . Communication
Head teacher |« > CL . through
School Level E I
\ / . training/orientation
Teacher

Fig. 22: Structure of Communication Channel

The groups of the personnel described in Fig.21 are the key players of the INSET programme.
They give training/orientation to other key players of the INSET programme and they also
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receive training/orientation from other key players. For example, National Trainers give training
to DTST while CL and HT receive training/orientation activities from DTST. Figure 23 shows
the flow of the training/orientation activities among the key players of the INSET programme.

The arrows indicate the directions of the flow of training/orientation activities. Some of the
directions are from higher levels to subsequent levels. However, it should be noted that,
SBI/CBI at the school level does not have to be this way at all. SBI/CBI places emphasis on
collegial learning and sharing where teachers learn from their colleagues, i.e. teachers.

INSET INSET
Administration Facilitation
National Level NIU »  Nationa Trainer
v v v

District Level DIU DTST CcS
:' """"" L S v 'E h
' Head teacher CL !

School Level . R
v e ' (1 _SBICBI |
e I
E Teacher E
_——— i,

Fig. 23: Flows of training/orientations among the key players of the INSET programme

5. Information Management System

In order to improve INSET programme, there is the need to collect, store, share and utilize the
information on the programme among all stakeholders. Wel-managed information is easily
analysed and shared among the stakeholders, and this leads to a better planning. To manage
information effectively, it isimportant to standardise the procedure and items to be collected, so
that all the stakeholders can understand who collects the information and how it is collected.

Information Management System is structured collection and management of relevant
information. It is described in Fig. 24. The figure shows that there are two main lines of
information-flow in the I nformation Management System:

1. Flow of information for self-improvement (indicated in dotted arrows)
2. Flow of information for reporting to upper levels (indicated in bold arrows)

The first flow means the utilization of information for sdf-improvement at the school, district
and national levels. Self-improvement involves the process whereby the facilitators will utilize
lessons learnt to improve the following programmes within the same levels through analyzing
the training/orientation programmes.

For instance, at the district level, we can regulate the planned budget better through analysing
the information gathered that are related to all the training/orientation programmes within DEO.
We can also make a better arrangement of time schedule and venue for the next year.

The second flow means to report information on the implemented INSET programmes to upper
levels. Through reporting the information, the personnel at upper levels can be aware of the
programmes at lower levels. If they are aware of that, not only can they give the personnel at the
lower levels some feedback in order to improve the following programmes, but can also revise
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and enrich the National Guidelines and INSET Sourcebook (District Guidelines) based on the
concrete experience of conducting INSET programme.

St mprovethent ! National Guidelines
s NIUNT Input of feedback | INSET Sourcebook
7'} (District Guidelines)
sctepq? district level Monitoring and
vies Feedback from
NIU to
Self-improverhent =~ """~ DIUPTST Indirect feedback
within DIU/DITST A 4 through
--»  DIUDTST |« modification of
7'y Guiddines/Sourc
ebook/ Contents
Report School level Monitoring and of training and
activities Feedback from orientation
____________ DIU/DTST to
Self-i mprover‘lnent school
within school | v

--p Schooal <

Fig. 24: Information Management System
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Appendix 2: Forms for SBI/CBI Activities

List of Forms
Form1 CL Recommendation Form p.42
Form 2 SBI/CBI Annual Plan Sheet p.43
Form3 SBI/CBI Session Planning Sheet p.44
Form4 SBI/CBI Demonstration Activity Format p.45
Form5 Activity Observation Sheet pp.46-47
Form 6 Record of Post-Activity Discussion Session pp.48-49
Form7 SBI/CBI Implementation Summary p.50
Form8 SBI/CBI Data Sheet p.51
FormA School Performance I mprovement Plan p.52
FormB Request Form p.53
FormC Advance Form p.54
FormD Accounting for Advance Form p.55
FormE Honour Certificate p.56
FormF Cash Book p.57
FormG Monthly Expendeture Returns p.58
FormH Activity Completion Report p.59
Form| Termly Status Report p.60
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Form 1
CL RECOMMENDATION FORM
1 Date: oo
2. NAME OFf SCNOOL: ...ttt eae e
3. Basic Information on CL:

Name of Recommended TEAChEI: ... e

Sex: Male / Female
Certification:  .....cuie
Teaching Experience: ...........cccooveieenens years
Interest in Subject Matter: Enough / Not enough
Knowledge of Subjects (Math & Sci): Enough / Not enough

4. Recommendation (in terms of attendance in INSET, instruction skills, leadership
skills, motivation and cooperation, etc.):

Name of Headteacher Name of DTST
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SCROOL ettt es s s

SBI/CBI ANNUAL PLAN SHEET

Academic Year:

Term

Session

Date

Types of Activity

Class/subject

Topic/sub-topic

Demonstrator

No. of Participants

Form 2

MATERIALS/ITEMS

UNIT PRICE

QUANTITY

TOTAL COST

Paper

Felt Pen

Cardboards

TOTAL:




Form 3

SBI/CBI SESSION PLANNING SHEET

General Information

School (hosting and invited): CL (of host school):

Date/Year/Term: Time: Session:

Type of Activity: Lesson Study Peer Teaching TLM Preparation/usage

Themes of the Session:

Demonstration Activity

Demonstrator: Class: Subject:

Topic/Sub-Topic:

Necessary Materials/Items

TLM Resources:

Equipment to be provided in the classroom:

Others (for Pre/post-activity Discussion etc):

List of Participants (and schools)




Form

SBI/CBI DEMONSTRATION ACTIVITY FORMAT

General Information

School: Demonstrator:

Date/Year/Term: Time: Session:

Type of Activity: Demonstration Lesson Peer Teaching TLM Preparation/usage

Class: Subject:

Points on the Demonstration Activity

Topic/Sub-Topic:

Rationale for choice of Topic/Sub-Topics:

Viewpoints from Observers:

Summary of the Lesson Plan or TLM Plan

Objectives:

Teaching/Learning Activities & Materials (in brief):

Core Points:

Evaluation/Exercise:

Note: To be prepared by the demonstrator to submit with the lesson plan to the CL
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Form 5-a

ACTIVITY OBSERVATION SHEET (Specific)

School: . . Date: . Time: -
observer. ... Demonstrator:

Type of the Activity: ._Demonstration Lesson. ... Peer Teaching . TLM Preparation/usage...............
Class.. .. . SUD O,
TOP G SUD O C: i
OB ECtIVES Of TN AC NV Y i

Put your comments (Strong Points/Points for Discussion) in terms of the themes for the session, so that the
post-activity discussion will be enriched. The themes are supposed to be given by the facilitator of the

session in the pre-activity discussion.

Themes for the Session:

Strong Points:
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ACTIVITY OBSERVATION SHEET

(based on Performance Standard)

School: . . Date: .. . Time:. -
Observer.. ... Demonstrator:
Class. .. .. SUD Y,
Type of Activity. . Demonstration Lesson_ . Peer Teaching. ... .. TLM Preparation/usage. .

Form 5-b

Indicate by ticking (¥) in the appropriate box how far the demonstrator has achieved each

of the following viewpoints.

(Degree: 1-Not achieved, 2-Minimally achieved, 3-Partially achieved, 4-Fully achieved)

Instructional Planning Skills 1 2 3 4
e Well laid out plans with well coordinated features (clear and ‘SMART’ objectives)
S Soecific, M-Measurable, A-Achievable, R-Relevant, T-Time-bound
e \Well stated core points clarifying main skills and/or concepts
e | ogical sequencing of teaching and learning activities
e |ndicates appropriate stages in lesson plan where TLMs are used
e  Provides varied teacher learner activities (e.g. group work, role play etc)
Teaching Methodology and Delivery 1 2 3 4
e  Useslanguage appropriateto the level of pupils
e  Writing on chalkboard is systematically organized
e  Writing on chalkboard is easy to read
e  Chakboard is used to summarise important or core points of lesson
e Quegtioning techniques place emphasis on ‘why’ and ‘how’ questions to promote higher
order cognitive responses
e  Offersfeedback to pupils’ responses that promote further or better understanding (does not
simply tell pupilstheir answers are right or wrong)
e  Relevant and appropriate use of TLMs by either teacher or pupils
e Introduces activities to promote pupils’ active participation
e Usesactivitiesthat are related to lesson objectives/core points
e  Usesactivitiesto help pupils understand new concepts
e  Evaluation of pupilsclosely related to core points/objectives of lesson
Classroom Organisation and Management 1 2 3 4
®  Arranges classto suit learning activity (e.g. group work activity in or outside the classroom)
e  Uses appropriate class control measures (e.g. appointment of group leaders, free movement
of teacher in class etc.)

Notice: Please keep arecord of your comments at the back of the sheet.
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Form 6 (1/2)

Record of Post-Activity Discussion Session

Major Comments from Demonstrator

Comments by Colleague Teachers (based on their Observation Sheets)

Discussion Summary
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Form 6 (2/2)

Discussion Summary (continued)

Comments by Head Teacher

Lessons Learned for Subsequent Teaching and Learning (Participants):

Lessons Learned for Subsequent Teaching and Learning (Demonstrator/CL/HT):
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Form 7

SBI/CBI Implementation Summary

school: . . Date: .. . Time: -

Observer.. ... Demonstrator:
Type of the Activity: Demonstration Lesson...._Peer Teaching ... TLM Preparation/usage.........
Class. . ... SUD Y,
TOPIC SUD O, i

Objectives of the Activity:

1. Questions about activity administration

Was the venue appropriate (capacity and location) Yes [ ] No []
to the participants?
If no, please explain the reasons.

Was the date and time the same as planned? | Yes [] | No []

If no, please explain the reasons.

Were necessary handouts distributed adequately? | Yes [ | | No [ ]

If no, please explain the detail and its reasons.

Was the number of the participants as planned? | Yes [ ] | No [ ]
If no, what are the reasons of their absence?

2. Implementation Challenges

Please describe implementation challenges of SBI/CBI activity.

3. Record of Post-Activity Discussion Session

Please attach Record of Post-Activity Discussion Session.
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SBI/CBI Data Sheet

Form 8

School: District:
1. Activity Information
SBI ] CBI ] Class:

Number of the Participants / Total Number of Teachers:

Date:

Time:

Type of Activity (Tick One):
[JLesson Study [] Peer Teaching [_JTLM Preparation/Usage

Subject (Tick One):

[ IScience [Maths []English []Other (specify):

Name of Demonstrator:

Topic/Sub-Topic:

Objectives /Purpose of the Session:

Names of the Participants:

2. Budget

Iltems

Budget

Actual Amount
Spent

Amount Left

Total Amount

Name:
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DISTRICT:

NAME OF SCHOOL.:

SCHOOL CAPITATION GRANTS
SCHOOL PERFORMANCE IMPROVEMENT PLAN

Form A

COMPONENT/TARGET

ACTION TO BE TAKEN

WHO IS RESPONSIBLE

RESOURCES NEEDED

TIME FRAME

WHO MONITORS

1

IMPROVING ACCESS
enrolment drive

support for the needy

PROVISION OF TEACHING AND LEARNING

MATERIALS

Adequate textbooks esp. English and Maths,

cardboards, felt pens, clock, strings, crayons etc

SCHOOL MANAGEMENT

update site plan and inventory for school
provision of stationery

effective SMC/PTA

effective administration

maintaining discipline

COMMUNITY AND SCHOOL RELATIONSHIP
organise school visits

organise communal labour

effective PTA meetings

provide welfare service to teachers

SCHOOL FACILITIES

provide desks to school
rehabilitate classroom

provide toilet and urinal to school

provide equipment for games




Form B

SCHOOL CAPITATION GRANTS

REQUEST FORM

Name of School:

Based on the School Performance Improvement Plan, I/we request for the release of
funds for the performance of the following activity/(ies):

Activity:

Approval:

Head teacher:

SMC Chairman:
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Form C

SCHOOL CAPITATION GRANTS

ADVANCE FORM

DATE No

NAME OF SCHOOL

Name of Recipient Name of Headteacher



Form D

SCHOOL CAPITATION GRANTS

ACCOUNTING FOR ADVANCE FORM

DATE ADVANCE FORM REF. NO
Kindly find attached:

Receipts totalling

honour certificates totalling

cash amounting to

in full discharge of the Advance as per the above reference number.

Name of Officer Name of Headteacher
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SCHOOL CAPITATION GRANTS

HONOUR CERTIFICATE

Form E

b in the interest of
the Service purchased the items listed below for which no official receipts were
obtainable.
DATE DETAILS OF ITEMS QTY UNIT TOTAL
PRICE COST
TOTAL
TOtAlliNG:
___________________________________________________________ Approved by
TEACHER/OFFICER VOUCHING Headteacher
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SCHOOL CAPITATION GRANTS

CASH BOOK

Form F

DA

TE

DETAI

LS

REC/CB

NO

INCOME

PAYMENT

BALANCE

PAYMENT ANALYSIS

BANK

BANK

BANK

STATIONERY

CULTURE

SPORTS

T&L MATS

MINOR REPAIRS

T&T

NEEDY PUPILS

IN-SERVICE

TOTAL




Form G

SCHOOL CAPITATION GRANTS

MONTHLY EXPENDITURE RETURNS

School:

Reporting Period: Term:
Month of:

Date of Report:

1. Amount received from District to date for Term.
Tranche 1

Tranche 2

Tranche 1
Total:

2. How was the money spent: indicate each activity and budget cost involved as
stated in your SPIP, as well as actual costs.

No Description of Activity/Activities Budget Actual Amount
Amount Left
Spent

Total Amount

| certify that | have checked this report against all presented receipts

Attach copy of bank statement for the period
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Form H

SCHOOL CAPITATION GRANTS
ACTIVITY COMPLETION REPORT

L NamMeE Of SCNOOL
2 ANt GlOUD:
S ACHIVIIY .
4  Location, Duration and Time of Activity
Venue Start Date Finish Date No of Days
5 Budget
Original Estimates Total amount Spent Balance
6 What was the overall assessment of the activity completed? Tick where
appropriate.

Excellent Very Good Fair Poor
T COMIMIBNO S,
8 What problems did you encounter in implementing this activity?

Any other comments?
eg: what did you learn from doing this activity? What will be changed if this activity
is to be done again? What follow up will you do for this activity?

Signature of Headteacher
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Form I

SCHOOL CAPITATION GRANTS
TERMLY STATUS REPORT

1 Name of School:

2 Term: FROM: TO:

3 Status of Planned Activities

No List of Activities in SPIP Status
completed On-going Not-started Suspended

o Ok~ WN PP

Signature of Headteacher
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Module 4 General Pedagogy

Module 4. General Pedagogy

Users:

Teachers and CLs for SBI, DTST for CL Sourcebook Training, National Trainers for DTST
Training

Obijectives of this Module:

Module 4 provides the users with reference materials in terms of general pedagogy. The module
offers general teaching skills and methods as well as subject-oriented teaching skills and
methods. The module uses several examples of the skills and methods for the sake of
explanation; however, those who need more practical examples are advised to refer to Modules
5 and 6, which daborate how to use some of those skills and methods in actual 1essons.

It is recommended that the users refer to some specific sections of Module 4 when they are
involved in SBI/CBI, CL Sourcebook Training and DTST Training. For example, during
SBI/CBI, Module 4 can help a CL to form a focus or a theme of the discussion and
demonstration activity. Besides, when dealing with challenging topics, CLs and teachers can
search for reevant information that can assist them in developing a better lesson plan for the
topic.

Module 4 consists of 6 chapters as shown below:

Study of the Primary School Curriculum Materials
Good Primary Practices

Teaching and Learning Activities

Lesson Plan

Assessment

© 0~ wbd P

English asa Toal to Support Understanding of other Subjects
Module 4 has been devel oped with referenceto:

— Teaching syllabus for Mathematics (primary school), by MOE

— Teaching syllabus for Integrated Science (primary 4-6), by MOE

— Handbook on the teaching of Mathematics in primary schools, GES

— Handbook on the teaching of Science and Environmental Studies in primary schools,
GES

— Handbook on the teaching of English Language in primary schools, GES

— Handbook on lesson notes preparation and teaching and learning materials in primary
schools, GES

— Manual for the teaching of Science and Mathematicsin basic schools, GES/JICA
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Module 4 General Pedagogy

1. Study of the Primary School Curriculum Materials

I ntroduction

Successful teaching and learning to a large extent emanates from careful planning and
preparation. Before this can be done, the teacher must be fully aware of the need to familiarize
himself/hersef with the requisite curriculum materials. The curriculum of a school is the
structured and controlled total learning experience under the guidance of a school.

What are curriculum materials?

Curriculum materials are the documents or reference materials available for teachers for
effective lesson planning, preparation and ddivery. These materials contain vital information,
which directs the teacher to prepare lesson plans and to teach effectively. They are:

— thesyllabus

— teachers’ manual/guide

—  pupils’ textbook

— pupils’ workbook and

— other relevant external reference materials

The Syllabus

It is a document that contains all the topics for a course or teaching of a particular subject. Each
subject taught in the basic school has its own syllabus. A syllabus is planned to include the work
to be taught for awhole year.

The syllabus contains other important information such as:

— General Objectives/Goals

— Year and Units for Mathematics
— Section and Units for Science

— Specific Objectives

— Content

— Teaching/learning Activities

— Bvaluation
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Table 1: Information Contained in the Syllabus

Headingd/ltems Explanation
General They are a summary of the specific objectives of the various units
Objectives/Goals contained in that section.

Sections and units

These are divisions in the syllabus or the way the syllabus has been
planned year by year. Each year's work has been divided into
sections.

Specific Objectives

These state the knowledge; skills and attitudes that the pupil is
expected to acquire or develop in one or more lessons. They are
stated in measurable/behavioural terms. They indicate what the
pupil will be ableto do after instruction and learning in the unit.

Content

The content presents a selected body of core ideas that will be
needed in teaching or achieving particular specific objectives. They
are selected to bring out the basic ideas, concepts, knowledge,
principles and skills, including generic skills and attitudes relevant
to particular subjects at the primary level.

Teaching and Learning
Activities

These are activities, which indicate the extent to which the various
aspects of each topic are expected to be covered at any particular
stage in the lesson delivery. They include suggestions for the
methods that could be employed to promote good or best primary
practices. The teaching and learning activities are outlined to ensure
maximum pupils’ participation in the lesson. The teacher is
encouraged to re-order the suggested teaching and learning
activities and also add to them where necessary in order to achieve
optimum pupil learning.

Evaluation

The evaluation is expected to provide information to help the
teacher to decide whether the objectives of the lesson have been
achieved. It also seeks to find out whether the methods employed
are sufficient enough to achieve the objectives set out for the lesson
and to identify any defects in the learning situation. It deals with
exercises to find out the extent to which the lesson or each unit has
been understood.

Teachers Manual/Handbook

The handbook attempts to present the units in the same sequence as found in the syllabus. It
contains suggestions for the activities and teaching/learning materials that could be used to
teach the various aspects of each unit. It may also give some background knowledge for each
unit. It contains answers to questions in the pupils’ textbook.

Pupils’ textbook

The pupils’ textbook gives reliable support material for use by the teacher in terms of what is
rdevant at the level of the pupils. It attempts to match the exercises for the pupils with the
sequence of the materials in the syllabus.

Pupils’ wor kbook

It supplements and extends the material presented in the pupils’ textbook.

It provides exercises and activities in a lively and interesting way. It also assesses pupils’
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knowledge and understanding of concepts, skills and processes.

Other relevant exter nal sources of infor mation

These include all other sources of information that are relevant to the topic to be treated by the
teacher and which may make the lesson more understandabl e to both the teacher and the pupils.



Module 4 General Pedagogy

2. Good Primary Practices

2.1. Good Practices General

There are certain basic good practices that teachers need to acquire to make their teaching and
learning activities more effective. These practices in teaching and learning are termed “Good
Primary Practices”.

2.1.1. Pre-delivery Activities (Good Primary Practices Before a Lesson)

Pre-delivery activities are all the activities that a teacher undertakes before the actual lesson
delivery.

— Effective use of the three basic curriculum materials namely the syllabus, pupils’
textbooks and teacher’s guide as well as other reference books.

— Selecting appropriate Relevant Previous Knowledge (R.PK.) for the topic.

— Statement of specific objectives which are achievable, measurable and observable and
suit the level of the class.

— Selection of teaching and learning activities that will help the pupils to develop the
necessary process skills and acquire scientific knowledge (core points).

— Preparation of agood lesson plan.

2.1.2. Delivery Activities (Good Primary Practices during a Lesson)

Delivery activities are al the activities which a teacher and the pupils engage in during the
presentation of the lesson.

— Very good introduction to link the topic with the R.PK.

— The use of activity method of teaching together with other methods like discussion,
demonstration, etc, to achieve the stated objectives and to derive the core ideas/facts. -

— Effective use of questioning skills, i.e. using probing questions, distributing questions
evenly, etc.

— Being sensitive to gender issues during lesson delivery.

— Sequencing of core points during general class discussion on the activities which were
performed by the pupils.

— Very Clear and audibl e voice together with legible handwriting on the chalkboard.

— Effective use of chalkboard, which helps pupils to follow the lesson sequence and the
summarised lesson content.

2.1.3. Post-delivery Activities (Good Primary Practices after a Lesson)
Post-delivery activities are al the activities which a teacher and the pupils undertake after the
presentation of the lesson. Normally, pupils are assessed during the post-delivery activities.

— Evaluation of the lesson, which can take the form of:
1. Drawing and labelling of objects,

2. Doing a short writing or oral exercise based on the activities,
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3. Writing chalkboard summary.
Assigning a project work.
Discussion with pupils after they have written an assignment.

2.2. Good Practices (Mathematics)

The general observation is that at the primary level in Ghana, Mathematics lessons lack the
necessary attractions to make the subject meaningful and appealing to our pupils. A good
practice in teaching Mathematics at that level will be a child-centred activity which involves a
variety of activities to enable the pupils to like and learn the subject as they DO and TALK
Mathematics. Such practice rdates Mathematics teaching and learning to our daily life activities
and makes pupils’ learning more fun.

The following aspects are helpful to the realisation of such good practices in teaching
Mathematics:

a) Good Communication Skills

The use of simple language is needed to help pupils to understand so they can respond
to whatever is being taught. For example, the product of 6 and 4 to a lower classin a
primary school should rather be: Multiply 6 and 4. In the case of teaching a
Mathematical Concept of greater than (>) to a P1 class, it will be better to use bigger
than before the concept of greater than is used. Also, the teacher’s voice must be clear
and loud enough.

b) Teaching from Concrete, through Semi-concreteto Abstract

In teaching pupils to develop a concept, start with real or concrete objects, follow up
with diagrams/charts or sketches and end with symbals. In counting at the early stages,
use counters such as bottle tops, then follow up with pictures of groups and end with
numerals (symbals).

¢) Word/story Problems should be Related to Pupils’ Environment

We need to tap pupils’ PK. for effective teaching and learning. It is therefore, necessary
to relate word/story problems to the pupils’ environment. For example, a problem in a
farming community could be related to foodstuffs. In sum, the pupils should be
exposed to things they are familiar with.

d) TheUseof Correct Mathematical L anguage/Terms

Mathematics is used as a means of communication and as such language/terms are
associated with it. These can only be acquired through usage. Therefore from P1 the

. 1
correct Mathematical language/terms have to be used, e.g. E as one half, 0 as zero,

%, i.e fivetenths, g as two thirds, 106 isread, one hundred and six.

€ TheUse of Mathematical Games/Puzzles

Mathematical games portray mathematical concepts. They alow teachers to employ
the Play/Activity method of teaching Mathematics. They help to consolidate lessons
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taught. Examples of mathematical games include: Ludo, Oware, Dominos, Fraction
Game, etc. Puzzles encourage pupils to reason, analyse and enjoy Mathematics at the
sametime.

f) Assignments for Evaluation

The assignments are the exercises/project/homework given out to pupils to do in order
to find out whether or not they have understood a lesson delivered. This is also to
ascertain whether the teacher’s methodology was appropriate or not. Giving
assignments for evaluation is an important tool for the teacher to assess the
effectiveness of the lesson taught. Teachers are therefore to be cautious of how to select
test items.

g) Guiding Pupilsto Make Corrections and Marking them

It isaremedial process put in place to help the pupil overcome learning difficulties and
to be on the right learning track. Through corrections, the teacher could determine
whether the pupil has fully understood the concept or not. When a pupil is able to solve
a problem in a second attempt, he feels motivated and confident to attempt a harder
task. It isimportant therefore for the teacher to go about correcting exercises cautiously

so that the pupil is ableto get an exerciseright, at least, on the second attempt.

GENERIC SKILLS: PRIMARY 1- GROUPS OF OBJECTS
Table 2: Skill Development in Primary 1

Generic Skills

Activity

Example

I am thinking of a group of objects with

Problem solving

Listening Playing the game ‘I Spy’ whesls. What isit?

Speaking Identifying groups of objects gﬂbﬁ;gtgn the name of a given group of

Writing Drawing groups of objects Draw agroup of squares

Reading Identifying membersin a group Read the name on the abel for agiven
group of objects

. . . . Pupils compare the lengths of two objects

Talking Comparing of objectsin a group to tell whichis short and whichislong
Pupils arrange groups of sticks from the

Showing Ordering of objects shortest to the longest and show to the
class
Pupils compare any two groups of objects

Reporting Comparing objects and report on how to show that oneis
more or less than the other

Observing Matching objects Pu_pl Is observe how obj ectsare matched
using one-to-one matching

Investigating, I amthinking of a group of objects that

Thinking and Playing the game ‘I Spy’ fly but they are not living things. What

are they?

In two groups, pupils pose problems to

Paying Paying the game ‘I Spy’ each other about groups of objects, and
tell the winning group finally

Making Sorting objects Pupils group objects according to shape
or colour.

Doing Ordering groups of objects Pupils group objects according to size
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2.3. Good Practices (Science)

A Science and Environmental Studies teacher can make higher lessons interesting and
child-centred when certain basic skills like observation, manipulation, measurement and
classification of abjects are projected in the teaching and learning activities. Pupils as we know,
do participate actively in a lesson when they manipulate objects to find out things or facts for
themselves. The relevant basic skills which pupils use to acquire facts and knowledge and also
to solve their problems are called Generic/Process Skills. In this section, we shall learn more
about the skill.

2.3.1. Definition of Science

Examples of definition of Science and Environmental Studies are shown bel ow.

— A body of knowledge which can be communicated to others and which can be verified
by anyone willing to make the effort to do so.

— A way of learning which involves first-hand experience, inquiry, problem solving,
interpretation and communication of findings and the development of attitudes which
promote this way of working.

— Exploring the environment, observing things and solving problems.

The af orementioned definitions are among many other definitions given by scientists but there
are only two major views on all these definitions of Science and Environmental Studies. These
views consider science as a body of knowledge (product) and as a means or process of
generating knowledge (process). As we know, scientists carry out studies of the environment or
investigate the natural phenomena through identifying a problem, observing, experimenting and
communicating findings. They make use of certain attitudes like objectivity and
open-mindedness when collecting and interpreting information. Process of Science is the
procedure scientists use to carry out a study of the environment.

2.3.2. Generic/Process Skills and Science

It is very important to use a variety of Generic/Process skills in a lesson. The following table
shows briefly Process Skillsin Science and their meanings.

Table 3: Generic/Process Skills in Science and their Meanings

Generic/Process skills | Explanation/M eaning

Defining the problem and thinking of ways to solve it through

Planning experimentation, or some structured investigation.
Observing It involves the use of the senses to take in information.

o Placing a collection of objects or events in categories based on similar
Classifying

characteristics.

Interacting with materials to find out things for yourself or managing
the factors that may influence a situation or event so that the effect of
a given factor may be learned.

Experimenting/fair
testing

Asking a variety of questions through words or actions; asking
Raising questions gquestions which can be answered through  scientific
i nvestigations/experimentation.
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Generic/Process skills

Explanation/M eaning

Using measuring instruments correctly and with appropriate precision

Measuring as required by the investigation, and being able to compute results
from measurements taken.
Manipulating Skilful handling of objects and tools in accomplishing a task.
Predictin Forecasting what future observations will be on the basis of previous
9 information, which distinguishes it from guessing.
Suggesting reasons for events or phenomena, which can be tested
Hypothesising scientifically. It involves applying concepts and ideas from previous

experience.

Interpreting data

Giving meaning to information gathered.

Drawing conclusion based on trends and patterns observed or on

Inferring , ; :

one’s previous experience.

Extending the conclusion of an experiment to other similar situations;
Generalising being able to predict possible solutions to similar problems based on

the results of a previous experiment.

Assessing the results of the experiment and finding conclusions or

. inferring conclusions from the experiment; determine whether results

Evaluating

confirm one’s prior prediction or not. Making value judgment based
0N assessment resullt.

Communicating

Being able to present information so that it can be understood by
others, being able to understand information from others presented in
various forms using graphs, charts, prose, written instructions
diagrams, pictorial and oral representation.

It is very important for teachers to put their knowledge of Process Skills into practice. That
means teachers apply Process Skills in lessons. One of the effective ways to do so is to use
questions that are related to Process Skills. When these questions are well planned, they are very
powerful to foster pupils’ process skills. Table 4 shows some examples of questions related to
Process Skills. They are categorized into four stages, planning, experimenting, assessing and

communicating.

Table 4: Application of Generic/Process Skills through Questioning

Generic/Process

Generic/Process Skills through Questioning

Skills
Planning
Resources What will you need?
Predicting What is the key idea and what is likely to happen?
Hypothesising Why will it happen?
Experimenting
Observing What do you see, hear, smell and fedl ?
Measuring What will you measure?

Handling Apparatus
Recording (Writing)

What will you change to make afair test?
How will you record the results?

Assessing
Evaluating
Discussing
Generalising

What have you found out?
How do you rdate the outcomes?
What might be said about the key ideas?

10
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Communicating

Speaking (Talking) | Will you describe the experiment orally?
Writing or drawing | Will you write a clear report about the data?

diagrams/posters

Listening How will you communicate to others and also receive information from

others?

Although it is not practically possible for teachers to carry out an experiment in a lesson on a
daily basis, teachers should make efforts to maximize pupils’ opportunities to see/do an
experiment. In an experiment, Generic/Process Skills can be effectively presented. Table 5
presents application of Generic/Process Skills during experiments in a particular lesson. It
shows the relationship between Generic/Process Skills and activities in the experiments.

Table 5: Application of Generic/Process Skills during an Experiment

(Topic: Electrical Circuits, Class: Primary 6)

Generic/Process Skills

Description of Activity

Planning (Resources)

Wire, dry cdls, bulbs, keys

Predicting

Dry cdls in a series circuit will produce brighter light than dry
cdlsinaparald circuit.

Hypothesising

Dry cdllsin a series circuit produce brighter light.

Fair Testing/ Experimenting

A Series circuit and a paralle circuit are constructed using two
dry cellsand a bulb in each circuit.

The series circuit has the dry cell arranged in a row while in

Observing the parallel circuit the cells are arranged side by side.
_ _ Two dry cells and a bulb are connected by pieces of copper
Manipulating wireto make a series and a paralld circuit.
_ The intensity of the light is measured by using a number of
Measuring sheets of paper to block the light rays from each of the bulbs.
Draw each circuit. The brightness of the bulbs is recorded by
Recording tabulating the number of sheets of paper that the light rays

from each bulb passed through.

Interpreting data

A series circuit produces brighter light than a paralld circuit.
The light from a series circuit was able to penetrate more
sheets of paper than light from a parallel circuit.

Generalising

Dry cells in a series circuit produce brighter light than cells in
aparalld circuit.

Communicating

Cells give more power when they are arranged in series than
when they are arranged in a paralld circuit. In a series circuit,
dry cells are arranged in a row. In a paralld circuit, cels are
arranged side by side.

1
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2.4. Managing Special Classes

There are certain problems/challenges facing classroom teachers that hinder effective teaching
and learning in primary schools. The challenges include large class size, small class size,
extremely high ability group, low ability group, classes without curriculum materials and
classes without furniture. Using effective class management techniques can solve these
challenges. This section discusses how to manage special classes with those challenges.

2.4.1. Special Classes and their Features

Special classes are the classes that are quite different from normal or usual classes.

Their anomalous nature is characterised by the challenges enumerated above and other
additional features summarised below:

— Largeclass size (A class with 35 pupils is the norm and a class with more than 40 can
be regarded as large class)

— Small classsize

— Extremely high ability group

— Extremely low ability group

— Multi-grade classes

— Classes without curriculum materials, i.e. ho syllabuses, no textbooks, no teacher’s
manual

— Classes without tables and chairs for the pupils to sit comfortably to do exercises

— Classes held under trees, sheds and in uncompleted buildings

2.4.2. Large Class Teaching

Features of Large Classes

Due to expanding enrolment of the primary schools, managing large classes is now one of the
most important skills primary school teachers need to employ.

For successful large class teaching, it is necessary to understand the features of large classes.
Thefollowing are some of the typical features of large class teaching.

— Thereare often various learning backgrounds.

— Extratimeand effort are needed for class activities.

— Teacher’s speech might not be clearly heard by pupils at the back of the class.
— Pupilstend to be more passive.

— Pupils can easily hide themselves among others.

— Itismoredifficult to give individual attention, care and advice to pupils.

— Amount of TLMs and working space might be insufficient.

— Time pupils spend on activities decreases.

Strategies for L arge Class Teaching

Although large class teaching can be more difficult than normal class teaching, teachers must
provide the best possible learning environment. The following suggests some teaching strategies
that can minimise difficulties and challenges that teachers often face in large classes.

12



Module 4 General Pedagogy

Sation work: Pupils move around a series of stations (i.e. a number of desks set up in different
locations in the classroom) that offer different tasks. Because the stations have brief instructions,
pupils can carry out learning activities individually. The learning activities can be simple
experiments, exercises, and reading tasks.

Small group work: Pupils work on atask in small groups. Pupils can develop ownership of the
task and responsibility for their own learning.

Peer evaluation: For effective pupil assessment, the teacher can use peer evaluation. For
example, one pupil is active and the other observes so as to assess him/her.

Peer teaching: Pupils help each other to learn, often showing leadership skills. For instance, a
group of pupils assist other groups in learning giving advice and comments. In this way, pupils
learn from one another. Pupils who receive comments can ask questions that they are normally
hesitant to ask their teachers. On the other hand, pupils who give comments can develop their
understanding of the topics through the process of explaining to others.

An example of a case of managing large classes is presented in the following:

A teacher can handle or control a large class by first and foremost being able to know his or her
own pupils at the following levels.

— Extremely high leve,
— Extremely low level,
— Middle ahility.

As the teacher gets to know pupils of extremely low ability levels, he or she will aso
concentrate on them by giving them direct instructions as others are also occupied with different
tasks. For instance, as the middle ability groups are engaged in cumulative review, the
extremely high ability group will be doing a greater task of practising the skills that are yet to be
introduced to the class. With this approach, the teacher will succeed by engaging all the ability
levels as he or she goes round to supervise or serve as a co-learner. This can be simplified as
shown in Table 6.

Table 6: Example of a Time Table for Large Classes

Monday Tuesday
Group 8:00 - 8:20 8:20 — 8:40 8:40— 9:00 8:00 - 8:20 8:20 — 8:40
A Direct Practice Cumulative Direct Practice
(Extremely | Instruction (Newly-learn | Review (Skill | Instruction (Newly-learned
low ability) | (New Skills) ed Skills) from the | (New Skills) Skills)
Previous
L esson)
B Cumulative Direct Practice Cumulative Direct
(Middle Review (Skills | Instruction (Newly-learn | Review (Skills | Instruction (New
ability) from the | (New Skill) ed Skills) from the | Skills)
Previous Previous
L esson) L esson)
C Practice Cumulative Direct Practice Cumulative
(Extremely | (Newly-learned | Review Instruction (Newly-learned | Review  (Skills
high Skills) (Skills  from | (New Skills) | Skills) from  Previous
ability) the Previous L esson)
L esson)

Note: A - is the group the teacher has recognized to be extremely low. B - Middle ability group. C -
Extremely high ahility group

13
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Again, from Table 6, as the teacher spends 20 minutes for Group A on direct instruction, B and
C will then be engaged. After the 20 minutes, A will be practising a new skill and the teacher
gives direct instruction to B and so on and so forth. The same table can be used for multi-grade
classes. In this case, A will stand for one of the classes that has been combined with the other
class(es). B will stand for the other class that A has been combined with. However, the teacher
should consider the following points for effective group work:

— Vey low ability classes need individual attention as an appropriate approach for
teaching the pupils in these classes.

— When pupils are grouped according to similarities in their learning needs or ability
levels, it is said to be homogeneous. For example, when al the members of the
extremely high ability level are in one group, that will be a homogeneous group.
However, middle ability groups fall under heterogeneous grouping.

— It is very important that a teacher makes a conscious effort to maintain a reasonable
balance between homogeneous and heterogeneous grouping.

— Too much homogeneous grouping will promote labelling, i.e. "slow learners' and
"smart pupils’.

— Train the extremely high ability group to help their classmates or provide simple
tutorial/remedial help to other groups of classmates.

— Give vey clear instructions and agree on rules on how the “tutor” and
“tutee(s)”/”’learners” should work together. (i.e. Tutors need to respect learners, etc.)

— Provide the “tutor” and “tutees” with the materials they need for a successful peer
tutoring activity. (i.e. Worksheets, flip charts and red pens for tutors, etc.)

Here are some things you can do to ensure that group learning is productive and not just "busy
work". Establish simple rules of acceptable behaviour of pupils for everybody to observe, such
as.

— How to work together on a group assignment, i.e. how to be a good leader and how to
be a good member of the group.

— How to talk softly without disturbing others during group work.

— How to take turns and how to wait for one's turn.

2.4.3. Multi-grade Teaching

Multi-grade teaching (MGT) is aso known as multiple-class teaching. It involves the
combination of two or more classes in selected schools. MGT may be adopted when:

Class enrolments are low.

— This situation arises when schools are built in catchment areas where the enrolment is
low. Two or more classes are then combined to be taught by one teacher whiles the
other teachers are re-deployed to other needy schools.

Teachers in the schools are few.

— This may be the case in rural areas where some basic schools may not have their full
complement of teachers.

Some Char acteristics of Pupilsin M ulti-grade Classes (MGCs)

— They have different intelectual backgrounds.
— They have different socio-economic backgrounds.
— They have different interests.

14
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Their previous experiences are different.
They have different educational needs.
They may prefer different learning approaches.

Typesof MGT

Single-class cases of MGT

There can be single-class cases of MGT in which case two classes (e.g. P5 and P6) are
combined to be taught with the same lesson plans. The lessons are however to be based
on the P6 scheme of work/syllabus and time-table. It must be noted that adopting this
approach will slow down the progress of the higher class. On the other hand, the lower
class will encounter problems in understanding the lessons since it lacks the
appropriate background/ previous knowledge.

Separate-class cases of MGT

There can also be separate-class cases of MGT teaching. Teaching focuses on the
scheme of work/syllabus for each class. The pupils may be in the same room (in the
case of school with low enrolment) or in different rooms (in the case of schools with
normal class sizes but few teachers). If this teaching approach is adopted, then as much
as possible there should be separate black/chalkboards if the lessons take place in the
same room. This teaching approach enables each class to proceed at its own pace since
the time-tables are different Some difficulties may arise in that class. For example,
supervision will not be effective. The teacher will also be overworked.

The combined Approach

In this approach some lessons are taught differently while others are combined.

Time-tabling and teaching guidelines

Based on the practical experiences of some teachers and educationalists, the following
suggestions are made for the effective time-tabling of combined class lessons.

Where possible, lessons that require little or no previous knowledge/specific
background knowledge (e.g. P.E., environmental studies, etc) should be combined.
When separate lessons are organized, the time-table should be such that while one class
is taking a lesson that requires maximum supervision (e.g. lessons that involve the use
of fire, sharp objects, etc.) the other class can be taken through a lesson that requires
minimum supervision (e.g. expression work, story-telling, etc).

As much as possible Mathematics and Science should be taught when the pupils are
fresh and active. This should be reflected on the time-table.

As much as possible, the syllabus/scheme of work for Science, Mathematics and
Language should be followed separately for each class. This should also be reflected on
thetime-table.

Non-examinable subjects (e.g. story-telling, gardening, etc.) may be excluded from the
time-table in pressing situations. They should however be re-inserted when the
Situation improves.

New Science, Mathematics and English topics should be taught on different days.

On the whole the ages and mental abilities of the pupils should be considered in the
preparation of the time-table.

When necessary, subjects should be re-arranged on the time-table to ensure effective
supervision.

15
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Steps to Ensure Effective M ulti-Grade Teaching

Teaching pupils in MGCs requires special techniques and skills. These are quite apart from the
general teaching approaches teachers are taught while under training. This is because MGT isa
challenging task. It can however be done with adequate preparation. The following points may
be helpful in the organization of effective lessons in multi-grade classes.

—  Where possible only pupils in adjacent classes should be combined.

— To avoid confusion, assign the various groups to specific portions of the classroom
where appropriate. (Thiswill not apply where the pupils are in different classrooms).

— Give clear instructions on how certain activities (e.g. seating, collection of materials,
group work etc.) are to be performed. Routinise such activities so that they can be
performed without detailed instructions.

— Through quizzes and question and answer sessions, determine the levels of
understanding of various groups.

— Ensurethat the lessons are appropriate to each group’s level of mental devel opment.

— Reinforce the pupils’ responses (i.e. by question and answer sessions).

— Assessthe pupils’ progress as the |essons proceed.

— When appropriate, change the teaching approaches (e.g. group work, demonstrations,
etc.)

— The normal school time-table should be modified to indicate the lessons to be
organized for each group.

— Keep the various groups profitably engaged at all times on different tasks (eg.
seatwork, group work, etc.). Seatwork refers to any work the teacher assigns to the
pupils to be completed in class. This is different from take-home assignments
(homework) the teacher gives to the pupils for submission in the course of the week.

MGC teachers can best do this by being proactive (but not reactive) in their teaching task. To be
proactive implies to anticipate a problenv/challenge and design or think of an intervention in
advance. For example, the lesson on the properties of air requires the pupils to make two
coalpot fires. The teacher can anticipate what the pupils are likely to do with the materials (i.e.
matches, kerosene, etc) that are used to make the fire. He/she can then issue appropriate
interactions (eg. ask the more mature pupils to light the fire; ask for the return of the matches
and kerosene €c.)

2.5. Questioning Skills

2.5.1. Introduction

Questions constitute a large part of a teacher’s trade in stock. The success of teaching depends
on how skilful teachers are with the use of questions. The kinds of questions teachers ask
influence the levels of thinking operations pupils engage in.

It is always true that good teachers ask a variety of questions during their interactions with
pupils in the class. However, it is generally said a large proportion of teachers tends to use the
same types of questions that appeal to them or are favourable for them.

This section first discusses the purposes of questioning and then shows a variety of questions
that teachers might want to use. The last part of this section presents strategies for the effective
use of questions.
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2.5.2. Purposes of Questioning

Questions have a wide range of educational purposes depending on the context of the classroom.
Questions may be used for communication, classroom management, reviewing, drawing
attention, stimulating pupils’ thinking, evaluating pupils’ understanding, and building
expression.

Questions for reviewing (checking pupils’ Relevant Previous K nowledge (R.P.K.))

Questions can be used to review or find out what pupils know about a subject or topic. A teacher
can utilise questions to check the previous knowledge of pupils. It is always a good idea that a
teacher introduces his’/her lessons by reviewing pupils’ previous knowledge. By doing so, the
teacher can find out what pupils already know and he/she can quickly adjust what to teach in
accordance with pupils’ needs. Implementing this process on a regular basis is very beneficial.
This technique builds up confidence in pupils and assures them of the relevance of the topic
they already have knowledge of. Questions can also be used to review the core points they have
learnt in the previous lesson.

Sample question for the lesson on properties of soil:

“Name the types of soil you know”

Questions to draw attention to core points or important feature of atopic

Questions can draw pupils’ attention to core points of atopic as away of emphasizing a point.

“Does water pass through different
types of soil at different rates?” J

Different soils allow water to drain through them at different rates.

Sample question for the lesson on properties of soil:

Core point:

Questions for stimulating pupils’ thinking

Teachers can use questions to trigger pupils’ thinking. Diverse range of questions can prompt
low level of cognitive activity, such as recall of facts and also high level of cognitive activity,
such as, analysis, synthesis, application or evaluation of knowledge. Appropriate questions can
stimulate and motivate pupils to think independently, objectively and critically.

Sample question for the lesson on properties of soil:

“Which soil would be the best for growing crops in the school garden and Why?j

Questions for evaluating pupils’ under standing of content (core points, etc.)

Questions can be used to determine if pupils understand the lesson content. When pupils’
answers show poor understanding, the teacher may need to teach the content again adding extra
assistance. When pupils’ answers show good understanding, the teacher can present a more
advanced content. Appropriate questions find out pupils’ difficulties and problems in particular
aress of thetopic.
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Sample question for the lesson on properties of soil:

“Give one reason why water passes through sand faster than clay.”

Note:

Some teachers repeat questions like “Do you understand ...? “ and “Are you OK with it?” when
they want to check whether their pupils have understood the content of their lesson well.
However, it is commonly observed that those pupils who respond saying “ Yes, we understand,
Sir/Madam!” do not in fact understand the teaching content. Teachers should not repeat those
questions too frequently because pupils devel op the habit of saying “Yes, we understand.” often
to please the teacher even though their understanding may be low. This implies that teachers
cannot rely too much on such questions like “Do you understand ...” and “Are you OK with it?’
when they want to check pupils’ level of understanding. Teachers should use more specific
questions instead, leading pupils to say more than just “Yes, Sir/Madam”.

Questions for communication

Questions offer verbal interactions between pupils and teachers. Appropriate questions help to
increase the quality of pupils’ communication. Questions can help teachers to establish a

friendly atmosphere in the class. “What did you have for lunch yesterday?’
Sample question:

Questions for classroom management

Such questions seek to contral classroom activities and cut down on disruptive behaviour.

Example question:

“What made you behave like that?’ “Do you think you are making the
learning environment in the class better?” |

2.5.3. Types of Questions

Classification of questions is dependent on one’s view of the purpose of questions, or the
purpose of education. Thus, it varies from teacher to teacher. However, it is beneficial to know
some of the major classifications of questions and types of questions discussed in each
classification. There are many ways of classifying questions. One of such ways is to determine
whether they are open or close questions.

Close and Open Questions

Close questions accept only a harrow range of responses and the number of responses is limited.
Close questions expect convergent thinking. Some close questions allow only one “correct” or
“right” answer. Answers to some close questions are “yes” or “no”.

Examples of close questions: : :
“What is the chemical formula for common salt?’

“When did Ghana achieve full independence?’
“If a+ 4 =6, find the value of “a”.”
“10+5=7
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Open questions emphasize divergent thinking and can accept a wide range of responses. The
number of answers to an open question may be two or more. Open questions encourage pupils
to use their past experience and justify their opiniong/thinking. Some open questions ask pupils
to make judgments based on their own values.

Examples of open questions:

“What should we do to keep food from going bad?”
“If a+ b =6, find the values of aand b”
“Give different pairs of numbers whose sumis 15”

It is important for teachers to choose whether to use close or open questions depending on the
teaching contexts.

Low and High Order Questions

Questions can be classified depending on whether they are low order or high order. Examples of
low order questions are perceiving questions (based on observation) and recall questions (based
on knowledge or memorisation of facts). In recall questions, “Who?’, ” What?’, “Where?” and
“When?’ are often used.

An example of perceiving questions:

\Ijhat is the colour of the liquid in the beaker?” ’

An example of recall questions:

tho was our first president?” ’
\

High order questions encourage pupils to think rather than just to remember some facts that they
have previously acquired. Those questions often require higher cognitive level. One of the
best-known classification of questions related to people’s cognitive levels is the classification
that uses the cognitive domain of Bloom’s Taxonomy™.

The categories in the cognitive domain and brief explanation of them are as follows.

Knowledge Recalling data, information, experience, facts etc.

organizational structure may be understood. Distinguishing between
facts and inferences.

I . . . . . .

o Comprehension Understanding the meaning, translation and interpretation of
=0

o instructions, information and problems based on prior learning.

§ Application Applying a concept or what was learned in the classroom in a new
§ situation.

g Analysis Separating material or concepts into component parts so that its
o

3

T

@

1 Bloom, B.S. (1956). Taxonomy of Educational Objectives, London: Longman

19



Module 4 General Pedagogy

Synthesis Put parts together to form a whole, with emphasis on creating a hew
meaning or structure.
Evaluation Making judgments about the value of ideas or materials.

Example questions using the categories:

“How are you going to use this core point you learnt today in everyday
situations?’ (Application)

“How does this equation work? (Analysis)

“What happens when you mix water and palm oil? (Synthesis)

“Is this formula workable?’ (Evaluation)

It is important to note that it does not mean high order questions are always better than low
order questions. After putting pupils’ understanding and contents of the lesson into
consideration, awell-balanced mixture of these questions is needed.

2.5.4. Strategies for Effective Questioning

Experienced teachers tend to use a variety of strategies for effective questioning in the
classroom to help pupils. It is commonly observed that the pupils have difficulty in answering a
guestion. Sometimes, they do not know how to answer. Sometimes, they are not sure what the
question is about. Thus, it is crucially important for the teachers to equip themselves with a
variety of questioning strategies. The following are some examples of the strategies.

Pausing

Do not expect answers too soon; give pupils some time to digest the question first. To receive
responses, teachers should wait for around 5 seconds. Without ample time to think, teachers
cannot expect pupils to process their thinking. Thisis one of the most effective strategies.

Check the level of vocabulary

Check the wording of your questions to make sure it is up to the vocabulary level of your pupils.
New vocabulary should be used with care and only after it has been seen that the words can be
well understood by the pupils.

Prediction of Answers

Let pupils predict answers even when they are not very sure. This encourages higher levels of
thinking and increases pupils’ active participation. It is important that teachers make this the
culture of the class so that pupils always fedl freeto predict answers.

Random selection

Sdect pupils at random to answer questions. If the teacher follows the same patterns of
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sel ecting who to answer, some pupils will neither be listening nor thinking until it is their turn.

Using Pupils names

Instead of referring to pupils as, ‘the one in the corner wearing the red dress’, or ‘the one in
glasses’, call pupils by their names.

Providing Additional | nfor mation

Correct responses may be difficult because a key item of information is missing.

I nteracting with each other

Get pupils to interact with each other. Try to change the questioning pattern that involves only
the teacher and single pupil. Encourage pupils to ask questions. Pupils can ask questions based
on what their friends have said. If pupils are to become problem solvers and critical thinkers, we
should encourage them to ask questions.

mﬁon between the teacher and a child

il

mﬂon between the teacher and children

AU

Coma J° "o
I neffective and inappropriate questioning practices

— Do not select the same pupil(s) to answer questions because they always respond
correctly.
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— Do not become a critical assessor. Questioning is not al about assessing pupils. Pupils
can make mistakes and they learn alot from their mistakes.

— Do not ask questions too quickly. Pupils need some time to digest a question and to
process their thinking. Speed of delivery is not always a priority.

— Do not repest a question too often. Pupils lose attention and focus if you ask the same
question unnecessarily too many times.

2.6. Effective Use of Chalkboard

The first ready-made aid for the classroom teacher is the chalkboard. Due to its central position
as an ever present resource, the way and manner a teacher uses this resource may affect his’her
lesson positively or otherwise. To achieve effective teaching and learning, the classroom
environment as well as the correct use of the chalkboard should be consciously planned and
executed.

Thingsto Consider beforewriting on the chalkboard (Eye contact)

Teacher needs to ask if everyone in the classroom can see the chalkboard clearly.

Teacher is supposed to tell pupils to let him/her know if they cannot see the chalkboard clearly.
Teacher needs to create a friendly atmosphere that helps pupils to tell the teacher about it
without hesitation. An example of a situation that might interrupt pupils’ view is reflection from
sunlight.

When using the chalkboard teachers should always ensure that:

— The chakboard is divided into convenient
columns

— The date is written fully at the right-top corner
of the board

— Thetitle of the subject/topic/sub-topic is written
at the top of the central column

— Exercises given to pupils on the chalkboard are
placed under “Worked examples”.

— Pupils do not talk when the teacher is writing
on the chalkboard.

— They facethe class when talking

— They position themselves so as not to obstruct
pupils from seeing the board.

— They summarise the main points of the lesson
on the board

— They always seek learners’ opinion before cleaning the board.

— They do not clean the board with the bare hands.

— They clean the board after each lesson.
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3
1.Where should the teacher stand in 2
the class when a pupil is explaining
something to her/his friends?
2.Why should we stand there?
S
Pupil 1

Chalkboard

Types of layout of the chalkboard

Plan the layout of the chalkboard. It is helpful to write or draw the layout of the content in a
notebook before going to the classroom. Some experienced teachers keep practising this.

A good teacher can make effective use of the chalkboard. Even though conditions and sizes of
chalkboard vary from school to school and class to class, a teacher can try to make the most of it.
One of the ways of doing so is dividing the chalkboard. When dividing, the teacher needs to
consider the contents and the sizes both of the chalkboard and the class. Examples of division of
the chalkboard are shown bel ow.

ExampleA
“Cause” “Effect”
1. ...... i T
Divided into two by
2. ..... one Va'ucal |ine in 2 s
3. ... order to compare two 3 i,
things.
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Example B

Which of these materials
conduct electricity?

Materials

Nalil

Pencil

Paper

Can

Bottles (plastic, glass)

Predictions

Results

Divided into three columns, for materials,
predictions and results.

ExampleC
Experiment Method: Conclusion
Title
Aim:
Apparatus. . i .
Divided into four, showing clear
Observation: differences in sections of an

experiment.

2.7. Gender Issues

2.7.1. Gender

Gender is used to refer to the characteristics attributed to women, men, boys and girls. These
characteristics may be related to aptitude, emotion, physical ability, etc.

— Itisdifferent social roles assigned to males and females by a society.
— Itinvolves men or boys as much as it does women or girls and can change over time.
— Gender rdations are those social relations cultivated and nurtured by human beings in

the society.

— Being a socio-cultural construct it is organized differently in different societies, and
affects the expectations for boys and girls, men and women.

— Theterm gender is mistakenly used to connote women or sex.

— While a person's sex is biologically determined, their gender is socially constructed

(learned).
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2.7.2. Gender Related Terms and their Meanings

Gender bias

This is when you give unequal treatment to individuals based on their gender. For example we
are showing gender bias if we assume that our daughters will prefer to play with dolls and cook
while our sons will prefer to play with cars and building structures of objects.

—  We base this assumption on gender bias rather than true knowledge of the individual.
— Gender bias applies to all areas of life. For example, in the home, work place, religious
institutions and school curriculum.

Gender equity
It is the extent of being fair and reasonableto all individuals.

It cals for a fair share of benefits as well as responsibilities of the family, community and
school (syllabus, pupils’ textbooks, teacher's handbook and other resource materials for studies).

Gender equity strategies may or may not achieve desired results and need to be monitored
closely. Equity is the means while equality is the desired result.

Gender equality

It connotes that the suppression of one sex by another is wrong and must be corrected.

It is a condition in which women, men, boys and girls participate as equals, have equal accessto
resources and equal opportunities to exercise control. It is achieved through gender equitable
strategies. For example, producing curriculum that is gender equitable is a strategy to achieve
gender equality in the classroom.

Girl Friendly

The term is often used in reference to curriculum, classroom and school environment. In this
context, the term refers to content strategies, assessment, attitudes, policy, etc, which are
conduciveto girls’ full participation and success in all areas of school life.

2.7.3. Some Suggested Solutions to Gender Insensitivity

— Teachers should endeavour to give equal attention to both boys and girls.

— Teachers should encourage both boys and girls to develop their hidden potentials.

— During class work or project work, girls should be assigned leadership roles and be
made to actively participate.

— Class assignment should not be done very often on competitive basis but sometimes on
amore co-operative and collaborative level with good team spirit.

— In setting examination questions, gender bias questions should not be set; instead
general questions should be set.

— Teachers should take workshops on gender issues very seriously.
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Table 7: Gender Issues in Textbooks

Gender Bias in language

Gender Balance in language

When men are on the moon, they can't talk to
each other as we do.

When astronauts are on the moon, they can’t
talk to each other as we do.

A poor man may eat more nutritious food than
arich man.

A person of low income may eat better than
someone who is wealthy.

How does a farmer look after the animals on
hisfarm?

How do farmers look after the animals on their

farms?
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3. Teaching and Learning Activities

In this section, types of teaching methods are discussed first. Then, some examples of teaching
and learning activities in Mathematics and Science are presented subsequent in the subsequent
part.

3.1. Types of Teaching Methods

Four effective methods of teaching are shown in this section. They are

activity method;

discussion method,
guestion-and-answer method; and
demonstration method.

It is important for teachers to be aware of the advantages and disadvantages of each method.
Then, teachers need to choose the most effective method of teaching depending on the
content/topic or classroom situations. These four methods are presented bel ow.

3.1.1. Activity Method

In this method, pupils are provided with materials and an activity is described or demonstrated
for them to do.

Some Advantages of the M ethod
— Pupilslearn through first hand experience.
— Pupils do not easily forget what they have learnt
— The method demystifies Science.
— Itincreasesinterest in Science.
— It fosters co-operation among pupils.

Some Disadvantages of the Method
— It can be time-consuming.
— Breakages and damage of equipment and materials can occur.
— Itinvolvestheliberal use of materials and may therefore be costly.

3.1.2. Discussion Method

This method involves getting pupils together to talk about issues so each one can bring out
his/her own idea.

Some Advantages of the Method
— Pupils have the opportunity to practise their oral communication skills.
— It gives pupils practicein critical and evaluative thinking and listening.
— It heps pupilsto clarify their thinking.
— Pupilslearn readily from each other.
— It provides good practice for problem solving.
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Some Disadvantages of the Method

3.1.3.

It does not easily lend itsdlf to all types of subjects or topics.

It is difficult to achieve maximum interaction when the group is large.

It may give opportunities for the brighter pupils to show off.

A few may dominate a discussion while some may never participateinit.

Question-and-Answer Method

In this method, the lesson is devel oped through effective questioning by the teacher.

Some Advantages of the Method

It stimulates pupils to think.

It helps to diagnose pupils’ difficulties.
It helps to determine pupils’ progress.

It helps pupils to clarify their answers.

It helps to direct pupils’ thinking.

It encourages self-evaluation for pupils.
It is ameans of feedback for the teacher.
It is an effective class control device.

Some Disadvantages of the M ethod

3.1.4.

It isaslower method for dealing with information.

Constant use of questions requiring a factual answer encourages memorization and
discourages pupils to think.

Consistently answering questions incorrectly may cause pupils to lose their
self-esteem.

Demonstration Method

This method involves the use of TLMs to show some concepts/ideas in the lesson.

Some Advantages of the Method

It trains pupils to be good observers.

It stimulates thinking and the formation of concepts and generalizations.

It isfinancially economical since only the demonstrator needs materials.

It is very effective as an introduction to skill learning.

It is most appropriate when teaching pupils how to operate a piece of equipment.

It has high value since it often involves the use of instruments and equipment that
might be new to the pupils.

Some Dlsadvantages of the Method

Much planning and preparation is required on the part of the demonstrator.

It can be ineffective if the demonstrator just carries out the activities without asking for
feedback.

It is not suitablefor alarge class or with extremely small objects.

It can lead to imitation without understanding.
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3.2. Teaching and Learning Activities in Mathematics
3.2.1. Preparation of Multi-Base Materials Using Manila Card

Chalkboard Size 5cm

Step 1: A manila card should be divided into a number of equal square
sizes. The square size should be 5cm as shown in Figure 1. A single 5cm
square of 5¢cm by 5cm should represent the Cube.

Step 2: Rod should be represented by 5cm by 50cm (5cmx 10 of

Cubes) as shown in Figure 2. Figure 1
< 50cm >
5cm
Figure 2
< 50cm >
Step 3: Flat should be represented by 4

50cm by 50cm (5cm X 10 Cubes

representing one side of the square) as

shown in Figure 3.

50cm
v
Desktop Size for pupils Figure 3
lcm
Step 1: Manila card should be divided into a number of equal square sizes.
The square size should be 1cm as shown in Figure 4. A single square 1cm L
by 1cm should represent the Cube. cm
Step 2: Rod should be represented by 1cm by 10cm (1cmx 10 of Cubes) as .
shown in Figure 5. Figure 4
< 10cm >
lcm
Figure 5
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Step 3: Flat should be represented by 10cm
by 10cm (10cm X 10 Cubes representing one
side of the square) as shown in Figure 6.

A

v

10cm

10cm

Figure 6

Topics that can be taught using the prepared Multi-base Materials from Manila cards:

Place value

Collecting and handling data - graphs
Decimal fractions

Area and perimeter of shapes
Fractions

Vectors

AT o

Percentages
(Refer to topics listed above in the Mathematics manual.)

Note:

1. Depending on the thickness of the Manila card, the teaching and learning material
prepared may assume a 3D shape.
2. Other materials that can be used to prepare the Multi-base Materials include wood,

cardboard, plastics, empty cartons, formica, etc.

3.2.2. Preparation of Cubes from Wood

Materials needed:

- Wood
— Rulers
— Cutters, Pencils
Scm
5
Chalkboard Size sem
Cut the wood to the dimension 5¢cm by 5¢cm by 5¢cm as shown Figure 7. Figure 7
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Desktop Sizefor pupils

The same materials are to be used. Dimension: 1cmby 1 cmby 1 cm.

Topicsthat can be taught using Cubes:

1. Operations on numbers less than 10

2. Volume of cuboids

3. Fractions

4. Pre-number work (staircases)
3.2.3. Preparation of Dice Using Wood e O/
Chalkboard Size ® 0|
You will need to cut wood into a cube of 10cm by 10cm by 10cm dimension. o0

Labd the surfaces with permanent marker so that the sum of directly opposite
surfaces equals 7, i.e. directly opposite faces are 1 and 6, 2 and 5, and 3 and

4,

Figure 8

Desktop Sizefor pupils

The dimension should be 2cm by 2cm by 2cm. Use the same style of numbering as described

above.

Topicsthat can be taught using the dice

Probability

Ordered pairs

Operation of numbers

Shade in game on fractions (in this case the surface of the die should be numbered in

fraction form. Example E, 2 3

-, —, €c
2 5 4

3.3. Teaching and Learning Activities in Science

3.3.1.

3.3.2.

Guidelines for Drawings in Science

Diagrams should have a margin.

Create space for thetitle of the drawing.

Diagrams should be bold, smple, neat, clear and attractive.

Draw with free hand and the lines should be straight and not woolly or double.

Labds should be done with straight lines within the margin and the lines should not
cross each other

Lines used for labels should not have arrows.

Experimentation

I mportance of Experiment

An experiment is, without doubt, a significantly important aspect of Science lessons. It makes
the learning of scientific facts and acquisition of knowledge real Science. If Scienceis the study
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of the environment, we need to investigate natural phenomena through observing, identifying a
problem, experimenting and communicating findings. We can build certain attitudes like
objectivity and open-mindedness in experiments as well. If pupils are to be scientific in thinking,
they should be encouraged to see/do experimentsin class.

Experiments are expected to help pupils to:

— Build scientific attitudes like objectivity and open-mindness
— Develop scientific ways of thinking

— Acquire process skills of Science

— Increaseinterest in the environment and Science

— Enhance scientific knowledge acquisition

— Rdatetextbook knowledge of Scienceto the real world

Types of Experiment
There are several types of scientific experiment. The following shows three major types.

— Testing a specific hypothesis.
— Exploratory/discovery.
— Datagathering.

An example of experiment on testing a specific hypothesis

In an actual classroom situation, testing of a specific hypothesis is commonly used and is
highlighted here. Through an experiment, pupils can test whether a hypothesis is correct or not.
Testing a hypothesis should help pupils to acquire correct scientific knowledge, concept and
ways of thinking. A brief example of this type of experiment is shown below:

Topic of Experiment:
Electrical Circuits with Bulbs in Parallel
Hypothesis:

Dry cell

The brightness of two bulbs in a paralle
circuit is the same.

(Conducting the experiment)
Result:

The brightness of two bulbs in a parallel Bulb
circuit can be different. (If the bulbs are

different kinds)

Note: Experiment is done before the
teacher tels pupils the answer. Pupils
aretofind it out themselves.

Figure 9

Another Type of Experiment

Unlike the type of experiment shown above, an experiment can also be used to support a fact
that has been taught already in a lesson. For instance, a teacher can tell pupils the fact that the
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brightness of two bulbs in a paralld circuit is not always the same. Then, he/she will conduct
the experiment to prove whether the statement or the fact is true or not. In this case, the
experiment is done after the teacher tells pupils the fact.

It is important to have variety of types of experiment. When writing the scheme of
work, it is a good idea to include several types of experiment. It should be noted that
selecting types of experiment depends heavily on the class size, the contents of the
topic, availability of the resources, pupils’ interest and ability.

3.3.3. Improvisation of Teaching/Learning Materials

In the teaching of Science and Environmental Studies in the primary school, TLMs are carefully
selected from the environment or improvised when the actual materials are not available. This
section stresses on improvisation of some challenging materials.

I mprovisation

Improvisation is the use of materials, which are readily available in the environment in place of
the original materials, which are not available or are expensive, delicate or sophisticated to bring
about the same leaning effect. Examples of types of improvisation are shown below.

— Improvisation by Substitution
— Improvisation by Construction
I mprovisation by Substitution

This is replacing the original or actual standard prototype material with one which is locally
available and which can perform identical functions.

Examples:

Original Materials Substitution (Substituted Materials)
Distilled water Rain water

Trough Plastic bowl

Spatula Spoon

Delivery tubes Discarded drinking straw/plastic tubes

I mprovisation by Construction

This involves making use of locally available materials to design, construct / build / produce an
apparatus. These pieces of apparatus so constructed are referred to as improvised apparatus.
Examples of improvisation by construction are;

— Construction of a pinhole camera using plywood, tracing paper and nails.

— Construction of a periscope using PVC pipe tube and plane mirrors, manila cards or
stems.

— Construction of eectrical circuit board using plywood, screws, aluminium sheet or faoil
and flashing bulbs.
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Making a test tube holder from a metal wire or bamboo sticks.

I mportance of | mprovisation of TLMs

It demystifies Science and creates interest in learning it.

Improvised materials are less expensive, low cost or cheaper.

It enables many of the learnersto engage in practical activity at the sametime.

It enables the learners to develop an appreciation of the use of everyday things in their
environment in learning Science and Environmental Studies.

Pupils learn not to discard all items at home as they get to know that there are more
uses for them at a later time.

It helps to develop self-reliance and sense of initiative in the teacher.

It encourages group work hence, co-operation and tolerance are enhanced.

It helps to reduce the purchasing of materials.

Principlesto consider when improvising TLMs

The function and working principles involved.

Where and how to get the bits and pieces needed for improvisation.

The need to co-operate with some local craftsmen, e.g. carpenters, mechanics, welders
€tc.

Principles underlying the use of improvised materials for teaching and lear ning

The function and working principles involved.

Will the improvised materials help pupils to understand what is being demonstrated?
Will the improvised materials suit the level of the pupils?

Istheimprovised material safe (is precaution against dangers taken into account)?
Arethe materials to be used readily available or affordable?

Collection of M aterials for | mprovisation

The pupils should be grestly involved in the collection of materials.

Callecting trips should be organized.

We should look for materials within our environment.

Scrap materials could be collected from kitchen, clinics or hospitals, local craftsmen,
rubbish dump, market or houses.

Materials can be bought from the market or shops.
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Table 8: Some Suggested Improvised Materials for Teaching Science in Basic

Schools
MATERIAL IMPROVISED MATERIALS
Filter paper Cotton wool/cloth/f oam/cement paper/
Make two scale pans from coffeetin lids or plastic pipelines. Hang these
Beam balance by thread at the ends of a cloth hanger. Hang the hanger by its hook on a
nail.
Pipette Drinking straw, ball point barre
Delivery tube Infusion tube boiled for 15 minutes before use.
Pick used transparent electric bulb, break off the black seal on the metal
Magnifying glass or | and remove the inner glass which holds the filament. Wash and fill with
hand lens. water and useit to observethings.

Other things that can be used are, spectacles, a clear bottle, a beaker.

Concave mirror

Use sted wool or metal polish with cotton to polish thoroughly the
bottom part of an empty canned drink. E.g. Fanta, Coke.

Round bottom flask

Pick a discarded electric bulb; remove the black seal and the inner glass
tube. Wash and use as round bottom flask

Beaker and Funndl

Get a transparent plastic bottle and cut through its circumference (2/3
way of its height). Use bottom portion as beaker and top portion as
funnel.

Measuring devices
for measurement of
volume of liquids.

Callect transparent flat bottom plastic bottles, with straight sides and cut
off the top part. Paste a stick of paper along the outside and using an
injection syringe and water, calibrate the container using a fixed volume
of water drawn at atime. Paste a cell o tape strip over the calibrated strip

of paper.

Rubber stopper or | These can be cut from discarded bathroom sandals, corn stalk or cob,
cork bamboo or raffia palm stalk, etc by cutting them to the required shape.
Standard masses or | Use coins, bottle tops, nails of the same size, bolts and nuts.
weights
Magnets Get magnets from old discarded radio speakers, magnetized bar metals,
€tc.
Wind round a nail (15 cm long) an insulator copper wire, connect a dry
Electro-magnet cdl to its terminals and use it to pick tiny magnetic substances such as
office pins, small nails, etc
Biological Make_a coIIecti_on of small ar_lir_nals by putting them in formalin and
specimens preserving them in bottles containing _for_mal dehyde. _
| Animals Make a plant-press by collectlng or picking fresh plants, placethemin a
Il Plants double_ newspaper sheet._ Sandwich them between two cardboards of the
1. Elowers same size. Tiewith a string and leave them to dry in aroom/shade.
' Make aflower and pin it onto a cardboard and labd its parts.
Calcium hydroxide Get spent carbide from a welder’s shop. Add water and decant. When
mixture settles, clear solution of the hydroxide remains.
Sulphur Can be bought from market.

Iron (Iron fillings)

Metal shavings/ pieces of steel wool

Alkaline solution

Ashes from burnt plantain peels, cocoa pods or ordinary wood ash
added to water in a beaker and stirred. Filter the mixture. The filtrate is
an alkaline solution (KOH)

Potassium
Permanganate

Use food dye or “shoodee” which is used to polish shoes.
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MATERIAL IMPROVISED MATERIALS

Detach and grind some petals of flowers. Add water to the ground pulps
and boil for a few minutes. Allow them to settle on cooling and filter

Indicators solution. Dye afilter paper with solution; allow them to dry and use as
litmus paper for acid and alkaline tests.
Acids Extract juices of lime, lemon or tomato and use as acids. Also one can

use vinegar, or acids from car batteries.
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4. Lesson Plan

4.1. Lesson Plan Preparation

The secret of al good teaching is proper planning. If you want your teaching to be effective,
then you haveto think carefully during the planning stage. You can make your thoughts useful if
you trandlate them into lesson plans. A well-planned lesson helps the teacher teach with
confidence. Before you can prepare your lesson plans you will need some basic materials. They
are the main reference books (the syllabus, teacher’s handbook, pupils’ textbook or any other
source of reference or books or materials) relevant to the subject or topic to be treated by the
teacher. The syllabus contains the list of the topics to be studied and the level to which a teacher
must teach each topic.

The lesson plan approved for use by basic schools in Ghana has the following components.
Note: Mathematics and Science are used as examples of subjects.

4.1.1. About the Subject and other Relevant Information

Subject
Thisis the particular subject that the lesson plan is about. e.g. Mathematics, Science, etc.
Week ending

Thisis the last day of the working week for which the lesson plan is meant. The working week
usually starts on Monday and ends on Friday.

Date /Day/Time/Dur ation

These refer to the particular date, day and time for which a particular lesson is meant. e.g. 5th
May, 2007, Thursday: 10:00am-10:30am. The duration is the specification of the length of time
allocated to the lesson. e.g. 30 mins or 60 mins.

Topic/sub-topic

The topic is usually taken from the syllabus and the subtaopic is from the scheme of work. The
topic is the small area of learning or subject matter which isto be covered in a particular lesson
within a particular time/period. But sometimes when the topic is too broad, it can be subdivided
into subtopics. For example:

Science Topic: Water Sub-topic: Sources of water

Mathematics Topic: Fraction  Sub-Topic: Addition of fractions with different
denominators.

Reference books

These are the list of books, textbooks or any other sources of information that could be referred
to for information that may be required for the lesson to be taught. Where information is
obtained from the pupils’ books and teacher’s guide, the pages must be indicated. E.g. Pupils’
Mathematics Textbook 4, Page 12.

4.1.2. Relevant Previous Knowledge (R.P.K.)

This is the knowledge, skills or ideas, which the pupils already know, and which relate to the
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new topic that is to be learnt. This knowledge is very helpful to the teacher to make him
construct his teaching. It can also be used as a starting point or foundation, upon which the new
lesson could be built. If there is no interaction between the R.PK. and the new topic,
understanding of the new topic becomes more difficult. It must be noted that R.PK. does not
necessarily come from a previous lesson. There must be an obvious link between the R.PK. and
the new topic. The R.PK. could be general knowledge acquired from experience or redl life.

4.1.3. Details About the Class

The sub-heading named “Details About the Class” explains the current situation of the class in
terms of the general information concerning the pupils, their academic progress, interest in the
subject and attitude towards the subject. While R.P.K. focuses on pupils’ knowledge related to
the lesson tapic, “About the Class” probes into the background of the pupils of the class. “About
the Class” should help the teacher to choose what kind of approaches would be best suited to the
pupils of the class. Providing information for “About the Class” in a lesson plan is optional;
however, it is advised that teachers try writing and thinking about the class. This should be a
very helpful piece of information.

4.1.4. Objective(s)

The objective states the value of the lesson to the learner. It is a statement indicating why the
teaching is being done and describes the target set for attainment or achievement at the end of
the lesson.

— The objective should be stated in behavioural terms to describe observable behaviour.

— The objective tells what changes we intend to bring about in pupils. It spels out the
knowledge, ahilities, and attitudes that we expect our pupils to gain as a result of our
teaching.

— The objectives specify what the pupils should be able to do at the end of the lesson,
including mental, affective and psychomotor skills.

— The objective in the lesson plan should not to be confused with the more general and
broad objectives of a particular subject. The objective must be stated using
performance/active verbs based on at least two of the profile dimensions stated in the
syllabus. i.e. knowledge and understanding, application of knowledge and process
skills and attitude (Science).

In stating lesson objectives (instructional objectives) the following points must be remembered.

— Alesson can have more than one objective. Do not however aim at too many.

— The objective(s) must be stated in a way that shows what the desired change in the
pupils’ behaviour will be.

— The objective(s) must be achievable within one lesson, unless specified for a double
lesson.

— The objective(s) must relate to what the pupils will learn rather than what the teacher
will teach. This means objectives should be child-centred.

— Thechangein the pupils’ behaviour should be observable and measurable.

A few of the good instructional objectives are asfollows:
By the end of the 30-minutes lesson, pupils will be able to:

— measurethe size of aleaf using squares
— caculate the density of aregular object
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— interpret agraph showing annual rainfall

— mention at least three differences between a plant cell and an animal cell
— draw a complete flower and labdl it correctly

— list at least five sources of water

Examples of objectives for the various profile dimensions are as follows:

— Knowledge and understanding: - List five sources of water.

— Application of knowledge: - Interpret a graph showing annual rainfall.

— Process skills and attitudes:-Draw a complete flower and labd it correctly.

— The objective(s) stated for each lesson should be Specific, Measurable, Achievable,
Redlistic and Time bound (SMART).

4.1.5. Teaching /Learning Materials

Any materials that are used to make learning more effective should be listed here. The materials
listed here must be relevant and very suitable for the lesson. Learning aids can be real objects,
models, charts, pictures, etc. It is important to remember the following points when using
learning aids.

— They must be adequate for the number of pupilsin the class.

— Real objects are the best learning materials unless otherwise stated.

— Models, pictures, photographs and charts are used when real objects cannot be obtained.
These must be simple, clear and brief.

4.1.6. Teacher/Learner Activities

These activities indicate how the teaching must be done, according to the stated objectives.
Teacher writes down in a step-by-step manner the way the learning situation will be explored.
The steps must indicate:

— Teacher Activities: Strategies the teacher would use to promote and facilitate pupils’
learning.
— Pupils’ activities: What the pupils should perform or go through in order to learn.

The activities must be child-centred instead of teacher-centred. This implies that the teacher
should have the pupils as the focus of the lesson. The methods of organising work which include
discovery, remedial work and the use of textbooks, work cards, etc. are to be clearly shown. For
example:

— Pupils use match boxes, draw or colour squares to represent various numbers to pupils
born on each of the days of the week.
— Pupils draw bar graphs/block graphs to present numbers of objects and pupils.

The lesson must begin with an introduction, which must be designed to:

— Connect the new topic with the previous knowledge or experience of pupils.

— Motivate and capture pupils’ interest from the beginning through to the end of the
lesson.

— Condition pupils’ minds for the lesson.
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4.1.7.

Core Points

These are the main ideas or concepts/skills that the lesson is aimed to achieve. In developing the
lesson, the teacher skilfully collects these facts, ideas, values and concepts from the pupils

through
example:

Science

questioning and lists them systematically on the chalkboard as a summary. For

Types of soil: Sandy, clayey and loamy soils are some of the types of sail.

Mathematics

4.1.8.

Block graphs: Block graphs involve the piling of objects on each other.

Evaluation / Exercise

Evaluation involves exercises to be carried out by pupils the results of which teachers can useto

make val

4.1.9.

ue judgment for the improvement of teaching and learning.

They are processes for measuring the effectiveness of the teaching/learning activities
and the purpose of evaluation exercise is to find out if the objectives set for the lesson
have been achieved or not.

Evaluation may include homework, class exercises, quizzes, (oral and written) and
assignments, €tc.

Pupils could do the evaluation exercises individually, in pairs or in groups. These can
form the basis for the teacher’s continuous assessment marks, which in turn provide the
basis for the teacher’s remarks.

Evaluation/exercises are not meant for pupils only; they can be used to assess the
performance of pupils as well as the teaching/learning process (methodology), and also
the effective use of teaching/learning materials. The performance of the pupils in the
evaluation exercises may be used to review the methodology and the teaching/learning
materials in assisting pupils individually to improve upon their performance.

Remarks

This is the statement made at the end of the lesson to indicate if the lesson was successful or not

and why.

The remarks should also state the specific strengths, problems or weaknesses observed

during the lesson in the performance of both the teacher and the pupil for further action. For

example,

after alesson on the topic:

Symbols of elements:. pupils were confused about the symbols of those elements which
do not have English names, such as, Potassium —K, and, Sodium —Na. The lesson was
therefore not successful and should be taught again using a different approach.

Indices: pupils were confused about the square of positive and negative integers. The
lesson was therefore not successful and should be taught again using a different
approach.

4.2. Lesson Presentation

In this section, three steps of lesson structure are discussed. They are the introduction,
development and conclusion/closure of alesson.
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4.2.1. Introduction

The introduction of a lesson serves to arrest the attention of the pupils at the beginning of the
lesson. The introduction should be brief, attractive as well as arousing to sustain the interest of
the pupils. The content of the introduction must be related to the subject matter of the lesson.
Also, the pupils’ R.PK. must be tested during the introduction stage of the lesson. The following
broad ideas might be used as introduction to lessons.

— Ask questions about previous lessons that are related to the present one. A few
examples of such questions must be included in the lesson plan.

— Discuss a situation which is familiar to the content of the lesson with the pupils.

— Display an interesting learning aid related to the lesson and discuss it with the pupils.

Theimportance of introduction

It helpsin preparing the pupils for the lesson.

It arouses interest and provides a conducive environment for the lesson.
It helpsin linking previous knowledge with the one to be taught.

It helps to eliminate misconception in previous knowledge.

4.2.2. Lesson Development

The development of the lesson is written under teacher/learner activities and organised under
steps in the lesson plan. The number of steps depends on the nature of the topic. The subject
matter will have to be presented in an orderly and logical sequencein the form of activities. The
activities can be in the form of verbal interactions e.g. discussions, asking and answering of
questions, or performance of physical activities like demonstrations, experiments, constructions,
etc.

It isimportant to start with what is known to the pupils before the new information is introduced
to them. The teacher must present the information from a simple level and move on gradually to
the more difficult.

In each step the teacher must be clear about what he or she intends to do and what the pupils
must do. At no point should the pupils be wasting time in alesson, not knowing what to do next.

The activities must be planned taking into consideration the objectives of the lesson.
Also, activities can be organised in groups, in pairs or as awhole class.

Some examples of teacher activities are: discussing, explaining, demonstrating, providing the
necessary materials, and giving instructions and asking questions.

Some examples of pupils’ activities are: listening, answering questions, discussing,
experimenting, looking for information from diagrams or maps, drawing, modelling and
answering written or oral questions.

During the lesson, the teacher should prepare some kind of activity so that the pupils can apply
their new knowledge or the skills that they have learned during the lesson. The emphasis hereis
on ‘learning by doing’.

4.2.3. Examples of Written Activities

Teacher guides pupils on how to fold afilter paper.
Teacher guides pupils to fold a rectangular paper along the diagonal to form two separate
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triangles.

4.2.4. Conclusion/Closure of Lesson

The conclusion is the rounding off of the lesson satisfactorily; the way to conclude a lesson will
depend on the nature of the lesson. A conclusion may involve:

— Going over the main points of the lesson through oral or written questions;
— Correcting some common mistakes made by the pupils while working;
— Emphasizing again the main message of the lesson, e.g. that of a new concept.

Callecting books and tidying up at the end of the lesson are obvious duties and are not to be
regarded as activities to round off the lesson, especially, in practical lessons.

4.2.5. Application

In application, pupils must be made to see the relevance of Science and Mathematics in their
everyday lives. This is when the knowledge gained by the pupils in the lesson can be put into
use or applied in everyday life.

For example after a lesson on purification of water, pupils should be able to apply the
knowledge acquired to either filter/boil or add alum, etc. to water which is not pure before using
it. They should be able to apply what they have learnt to determine the appropriate unit of
measure to use when measuring distances. Science and Mathematics must be viewed as fields
that are open to them as careers, and also as a means to understand the world around them.
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5. Assessment

5.1. Profile Dimension

5.1.1. Profile Dimensions for the Basic Level and Percentage Weight

Profile dimensions describe the underlying behaviour and changes in learners during teaching,
learning and assessment. The profile dimensions for the basic level are shown in the table
bel ow.

Table 9: Profile Dimension for Basic Level®

SUBJECT PROFILE P1-3 P4 -6 JSS
Knowl edge_and 40% 30 % 30 %
understanding
MATHS Applicati f
pplication o 60% 70 % 70 %
knowledge
Knowl edge_and 20 % 30 %
understanding
Application of 0 0
SCIENCE knowledge 20% 0%
Attitudes and 0 Y
Process skills 60 % %

Each dimension has been given a percentage weight that should be reflected in teaching,
learning and assessment/testing. The weights indicated show the relative emphasis the teacher
should give in the teaching, learning and assessment processes.

5.1.2. Explanation and Key Words of the Profile Dimension

The explanation and key words involved in each of the profile dimensions are shown in Table
10.

Table 10: Explanation and Key Words of the Profile Dimension

Dimensions Identification of the dimensions Levels of Learning
The ability to: remember, recall, identify, define,

Knowledge describe, list, name, match, memorise, mention, state, Lower Leve
€tc.
The ability to: explain, summarise, trandlate, re-write,

Understanding | paraphrase, give examples, generdise estimate, Lower Leve
predict etc.

2 Source: Teaching Syllabus for Mathematics (Primary School) and Teaching Syllabus for
Integrated Science (Primary 4-6)
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Dimensions Identification of the dimensions Levels of Learning

The ability to: produce, solve, design, calculate,
demonstrate, discover, outline, create, compare,

Application differentiate, analyse, distinguish, determine, Higher Leve

compose, apply rules, methods and principles to
situations that are new and unfamiliar.

It involves ways of carrying out investigations
through: identifying a problem, planning, designing
an experiment, observing, classifying, measuring,

Process skills manipulating of objects, predicting, hypothesizing, Higher Level
fair testing (experimenting), recording, interpreting
findings, generalizing, evaluating, communicating.
The desirable attitudes to be developed include:

Attitudes curiosity, perseverance, flexibility in ideas, reflection, Higher Level

questioning of events, thinking in an organized
manner, self-confidence, respect for evidence, etc.

5.2. Test ltems

How can we apply the concept of Profile Dimensions in the construction of test items
(questions)? Teachers need to make sure that they place the appropriate weighting on each of the
Profile Dimensions stated in the primary school syllabus.

5.2.1.

Testing

When a teacher administers a test, the main goal is to provide valid, reliable and useful
information concerning the pupils’ performance. To achieve the above goal, the following steps
must be followed.

5.2.2.

Set objectives that relate to the objectives that you set when teaching the topics. Note
that the dimensions of teaching, learning and assessment at the basic school level are
knowledge, understanding, application, process skills (and attitude).

The number of questions (test items) that you set on a particular topic should relate to
the importance and/or relevance of that topic.

Select the appropriate type(s) of test to be used. The types of test include essay,
multiple choice test, short-answer test, matching test and true/false test.

Prepare the test items (questions). The number of questions set should relate to the test
specification table you have made.

Specification Table

Specification table for atest in Integrated Science class BS 4 is shown in Table 11.
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Table 11: Specification Table for a Test in Integrated Science Class

(Topic Unit: Learning Objectives/Dimensions of Learning: Primary 4)

Knowledge | Understanding | Processskills | Application | Total
1.Use of water. 1 1 3 1 6
2.Water Pollution 1 2 3
3.Air-properties 3 1 4
4.Keeping our
surroundings clean 1 2 1 4
5.Sound Energy 2 1 3
Total number of
questions 2 2 12 4 20
% of the questions
(test items) 10% 10% 60% 20% 100%

5.2.3. Concept of Profile Dimensions and Set Test Questions (Test Items)

Examples of the use of the Profile Dimensions and Set Test Questions are shown in Table 12.

Table 12: The Profile Dimensions and Set Test Questions (Test ltems)

(Topic: Purification of Water: Primary 4)

Test Questions Dimensions of Learning
Q1. State six uses of water. Knowledge

Q2. Explain why boiled and filtered water is good for drinking Understanding
Q3. Draw alabelled diagram showing a method of filtering water. Process skills

Q4. You have been given a filter paper or a piece of clean cloth,
two beakers, a funnel and dirty water. Using these materials
describe an experiment that you will perform to get clean
water.

Process skills and
application of knowledge

Q5. You are staying in a guinea worm infested area. How will
you make your water safe for drinking?

Application of knowledge

5.3. True/False objective test

Advantages
— Marking isvery objective.
— Thetest is easy and quick to mark.
— It enables the teacher to have a scan of pupils’ knowledge.

— Construction is relatively easy compared with multiple-choice test.

— ltisusualy short.

— Therecan be extensive sampling to cover a greater part of the syllabus.
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Disadvantages
— Itissusceptibleto guessing as there are only two options to choose from.
— It encourages pupils to memorize facts without understanding.
— Test cannot be very valid.

Guidelines for preparing true/false test

— Statements used must be definitely right or wrong. (It should not be partly right and
partly wrong).

— If atest is false that statement must be false by itself not because of certain minor
phrases, which makeit wrong. Items of controversy should be avoided.

—  Sentences used should be simple and grammatically correct.

— Avaoid lifting statements from textbooks.

— Do not use terms that will provide clues to the right answers. eg. Usually, never,
generally, may, etc.

— Do not follow a fixed pattern in the sequence of true/falseitems.

— Have approximately equal numbers of true/falseitems. This calls for a conscious effort
to write balanced items.

— Items should not be arranged in a regular pattern. E.g. True statements should not
always be followed by false statements and vice versa.

5.4. Completion Type Test

I ntroduction

This is the type of test, which requires the pupil to complete a statement by supplying missing
words or phrases, numbers or symbols. No paossible answers are listed as part of the item. Also,
a diagram or map or an illustration is presented and the pupil is required to label the parts
indicated. This test is used to measure knowledge of factual information. In writing a
completion test item, it is best to use one blank space per item. Many blank spaces in a single
item easily lead to confusion and guessing. The blank space should, as much as possible, be put
at the end or near the end of the items. Items should be worded such that only one answer would
be correct. Words, which serve as clues to the answers, should be avoided, e.g. “a’, “an”, “the”.
The blanks for answers must be equal in length. Instructions must be clear, stating how the pupil
should respond to the item and how to record the answer. For example:

1. Anexample of aninsect which undergoes complete metamorphosisis — .........

2. Anexampleof avegetableis ...
3. 2 + 4= ]
4

3 + 4.7 (Use “<”, “>” o “=” tomakethe statement true)

Advantages of completion type obj ective test

1. It is a reliable method of testing and can be constructed to cover a greater part of the
syllabus.

2. ltisrdatively easy to construct.
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3. Thereislimited guessing el ement.

4. It can be used for a comprehensive assessment.

5. It has a valuable application in test situations presented in the form of maps, charts and
diagrams in which the pupil is required to supply, in the spaces provided, the names of parts
keyed by numbers or |etters.

Disadvantages of completion type objective test

— Theitems often measure only factual knowledge of the pupil.

— Itis sometimes difficult to weigh the answers to eiminate only one correct answer.

— It isless objective because it is sometimes difficult to depend on only one answer. The
teacher has to decide whether an answer is close enough or “means the same”.

— Teacher often uses too many blanks resulting in a vague and ambiguous puzzle to be
solved by the pupils.

5.5. Matching Type Objective Test

I ntroduction

A matching type of objective test consists of a stem and a list of responses to match the stem.
The stem and the responses can be in two columns (A and B or 1 and 2). Each column contains
a word, number, symbol, sentence or phrase. The pupil is asked to match or associate an item,
word, etc. in one column with a choice in the other.

Matching test is not well adapted to measure understanding. It is however, useful for checking
precise information based on simple associations. It emphasises the ability to identify the
relationship between two things such as events and dates, countries and their capital towns and
their definitions, rules, tools, equipment facilities and their use, explanation of terms, etc. An
exampleis shown below:

Match the words in column A with the statements in column B to make the sentences compl ete.

Example 1
Column A Column B
1. Glycogen — A compound made of carbon, hydrogen and oxygen.
2. Carbohydrateform  — A process whereby metabolic wastes are removed from
the body.
3. Skin —  Anexample of an excretory organ.
4. Protein — Glucoseisstoredintheliveras..................
5. Excretion —  Anexample of an excretory organ.
6. Amino acids

Advantages of matching type objective test
— Scoring is objective.
— Guessing is very much reduced.
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Scoring is easy.

Disadvantages of matching type objective test

Its useis limited to tests of relationships or associations.

Its construction is not all that easy. It requires some degree of skills to construct useful
stems.

It is sometimes difficult to obtain homogeneity.

It turns to ask for trivial information.

When the test is amaost completed, the pupils can complete the final link by a process
of elimination.

Guidedlines for constructing matching tests

Use homogeneous options and items, i.e. the statement and “answer” must be dealing
with the same thing.

The number of options must be greater than the test items (statements). This decreases
the incidence of guessing by the pupils.

The arrangement should be such that the short items should be the responses while the
longer words or sentences should be the stem.

The items in each set should be limited to about 5 or 6 and the responses should not be
more than 10.

Both the stem or premises and the responses should be on the same page.

Instructions to pupils should be clear and definite and should specify the basis for
matching.

What each column represents should be stated clearly.

5.6. Multiple Choice Test

I ntroduction

This is the commonest type of abjective test. In this test, a question is given with three or more
responses and a pupil is required to select an answer from the given list of alternative answers.
It is also possible to have several correct options and only one incorrect option, which is to be
chosen from the list of alternatives. The first part, which poses the question, is referred to as the
stem and the list of alternative answers isreferred to as the options.

Example 1. (Multiple choice test)

The end product of protein digestionis?

1. Glycogen

2. Amino acids

3. Glucose

4. Fatty acids and glycerol

Example 2: (Multiple choice test)
2X + 4 =12, whatis X ?
a 4
b) 5
c) 6
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d 8

In the options, we have the true answer and the incorrect ones called distractions. The
distractions should be plausible (seeming to be true or reasonable) as the true answer but they
should not betrue.

This type of objectivetest isthe most difficult to design, it involves making three things.

1. A good question.

2. A good correct answer.

3. Threeor four plausible but incorrect answers.

Advantages of multiple choice test

It can be used to test a wider area of knowledge and also to test different types of
complex skills other than trueffalse, supply or matching test types.

Marking is very objective.

Thetest is easy and quick to mark.

It is easy to score by anyone using the scoring key.

Disadvantages of multiple choice test

It isvery difficult to construct, for instance, finding alternative plausible responses.
It takes alonger time to construct the test items.

Test occupies much space.

Answers are open to some degree of guessing.

It cannot be used to measure certain problem-solving skills.

Guidelines for constructing multiple choice test items

The statement of the item must be carefully worded in order to avoid vagueness and
different interpretations.

Design distractors that are plausible but not obvious.

Problems should be expressed clearly and accurately so that pupils know what to do.

A fixed pattern in the positioning or placement of the correct option should be avoided.
There should be no cluefor the correct option, eg. theuseof ‘a’, “an”, “the” etc.
Options should be vertically arranged instead of horizontal (A, B, C), sinceiit facilitates
easy reading and clarity of words. For example:

A
B

C

As much as possible items should be stated in positive terms rather than in negative
terms. Negative terms such as “no” “not” etc. are usually overlooked by pupils.
However, if statements with negative words are used, those words should be marked
boldly, capitalized or underlined to make them conspicuous.

The stem should be written at the appropriate language level for the pupils answering
theitems.
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Guidelines for constructing stems for objective tests

— Decide on the proper type of test for the purpose to be served. If the purpose is to
measure ability to recall facts rather than just to recognize them, then completion items
rather than true/false or multiple choice should be used.

— A small portion of the items should be very easy and a few questions should be very
difficult. Most items should be around 50% difficulty level.

— Stems should be clear and unambiguous (not to be understood in more than one way or
of unclear meaning).

— Stems should be as brief as possible but most of the material should be contained in the
stem. Usually the stem should be longer than the response.

— Generdly, it is better to have positive stem and not negative ones. Negative stems can
lead to misinterpretation unless carefully constructed.

5.7. Essay Type Test

I ntroduction

An essay typetest is the one, which requires the pupil to compose in one or more sentences the
answer to a question. It is one of the major tools for assessing pupils in our schoals. It gives the
pupil the chance to measure his thoughts. The test is generally used to assess learning outcomes
such as the ability to recall, organize and integrate ideas into a logical and meaningful manner,
and also the ability to express onesdf in writing. It is also used to measure complex learning
outcomes, which cannot be satisfactorily measured by objective tests. It allows for maximum
response and encourages self-expression. It develops a variety of skills by calling upon pupils to
use these skills. Skills like selection and use of relevant materials and organizing materials into
coherent discussions and arriving at a conclusion.

Advantages of essay typetest

— Itisrdatively easy to construct.

— It allows free expression and practice in organizing and arranging facts and arguments
in an effective manner.

— The ability of the candidate to express hinm/her self in good language can be tested
through the essay.

— It is more effective in testing achievements in certain types of skills, e.g. the ability to
organize and relate information and the ability to select information that is related to
particular information. (This merit does not apply automatically to all essay items)

— Guessing is reduced, if not completely eliminated.

— It motivates pupilsto learn.

Disadvantages of essay type test

— Unless the marking of the test has been standardized it turns to be unrdiable and halo
effect setsin.

— It suffers from limited sampling. Sampling covers a limited area of the syllabus. One
research finding shows that the essay calls for less than half the knowledge the average
pupil actually possesses on the subject.

— Themood of the examiner at the time of marking may affect the pupil’s grades. Factors
like physical and mental condition of the examiner may tend to influence the marks
awarded to the candidate.
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A pupil who has vocabulary handicap might be penalized.

It gives pupils the chance to bluff or show off, writing irrdevant material to show that
they know.

It is time-consuming both for the teacher and the pupil. For the teacher, the reading,
marking and grading require alot of timeif it is to be done well.

There is variation in the difficulty level of questions answered by different pupils so
that the marks do not have one basis for comparison.

Guidedlines for improving on the constr uction of essay typetest

The sampling of materials taught should be as wide as possible. This can be done by
increasing the number of questions asked and reducing the amount of discussion
required on each. Thetype of response required must always be clearly indicated.

Do not ask a question such as ‘Describe the Digestive system’. The specific aspects of
the digestive system to be described should be stated. For example: Describe what
happens to a piece of mesat eaten until it becomes part of the body.

Each item should contain only one question. If there is more than one question in an
item, they should be clearly indicated. So instead of ‘What contributions do heredity
and environment make to the pupil’s growth and his performance in the classroom’?
This could be better framed as “What contribution do heredity and environment make
on thefollowing:

1. A pupil’s growth and development.

2. A pupil’s performance in the classroom.
Indicate the time limit for taking the test.

Guidelines for constructing essay tests

Prepare in advance a marking scheme. This is a list of answers, which are considered
adequate for the objectives of thetest.

Assign a specific value to each essential part of the answer.

Mark one question through all the papers before going to another question. This makes
the scorer attend to only one set of criteria at atime in marking the script.

Avoid generaizing performance on one question to ancother, predicting the pupil’s
performance on a subsequent question or item from performance on an item marked
earlier.

Use identification numbers to conceal the identity of the pupils before marking. Thisis
to avoid a possible “hal0” effect.
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6. English as a Tool to Support Understanding of other Subjects

I ntroduction

One of the key objectives of the SBI/CBI is to assist teachers to be more efficient in the delivery
of lessons. Since the medium of instruction is English, pupils must become proficient in both
the use of English and in the knowledge of the subject. A major challenge to teachers in Ghana
is how to develop pupils’ subject knowledge using English language as a tool to support their
understanding. This requires the teacher to teach English in the content area, which includes
both the language specific to a subject and additional English language skills. For example,
when teaching the Mathematics content that an obtuse angle is greater than 90 degrees, the
teacher will not only have to teach the vocabulary item ‘obtuse’ but may also have to teach the
use of the -er suffix to show comparison in the word greater.

Communication is an essential skill to be developed by teachers and learners. The ways in
which teachers communicate knowledge and information to pupils will affect their
understanding of the subject. In order to be most effective the teacher must be conscious of the
pupils’ level of language competency, including each pupil’s skills in reading, writing, listening,
speaking and overall understanding.

For example, there may be classroom situations where the pupils’ understanding of concepts,
such as a concept of Mathematics, is hindered by their lack of understanding of English. At the
same time, pupils’ understanding and competence in English can be improved through their
practical experience of using English in lessons of other subjects.

Pupils need to use language in the classroom through two different opportunities:

1. They need to practice new language structures and terminology - repetition will provide
good opportunity for practicing language skills.

2. They need the opportunity to develop their own thinking and understanding — this will
not come from repetition alone but from opportunities to explain concepts in their own

words, from asking their questions and from discussions.

6.1. English as a Tool to Support Understanding (General)

6.1.1. Language and lesson activities

Pupils need to have the opportunity to discuss in groups — to share ideas, to develop ideas
and to improve their language communication skills, to clarify and organise their thoughts and
to correct misunderstandings among themselves.

Instructional activities should maximize opportunities for language use. Opportunities for
substantive, sustained dialogue are critical to challenging pupils’ ability to communicate ideas,
formulate questions, and use language for higher order thinking. Each pupil, at his or her own
level of proficiency, should have opportunities to communicate meaningfully in this way.

Instructional tasks should involve pupils as active participants. Pupils contribute and learn
more effectively when they are able to play arole in structuring their own learning, when tasks
are oriented toward discovery of concepts and answers to questions, and when the content is
both meaningful and challenging.
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Instructional interactions should provide support at each pupil’s level of understanding.
Teachers should ensure that pupils understand the concepts and materials being presented. This
includes providing support for the pupils’ understanding of instructions and the subject concepts
presented in English.

Problems in translation The teacher should consider carefully the words she/he uses when
tranglating between the local language of the pupils and the English language of the classroom.
Some words will not have a direct translation into the local language. For example, there may
not be a single word for “symmetrical” or for “electricity”.

6.1.2. TIPS for Using English as a Tool to Support Understanding of other Subjects

Teachers must learnto talk less AND listen to pupils more

Teachers must improve their questioning skills:
— MORE open questions requiring explanation from the pupils
— Note: an open question has more than one answer
— FEWER close questions with YES/NO answers or only one correct answer. E.g. 2 +3 =
5
— Pupils must be encouraged to ask questions
— ALL PUPILS must be encouraged to speak in the classroom

Teachers should:
— Usesimple, short and clear English phrases as often as possible.
— Usearange of common and useful classroom phrases regularly — for example:
“What did you do next?’
“What happened next?’
“What does ... mean?’
“How did you work out the answer?’

“Please tell usin your own words”

If the teacher uses a few common questions, phrases and instructions regularly in the classroom
the pupils will become familiar with what is expected of them and they will be able to anticipate
what the teacher wants them to do.

Use of the L ocal L anguage used at home

1. Giveclear, simpleinstructions - check for understanding using one of these strategies:

— First, give the instructions in English. If necessary repeat the instructions in the pupils’
local language and then again in English to reinforce the understanding of English;

— Write the instructions on the blackboard and ask the pupils to read or copy the
instructions,

— Ask one or two pupilsto repeat the oral instructions you have given.

— Pupils in the class who are knowledgeable in the subject or in the use of English may
be able to explain to other pupilsin their local language to help their understanding.
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2. If necessary, when explaining or clarifying a difficult concept and when introducing a
new concept, give a simpletranslation in the local language to help pupils’ understanding
of the English explanation but

.... DONOT make this a habit or the pupils will learn to expect this.
.... DO explainin English first and repeat the English explanation later.

3. Check pupils’ understanding by occasionally asking them to explain in their local
language.

4. Ensurethat you are consistent in your use of language. For example:

— usethe same vocabulary on the blackboard as pupils will read in their books;

— usethe same words to give explanations and to ask questions both orally and in written
form;

— use the same terminology in tests and exercises as pupils will have heard and read in
the lesson and in their books.

6.1.3. Checking Understanding

Answering Questions

In most classrooms the teacher asks the questions and the pupils give the answer, sometimes in
unison and sometimes individually. Some pupils are never asked to answer a question, may be
because the teacher is sure the pupil will not know the correct answer.

How can we ensure that all pupils have the opportunity to answer questions in the
classroom?

Eliciting Answers

The teacher needs to develop the skills of asking open questions, leading the pupils towards
giving an explanation in their own words. This helps the pupils to develop their understanding
of the concept and reveals to the teacher any problemsin their level of understanding.

For example, in the Science classroom, questions such as the following can be asked:

—  What do you think will happen?
— Why did that happen?
—  What do you think would happenif .... ?

For example, in the Science or Mathematics classroom, when using pictures and diagrams:

— What can you see in the diagram?

—  What does the diagram show us?

— Explain this part of the chart to the class.

— Describein your own words what you seein this picture.

For example, in the M athematics classroom:
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TdI us how you worked out this answer?

—  What did you do next?
— What can you tell us about this shape?

If the teacher asks the class “Do
you understand?’ - thisis NOT a
good question. Why?

—  What does the word “angle” mean?

In addition to being aware of the questioning skills she/he is using, the teacher should also
develop the skill of listening to the pupils’ answers and responding effectively. The teacher’s
response will be important in developing pupils’ confidence in the subject and in their use of

language.

Marking Pupils’ Written Work

Here are three key questions relating to the development of language when marking pupils’

work:

Table 13: Tips for Marking

QUESTION

POINTS FOR THE TEACHER TO THINK ABOUT

Who marks the pupil’s
work?

If there is a mistake how
is the mistake corrected?

If the teacher marks the pupil’s work she/he should ensure that she
communicates with the pupils to overcome any misunderstandings
they may have, checking and reinforcing language understanding.

Is the misunderstanding conceptual or is it a problem with
understanding the written language? Will there be a language

problem in trying to correct any mistakes the pupil has made?
If the problem is due to language difficulties what strategies can the
teacher use to correct this?

Does the pupil check her
answers — before and

Pupils must be encouraged to check their work before it is marked
and again after it is marked. In this way, they can read carefully and

after the work is | correct any mistakes they notice before the work is marked. When

marked? the work is marked and returned to the pupils, they can check again
to see where they had some misunderstanding. This simple checking
task will help the pupils to develop their language by re-reading for
understanding.

6.1.4. Examples of Language Activities

Language Activities and Roles of the Teacher and the Pupils

There are various language activities which the teacher can use to encourage pupils to gain
better understanding of the topics. These activities will need to be chosen carefully to suit the
topic. Both teachers and pupils will need time to become used to some of these activities. For
example, pupils will not be sure of what is expected of them when suddenly asked to discuss a
question in groups if they have never worked in this way before. The teacher will need to plan,
organize and introduce the activity carefully. Demonstration lessons can be used to introduce
some of these activities during SBI/CBI programmes.

Table 14: Roles of Classroom English

THE TEACHER’S ROLE THE PUPIL’S ROLE

— Leads and encourages classroom — Participates actively in classroom

discussion discussion
— Provides explanation — Listens to the explanations of the
teacher
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THE TEACHER’S ROLE

THE PUPIL’S ROLE

Uses demonstration to illustrate

concept and language

Gives clear, simple instructions to
guide the pupils

Asks questions to encourage thinking
and to test understanding (written and
oral)

Answers qguestions the pupils are
encouraged by the teacher to ask
(oral)

Listens to the pupil’s discussion and
answers to questions

Uses class books and wall charts to
encourage pupils to read for
information

Observes the demonstration -
listening and asking questions for
improved understanding

Listens to and follows instructions
given by the teacher

Answers guestions the teacher asks
(written and oral)

Asks the teacher and other pupils
questions to clarify thinking (oral)

Listens to the teacher and to other
pupils in discussion and gives
answers to questions

Reads the information in class books
and wall charts

Notes:

Which of these activities do you do most often in your classroom?

Which activities do the pupils in your classroom do most often?

Arethere any of these activities that NEVER happen in your classroom?

How can you change this?

L esson Planning

When you are planning a lesson, think carefully about the language challenges that may arisein
the lesson. A common problem is confusion between vocabulary used in the classroom and the
language of everyday life. For example “What do you mean?’ may be confused with calculating
the mean score in data handling in Mathematics. The following steps should be included in the

| esson:

Step 1
Step 2

Step 3

Explain the meaning of new vocabulary

Give examples of how to use the new vocabulary and when to useiit

Give the pupils the opportunity to practice saying and spelling the new

vocabulary

FIVE WORDS A DAY : A simple way to practice new vocabulary is to start or end each day

with class practice. Write five words on the blackboard relating to the present topic. The pupils
have to think of a sentence for each word. Choose five pupils — each one tells the class one of
their sentences. Choose different pupils and different words each day so that all pupils have a
chance to share their sentences with the class.
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6.1.5. Some Ideas to Help Pupils to Explain in their Own Words

The pupils will able to explain their understanding very well in their local language but we want
to encourage them to develop their understanding in English which will be much more difficult
for them. How can the teacher help pupilsto explain in their own words AND in English?

— Prompt with one or two words to help the pupils if they are struggling to find the
correct word.

— Use simple structures and use repetition of phrases that the pupils can easily learn to
use.

— Encourage pupils to help each other when they are struggling to explain in English.

— Give the pupils the opportunity to ask for help, for example, in their local language
they can ask “How doyou say ......... in English?’

— Allow the pupils to make a few mistakes in their use of English when they aretrying to
express an idea.

6.1.6. Some Practical Ideas for Teachers

1. Technical terminology and simple definitions:

— Introduce new terminology by giving the pupils a simple explanation

— If the definition is not clear in the textbook, write the definition on the blackboard and
ask the pupils to copy it into their exercise books. They can put a text box round the
definition and include a simple illustration where relevant.

2. Use a combination of group work and individual work. It is important to point out that
second language learners develop and improve their language skills through group work
activities, working in small groups where they can share ideas and learn from each other.
Group work enables pupils to use language to talk about the tasks of a subject at hand while
they solve non-routine problems. Setting individual work ensures that all pupils process
lessons at their own rate of learning.

3. The classroom can be enriched with extra attention to language. Charts with important
vocabulary and language structures should be displayed on the walls, along with writing by
the teacher and pupils.

— regularly revise the new vocabulary and understanding of related concepts
— makeaclass dictionary in which to record new vocabulary

4. The teachers should be aware of the language level of their pupils and also know their
standard of the subjects through periodic assessment. The teacher should be aware of
appropriate levels of reading and writing skills and should know some basic language
teaching methodologies such as the use of repetition and how to balance the use of the local
language with English.

5. Make the lessons as relevant to the pupils’ every day experiences as possible. Use every
day examples, real objects, resources from the local environment and activities in the local
community.

6. Listen carefully to pupils’ use of language. Use the following teaching techniques:
— restate complex sentences as a sequence of simple sentences;
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— avoid or explain use of idiomatic expressions,

— restate at a dower rate when needed, but make sure that the pace is not so slow that
normal intonation and stress patterns become distorted;

— pause often to allow pupils to process what they hear;

— provide specific explanations of key words and special or technical vocabulary, using
examples and non-linguistic props when possible; use everyday language.

— provide opportunity for pupils to practice and use new vocabulary in oral and written
form.

6.2. English to Support Understanding of Science and Mathematics

In this section, we will consider some strategies for using English as a tool to support the
under standing of Science and M athematics. We will also address some of the main language
challenges in the Mathematics and Science classrooms.

6.2.1. Language Activities that pupils generally find most difficult in Science and
Mathematics lessons

Here are some specific examples of Mathematics and Science language which pupils might find
problematic.

a) Confusion between mass and weight:

How can the teacher help pupils to
understand the difference? ’

b) Difficulty with definition of technical language:
— How would you explain technical terms such as “congruent” in simple language for the

pupils to understand?

Congruent means:

Exactly the same size and shape A A

— Two are congruent if they fit exactly on top of each other
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¢) Some examples of vocabulary structures pupils will need to learn:

— nought zero nothing nil

- add sum plus

— takeaway subtract minus

— approximately approximation approximate

— multiply multiplication multiplied by
multiples

— divide division

— centimetre metre millimetre

kilometre

— Qreat grester greatest

— less fewer least

—  hundred hundredth

— rotate rotation

- Symmetry symmetrical

— triangle triangular

- vertex vertices

— conductor insulator insulation

—  vapour vaporise evaporate

- - evaporation

- live aive living
life

—  mature immature maturity

— fertile fertilise fertilisation
fertility

— hedlth healthier healthy
healthiest

— nutrients nutrition

— hygiene hygienic

— pollute pollution polluted
pollutes

— pollinate pollination pollinator
pollinated

— reproduce reproduction reproductive

— éeectric electricity electrical

—  magnet magnetism magnetic

d) All new vocabulary must be taught in context:

Pupils can be introduced to the new structures using sentences relating to the topic they are
studying. They need to be given plenty of opportunity to practice each new structure in its
correct context.
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6.2.2. Language Teaching Activities to Support Understanding of Science and
Mathematics

Some basic language teaching activities are illustrated below which are simple to make and
which can be modified to correspond with any topic:

Complete the sentence/ Fill in the blanks

The outer layer of the earthis called the earth’s  .......... Itismadeof .............
Cool air is....... than warm air.

Asguarehas... sidesanda......... has 3 sides.

Acuboidhas....faces, 12 ............ and8............

Jumbled letters

When you heat water, it changesinto UAVOPR

IRGYVAT is aforcethat pulls things towards the earth.
The ETEPIRMR is the sum of the lengths of all the sides of a shape
INTMTRECESequaslEEMRT

Matching sentences - write one part of each sentence on strips of paper and distribute one to
each pupil. Each pupil has to find the pupil who has the other part of their sentence and read the
sentence aloud.

438 the space between two straight lines which meet.
three fourths The distance all the way round acircle.

an angle four hundred and thirty eight.

circumference Ya.

Sail is made up of smoke dust and gases.

Boiled water is almost free of dissolvein water.

Air can be polluted from particles of stones and other materials.
Salids such as sugar and salt disease causing organisms and impurities.
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Putting sentences in the correct sequence

Press the cassava to remove water and [Roast the cassava. ]
starch.

 MAKING GARI | [Peel the cassava with a sharp knife. ]

Grate the cassava into small pieces. Sieve the cassava through a wire
mesh.

quarter third

proteins

half fifth

carbohydr ates .
fraction

water

Figure 10: Families of Words
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Module 5: Sample Lesson Plans in Mathematics

Users:

All personnd at school level

Objectives of this Module:

Module 5 comprises sample lesson plans of challenging topics in Mathematics.

The module also provides a concise explanation of challenging topics at the beginning of the
module. It briefly discusses the identification of challenging topics.

All the sample lesson plans are in accordance with the Ministry of Education (MOE)
MATHEMATICS SYLLABUS FOR PRIMARY SCHOOL in Ghana.

The module has 2 types of sample lesson plans, type A and type B. Sample lesson plans of Type A
consist of 5 parts: lesson overview, lesson plan, teaching hints, use of chalkboard and English
as ateaching tool. On the other hand, sample lesson plans of Type B consist of 2 parts only: lesson
plan and English as a teaching tool.

The lesson overview is made up of introduction, objectives of the topic and the lesson, Relevant
Previous Knowledge (R.PK.) and details about the class. “Introduction” illustrates the importance
and relevance of the lesson to areal life. All the “objectives” are taken from the syllabus. “R.PK.”
states relevant previous knowledge that pupils are expected to have. “Details about the class”
describes the current situation of the class in terms of pupils’ general information, academic
progress, interests and attitude towards the subject. Further explanation about these can be found in
Module 4 (4. Lesson Plan).

The lesson plan (sometimes also called lesson note) is included both Type A and Type B. The
format of the lesson plan is the same as the standard lesson plan that Ghana Education Service
(GES) provides.

The sample lesson plans of Type A also contain “lesson plan with teaching hints” on the next page
of the standard lesson plan. The lesson plan with teaching hints is the same as the standard lesson
plan on the previous page except for showing the speech blobs (rounded rectangular shapes) on the
lesson plan. The speech blobs suggest where each of the teaching hints can be used.

The teaching hints provide suggested teaching approaches. It is designed that each of the teaching
hints elaborates how to deliver a particular teaching activity (e.g. introduction, Activity 1,2...) in
the development of a lesson. Because many of these teaching activities are linked with the core
points of the lesson, successful delivery of the teaching activity should lead to a sound
understanding of the core points.

The teaching hints deal with mainly general teaching approaches and questioning skills for
particular teaching activities. The general teaching approaches describe how the teacher can lead
pupils to the core points through the activities. When giving some mathematical activities in a
classroom, the teaching approach explains how to conduct the activities, paying special attention to
the process skills of Mathematics. The questioning skills should also help the teacher to facilitate
pupils to reach a good understanding of the core points. It is recommended that teachers develop
better teaching approaches and questions for the lesson and other lessons once they get the sense of
the teaching hints discussed.

The use of chalkboard shows a suggested chalkboard plan. Well-organized chalkboard helps
pupils understand what they are learning in the lesson. Teachers need to consider how to use and
organize chalkboard, and this part can help them consider their planning chalkboard.
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The section of English as a teaching tool suggests effective use of English language in the
Mathematics lessons. The section gives example usages of English at particular activities. By using
the actual content of the sample lessons, it helps pupils to understand Mathematics content better. It
should be noted that a section of Module 4 highlights the use of English language as a teaching tool
for other subjects, with a general and rather theoretical explanation of the use of it.

Use of Modules 5 for SBI/CBI demonstr ation activity (lesson)

CL and teachers can simply use some of the sample lesson plans for their SBI/CBI. They can also
develop their own lesson plan of a challenging topic using one of the samples as a basis. Once CL
and teachers have become familiar with the sample lesson plans and their teaching and learning
strategies, it is strongly recommended that CL and teachers start creating their own original lesson
plans of challenging topics.

Adding L esson Plans developed by CL and teachers

Module 5 should be built-up by adding more sample lesson plans. CL and teachers must be
encouraged to develop these lesson plans. CL and teachers have opportunities to develop lesson
plans of challenging topics when preparing their SBI/CBI. Besides, CL can improve lesson plans
when discussing the challenging topics with other CLsin CL Sourcebook Training.

Some of the lesson plans developed by CL and teachers will be added to the modules.
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Identification of Challenging Topics

Introduction

Some teachersin primary schools think that some topics are difficult or challenging to teach. They call
the topics challenging topics. The teachers claim that the topics require subject teachers or specialists
to teach them. However, with adequate preparation, teaching these topics should not be problematic. It
is a matter of preparation not qualification. A little bit of extra effort and time to prepare a lesson
makes a big difference and helps teachers to improve their lessons greetly.

This section provides some useful information about challenging topics for CLs and teachers. It helps
to identify challenging topics.

Challenging Topics in Mathematics

The following are some examples of challenging topics in Mathematics. These are based on opinions
gathered from serving teachers at the primary school level.

Operation of Fractions, Measurement of Area, Investigation with Numbers, Shape and Space,
Collecting and Handling Data

It seems that the reasons why teachers perceive some topics as challenging vary from teacher to
teacher. However, some typical reasons are identifiable. For example, one of the reasons is that
challenging topics are seen to be abstract because they are not seen in real life situations. Another
reason can be that challenging topics lack relevant curriculum materials that teachers can use as
resource materials. The following are some of the reasons some teachers gave for regarding certain
topics as challenging.

— Thetendency to teach the topics in abstract.

— Thelack of basic knowledge in Mathematics by teachers.

— Absence of relevant materials (TLMs) in theinitial stages/introductory stage of the topics

— Reuctance of some teachers to use the relevant curriculum materials and other references in
preparation and delivery of the topics.

— Unwillingness on the part of the teachers to approach colleagues with expert knowledge on
the content and methodology of Mathematics.

— Thelack of rdation between Mathematics and the pupils’ environment or everyday life.

— Thelack of practical activities (little involvement of pupils).

— Insufficient exercises given to pupils to practise.

— Negative attitudes towards Mathematics, as aresult of Mathematics phobia.

— Largeclass size which does not makeit possible for activities to be smoothly carried out.

Summary

The challenging topics are seen to be abstract in nature. Besides, there are no teaching/learning
materials and relevant curriculum materials to support teachers to teach such topics. Some teachers
don’t use appropriate teaching methodology, and large class size makes the use of the activity method
of teaching difficult.

These problems can be overcome by adopting good strategies in the teaching/learning processes.

The fundamental principle that underlies the In-Service Training (INSET) programme is that teachers
learn effectively through sharing, implementation and discussion of a lesson with their colleagues.
Thus, the CL and teachers should utilize the opportunities for lesson implementation and post-lesson
discussion at SBI/CBI and CL sourcebook training to treat challenging topics.
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Sample Lesson Plans (TYPE A)

Lesson 1. Multiply a Fraction by a Fraction (Primary 6)

1. Lesson overview

2. Lesson plan

3. Teaching hints

4. The Use of Chalkboard
5. English as a teaching tool

L esson 2: M easurement of Area (Primary 4)

1. Lesson overview

2. Lesson plan

3. Teaching hints

4. The Use of Chalkboard
5. English as a teaching tool
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Lesson 1: Primary 6 Multiply a Fraction by a Fraction

1. Lesson Overview
I ntroduction

Multiplication of fractions is one of the most difficult topics at the primary level, not only for pupils
but also for teachers. The reason seems to be that it is taught just by rote learning (memorizing the
formula of the multiplication) without understanding the meaning of multiplication of fractions based
on their experiences or contexts in everyday life.

In this section, we are going to see a sample lesson plan on multiplication of fractions which attempts
to help pupils at Primary 6 understand the meaning of multiplying two fractions relating to the concept
of thearea of arectangle.

General Objectives of the Topic (Operations on Fractionsin Primary 6)
The pupil will be ableto:

— add or subtract two given fractions with different denominators

— find theresult of multiplying two given fractions

— find theresult of dividing a given whole number by a given fraction.

— solve word problems using 4 operations (addition, subtraction, multiplication, division) of
fractions.

Specific Objectives of the L esson (M ultiply afraction by afraction)
By the end of the lesson, pupils will be ableto:

— multiply two given fractions

— solveword/story problem involving multiplication of fractions

Table 1: Class and Unit that this topic can be found

Class Unit
Primary 2 Unit 2.8:Fractions
Primary 3 Un@t 3.4 Fractiqnsl
Unit 3.11: Fractions||
. Unit 4.6: Fractions |
Primary 4 Unit 4.9: Fractions |1
Primary 5 Unit 5.11: Operations on Fractions

Unit 6.2: Operationson Fractions
6.2.7 Multiply afraction by a fraction (— Thelesson plan isfor thisunit!)

Primary 6

Relevant Previous K nowledge (R.P.K.)
(Topics covered in various classes)
Primary 2
— 1/2 (one-half) and 1/4 (aquarter or one-fourth)
Primary 3

— halves, fourths, eighths, thirds, and sixths
— comparing fractions
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— fractions on the number line
Primary 4

— writing different names for afraction

— comparing unit fractions

— relating a fraction to the division of a whole number by a counting number

— addition and subtraction of fractions with different denominators

— relating decimal names to tenths and hundredths and locating them on the number line
— relating decimal names and percentage to hundredths

Primary 5

multiplying a whole number by afraction

— finding afraction of a given whole number

— dividing afraction by a counting number

— renaming simple fractions as tenths and hundredths and writing their decimal names

— comparing two fractions with different denominators

— changing simple fractions to hundredths and writing their percentage names, and vice versa

Primary 6

— ordering three fractions according to sizein ascending or descending order
— addition and subtraction of fractions with different denominators

However, the teacher should not assume that all pupils in the class
have a good understanding of the above. It is always important to pay
attention to the individual needs of pupils

Details about the Class

The “Details about the Class” explains the current situation of the class in terms of pupils’ general
information, academic progress, interests in the subject and attitude towards the subject.

(Refer t0 4.1.3. Details About the Class of Module 4 for further explanation.)

(Thisisan example)

The class consists of 30 pupils (16 are boys and 14 are girls). In a previous investigation on pupils’
attitude toward Mathematics, 9 pupils answered that they liked Mathematics, 9 answered in the
negative. A readiness test indicated that 3 pupils could give the meaning of fractions. They could also
add and subtract two given fractions including those with different denominators. It was also found
that 12 pupils could add and subtract two fractions if the denominators are the same, but could not if
they are different. Among the rest of the pupils, 3 could not order fractions. Also 12 pupils were able
to perform calculations involving multiplication of fractions.

Half of the pupils could appreciate the value of Mathematics and have a positive attitude toward its
study.



2. Lesson Plan

MULTIPLY A FRACTION BY A FRACTION

SUBJECT: Mathematics REFERENCES: Primary Mathematics 6 (Unimax Macmillan)
CLASS Primary 6 Details about the Class:  9pupils (30%) can understand the meaning of fractions, but 9 pupils (30%) cannot.
DATE/
TEACHING/LEARNING MATERIALS EVALUATION/
g@ﬁ;%l 'CI')%PCI:C/SUB-T g%‘]'% CTIVE(S) KEYWORDS/VOCABULARY LIST CORE POINTS EXERCISE
ION e TEACHER/LEARNERACTIVITIES REMARKS
UNIT 6.2 OBJECTIVE(S) TLMs
3 Oct. Cut-out shapes
2006 By the end of the
TOPIC: lesson, the pupil Keywords/Vocabulary List: Fraction, Denominator, Numerator
Tuesday Operationsof | will be ableto:
fractions INTRODUCTION (5min):
10:00am 1.Multiply two
- 11:00am fractionsusing the | Teacher gives pupilsthe following problem.
SUB-TOPIC: idea of area of a
60 Multiply a rectangle
minutes fraction by a Mr. Adamu had a plot of land in the shape of a square of side
fraction 2.Multiply a ) 1 1
fraction by a 1 km. Fati’s father bought 3 (*1) of theland and gave 5 (*2) of
fraction it to Fati. We want to find out the fraction of the plot Fati got.
R.PK.
_ ACTIVITIES: Core Point. 1
Pupl!scan _ Step 1 (3min) (Area) .
multiply fractions | Teacher gives pupils square sheets of paper to represent the plot of land. | =(Length)x (Width)
by whole numbers Length

Width Area




Step 2 (7min)
Teacher guides pupils to fold the paper into 3 equal parts vertically and
shade athird of it.

Step 3 (10 min)
Teacher guides pupils to fold the sheet again horizontally into halves
and shade one half of it in another way.

Step 4 (5min)
Pupils identify the rejoin with double shading as Fati’s portion of the

1 1
plot thatis — of —.
2 3
Step 5 (5min)
Teacher gives another similar problem asin Step 1.
3 2
Inthisstep, (*1)is — and (*2)is —.
ep, (*1) 4 (*2) 3

Step 6 (10 min)
Pupils fold the square sheet to solve the second problem.

Step 7 (10 min)
Teacher asks the pupils to count and describe the meaning of the
numerator and the denominator of the answer.

CONCLUSION (5 min):
Teacher and the pupils reach the conclusion on how to calculate the
multiplication of two fractions.

Core Point 2
}/ekm

1km| %km#

}/ekm
. b e |
1 1
1 1
wkm [ gme N
1 ] 1 1
1 1 1 1
1 1 1 1
1 1 1 1
| ISR [ (P — ]
Core Point 3
3
1
1
1
i |
1
1
1
T
1
1
-l
Core Point 4
o o x
7)(7
X

Find the result of
multiplying two
given fractions

Find the result of
multiplying two
given fractions

In multiplying, find
the product of the
numerators and
divide by the
product of the
denominators.




L esson Plan with Hints

The lesson plan below shows speech blabs (rounded rectangular shapes) that indicate hints for the teaching approach. The hints for the teaching
approach deal with specific skills in the lesson delivery and they are explained in detail on the following pages. The position of each balloon
indicates where each of the hints can be used.

DATE/
DAY/TIM | TOPIC/SUB-T | OBJECTIVE(S) TEACHING/LEARNING MATERIALS
E/DURAT | oPIC RPK. KEYWORDS/VOCABULARY LIST
ION TEACHER/LEARNERACTIVITIES
UNIT 6.2 OBJECTIVE(S) TLMs Hints for
3 Oct. Cut-out shapes .
2006 By the end of the Introduction
TOPIC: lesson, the pupil Keywords/Vocabulary List: Fr
Tuesday Operationsof | will be ableto:
fractions INTRODUCTION (5min):
10:00am 1.Multiply two
- 11:00am fractionsusing the | Teacher gives pupilsthe following problem.
SUB-TOPIC: idea of area of a
60 Multiply a rectangle
minutes fraction by a Mr. Adamu had a plot of land in the shape of a square of side
fraction 2.Multiply a ) 1 1
fraction by a 1 km. Fati’s father bought 5 (*1) of theland and gave E (*2) of
fraction it to Fati. We want to find out the fraction of the plot Fati got.
R.PK.
i ACTIVITIES:
Pupilscan Step 1 (3min)
multiply fractions | teacher giv ils square sheets of paper to represent the plot of land.
by whole numbers

EVALUATION/

Hints for
Sep 1

CORE POINTS EXERCISE
REMARKS
Core Point. 1
(Area)
=(Length)x (Width)
..... Length
Width Area




]

Hints for
Sep 6

Hints for

Step 2 (7min)
Teacher guides pupils to fold the paper into 3 equal parts vertically and
shade athird of it.

Hints for
Step 3 (10 min)

Teacher guides pupil Step 4

halves

Step 4 (5min)
Pupils identify the rejoin with double shading as Fati’s portion of the

1 1
plot thatis — of —.
2 3
Step 5 (5min)
Teacher gives another similar problem asin Step 1.
3 2
Inthisstep, (*1)is — and (*2)is —.
ep, (*1) 4 (*2) 3

\Sep 6 (10 min)
Pupils fold the square sheet to solve the second problem.

Step 7 (10 min) Hints for

Sep 7 J

Teacher asks the pu

numerator and thed Conclusion

CONCLUSION .
Teacher and the pupils reach the conclusion on how to calculate the

multiplication of two fractions.

Core Point 2
}/ekm

1km| %km#

}/ekm
. b e |
1 1
1 1
%Km Km2 ' !
1 ] 1 1
1 1 1 1
1 1 1 1
1 1 1 1
| ISR [ (P — ]
Core Point 3
3
1
1
1
i |
1
1
1
T
1
1
-l
Core Point 4
o o x
7)(7
X

Find the result of
multiplying two
given fractions

Find the result of
multiplying two
given fractions

In multiplying, find
the product of the
numerators and
divide by the
product of the
denominators.
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3. Teaching Hints

The discussion that follows is the suggested teaching approaches for presenting the lesson
whose lesson plan can be found on the previous page.

Hintsfor Introduction|

Questioning of Skills for I ntroduction

By way of introduction, the teacher can ask questions that check the pupils’ R.PK.

Example

T) “Given the length and the width of a rectangle, how do you calculate the area?”
T) “If you are given half of 6 square kilometres, how do you calculate the area you are
given?’

Hint for Step 1}: For the first core question:

Mr. Adamu had a plot of land in the shape of a square of side 1 km. Fati’s father bought

% (*1) of the land and gave % (*2) of it to Fati. We want to find out the fraction of

The teacher asks for the intermediate answer from the pupils, that is %x% In this step, it is

enough for the pupils to understand that the operation on the two numbers must be
multiplication.

Approachto Sep 1

In the previous lesson, pupils learned multiplication of a fraction by a whole number

E.g. lof8: 1><8:§:4
2 2 2
. . . . 1.1 11
By recalling this step, let the pupils notice that EOf 5 is Exg

Questioning Skills for Step 1

After presenting the first main question, that is, “how many sgquare kilometres of the land did
Fati get?’ the teacher asks:

Example

T) Instead of the number 6, Fati was given % square kilometres.

“How do you calculate the area?’

11



Module 5 Sample Lesson Plans in Mathematics

Hints for Step 4 Let the pupils notice that the denominator of the answer is 6 and the
numerator of the answer is 1.

Approach to Step 4
. . 1 1
(1) The teacher demonstrates paper folding and shading to get E X § asfollows
1 Of -
/ 2
oo T
1 L 6| |
3 —> N O
! 1 1 | 1
I
Step 1 Step 2 Step 3
Fold into three equal Fold the shaded part Compare the double
parts and shade one into two equal parts shaded part to the
part. and shade one of the original whole.

two equal parts.

(2) Pupils will follow the above step and consider the meaning of the shaded part.

Questioning Skills for Step 4

After demonstrating how to fold the paper, the teacher asks pupils:
Example

T) “Can you shade the part that Fati was given?”
T) “What isthe fraction that describes the given part in relation to the whole area?’

T) “What is the denominator of % é

. 1
T) “What is the numerator of E >

12



Module 5 Sample Lesson Plans in Mathematics

Hintsfor Step 6 For the second core question:

Mr. Adamu had a plot of land in the shape of a square of side 1 km. Fati’s father bought
g of the land and gave g of it to Fati. We want to find out the fraction of the plot Fati got.

L et the pupils notice that

1. theintermediate answer is E X §
3 4
2. thedenominator of the answer is 12 and the numerator of the answer is 6.

Approach to Step 6

Let the pupils fold a sheet of paper to get gx%

Nlw

2 of
3

Step 1 Step 2 Step 3

Fold into four equal Fold the shaded part Compare the double
parts and shade three into three equal parts shaded part to the
parts and shade two of the original whole.

three equal parts.

Questioning Skills for Step 6

When the pupils finish the second main activity, the teacher asks:

Example

T) “Can you shade the part where Fati was given?”
T) “What is the fraction that describes the given part in relation to the whole area?’

T) “What is the denominator of % >

T) “What is the numerator of % >

13
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Hintsfor Step 7|

Questioning Skills for Step7

To confirm the number which appeared in the solution, the teacher asks:

Example

T) “How many individual parts are therein the area of thefirst question?”
T) ”How many individual parts aretherein the area of the second question?’
T) “Isthere any relation between the denominator and the individual parts?”

Hintsfor Conclusion];

Let the pupils redlize that the multiplication of two given fractions is equal to a fraction whose
numerator is the multiplication of the two numerators of the given fractions, and denominator is
the multiplication of the two denominators of the given fractions.

Approach to Conclusion

1) Theteacher confirms that 1><1:1 and z><§ E
2 6 3 4 12

2) Theteacher asks the pupils what is the relation between the numerator and the denominator

in each case.
3) The pupils discuss the above question.

. . @)
4) Theteacher summarizes the ideas and concludesthat— x — = o x

X

Questioning Skills for Conclusion

To conclude the way of calculating the multiplication of two given fractions, after writing

symbols ° X — = on the blackboard, the teacher asks:

Example

T) “What isthe symbol on the top of the fraction on the right hand side?

In other words,

T) “How do you calculate the number on the top of the fraction on the right hand
side?«

T) “How do you calculate the number below the line?’

14
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4. The Use of Chalkboard

A sample layout of chalkboard writing is shown below.

3/0ct/06 Multiplication of fractions
Mr. Adamu had a plot of land in a square shape

1
of 1 km. Fati’sfather bought :—3 of theland

1
and gave — of it to Fati. We want to find out

the fraction of the plot Fati got.

...... Length
(Area) = (Length)x (Width) ;
Width Area
}Of}
/ 2 3
ity Il TTTmm)
o o
1 A -E N
3 o
| [ | I 1
| 1o I I 1

N |-
X
ol

Wk

Mr. Adamu had a plot of land in a square shape

3
of 1 km. Fati’s father bought Z of the land

2
and gave 5 of it to Fati. We want to find out

the fraction of the plot Fati got.

Nlw
Q
Alw
|

N
S~ wln
~

Conclusion

1 1 1

— X — =

2 3 2x3
Exé _ 2x3
3 4 3x4

Conclusion/ today’s summary
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5. English as a Teaching Tool

In Class 4 the pupils will have been introduced to the following FRACTION WORDS and
SYMBOLS:

Table 2: Fraction words and symbols

Numerator | Wh.c?'.?. IIIIIIIIIIIIIIIIIII bigger than: > ascending order Hllglrlggq IIIIIIIIIIIIIIIIIIII
denom| nator | Pat less than: < descending order small et
Equivalent
fourths T'hirds Fifths :
sighths sixths : tenths half : quarter
eeenmreezennreeeenoerennee WEITNS 3 UNDTENS | .
(in the topic Fractions | and Fractions|1) (in the topic Measuring Time)

They will also need to read the written numeral “ninths” in the pupils’ book.

Simple definitions are given in the pupils’ book. The teacher should ensure that the pupils learn and
understand the written definitions. To help the pupils the teacher can display a wall chart showing the
key words and their definitions as given in the pupil’s book:

In Class 5 the pupils use the same FRACTION WORDS as they used in Class 4 and they revise the
concepts covered in Class 4.

In Class 6 the section on fractions uses the following terms which will have to be reviewed with the
pupils.
Table 3: List of the terms which will have to be reviewed with pupils

HCF Abbreviation for Highest Common Factor

Halves | Irregular spelling

Product Word Problems eg. find the product of 2 and 13
One quarter isthe same as one fourth | Equivalent terms

The teacher should remind the pupils of the following definitions by displaying a chart on the
classroom wall for ready reference:

Table 4: List of the definitions related to Fraction

MATHEMATICS DEFINITIONS— FRACTIONS
A fraction isa part of awhole
E.g.
E.g. the numerator is5
The numerator is the number at the top of the fraction g ; ; 5
; . . and the denominator is 6 =
The denominator isthe number below theline 6
2 of12=10
“Of” means “XM % % 12 - 10
TheHCFof 12and 3is3 So:
12=3 x 4 1x3 _
HCF means Highest Common Factor 3=1x 3 3x4
3
12

16
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Appendix (Additional activity)

Activity 1

For amodel of % , fold and shade a rectangular sheet of paper.

@ = = =
A S
Sep 1 Foldin half vertically Sep 2 Shade one part
Sep 1 Fold in half horizontally Step 2 Shade one part
- ) i
=
Sep 1 Foldin half diagonally Sep 2 Shade one part

Activity 2

(1) Caculate Zx%.

Step 1 Step 2 Step 3
Shade 1 of each of Put the two shaded Two halvesis 1.
2

part together.
two sheets of papers.

(2) Calculate %x 2 .
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Sep 1 Step 2 Step 3
Shade two sheets of paper and Divideit into two equal One shaded part
put them together to represent 2. parts. represents 1.

18
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Lesson 2: Primary 4: Measurement of Area

1. Lesson Overview
I ntroduction

When a farmer wants to farm, he/she takes many things into consideration, particularly, land available
to him/her. The building contractor also considers the building plot at his’her disposal. Similarly, in the
home, parents also consider the size of their rooms when they are laying beds for their children to
deep on. In our educational institutions, when admitting students into a class, we consider the amount
of spacein the classroom. When we talk about amount of surface an object possesses, then the concept
of areais established.

Areathereforeis the amount of surface an object has. It is measured in square units.

General Objectives of the Topic (M easurement of Length and Areain Primary 4)
The pupil will be ableto

— measurelengths of line segments in centimetres.

— estimate and verify the lengths of given line segments.

— add measures of lengthsin metres and centimetres.

— find the perimeter of given rectangular and circular shapes.

— writelengths given in metres and centimetres using decimal notation.

Specific Objectives of the L esson (Area of a Square or Rectangular region)
By the end of the lesson, pupils will be able to

— make sguares and rectangles using small squaretiles (cut-outs).
— find the number of unit squares that will cover a square/rectangular region.

Table 5: Class and Unit that this topic can be found
Class Unit
Primary 1 | Unit 1.12:Measurement of Length, Capacity and Mass
Primary 2 | Unit 2.5: Measurement of Length, Capacity and Mass

Primary 3 | Unit 3.6: Measurement of Capacity and Weight

Unit 4.10: Measurement of Length and Area
4.10.7 Find the number of unit squares that will cover a squarerectangular

Primary 4 region( — Thelesson plan is for this unit!)
Unit 4.14: Measurement of Capacity and Volume
Pri 5 Unit 5.5: Measurement of Length, Mass and Capacity
rimary Unit 5.9: Area and Volume
Primary 6 Unit 6.6: Measurement of Length, Capacity and Mass

Unit 6.12: Measurement of Area and Volume

19
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Relevant Previous K nowledge (R.P.K)
(Topics covered in various classes)
Primary 1
— comparing the lengths and heights of various objects that cannot be put side by side.
Primary 2

— measuring and stating the lengths of given distance/heightsin metres,
— estimating the lengths of given distances/heights in metres.

Primary 3

— estimating the capacity of containersin litres,
— identifying objects which are heavier or lighter than 1 kilogram,
— estimating the weight of object in kilograms.

Primary 4

— finding lengths of given segmentsin centimetres,

— estimating the lengths of line segments,

— finding the total lengths of two or more given measures,

— finding the perimeters of given rectangular and circular shapes,
— writing given lengths in decimal notation.

However, the teacher should not assume that al pupilsin the class have a good understanding
of the above. It is always important to pay attention to the individual needs of pupils

Details About the Class: (Thisis an Example)
(Refer to Module 4: 4.1.3. “Details about the Class” for further explanation.)

The class consists of 25 pupils (11 are boys and 14 are girls). In a previous investigation, 5 pupils
answered that they like mathematics, 5 answered in the negative. A readiness test indicated that 18
pupils could give the meaning of length. They could find the total lengths of two given measures.
Among the rest of the pupils, 4 could not measure the lengths of given segments in centimetres.
Almost half of the pupils are likely to think that if the perimeter of a rectangle is greater, then the area

is greater.

Half of the pupils can appreciate the value of Mathematics and have a positive attitude towards its

study.

20
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2.

Lesson Plan

MEASUREMENT OF AREA

SUBJECT: Mathematics REFERENCES: Ghana Mathematic Series, Pupil’s Book Four (Ghana Publishing Corporation)

CLASS: Primary 4 DETAILSABOUT THE CLASS: 10 pupils (40%) can understand the lengths well, but 3 pupils(12 %) cannot.
DATE/ TEACHING/LEARNING MATERIALS EVALUATION/EXE
DAY/TIME/ -IS—LCJ)EI'CI':/OPI C g%llf CTIVE(S) KEYWORDS/VOCABULARY LIST CORE POINTS RCISE
DURATION B TEACHER/LEARNERACTIVITIES REMARKS
UNIT 4.10 OBJECTIVE(S) TLMs:
Oct.4 By the end of the Cut-outs or Small squares, Sheets
2006 lesson, the pupil will
TOPIC: be able to; Keywords/Vocabulary List:
Wednesday | Measurement Length, width, area, long, wide
of Length and | 1. makerectangles
Area and squares using
9:00am small squaretiles INTRODUCTION (10 min): Remarks:
- (cut-outs).
10:00am SUB-TOPIC: Teacher introduces the lesson by telling a story relating to area (e.g.. land, Pupils ae  not
Calculating 2. find thenumber of | plantation, etc.) supposed  to  be
60 minutes | Area unit squares that will introduced the unit
cover a Sory: A farmer walked around his 2 plantations whose shapes are “cm?” until PS where
square/rectangular rectangular and said, I have found the perimeters of my 2 plantations they learn area with
region. to be the same, so | will harvest the same amount of maize from each the unit “cm?”
of them”
R.PK.
Measuring Area
pp.105-107
ACTIVITIES: Core Point 1
Sep 1 (5min) Teacher prepares 4 or 5

Pupils make 5 or 6 groups. Teacher gives a sheet on which 4 rectangles
have been printed with A, B, C, D, and smaller square cut-outs of 1cm by
1cm to each group.

sheets and plenty of
cut-outs.




ac

A: B: C: D:
6cmx 3cm 4cmx 5em 7cmx 2cm 2cmx 8cm

Step 2 (15 min)
Pupils cover the rectangles with the smaller square cut-outs of 1cm by
Icm.

Step 3 (15 min)
Pupils complete the table on the cha kboard:

Total no. of | No. of squareson | No. of squares on

Figure sguares the longer side the shorter side

O0O|m| >

Pupils find the relationship between the total number of squares and the
numbers of squares on the sides of the rectangle.

CONCLUSION (15 min):
The teacher introduces the concept of area by summarizing the pupils’
findings and explains the conclusion.

Core Point 2

Pupils activity
(Pupilstry to cover the
rectangles without holes
and count the sguares)

Core Point 3

Total No.of squares

= No. of squares on the
longer side x No. of
squares on the shorter
side

Core Point 4
(Area)
=(Length) x (Width)

Find the number of
cut-outs that fill a
given region.

Indicate number of
unit squares that will
cover a gven
rectangular region.

Find therelationship
in thefigure




ee

L esson Plan with Hints

The lesson plan below shows speech blobs (rounded rectangular shapes) that indicate hints for the teaching approach. The hints for the teaching approach deal
with specific skills in the lesson delivery and they are explained in detail on the following pages. The position of each balloon indicates where each of the
hints can be used

DATE/ TEACHING/LEARNING MATERIALS EVALUATION/EXE
DAY/TIME/ -IS—LCJ)EI'CI':/OPI C g%llf CTIVE(S KEYWORDS/VOCABULARY LIST CORE POINTS RCISE
DURATION T TEACHER/LEARNERACTIVITIES REMARKS
UNIT 4.10 OBJECTIVE(S) TLMs:
Oct.4 By the end of the Cut-outs or Small sguares, Hints for
2006 lesson, the pupil will
TOPIC: be able to; Keywords/VVocabulary Li .
Wednesday | Measurement Length, width, area, long, Introduction
of Length and | 1. makerectangles
Area and squares using
9:00am small squaretiles INTRODUCTION (10 min): Remarks:
- (cut-outs).
10:00am SUB-TOPIC: Teacher introduces the lesson by telling a story relating to area (e.g.. land, Pupils are not
Calculating 2. find the number of plantation, etc.) supposed to  be
60 minutes Area unit squares that will introduced the unit
cover a Sory: A farmer walked around his 2 plantations whose shapes are “cm?” until PS5 where
square/rectangular rectangular and said, “I have found the perimeters of my 2 plantations they learn area with
region. to be the same, so | will harvest the same amount of maize from each the unit “cm?”
of them”
R.PK.
Measuring Area
Pp.105-107 (Hl nts for
ACTIVITIES: Step 1 CorePoint 1
Sep 1 (5min) Teacher prepares4 or 5

Pupils make 5 or 6 groups. Teac Oles
have been printed with A, B, C, D, and smaller square cut-outs of 1cm by
1cm to each group.

sheets and plenty of
cut-outs.
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Hints for

Conclusion

A: B: C: D:
6cmx 3cm 4cmx 5em 7cmx 2cm 2cmx 8cm
Hints for
Sep 2

Sep 2 (15 min)%

Pupils cover the rectangles with the smaller square cut-outs of 1cm by

1lcm.

Hints for

Sep 3

Step 3 (15 min)
Pupils complete the table on the cha kboard:

Total no. of | No. of squareson

Figure sguares the longer side

No. of squares on
the shorter side

O0O|m| >

Pupils find the relationship between the total number of squares and the

numbers of squares on the sides of the rectangle.

™~
CONCLUSION (15 min):

The teacher introduces the concept of area by summarizing the pupils’

findings and explains the conclusion.

Point 2
Pupils activity
(Pupilstry to cover the
rectangles without holes
d count the squares)

Core Point 3

Total No.of squares

= No. of sguares on the
longer side x No. of
sguares on the shorter
side

Core Point 4
(Area)
=(Length) x (Width)

Find the number of
cut-outs that fill a
given region.

Indicate number of
unit squares that will
cover a gven
rectangular region.

Find therelationship
in thefigure
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3. Teaching Hints

Hintsfor Introduction|

I ntroductory Questioning of Skills

By way of introduction, the teacher can ask questions that will check the pupil’s R.PK. based on
the following story:

Sory (1) A farmer walked around his 2 plantations whaose shapes are rectangular and said,
“l have found the perimeters of my 2 plantations to be the same, so | will harvest the same
amount of maize from each of them”

Or

Sory (2) A farmer walked around his 2 plantations whose shapes are rectangular and said
“l have measured the perimeters of my 2 plantations and found that the perimeter of the
plantation located in the east is greater than the one in the west, so | will harvest the larger
amount from the plantation in the east.”

Example

T) “Given arectangle, how do you measure the perimeter?”

T) “Given 2 rectangles, if one has alonger perimeter does it necessarily make the
area bigger? «

T) “Isthe farmer’sidea correct?’

After hearing the pupils’ responses, the teacher states that the correct answers will become clear
in the lesson.

Hintsfor Step 1i:

For each group, the teacher prepares 4 or 5 sheets of paper on which 4 rectangles are drawn and
labelled A, B, C, D; theteacher also prepares smaller square cut-outs of 1cm by 1cm in advance.
The pupils are then organized into groups of 5 or 6.

Approachto Sep 1

Theteacher prepares 4 or 5 sheets of paper and many square cut-outs of 1cm by 1cm as follows:
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Hintsfor Step 2}

Let the pupils cover the rectangles with the square cut-outs of 1cm by 1cm without leaving any
spaces or holes.

Approach to Step 2

It isvaluable for each group to cover al the rectangles, however thisis likely to take along time.
The teacher should be flexible. For example, if the class consists of 24 pupils organized into 4
groups, then the teacher lets one group cover the rectangles A & B while other groups
concentrate on different rectangles, etc.

After covering the rectangles, et the pupils count the number of squares and write the result on
the sheet.

While the pupils work, the teacher draws the following table on the chalkboard.

Table 6: Table for the investigation of the area of rectangles

. Total No. of No. of squares on the No. of squares on the
Figure : )
squares longer side shorter side
A
B
C
D
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Hintsfor Step 3:

1. Let the groups complete the above table.

2. Lée the pupils find the relation between the total number of squares and the number of
squares on the sides of the rectangle.

Approach to Step 3

1. UseTable2tofill inthe numbers.
2. Le the pupils see the relationship between length, width and area.

3. Theteacher draws a diagram if necessary, as follows:

Questioning Skills for Step 3

1) After the group activity, the teacher asks each group to fill out Table2 on the chalkboard:

Note: This is the first time the words “wide” and “width” are used in the pupils’ book.
(See English as a Teaching Tool)

Example

T) How many small squares cover shape A%
T) How many small squares wideis rectangle A?
(or How many small squares are there on the shorter side ?)
T) How many small squareslongis rectangle A?
(or How many small squares are there on the longer side?)

2) Using Table 2, the teacher asks the pupils:
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Example

T) Isthereany relationship between the 3 numbers, 18, 6 and 3?
(20, 4 and 5, etc.)
T) Canyou tdl therdationship the 3 numbersin every rectangle has?

3) If the pupils find the relation, the teacher asks for the reason. If not, then the teacher
explains Figure 3 and asks for the reason.
Example

T) Can you explain the reason why you choose multiplication to get the
total number of small squares?

If the answer is yes,

T) Couldyou try to explain it?

Hintsfor Conclusion];

The teacher, in summarizing the pupils’ findings, introduces the concepts of length, width and
area.

Approach to Conclusion

1) Using Figure 3, the teacher explains18 =6 x 3, thatis,

6 X 3 = 3+3+3+3+3+3
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2) Theteacher confirms with the pupils that:
Total No. of squares=No. of squares on the longer sidex No. of squares on the shorter side.

3) The teacher introduces the new mathematical terms and concludes the lesson by stating the
formulaz AREA of arectangle= LENGTH x WIDTH

Questioning Skills for Conclusion

The teacher asks for the perimeters of the rectangle A and B (resp.B and D) , and then asks for
the answer to theinitial story.(1) (resp. story(2)).

T) How long is the perimeter of therectangle A7
T) How long is the perimeter of the rectangle B?
T) How many small squares cover A and B?
T) Was the statement of the farmer correct?
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4. The Use of Chalkboard

A sample layout of chalkboard writing is shown below.

MEASUREMENT OF AREA

B) 20=5x4 C)14=7 x2 D)16=8 x2

Total no. of | No. of squareson | No. of squareson
sguares the longer side the shorter side

Total No.of squares = No. of squares on the longer side
x No. of squares on the shorter side

Conclusion

(Area) = (Length) x (Width)
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5. English as a Teaching Tool

The pupils will have learned that area can be measured by counting the total number of squares
that cover a regular shape (square or rectangle). In this lesson they learn, through deduction,
how to calculate area by counting the number of squares in the length and width of the shape

and multiplying the two numbers.

This is the first time the words “wide” and “width” are used in the pupils’ book. The teacher
should introduce these words carefully. The pupils need to understand and know how to use the

words:
Table 7: The meanings of Length and Width
NEW VOCABULARY PRACTICE SENTENCES DEFINITION

Measure the length The area of arectangle equals

length long . . .
How long isit?” length multiplied by width

width wide Measure the width. area = length x width
Howwideisit?

This is a good opportunity for the pupils to understand by practising some simple phrases in
English. They can practise these sentences in oral and written form. For example:

Table 8: List of the sentences in oral and written form

QUESTION/INSTRUCTION ANSWER
Measure the length of rectangle A.
How many small squareslong isrectangle A? RectangleAis..... small squaresiong.
Measure the width of rectangle A.
How many small squares wide isrectangle A? RectangleAis..... small squareswide.

How many small squares cover the shape?

What isthe area of the shape?

..... small sguares cover the shape.

The area of the shapeis..... anall squares.

Multiply the length by the width.
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Appendix (Finding the Area of a rectangle)

Activity 1

In groups, ask pupils to fit a rectangle with pieces of two types of squares, and to find the
number of each type of squaresin the rectangle.

One can come to realize the difference in the number of each type of sgquares, even though the
same rectangle is used.

What brings out these differences?
This activity tells us the need to use standardized small square unit in measuring area.
Activity 2

Draw all possible rectangles with area 12cn? in Figure 1.

lcm

lcm

Figure 1
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Activity 3
7cm

Draw different rectangles on a square grid of paper.

One can establish the relationship between the
dimensions of squares and rectangular shapes and the
total number of smaller squares they contain. See the
examplein Figure 2. 6.cm

1. What is the total number of squares occupied
by therectangle? (42)

2. What are the length and the width of the

rectanglein Figure 2? (7cm and 6¢cm) Figure 2

3. Can a rdationship been established between the total number of sguares and the
dimensions of the rectangle?

Activity 4
Find the area of the shaded portionin Figure 3.
Think about different approachesin (1), (2), (3) and (4).

1 4 ) 4
2 Cc
7
- B > 5 D
4 8
©) 4
2 E | 2
7
S LF G
H
8 12
Figure 3

@ 7x 4+8x 5

2 4x 2+12%x 5

(3) 4x 2+5x 4+8x 5
4 12x 7 8x 2
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Sample Lesson Plans (TYPE B)

L esson 3: I nvestigation with Numbers— Triangular Numbers (Primary
5)

1. Lesson plan

2. English as ateaching tool

L esson 4: Shape and Space-Angles (Primary 5)
1. Lesson plan

2. English as a teaching tool

L esson 5: Collecting and Handling Data (Primary 5)
1. Lesson plan

2. English as a teaching tool
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Lesson 3: Primary 5

1. Lesson Plan

Investigation with Numbers — Triangular Numbers

SUBJECT: Mathematics REFERENCES: Primary Mathematics 5(Unimax Macmillan)
CLASS: Primary 5 Details about the Class: 24pupils (60%) can add the integers correctly, but 4 pupils (10%) cannot
DATE/ TOPIC/SUB-T OBJECTIVE(S) TEACHING/LEARNING MATERIALS EVALUATION/
DAY/TIME/DU OPIC R.PK. KEYWORDS/VOCABULARY LIST CORE POINTS EXERCISE
RATION TEACHER/LEARNERACTIVITIES REMARKS
UNIT 5.15 OBJECTIVE(S): TLMs:
3 Oct. 2006 By the end of the | Bottletops (to form figures)
lesson, the pupil will
Tuesday TOPIC: be able to; Pattern No. 1
Investigation Keywords/Vocabulary List: Triangular number, Addition
10:00am with number 1. find the pattern in
- 10:30am triangular  numbers o 1
up to the 10" number | INTRODUCTION: 1
SUB-TOPIC:
30 minutes Triangular Teacher introduces triangular numbers. Pattern No. 2
numbers R.PK.
Pupils can add and | ACTIVITIES: ; 1. Write the next
[ ] .
subtract whole terms in pattern of
numbers. Sepl 3 triangular numbers
Pupils form the triangular numbers of the pattern No.1-3
using bottle tops.
Pattern No. 3
Step 2 e 1
Teacher asks pupilsto find the total number of the bottle e o 2
tops of the pattern No.1-3. e o o 3
6

Sep 3

Teacher asks pupils to predict the number of the bottle
tops of the patterns No.4, 5 and 6 without using bottle
tops.




oc

Sep 4
Pupils investigate the pattern of triangular numbers using
bottle tops.

Sep 5
Pupils write ther findings in the following table:

Pattern No. | Total Pattern
1 Pattern
2 1
3 1+2
4 1+2+3
5 1+2+3+4
6 1+2+3+4+5
7
8
9
10
Step 6
Pupils present their own finding to other pupils in the
classroom.
CONCLUSION:
Pattern:

Pupils describe the pattern of triangular numbers.

1+2+3+4+5+6+. ..
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2. English as a Teaching Tool

In this lesson the pupils investigate patterns in triangular numbers by building up the sequence
of numbers and then looking at their results.

The teacher will need to think carefully about what he/she will expect from the pupilsin Step 6
of the lesson when pupils present their own findings to others and in the concluding part of the

lesson when pupils describe the pattern of triangular numbers. It is in these two parts of the

lesson that the pupils will need to be able to express their ideas orally through English language.
Here are some ways in which teachers’ English as a teaching tool help devel op the pupils’ use of

language.

Table 9: Ways of developing the pupils’ use of language

Use simple language:

“What pattern can you seein the numbers?”
“Look at this pattern. What is the next number?”
“What is the previous number ?”

“How do the numbers change?”

“What happens next?”

Help the children to
answer in full sentences:

“The next number is 10”
“The previous number is 6”
“We add one more number each time.”

What answers do you
expect from the pupils?

“Isthere only one or more than one answer?”
“In this investigation there is more than one answer - see the
Solution below.”

L esson Conclusion

“One way to show the solutions is in written format which the
children can read for oral practice.”

Solution Unit 15. I nvestigation with Numbers: Triangular Numbers
Description of the Patter ns of Numbers

0] In thefirst column the numbers increase by one.
We add 1 to get the next number in the pattern.
1+1=2, 2+1=3,

3+1=4, 4+1=5

(i) In the second column the number increases by the number written in the first column.
For pattern number 4 we add 4 to the previous number. 6 + 4 =10
For pattern number 5 we add 5 to the previous number 10 + 5=15
For pattern number 6 we add 6 to the previous number 15 + 6 =21

(iii)  Inthethird column we add all the numbers from 1 to the pattern number.
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For pattern number 4 we add 1+2+3+4 =10
For pattern number 5 we add 1+2+3+4+5 =15
For pattern number 6 we add 1+2+3+4+5+6 =21

We can also show the solutions diagrammatically. Some pupils may prefer this and it can help
them to describe the patterns orally.

Solution  Unit 15. Investigation with Numbers: Triangular Numbers
Description of the Patter ns of Numbers

1 1

2 2+1A/:3 1+2 =()+2
3A/=6 1+2+3 =(1+2)+3

1 1 = 1

3 __, 3+
4 —> 4+6/10 1+2+3+4 =(1+2+3)+4

5 —> 5+10‘/=15 1+2+3+4+5 =(1+2+3+4)+5
6 — 6+15‘/=21 1+2+3+4+5+6 =(1+2+3+4+5)+6
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Lesson 4: Primary 5

1. Lesson Plan

SUBJECT: Mathematics
CLASS: Primary 5

Shape and Space-Angles

REFERENCES: Primary Mathematics 5(Unimax Macmillan)
DETAILS ABOUT THE CLASS: 24pupils (80%) can understand the meaning of right angles, but 3 pupils (10%)

cannot.
BQ-LEI/'IM TOPIC OBJECTIVE(S TEACHING/LEARNING MATERIALS EVALUATION/
E/DURAT | SUB-TOPIC | RPK S KEYWORDS/VOCABULARY LIST CORE POINTS EXERCISE
ION e TEACHER/LEARNERACTIVITIES REMARKS
UNIT 5.6 OBJECTIVE(S) | TLMs
3 Oct. By the end of the | Interlocking Circles for Teacher
2006 lesson, the pupil | Interlocking Circles for Pupils (Individually)
TOPIC: will be ableto;
Tuesday Shape and Keywords/Vocabulary List: Right angle
Space stateif an angle
10:00am isgreater or less
- than aright INTRODUCTION
11:00am SUB-TOPIC: | angle. Teacher introduces the lesson by asking pupils about soldiers at a parade,
Right angles drilling exercise: left turn, right turn etc. When the soldiers turn, their 1. Pupilsare
60 arrangement forms angles. given the
minutes R.PK. desktop type of
ACTIVITIES: interlocking
Pupils have been circlesand
introduced to Sepl teacher usesthe
concept of angles | Teacher forms an angle from theinterlocking circles. blackboard type
to form various
Step 2 angles.
Pupils describe the angle formed before the teacher mentions the name of the
angle. The shaded part

represents an angle
less than 90°.




ov

Sep 3
Pupils form the same angle with their interlocking circles.

Sep 4
Teacher asks pupils to look around the classroom to see if the angle formed
can be found anywhere.

Sep 5
Teacher forms another angle and asks pupils to mention its name and describe
it.

Step 6
Pupils also form the same angle with their interlocking circles.

Sep 7

Pupils form two more angles, mention their names and describe them.
A B C
CONCLUSION:

Teacher discusses with pupilsthe importance of anglesto our daily life.
- We turn through an angle to talk to partners

- We open doorsto have passage

- Architects use angles in their work. Etc.

In diagram A, the
shaded circle
indicates a“Right
angle”. In diagram
B, “Lessthan a
right angle”’, and in
diagram C, “More
than aright angle”.
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2. English as a Teaching Tool

The pupils learn about right angles in Grade 4 and Grade 5. Here are some simple definitions
for angles which the children can write in their exercise book with an illustration. They can use
thisas areferencefor revision and to practise their English:

Definitions of Angles

1) Theangleat each corner of abook isaright angle.

v
[

We mark right angles like this.
2) The space between two straight lines that meet is called an angle.

3) Anangleisformed when a straight line turns about a point.

4) The morethelineturns, the greater the angle formed. ;

NOTE: In Grade 5, pupils study right angles, angles that are less than a right angle and angles
that are more than a right angle. They do not use the words “acute angle” and “obtuse angle”
until the secondary school grades.
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Appendix (Interlocking Circles)

Teaching and learning materials (TLMs) are very important in the teaching/learning processes.
They make teaching understandable, practical and interesting to the learner.

Today, we are to prepare “Interlocking Circles” which will help us to teach topics such as
Angles, Parts of acircle, Fractions (Decimals and Percentages), and Bearing etc.

Interlocking circles are two equally cut out circles painted/shaded differently. They are both
tilted at the centre and locked together. One of them is then kept fixed, whiles the other is made
to be turning round.

Thecircles could be made from paper, cardboard, plywood and flat metals. (eg. Zinc)

INTERLOCKNG CIRCLES USING MANILA CARD / CARDBOARD
(1) Chalkboard Size

Materials needed:

» Pencils and chalk

» Pairs of compasses (Chalkboard and Mathematical set size)
» 25cmand Imrulers

» Cardboards, Manila Cards, Empty Cartons

» Pairs of scissors/ Blade (Cutting materials)

Procedure

Step 1: Draw acircle of radius 25 centimetres on each of the two cardboards

Step 2: Use the pair of scissors to cut theradii (25cm) of the circles drawn.

Step 3: Make a dlit on the circles, the length should be the same as the radius of the circle.

Step 4: Tilt the two circles at the centre and lock together. One of the circles should be
fixed and the other circle made to be turning round

Preparation of interlocking circles

Teacher stands in front of the blackboard, with cardboard on the table.

Sep 1: Measure 25cm using the pair of compasses.

Sep 2: Locate the centre of the circle on the cardboard to avoid waste.

Sep 3: Draw two circles each of radius 25cm on different colour cardboards as shown in Figure 4
and 5.

Figure 4 Figure 5
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Step 4: Cut along theradii of the circles as shown in Figure 6 and 7.

ut

ut

Figure 6 Figure 7

Step 5: Put the scales 0° , 180° , 270° and 360° on the one of the circle as shown in
Figure9.

Figure 8 Figure 9

Step 6: Interlock the two circles as shown in Figure 10.

Figure 10
(2) Desktop Sizefor pupils and students

The interlocking circles for pupils can be prepared like the one for teacher, changing the radius
of the circle into around 7cm and more.

(3) Topicsthat can betaught using I nterlocking Circles:

Types of angles (acute, obtuse, reflex, right angle etc.)
Parts of circles

Fractions (Decimals and percentages)

Bearings

YV VYV
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1. Lesson Plan

SUBJECT: Mathematics REFERENCES: Primary Mathematics 5(Unimax Macmillan)

CLASS: Primary 5 DETAILSABOUT THE CLASS: 32pupils (80%) can count objects up to 500, but 4 pupils (10%) cannot.

DATE/
TEACHING/LEARNING MATERIALS EVALUATION/
EI?D\[J/-FI;IAMI' -IS—LCJ)EI'CI':/OPI C S?DJIE CTIVE(S) KEYWORDS/VOCABULARY LIST CORE POINTS EXERCISE
ION B TEACHER/LEARNERACTIVITIES REMARKS
UNIT 5.2 OBJECTIVE(S) | TLMs

3 Oct. By the end of the | Empty milk tins, bottle tops, matchboxes
2006 TOPIC lesson, the pupil

Collectingand | will be ableto; Keywords/Vocabulary List: Pictograph
Tuesday Handling Data

1. collect and
10:00am sort datainto INTRODUCTION:
-11:00am | SUB-TOPIC shapes. Ask a pupil to count al tables in the
Congtructinga | 2. answer at least | classroom, another to count the reading
60 pictograph two questions books, and record their findings.
minutes correctly on the
pictograph.
3.draw a ACTIVITIES: Objects of the same shapes are
frequency table. | Step 1 put in a group.
In pairs, pupils collect discrete objects, sort 1. Copy and arrange the
R.PK. them into shapes and count them into | Datacollection including data below in ascending
Pupils can count | groups. numerals. order.
objects up to eg. 11, 13, 24, eic. 13,11, 13, 24,7, 13, 24.
500. Sep 2

Pupils record groups of numbers and
compare them according to sizes

Step 3
Pupils present their arrangements of discrete | A pictograph isatype of graph 2. Draw apictograph to
objects to show a pictograph. E.g. Brands of | In which simple motif (a show the favourite drink




1517

matchboxes used in pupils homes

Sep 4

Teacher asks pupils to study the practical
arrangement of discrete objects and design a
statistical table to represent a given data.
E.g. Favourite drinks of 20 pupils.

CONCLUSION:

Let pupils tell the class how data collection
and recording was performed.

Pupils answer questions on their friends’
favourite drinksin the frequency table.

symbol, picture or diagram) is
used to represent a specific unit.
A key is necessary to give the
meaning of each motif on the

pictograph.

E.g.
A Pictograph of
Matchboxes

brands of

Star boxes 0
Rainbow boxes [ ][] 1 1]
Pottery boxes [ ][]

Key :[] represents a match

box

A table for data collection of
brands of Matchboxes

Frequency Table
Match
boXes Strokes | frequency
Sarry |/ 3
Rain-b
oW Ve 5
Pottery | // 2

of 20 pupils
Fanta- 4
Coke- 8
Sprite- 6
Pepsi- 2

3. From the pictograph
Which drink did pupils
like most?

4. From the pictograph,
which of the drinks was
not liked by pupils?

5. Draw a frequency table
on the favourite drink of
20 pupils.

Fanta 4

Coke- 8

Sprite- 6

Pepsi- 2

6. Write down the number
which shows the highest
frequency
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2. English as a Teaching Tool

In Class 5 the pupils will have learned to analyze information from frequency tables, block
graphs and bar graphs. In Class 6 the pupils have to conduct their own survey and complete
each stage of the survey including collecting and handling the data.

Theteacher can introduce simple phrases for the pupils to use at each stage of the process. This
provides a good opportunity to practice using English in real situations. For example, in
conducting a survey of favourite drinks the teacher can introduce the following phrases for each
stage:

Sage 1. Designing the Survey

The pupils can practice the following question and answer:

“What do you like to drink?” or “What is your favourite drink?’

“| like Fanta” or “My favourite drink is Fanta”
Theteacher asks the pupils

“Make a list of the favourite drinks” or “Make atable of favourite drinkslike this’.

[on the chalkboard] Frequency Table frequency means
favouritedrinks | tally/count | frequency the number of

Fanta times something
Sprite occurs
Coke 4
AN Write the definition of

Ask the children to suggest the list of ™| frequency to help the children to

words to write on the frequency table. understand the concept of a

frequency table.

Stage 2: Conducting the Survey

The pupils can use the same questions as above, this time making a tally mark on the frequency
table as each answer is given.

Stage 3: Drawing the Block Graph

The teacher will need to give the pupils clear step-by-step instructions in English for them to
draw the block graph correctly.

Stage 4: Analysing the Data

In small groups the pupils should practice asking each other simple questions about the survey
results. Theteacher can give them some suggestions, for example:

“What is your favourite drink?” - the pupil should answer with a sentence: “My favourite drinkis...... ”

“How many pupils like coke best” — the pupil answers: “..... pupilslike coke best”
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Appendix

1. Collecting data

Data can be obtained from experiments, studies, surveys, records, observation and/or
participation, interviews, as well as other areas of research. In the classroom situation it is the
responsibility of the teacher to make data collection as practical as possible. Pupils can be made
to carry out a simple survey to collect data by using some or all of the following:

Days of the week pupils were born

The number of different types of bottle tops
Heights of pupilsin aclass

Favourite food of pupils

Monthly births at a given hospital

Rainfall patterns throughout the year

Weekly attendance of pupilsin aclass
Marks scored by pupilsin a Mathematics test

N~ E

2. Organising data

One way of organising data is by constructing a frequency table. A frequency table is a table
containing items in an observed data and their corresponding frequencies. It could be heights,
weights, ages of pupils/students or marks scored by pupils/students in a class.

3. Representing data

Data can be represented by diagrams for easy interpretation. They are Pictographs, Line graphs,
Block graphs, Bar graphs, Pie charts and others.

1) Pictograph

This is a pictorial representation of data which uses pictures, symbols and/or diagrams to
represent a specific unit. Pictograph uses a key.

2) Block graph

A block graph isa chart using a simple square or rectangle block for a unit to represent the data.
In drawing a block graph;

1. theblocks must be of the same width

2. the space between the adjacent blocks must be of the same width

3. ablock graph does not have a vertical axis, but a horizontal axis which represents the
items

4. it hasakey

The data can be collated in a 3-dimensional block chart using concrete materials like
matchboxes, Cuisenaire rods, Multi-base Blocks (cubes) etc.

3) Bar graph

A bar graph is a chart that uses bars of equal width to represent data. In drawing any of the bar
graphs;

1. thewidths of bars must be the same
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2. thedistance between any two adjacent bars must be equal
3. thelength of each bar is proportional to the number of itemsin that column

Activity 1
The shoe sizes of pupilsin class were measured by a pupil as follows;

35 37, 37, 35 36, 36, 36, 35 38, 38 3G,
39, 38, 36, 36, 36, 40, 40, 37, 37, 37, 37,
37, 41, 42, 37, 37, 37, 37, 37, 38, 38, 38, 38

Put this data on a frequency table

Shoesize Tally Number of pupils
35 1 3
36 HH 6
37 HH— HH 12
38 HH 8
39 / 1
40 1 2
41 / 1
42 / 1
Sep 1 Step 2 Step 3

Arrange the shoe sizes Takeeach figureintheraw dataand inserta  Total the taly marks to
in order of magnitude. tally mark (/) againg the sizewhichiit fals.  find the frequency of each
Note that every fifth taly mark is scored size.
across the previous four.

Activity 2
20 students in a class mentioned particular days of the week on which they were born. The
result is shown in the table bel ow.
Table 10: Students born on a particular day of the week
Day Sunday | Monday | Tuesday Wednesday Thursday Friday Saturday
Sudentsborn 2 2 1 4 5 3 3

Draw a pictogram for this data.

Week Students born on a particular day of the week
Sunday e

Monday QQ

Tuesday Q

Wednesday RER?
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Thursday QPP

Friday QP9

Saturday P9
Activity 3

Draw ablock graph to represent data in the table of Activity 2

Students born on a particular day of the week Key ~ 1 student

2
N
Sun Mon Tue Thu Fri Sat
Days of the week
Activity 4

Draw abar graph to represent data in the table of Activity 2.

Students born on a particular day of the week

Number of sudents
o = N w n o (e))

Sun Mon Tue Wed Thu Fri Sat
Days of the week
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Practice 1
The weights of forty (40) pupilsin a class are as follows;

24, 28, 26, 25, 23, 27, 22, 24, 28, 26, 27, 23, 28, 21,
30, 23, 22, 24, 28, 25, 29, 32, 25 25 20, 26, 29, 21,
24, 24, 24, 31, 29, 25, 30, 27, 28, 25, 25, 23,

1. Construct afrequency table using the data given above.

2. How many pupils weigh 30kg?

3. What isthe differencein weight between the lightest and the heaviest?
Practice 2

Thefollowing marks were scored by pupilsin a Mathematics test

71 61 41 51 81 61 61 61 41 91 ) 61
5

5 5
51 81 61 51 61 61 51 21 71 71 61 1 41
1. Represent the data on a frequency table.

i) 41 71 61 6
8 6, 5 6

2. How many students scored the highest mark?

3. Find the mark which occurred most frequently.

Practice3

After a survey, pupils’ attendance at school was recorded as shown in the table below. Draw a

vertical bar graph, using 2cm for the width of each bar and 1cm for the unit of attendance.

Table 11: Attendance of pupils at school
Class PL| P2 | P3| P4 | P5|P6

Attendance | 12 | 14 | 10 | 9 5 8

Practice4

The table below shows the distribution of weights and number of pupils in a class. Draw a
horizontal bar graph to represent this distribution.

Table 12: Distribution of masses

Weight (kg) 2021|2223 |24 | 25|26 |27 |28| 2930|3132

Numberofpupils | 2 | 1| 2 | 4 |6 | 7| 3|4 |53 |2]|1]|1
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Module 6: Sample Lesson Plans in Science

Users:

All personnd at the school level

Objectives of this Module:

Module 6 comprises sample lesson plans for challenging topicsin Science.

The module al'so provides concise explanation of challenging topics at the beginning of the module.
It briefly discusses the identification of challenging topics.

All the sample lesson plans are in accordance with the MOE Teaching Syllabus for Integrated
Science (Primary 4-6).

The module has 2 types of sample lesson plans, type A and type B. The section on sample lesson
plans of Type A has of 5 parts: lesson overview, lesson plan, teaching hints, use of chalkboard
and English as a teaching tool. On the other hand, the section on sample lesson plans of Type B
has 2 parts only: lesson plan and English as a teaching tool.

The lesson overview consists of introduction, objectives of the topic and the lesson, R.PK. and
details about the class. “Introduction” illustrates the importance and relevance of the lesson to real
life. All the “objectives” are taken from the syllabus. “R.PK.” states relevant previous knowledge
that pupils are expected to have. “Details about the class” describes the current situation of the
class in terms of pupils’ general information, academic progress, interest and attitude towards the
subject. Further explanation about these can be found in Module 4 (4. Lesson Plan).

The lesson plan (sometimes also called lesson notes) is included in both Type A and Type B. The
format of the lesson plan is the same as the standard lesson plan that GES provides.

The sample lesson plans of Type A also contain “lesson plan with teaching hints” on the next page
of the standard lesson plan. The lesson plan with teaching hints is the same as the standard lesson
plan on the previous page except for the speech blobs (rounded rectangular shapes) on the lesson
plan. The speech blobs suggest where each of the teaching hints can be used.

The teaching hints provide suggested teaching approaches. It is designed in a such a way that each
of the teaching hints daborates how to deliver a particular teaching activity (e.g. Introduction,
Activity 1,2...) in the development of a lesson. Because many of these teaching activities are
linked with the core points of the lesson, successful delivery of the teaching activity should lead to
a sound understanding of the core points.

The teaching hints deal mainly with general teaching approaches and questioning skills for
particular teaching activities. The general teaching approaches describe how the teacher can lead
pupils to the core points through the activities. When the activity is an experiment, the teaching
approach explains how to conduct the experiment, paying special attention to the process skills of
Science. The questioning skills should also help the teacher to lead pupils to reach a good
understanding of the core points. It is recommended that teachers develop better teaching
approaches and questions for the lesson and other lessons once they get the ideas that the teaching
hints discussed/presented.

The use of chalkboard shows a suggested chalkboard plan. Well-organized chalkboard helps
pupils understand what they are learning in the lesson. Teachers need to consider how to use and
organize the chalkboard, and this part can help them consider such planning.

The section English as a teaching tool suggests effective use of English language in the Science

1
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lessons. The section gives examples of English that can be used in particular activities. By using
the actual content of the sample lessons, it helps pupils to understand Science content better. It
should be noted that a section of Module 4 highlights the use of English language as a teaching tool
for other subjects, with a general and rather theoretical explanation of its use.

Use of Modules 6 for SBI/CBI demonstration activity (lesson)

The CL and teachers can simply use some of the sample lesson plans for their SBI/CBI. They can
also develop their own lesson plans for challenging topics using one of the samples as a mode.
Once CL and teachers have become familiar with the sample lesson plans and their teaching and
learning strategies, it is strongly recommended that CL and teachers start developing their own
initiated lesson plans for challenging topics.

Adding L esson Plans developed by CL and teachers

Module 6 should be built-up by adding more sample lesson plans. CL and teachers must be
encouraged to develop these lesson plans. CL and teachers have opportunities to develop lesson
plans for challenging topics when preparing their SBI/CBI. Besides, CL can improve lesson plans
when discussing the challenging topics with other CLsin CL Sourcebook Training.

Some of the lesson plans developed by CL and teachers will be added to the modules.
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Identification of Challenging Topics

Introduction

Some teachersin primary schools think that some topics are difficult or challenging to teach. They call
the topics challenging topics. The teachers claim that the topics require subject teachers or specialists
to teach them. However, with adequate preparation, teaching these topics should not be problematic. It
is a matter of preparation not qualification. A little bit of extra effort and time to prepare a lesson
makes a big difference and helps teachers to improve their lessons greetly.

This section provides some useful information about challenging topics for CLs and teachers. It helps
to identify challenging topics.

Preferred Topics

It is important to examine topics that teachers prefer to teach. When we understand why we prefer
certain things, it becomes easier to see why we do not prefer other things. The preferred topics and the
reasons for preferring those topics can help us to see why some topics are regarded as challenging.

Teachers in Primary schools seem to prefer teaching some topics in Science. Some examples are:
Food, Plants, Animals, the Family and the Community

There are some reasons why primary school teachers prefer teaching the topics listed above to others.
They are shown below.

— Thetopics present real and familiar things.

— There are rdevant curriculum materials and teaching/learning materials to use in lesson
delivery.

— Local teaching and learning materials could be used.

— Teachers have interest in teaching familiar topics.

— Thetopics lend themselves to the use of the activity method of teaching.

Challenging Topics in Science

The following are some examples of challenging topics in Science. These are based on opinions
gathered from serving teachers at the primary school level.

Earthquakes, Formation of Clouds, Forces, Electrical Circuits, Constraints to Healthy Living:
HIV/IAIDS Body Framework of Mammals, Magnets and non-magnets, Reflection of Light,
Dispersal of Fruit and Seed, Pollination and Fertilization in Plants

It seems that the reasons why teachers perceive some topics as challenging vary from teacher to
teacher. However, some typical reasons are identifiable. For example, one of the reasons is that
challenging topics are seen to be abstract because they are not seen in real life situations. Another
reason can be that challenging topics lack relevant curriculum materials that teachers can use as
resource materials. The following are some of the reasons some teachers gave for regarding certain
topics as challenging.

— Difficulty in getting Science and Environmental Studies experts to support teachers to teach
the challenging topics.

— Lack of relevant teaching/learning materials to teach the challenging topics.

— Inadequate funds for purchasing some teaching/learning materials e.g. consumable materials.

— Someteachers’ level of interest in Science and Environmental Studies.

— The problem of untrained teachers who lack content knowledge in Science and skills to
handle Science and Environmental Studies.

— Largeclass sizes do not lend themselves to the activity method of teaching.

3
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— Inadequate preparation by the teachers.
— Inadequate practical lessons in pre-service training at colleges due to the emphasis on passing
of examination.

Summary

The challenging topics are seen to be abstract in nature. Besides, there are no teaching/learning
materials and relevant curriculum materials to support teachers to teach such topics. Some teachers use
inappropriate teaching methodology, and large class size makes the use of the activity method of
teaching difficult.

These problems can be overcome by adopting good strategies in the teaching/learning processes.

The fundamental principle that underlies the INSET programme is that teachers learn effectively
through sharing implementation and discussion of a lesson with their colleagues. Thus, the CL and
teachers should utilise the opportunities for lesson implementation and post-lesson discussion at
SBI/CBI and CL Sourcebook Training to treat challenging topics.
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Sample Lesson Plans (TYPE A)

Lesson 1. Properties of Soil (Primary 5)
1. Lesson overview

2. Lesson plan

3. Teaching hints

4. The Use of Chalkboard

5. English as a teaching tool

Lesson 2: Characteristics of Water and Other Liquids (Primary 4)
1. Lesson overview

2. Lesson plan

3. Teaching hints

4. The Use of Chalkboard

5. English as a teaching tool
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Lesson 1: Primary 5, Unit 2 Properties of Soil

1. Lesson Overview

I ntroduction

Soils are very common in our environment. Pupils see different kinds of soil on their way to schoal.
Many pupils have played with soil at some stage in their growth/development, touching and feeling
them with their hands. Some of them know that soils support plants and can be used in building houses
and roads (taught in Primary 4). From these experiences, it is obvious that soils are reasonably familiar
things to the pupils;, however, many pupils do not pay particular attention to its characteristics. It is
important to know about the characteristics of soil because it often determines which soil is more
preferable for a specific use. For example, some particular kinds of soil are useful for growing certain
types of crops. Having a good understanding of the characteristics of soil is very helpful for farming.

In this lesson on Properties of Sail, pupils are expected to observe and classify different types of soil.
They are to consider the uses of soil in our everyday life, and then explore which soils are best for
various crops.

Theteacher can organise group activites depending on the class size and the nature of the activities.

The teacher should move around in the class when pupils are working on the activities, spending
ampl e time with them and paying attention to them.

General Objectives of the Topic (Soil in Primary 5)
The pupil will

— acquire basic knowledge about soil.
— acquire skillsin controlling soil erosion.
— understand the importance of soil in crop production.

Specific Objectives of the L esson (Properties of Soil)
By the end of the lesson, pupils will be ableto:

— determine at least two differences among loamy, sandy and clayey soils.
— demonstrate the water holding capacity of loamy, sandy and clayey soils.

This topic (properties of soil) is found in Unit 2 of the primary 5 syllabus. It deals with how a sample
of sail can retain water or allow water to pass through it. The units that pupils learn before and after
this unit are shown in Table 1. The table also indicates the place of the topic, Properties of Sail, in
bold.

Table 1: Class and Unit that this topic can be found

Class Unit
Primary 4 Unit 1:Composition and uses of soil
Unit 1. Types of soil
Primary 5 Unit 2. Properties of soil

Unit 3: Sail erosion — causes, effects and control

. Unit 1: Land degradation
Primary 6 Unit 2: Sail fertility
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Relevant Previous K nowledge (R.P.K.)
Pupils are familiar with the type of soil in the school garden.
In Primary 4, pupils have already learnt the following:

— Soail is made up of particles of stone and other materials like dead plants, animals and air.
— Soail supports plants.

— Soil isuseful in crop production.

— It can also be used in building houses and roads.

— Soail can be used in making pots, bowls and ovens.

In Primary 5 in previous lessons, pupils have already learnt the following.

— Soail can be grouped into sandy, clayey and loamy.

However, a teacher should not assume that all pupils in the class have a good
understanding of the above because they have previously learnt them. It is always
important to pay enough attention to the individual needs of the pupils.

Details about the Class

The “Details about the Class” explains the current situation of the class in terms of general information
about the pupils, academic progress, interest in the subject and attitude towards the subject.

(Refer to Module 4: 4.1.3. “Details about the Class” for further explanation.)

Thisis an example

This class is made up of 50 pupils (28 girls and 22 boys). Mgjority of the pupils seem to have a good
understanding of the uses of soil while a few pupils have a strong interest in the characteristics of soil.
Approximately half of them have had some kind of farming experience with their parents. Although all
of them participated in the previous lesson that dealt with grouping soil into sandy, clayey and loamy,
roughly 10 of them are still struggling with how to group them.

The next section shows samples of lesson plans taken from the primary school syllabus. Some of them
present the format with suggested teaching and learning activities. Others have suggested teaching
hints added to certain parts of the lessons and are intended to help the teacher to achieve the core
points for the various stages of the lesson.



2.

SUBJECT : Integrated Science

Lesson Plan

CLASS: Primary 5

PROPERTIES OF SOILS

REFERENCES: 1. Primary School Integrated Science Syllabus pg 38-39

DETAILS ABOUT THE CLASS: Magjority of the pupils seem to have a good understanding of the uses of soil whilea
few pupils have a strong interest in the characteristics of soil.

E/AI'TK/IDIQg TOPIC/ OBJECTIVEY TEACHING/LEARNING MATERIALS CORE POINTS EVALUATION/
URATION SUB-TOPIC R.PK. TEACHER/LEARNERACTIVITIES EXERCISE
TOPIC: OBJECTIVES TLM: loamy, sandy, and clayey soils, funnels, cotton wool,
TYPES OF | By the end of the | empty transparent plastic containers, water, cups, sticks
SOIL. lesson pupils will
Wednesday be ableto: INTRODUCTION
" SUB-TOPIC: — determine  two | Short talk or discussion about red life experiences related to
270f Oct. 06 | PROPERTIES differences  in | water holding capacity. (eg: erosion of sports grounds of the
11:00 OF SOIL. loamy,  sandy | school ) ORAL QUESTIONS:
' and clayey soils; | Through question and answer method, pupils state the types of | cORE POINT 1: What type of sail isin
60 mins — demonstrate the | soil near their houses and in the school garden. _ _ _ | theschool garden?
water  holding Sandy soil has larger particles and is brownish in | What type of soil ison
capacity of ACTIVITY 1: co_I our. It feels very _rough bet_vveen_t_he fingers. C_I ayey the school compound?
loamy, sandy . soil has smaile_r partlc_lesand_lswhltlsh or brownishin | What is the colour of
and clayey soils. | Pupils touch/feel and describe the soil samples in terms of | colour depending on its location. It feels very smooth | the sail in the school
colour, texture, and particle size and record their observations | @nd has medium size particles. garden?
R.PK.: inatable.

Pupils are familiar
with the type of
soil in the school
garden.

ACTIVITY 2:

Using the same type of soil samples, pupils find out if the
different types of soil allow water to pass through them at the
samerate.

Let the group leaders read out their observations and discuss
their groups’ findings with the class.

For the instructions, refer to worksheet or teaching approach on
an attached paper.

APPLICATION:

Pupils discuss which soil will be best for planting in the school
garden or their gardens a home (Note that different kinds of
plants a so determine suitable sail type.)

CONCLUSION:
e.g. Loamy soil is suitable for growing cabbage.

CORE POINT 2

Different soils allow water to drain through them at
different rates. Sandy soil allows water to pass through
it easly. Loamy soil allows water to pass through it
better than clayey soil.

CORE POINT 3:

Clayey soil retains water most while loamy soil holds
sufficient water for plant growth.

WRITTEN
QUESTIONS:
There are 3
types of soil.
Which soil type will
dry up more quickly
and why?

Which soil would be
best for growing crops
in the school garden
and why?

main




L esson Plan with Hints

The lesson plan below shows speech blobs (rounded rectangular shapes) that indicate hints for teaching the various stages. The hints for teaching deal with
specific skills for lesson delivery and they are explained in detail in the following pages. The position of each speech blob suggests where each one of the hints

can be used.
Hintsfor Introduction
DAY/ TOPIC/ TEACHING/LEARNING MATERIALS EVALUATION/
DURATION | SUB-TOPIC OBXECTIVEY RPK TEACHER/LEARNER ACTIVITIES CORE POINTS EXERCISE
TOPIC: OBJECTIVES: TLM: loamy, sandy, and cl Tunnels, cotton wool, ORAL QUESTIONS:
TYPES OF | By the end of the | empty transparent plastic ers, water, cups, sticks What type of soil isin
SOIL. lesson pupils will be Hintsfor Activity 1 the school garden?
Wednesday ableto: INTRODUCTION: What type of sail ison
SUB-TOPIC: | — determine two | Short tak or discussion about rea life experiences rlat A the school compound?
6OMINUTES PROPERTIE differences in | water holdinng capacity. CORE POINT - What is the colour of
SOF SOIL. loamy, sandy and | Through question and answer method, pupil " soil in the school
clayey soils soil near their houses and in the school Sandy soil has larger particles and is brownish in | garden?
— demonstrate  the colour. It feels very rough between the fingers. Clayey
water holding soil has smaller particles and is whitish or brownish in | WRITTEN
capacity of loamy, | ACTIVITY L colour depending on its location. It feels very smooth | QUESTIONS:
sandy and clayey | pupils touch/fed and describe the soil samples in terms of | and has medium size particles. There are 3 main types
soils. colour, texture, and particle size and record their observations of soil. )
inatable. ! Which soil type will
RPK.: CORE POINT 2 dry up more quickly
Pupils are familiar Different soils allow water to drain through them at | @d why?
with the type of soil | ACTIVITY 2: different rates. Sandy soil allows water to pass through | Which soil would be
in the school Using the same type of soil samples, pupils find out if the | it easily. Loamy soil allows water to pass through it _b&cttrfor grk(l)w ||ng cr((j)ps
different types of soil allow water to pass through them at the | better than dayey soil. gr‘] g Wiy?f ool garden
L samerate, '

Hintsfor Activity 2

Let the group leaders read out their observations and discuss
their groups’ findings with the class.

APPLICATION:

CORE POINT 3:

Clayey soil retains water most while loamy soil holds

Pupils discuss which soi
garden, or their gardens a home. (
plants also determine suitable soil type.)

or planting in the school
- inds

CONCLUSION:

e.g. Loamy sail is suitable for growing cabbage.

sufficient water for plant growth.

Hints for Application
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3. Teaching Hint

The discussion that fdlows is the suggested teaching approaches for presenting the lesson whaose lesson
plan can befound on the previous page

Hintsfor Introduction

Quegtioning Skillsfor Introduction
Intheintroduction, theteacher can useany (or all) of the approaches beow.

a) questionsthet review pupils’ R.PK.
Example

T) “Namethetypes of soil you know?”

T) “How many types of soil arethereinthe school?”
T)’Namethetypes of sail inthe school garden.”

Ty Whet types of soil aretherein the school garden?’
T) “What types of soil arethereinthe school garden?”

b) questionsthat rdatethelessontored lifeStuations.
Example

\@ “Which soil/landiis the best for farming?” j

Note Different crops do well in different soils o any soil type mentioned should be supported with the
gppropriate crops. Eg. sandy sail — shdlat/onions; humus- pepper.

Hintsfor Activity 1
Adtivity 1islinked with Core Point 1. Hintsfor Activity 1 lead to agood understanding of Core Point 1.

CorePoint 1 (of Activity 1): Sandy s0il has larger partides and is brownish in colour. It feds very rough
between thefingers. Clayey s0il has smdller particles and iswhitish in colour. It feds very smooth and has
ard| szepartides. Loamy soil has partides with amixture of Szesandisblack in colour.

Approach toAdtivity 1 (for CorePaint 1):
AngpproachtoAdtivity 1 isshown bdow asan example

1. Three soil samples (sandy, clayey and loamy sails) are needed for this activity and they can be
obtained from the schod garden and the neighborhood.

Ingroups, pupils examinethe samples carefully.

Pupilstouch/fed and describethe colour, particle size and texture of thethree samples of soils.
Pupilsrecord their observationsin Table 2.

Discuss pupils’ obsarvations and dassfy the soil types according to the size of partides and
texture

a s~ wbN
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Table 2: Properties of soil types

Typeof sl Colour Szedf patides Fed or texture

Sendy

Clayey

Loamy

Quegtioning Skillsfor Activity 1

In Activity 1, pupils have opportunity to make their own observations. A teacher should use questions thet
dicit the obsarvations pupils have made (See Module 4 Generd Pedagogy: 2.5 “Quegtioning Skills” for
further explanation.)

Examples

T) “Whet isthe colour of this soil 7

T) “How doesit fed when you touch the sl ?”
T) “How will you describe thetexture of clay?”
T) “How bigistheszeof thesoil partides?’
T) “How different is sand from day?’

Hintsfor Activity 2
Adtivity 2 islinked with Core Point 2. Hintsfor Activity 2 lead to agood understanding of Core Paint 2.

Core Point 2 (of Activity 2): Different soils do nat dlow water to drain through them at the same rate
Sandy soil dlows water to pass through it easily. Loamy oil dlows water to pass through it better than

dayey sail.

Approach toActivity 2 (for Core Paint 2)
An agpproach toActivity 2 is shown bdow asan example

1. Using the sail samples, pupils find out if the different types of sail dlow water to pass through
thema thesamerate

2. Le pupils predict what would happen to thewater in the three types of soils (Pupils can be asked
towriteit down).

3. Pupils ar group leeders present their predictions to the dass (Teache writes them on
chakboard).

4. Cary out the expaiment (Either teacher-led demondration or group activity, depending on
availahility of the goparatusand time).

5. Asagroup, pupilsrecord theresults on theboard or in their exercisebooks

Pupils sharethe results with members of other groups.

7. Discussthemin class, comparing them with the predictions pupils made before the experiment.

o
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Prepar ation of Teaching and L earning Materiasfor thelesson
Resources:

— 3dfferent trangparent containers of equa size (beskerd pladtic battles’ glasses)
— Samples of sandy, dayey and loamy soils (which arelocally available)

—  Filter paper/apiece of paper/ cotton wool

—  3funnds

—  Aclock/stop watch/wrist-watch

Sepstofollow:

1.Fold thefilter paper asshown.

F
)

r"rnlﬂ- hang

<" _fold here

-

=
-

2
£ o
. 4

When filter paper is nat available we can improvise it. Instead of filter paper, we can use
cotton woadl or apiece of tissuefromtaoile rall.

12
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2. Set up theapparatus

Clavey soil Loamy sail

| filter paper
onrdy soil

- \N/J m

When funnds and bekers are nat available, other materias can be used, catering for the same
purpose A teacher can improvisethem. One ather example, which uses empty plagtic battles, is
shown below.

i

fitbar
P

I.Inp-ur parrt

Empty Plantic Bottba
. -\"‘-\ Feverme tho wpper part
Lires af of the bottle and put |t

i:ullm:_ on the leer part e

m\”/

Gt thes | Grwmnr
botths part
lekis thik e
.,
| T——
1 2 3
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Quegtioning Skillsfor Activity 2(Core Point 2)

In Activity 2, pupils are given the opportunity to carry out an expeaiment thet focuses on discovery. This
activity alows a teacher to use a variety of questions, induding high order questions, such as andysis,
synthesis and application questions.

Theteacher can dso highlight some of the process skillsin this activity, asking questions thet are rdated to
process skills. Examples of these questions and process skills are shown beow. (See Module 4: 2.3.2
Gengicd/Process Skillsand Sciencefor further explanation.)

Example
Quetion Process kill \

“What islikdy to happen?’ Predicting
“Which type of s0il islikdy to had weater thelongest?’ Predicting

“Why will the dayey soil hold water longes?” Hypothessng
“How will you group thesails?” Classifying

“What will you nesd to makethis experiment fair?” Handling apparatus
“How would you doit?’ Designing

“What will you messure?” Measuring

“How will you record theresults?” Recording (Writing)

Qwill you share your results?” Rqaorting/oommmioatjny

Hintsfor Application

Applicationislinked with Core Paint 3. Hints for Application leads to a good understanding of Core Point
3

CorePoint 3 (of Application): Clayey soil retains water most while loamy soil holds sufficient water for
plant growth.

Approach toApplication (for Corepoint 3)
An approach to application is shown bd ow as an example

1. Having obtained the findings that pupils gat from Activity 2, pupils discuss the soil type that
retains water most.

2. Teacher askswhich soil isbest for growing crops.

3. Teache quides the pupils through the informeation to discover that crops need just sufficient
amount of water. It should neither betoo little nor too much.

4. Through a discusson on which soil is best for growing crops, let pupils synthesise bath the
informetion thet they obtained from the activity and theinformation ther teacher hasjust given.

5. After pupils cometo a conclusion, teacher asksif thetype of sail inthe school garden is suitable
for growing crops.

6. Encourage pupils to suggest the types of soil that would be best or suitable for planting a local

crop.

14
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Quegtioning Skillsfor Generating Application of the Concept
A teacher can usethefollowing questions for summing up thelesson. Example

/ Question /Pm®

“What have you found?” Evauaing

“How do you comparetheresuits?’ Discusdng

“What might be said about therdationship beween water | Gengrdlising
hdding capadity and sze of participles of sail?”

“How will you tell your friendsabout today’sfinding?’ Communicating

N —

Rdated | nfor mation

The smdle the partides of sail, the grester the tatal surface area of the partides on which the water can
collect. Thefurther apart the partides, the more easily water passes through.

Clayey il has very small partides and hdds water better than sandy and loamy sails, but it tends to
become waterlogged and devel ops crackswhen dry.

Sandy soil haldslittlewater becauseit has large spaces betweenits particles.

Loamy sail holds water well. It does nat become waterlogged. Humus aso increases the water holding
ability of sols.

“Theability of soil to hold back water iscaled thewater holding/ retention capacity of the soil.”

15
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4. The Use of Chalkboard

A samplelayout of chalkboard writing is shown below.
“IMay/06
Propertiesof Soil

Typesof soil wecan findin theschool garden.
Examples Sand, day, loam and soon.

Adivity 1: Properties of Soll

Typesof | Cdour Szeof
0l patides

Sandy soil has larger partides and is broanish in colour. It
feds very rough between the finge's Clayey ol has
sndle patides and is whitish or brownish in colour
depending on its location. It feds very smooth and has
medium szepartides

Activity 2 Which soil alowswater to passthrough it more
egdly?

Materials TLM: loamy, sandy, and dayey sails, cotton wodl,
funnesand beskers (ar empty trangparent plagtic containers),
water, cups dicks

Aim: Tofind out if thedifferent types of soil dlow water to
passthrough them at the samerate

Set-up:

Clayey soil Loamy soil

filler paper
soil sampie

\lY/J v v -

Predictions

Group A: Clay dlows weater to pass through it feder then
othes

Group B: Theeisno difference They aredl thesame

Group C: Water passesthrough sand at the fadtet rate.

Group D: Different soils do not dlow water to drain through
them a thesamerate

16

Reault:
Table: Results of the Experiment

Typed Sail What happened tothewater
after 3minutes?

Clay
Sand

Loam

Condusion (of activity 2):

Allow waer to pass through them at different rates
Sandy s0il dlows water to passthrough it eesily. Loamy
0l dlows water to pass through it better than dayey
il.

Application and Condusion:

Clayey soil retainswater most whileloamy soil hdlds
auffident water for plant growth.

Loamy soil issuitablefor growing cabbage

Exercie
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5. English as a Teaching Tool

(a) Activity 1: In the first activity of this lesson, the pupils have to describe the feel or texture of the
three soil samples. The pupils will be able to describe the soils in their local language. The teacher can
help the pupils to learn some English words to describe the differences.

Thefollowing descriptive words will be helpful:

clay sand loam
small grains bigger grains crumbly
smooth rough loose
sticky (grains stick together) You can pour it amixture of textures
You can makeit into a ball It runs through your fingers bigger and smaller pieces together

(b) Activity 2: In this lesson the pupils are asked to write down what they think will happen before
they do the experiment. After the teacher has explained the experiment she should give the pupils
some ideas and some words to help them. For example the teacher can say:

“Do you think it will be the same for each type of soil? What will be different? WII the water pass
through one type of soil quickly and move through another type of soil more slomy? Now | want you
to write down some sentences to say what you think will happen in this experiment. Here are some
words that you can usein your writing” eg. Fast, dowly, quickly, holds, doesn’t hold.

Encourage the pupils to explain their ideas fully using the following sentence structures:

[ think .........  because...........

Firstitwill ......... andthenitwill ...........

In the sand | saw .......... but in the clay | saw

It is important for the teacher to give clear instructions for the pupils to follow, using phrases which
they have heard before so that they become familiar with what they are expected to do.

For example:

— Giveaclear title which tells the pupils what they are going to be studying.
— Tdl the pupils what equipment is needed for the experiment.
— Maketheinstructions brief, in simple steps and in clear English.

Each of these points will also provide alist of vocabulary items to help pupils with their writing.
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The experiment could be written on the blackboard for the pupils to copy into their exercise book (see
below).

Experiment : To Investigate How Different Soils Hold Water

What you need:  three pieces of cloth, three samples of sail, three sieves, three equal quantities of
water, three containers, a clock or timer.

Step 1l  Put apieceof cloth in asieve. Do the same with two other sieves.
Step 2 Put each sieve at the mouth of a container.

Step 3 Labd thesievesA, B and C.

Step 4 Put somesand on sieve A.

Step 5  Put the same quarntity of clay on sieve B.

Step 6 Put the same quantity of loam on sieve C.

Step 7 Pour the same amount of water onto each sieve.

Step 8 Note the time. After 3 minutes, observe which type of set-up has most water in the sieve
and which type of set-up has most water in the container.

Step 9 Record your findingsin the table below.

Table 3: Results of the Experiment

Type of Sail What happened to the water after 3 minutes?

18



Module 6 Sample Lesson Plans in Science

Lesson 2: Primary 4, Unit 2: Characteristics of Water and Other Liquids

1. Lesson Overview
I ntroduction

Water is the most common liquid in the world. We drink it, wash in it and do many things with it. In
many ways water controls our lives. It determines where we can live and whether we can grow crops
for food and also determines which weather we have. All living things use water- plants, animals and
people. About 2/3(70%) of the human body is made up of water. The body needs about 2 litres every
day. Water forms part of our food and drinks. It replaces the water that is lost through sweat, urine and
breathing. Water is more important than food (you can survive between 5 to 10 days only without
water but can do for 50 to 60 days even without food if you have water). Water is a compound with
chemical formula H,O (2 Hydrogen atoms and 1 Oxygen atom).

General Objectives of the topic (Water in primary 4)
The pupil will:

—  recognise various sources of water.

— relatewater to other liquids.

— appreciate the importance of water.

— understand the dangers associated with polluting water bodies.

Specific Objectives of the lesson (Char acteristics of water and other liquids)
By the end of the lesson, pupils will be ableto:

— identify water from other liquids.
— compare water to some other liquids.

This topic (Characteristics of Water and other Liquids) is found in Unit 2 of the primary 4 syllabus.
The units that pupils learn before and after this unit are shown in Table 4. The table also indicates
place of thetopic, Characteristics of Water and other Liquids, in bold.

Table 4: Class and Unit that this topic can be found

Class Unit

Primary 4 Unit 1:Sources of water

Unit 2. Characteristicsof water and other liquids
Unit 3: Uses of water

Unit 4. Water pallution

Primary 5 Unit 1. Purification of water
Unit 2: Water as a solvent
Unit 3: Water cycle
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Relevant Previous K nowledge (R.P.K.)
Pupils use water and other liquids (e.g. kerosene and fruit juice) in their everyday activities.
In Primary 4, pupils have learnt that:

— Water may be obtained from rivers, taps, wells, lakes, lagoons, streams, rain and the sea.
— Water may contain different kinds of impurities.

However, the teacher should not assume that all pupils in the class have a
good understanding of the above. It is always important to pay enough
attention to individual needs of pupils.

Details About the Class

The“Details about the Class” explains the current situation of the class in terms of general information
about the pupils, academic progress, interest in the subject and attitude towards the subject.
(Refer to Module 4: 4.1.3. “Details about the Class” for further explanation.)

(Thisis an Example)

This class is made up of 58 pupils (33 girls and 25 boys). Majority of the pupils know the basic
differences among the liquids that will be used in the lesson. However, many of them have difficulty in
expressing them in English words. Special attention is needed to develop the pupils’ understanding of
these English vocabularies. The concepts of thickness and thinness are to be developed. Some pupils
are very much familiar with kerosene but there are some who have not touched it before. Pupils have
learnt about the sources of water in the previous lesson, and understand that water may contain
different kinds of impurities. Thus, it is important to stress that the water discussed in this lesson is
pure water, without impurities, so as not to confuse the pupils.
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2. Lesson Plan

SUBJECT: Integrated Science

CLASS: Primary 4

WATER AND OTHER LIQUIDS

REFERENCES: 1. Primary School Integrated Science Syllabus pg 9

DETAILS ABOUT THE CLASS: Specia attention is needed to develop the pupils’ understanding of the English
vocabularies that explain the differences among the liquids.

DAY/DA
TE/TIME | TORPIC/ OBJECTIVES | TEACHING/LEARNING MATERIALS CORE POINTS EVALUATION/
/DURATI | SUB-TOPIC | /R.PK. TEACHER/LEARNERACTIVITIES EXERCISE
ON
TOPIC: OBJECTIVES | TLMs
WED. Water and | By the end of | Water, orange juice, kerosene, cooking ail, e.g. palm oil in transparent bottles with lids,
other liquids the lesson, | stop watch, rulers, marker, pen, and funnel.
pupils will be .
1% of Oct. ableto: INTRODUCTION: State 2 differences
06 SUB-TOPIC: Lesson isintroduced through Q and A, for example, betw_een v_vater and
Characterisics | jgerify water | “WWhat Kind of liguid do you usein making stew?” cooking oil.
of water and « - ,
9:00 other liquids Ifirngds other | “Do all liquids have taste, smell and colour?
30mins.
- state at least 2 . Which liquid has
ggtf\zreeennoesWa[ter ACTIVITY 1. Group activity CORE POINT 1 i .kemiene
ard other | M groups, pupils compare the liquids, looking at the differences in colour, smell and | some Jiguids have colour. (eg. or orangeuice:
liquids. texture (thick/thin). Complete the table. Orangejuice)
Colour Smell Texture Others have tate and \S/JVatPir flows mr?re
. smell.(eg. Kerosene) owly than
Liquid With Without | With Witho : : _ cooking oil. True
) Lour colour sl ut Thick | Thin Pure water is colourless, | or False?
R.PK: co smell odourless and tasteless.
Pupils use water Water
and other liquids - -
in their every | | Cooking il
Juice
Kerosene
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ACTIVITY 2: Demonstration

The teacher and pupils use TMLs to demonstrate an activity to find out which liquid

pours more easily than others.

Procedure:
1. Obtaintwoidentical plastic bottles and place afunnel on each.
2. Mark each bottle equally.
3. Mesasure some water and put it into one of the bottles through the funnel.
4. Timeit and check how long it takes to reach the mark.
5. Repeat the activity with the cooking ail.
6. Copy and completethetable.
. How doesiit feel
Timeit takesto ble 22 ';fmfaﬂ between your
Liquid reach the mark (In Or Slow: fingers?
Seconds) Fest | Sow | Thick | Thin
Water
Cooking Oil
APPLICATION:

“You got water from a borehole in your neighborhood. How would the water be

different from water from ariver or muddy pond?’

CORE POINT 2:

Some liquids flow more dowly
than others. Cooking ail flows
more dowly than water.
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L esson Plan with Hints

The lesson Plan beow has speech blabs (rounded rectangular shapes) that show hints for teaching approaches. The hints for teaching approaches deal with
specific skills of lesson ddlivery and they are explained in detail in the following pages. The position of each balloon indicates where each one of the hints can

be used.
BG\F(%/AT TOPIC/ OBJECTIVES | TEACHING/LEARNING MATERIALS CORE POINTS EVALUATION/
ION SUB-TOPIC | / R.PK. TEACHER/LEARNERACTIVITIES EXERCISE
TOPIC: OBJECTIVES | TLMs
WED. Water and | By the end of | Water, orange juice, kerosene, cooking ail in transparent bottles with lids, stop watch,
other liquids the lesson, | rulers, marker, pen, and funnel.
pupils will be : Hints for Activity 1
ableto: INTRODUCTION: y Sate 2 differences
] SUBTOPIC: “What kind of liquid do you use in making stew?’ between water and
60mins. cooking ail
Characteristic identif “Are al liquids tasteless and odourless?’ '
- y water
s of water and from other .
other liquids liquids, ACTIVITY 1. Group activity CORE POINT 1:
In groups, pupils compare the liquids, looking at the differences in colour, smell and | gomeliquidsh | ) o
- state at least 2 | o e (thick/thin). Completethe table, metiquids have coaur. Which liquid is
differences Others have taste and smell. coloured, kerosene
between  water Colour Smell Texture . or orange juice?
and other Liauid H . Pure water is colourless,
liquids. iqui Wit Without | Wit Without ] ] odourless and tasteless.
g colour | colour smell smell Thick | Thin
Water
R.PK.: Cooking oil Water flows more
' slowly than
Pupils use water | | Orange Juice cooking oil.True or
and other liquids False?
Kerosene

in ther every
day activities.
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ACTIVITY 2: Demonstration

The teacher demonstrates an activity to find which liquid pours more easily than others.

o

Procedure:

Obtain two identical plastic bottles and place a funn

1
2. Mark each bottle equally.
3. Measure some water and put it into one of the bottles through

the funnel.
4. Timeit and check how long it takes to reach the mark.

5.  Repeat the activity with the cooking ail.

6. Copy and complete thetable.

- Doesit flow How does it fedl
Timeit takesto ; dow? between your
Liquid reach the mark et orSoW? | fingers?
(In seconds) Fos | Sow | Thick | Thin
Water
Cooking Oil
APPLICATION:

“You got water from a borehole in your neighborhood. How would the water be different

from water from ariver or muddy pond?’

CORE POINT 2:

Some liquids flow more dowly
than others. Cooking oil
flows more dowly than water.

—

\|\Hints for Activity 2

Also See “the Use of
Chalkboard”.

\
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3. Teaching Hints

Hints for Activity 1|

Activity 1 islinked with Core Point 1. Hints for Activity 1 lead to a good understanding of Core Point
1

Core Point 1(of Activity 1): Some liquids have colour. Others have taste and smell.

Approach to Activity 1(for Core Point 1)
An approach to Activity 1 is shown below as an example.

Comparing liquids

Materials: 1. Water 2. Kerosene 3. Orange juice 4. Cooking oil (eg. Palm ail) 5. Transparent
bottles with lids

Procedure: Look at the samples of different liquids.
Safty: DO NOT taste any of theliquids.

Complete the table below.
Table 5 Comparing liquids
Colour Smell Texture
Liquid
With Without With Without : :
Thick Thin
colour colour smell smell
Weater
Cooking ail
Orange Juice
Kerosene

Questioning Skills for Activity 1

T) “Do they have colour or they are colourless?”
T) “Do they smell?’
T) “Do they feel thick or thin?’ (After rubbing a little of each between your fingers.)
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Hints for Activity 2

Activity 2 is linked with Core Point 2. Hints for Activity 2 lead to a good understanding of Core Point
2.

Core Point 2(of Activity 2): Some liquids flow more slowly than others. Cooking oil flows more
dowly than water. Pure water is colourless, odourless and tastel ess.

Approach to Activity 2 (for Core Point 2)
An approach to Activity 1 is shown below as an example.

Before conducting the experiment, pupils can make an
assumption or prediction of which liquid flows fastest and
slowest. apnlvina the results from Activitv 1.

Which liguid pours more easily?

Materials: Water, cooking oil (eg. palm oil), plastic bottles, ruler, marker, stopwatch (a
stopwatch/clock/wrist watch), funnels,

Procedure

Obtain two identical plastic bottles and place a funnel on each.

Mark each bottle equally.

Measure some water and put it into one of the bottles through the funnel.
Timeit and check how long it takes to reach the mark.

Repeat the activity with the cooking ail.

Copy and complete Table 6.

ok~ wNE

Table 6: Which liquid flows faster?

How does it feel between your
fingers?

Fast Slow Thick Thin

Time it takes to reach the | Doesit flow fast or slow?

Lige mark (In seconds)

Water

Cooking Oil
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When funnels are not available, empty plastic bottles can be used instead. An example of the
construction of the apparatus is shown below.

Empty Flastic Bottha

\ hake a small Timing
| hple on tep

1
| II Liquid
'|I Foswarrsar the upper part of Che

] hattie and put it on tha owar I"'.,

§ part like this 1
1 %
) Lppear grrl 1

Line of of tha ‘-1
nuttinp_' Exat e
; 1 .-""‘ I\t ]/
g N \U/
like this i
-
. T .

Questioning Skills for Activity 2

T) “Why must the bottles be identical ?
T) “Why must the same volume of each liquid be used?’

Related | nfor mation

Pure water is colourless, odourless (has no smell) and is tasteless. Some other liquids like kerosene,
fruit juice and edible oils have colour, smell and taste.

At atmospheric pressure, pure water:

— freezesat 0

— isneutra to litmus.

— boilsat 100

— has amaximum density of 1g/lcm® at 4

— isapoor conductor of eectricity (but becomes a good conductor when a small amount of an
ionic compound is dissolved init).

— eXpands between 4 and O  and contracts (becomes less in volume) when melting from
0 to4 sousualy, solid water (ice)floats on liquid water.

— has ahigh surface tension so that it appearsto form a strong skin on its surface.

Water is capable of dissolving many substances and it is therefore referred to as a univer sal solvent.

NB: Dissolved solids, such as salt and sugar raise the boiling point and lower the freezing point of
pure water.
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4. The Use of Chalkboard

Samples of layouts of chalkboard writing are shown be ow.

SampleA

23rd/Jung06

Water and other liquids
Charadeidicsof water and ather liquids

Experiment
Tile Adivity2 Which liquid poursmoreessily?

Aim: Tofind out which liquid flowsfagter or maredoly.

Apparaus Weter, cooking ail, plagtic battles ruler, marker,
sopwatch, funnds.

Method:

Obtaintwo identica pladic battlesand placeafunnd on each.

Mark each battle equdly.

Messure somewater and pour itinto oneof the battlesthrough the funnd.
Timeit and check how longit tekestoreach themark.
Repeat the activity with thecooking ail.

Copy and completethetable:

How long doesittake | Doesit flow fest or
toreachthemark? domy?

Condusion

Condusian/ today’s summary

Purewater is colourless odourlessand teddess
Cooking ail flows moredomy then water

Exedse

Divide the chdkboard into four
sections, showing dear differences in
sections of the experiment
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SampleB

Water and other Liguids(->Title)
2). Characteridics of water and other liquids Reault:

Adtivity 1. Comparing someliquids (->Title of activity) Adivity 2 Whichliquid parsmoreessily? Condusion/ today’s summary

(>Titleof adivity) .
. - . ; —_ : Purewater iscolourless odourlessand tastdless
Materials water, kerosane, orangejLics, cooking all, (ransparent) || Materials Water, cooking ail, plastic bottles ruler, merker, Cooking ail flowsmoreSowly then water

botles  (->Resourcesof the activity) stopwetch, funnes

How longdoesit | Doesit flow faster
(->Result of the activity) Procedure Liquid teketoreachthe

Water and other liquidsaredifferent. They amdl differently. Thar | Obtain twoidenticd pladic bottlesand placeafunnd at the
mouth of each.

o Mark each battle equdly.

Liquid Colour Smdl Texture Measure somewater and put into oneof the bottlesthrough the

Water

funnd.
Wata Colourless | Nosml Thin Timehow long it tekesto reach themark.

Repeat theactivity with thecooking ail (pam ail). Condusion/today’ssummary
Cdlourless

Kerosene Hasamdl Thin Purewater is colourless odourlessand teddess
Water flowsfagte then cooking all (pam ail).

Orangejuice | Orange Hassmél Thin

Exads

Cooking all Hascoour | Hasamdl Thick

cdoursaredfferent. Thar texture (fed) isdifferent.
Someliquidsflow moredomy then athers
Purewater iscolourless odourlessandteddess
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5. English as a Teaching Tool

(@ The text in this lesson may be quite difficult for the pupils to read with understanding. If this is o,
prepare asmplified verson to write on the blackboard for the pupils to read and to copy into their exercise
books. For examplethefirg page can bere-written asfallows:

Wate and othe liquids are different. They smdl differently. Their
colours are different. Their texture (fed) is different. The adtivities in
this lesson show how the liquids are different. You will need some
different liouids— kerosene, palm oil and encineail.

Writethe name of each liquid in thefirst column.
Makea dass chart as shown:

Liquid Doesithavecdour? | Doesithavesmd|? | Doesithavetase? | Wha isthe texture?
Isitthick or thin?

If the pupils gandard of English is good the teecher can introduce the new vocabulary linked to
vocabulary the pupils have dreedy learned. For example

—  odourless meansno smdl
—  tasdessmeansnotage
— idetica meansthesame

(b) A smple definition of the vocabulary “thick” and “thin” is given in the pupils’ book as “thick liquids
flow or fill more dowly than thin liquids”. The teacher will have to discuss this concept with the pupils
after they have obsarved the expeariment because they will dready be familiar with the use of this
vocabulary in the context of thickness and thinness of a book or a dice of bread, for example

water words OUrces

odourlesssamples pure
tagdess liquid compare

sopwatch funnd identical
filtering poisonous filter paper
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Sample Lesson Plans (TYPE B)

L esson 3: Rugting (Primary 6)

1. Leson plan
2. English asateaching tool

L esson 4: Production of Sound (Primary 6)

1. Leson plan
2. English asateaching tool

L esson 5: Propertiesof Air (Primary 4)

1. Leson plan
2. English asateaching tool

31



4

Lesson 3: Primary 6

1. Lesson Plan

Rusting (Characteristics of Metals and Non-metals)

SUBJECT: Science REFERENCES. 1. Primary School Integrated Science Syllabus pg 68-69
CLASS. Primary 6 Detailsabout the Class Some pupils have done woodwork and they arefamiliar with rusted nails and new nails
DAYDATET | topicy TEACHING/LEARNING MATERIALS EVALUATION/
IMEDURAT! | qup-Topic | OBJECTIVESRRK. TEACHERILEARNERACTIVITIES COREFOINTS EXERCISE
TOPIC: OBJECTIVES TLMs ORAL
19MAY/04 | KINDS OF | By the end of the lesson, a | Iron nals sed wod, water, all, sdt, lemon juice o vinegar, jas ruty QUESTIONS
METALS pupil will beableto: nailsand rusty sted wodl. COREPOINT 1 1 Metion 3
THURSDA 1. mertion four examples of New rodfing sheatslook Slvery and dd oneslook | examplesof metdlic
Y SUB-TOPIC: rudy obeds in the | INTRODUCTION: reddish-brown. ogjects
800 RUSTING environmert, Let pupils tell the difference in the cdour of new and dd rodfing 2 What  will
30 2destibe the proocess of | sheds COREPOINT 2 heppen if you leave
MINUTES rugting by an expaimert, The nals will change cdlour. The nallsand ged | dean ndls outdde
3dae a least two ways of | ACTIVITY: wod will become dirty and dd. the dassoom for
preventing rusting. — Pupils absarve the dean nails and sted wod and then predict what | The deen nails have their arigind ocdour and | threedays?
will happen if these things are Ift in an open place for about one | texture whilst the dd nails and sed wod have | 3. Sae  three
week. changed to a brownish and thar surfaces have | differences betwean
— Pupils examine the dd ndls and sted wod for any observeble | becomerough. the rugty nals and
changesin cdaur and texture Comparethem tothedean ones Examples of objects ae: dd vehides, spoons, | thenew ones

— Pupils give examples of ather mateids which look like the dd
nailsintheenvironmert.

— Pupils venify ther predictions by finding out what mekesiron and
ged look dld and brownish in cdlour by performing an experiment
using the procedure be ow.

some eatings Wires iron rods cod potsetc
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Continued from the previous page

DAY/DATETIME | TOPIC/ OBXECTIVES TEACHING/LEARNING MATERIALS CORE POINTS EVALUATION/
DURATION SUB-TOPIC | /RPK TEACHER/LEARNERACTIVITIES EXERCISE
RPK. PROCEDURE: COREPOINT 3 Lig four examples of
. o . ) ayjedsthet areingmilar
Pupilshavessendd | 1. pour the same:amount of codled boiled weter, ail, vinegar, sait solution and ordinery | RUsting is a chemical reedtion. It | oojition like the rusy
roofing sheets thet . o . ocars on sufaces of metds It | g
have chenged water into eech of thefivejars Leave onejar dry. normally coourswhen air and weter act
oodlour tobrown. 2. Putsomenew iron nallsand some new sted wod intodl thesix jas on ametd for exampleiron and wears
it of to produce a reddshbrown
3. Leavethesst up for aout oneweek or more coetingk I
4. Obsavethenalsand thested wod for oneweek and record any changesin colour.
L . Painting and alling can prevent rusting.
5. Reoord your chsarvaionsin atablelikethe onebdow.
Jr Sed woal Iron nall
Dry
Ordinary water
Vinegar/ lemonjuice
Qil
Sdt sdlution
Coded bailed water
6. Leavethesst-up of theexperiment for further discusson after onewesk.
Obsavaion of the After aweek:
expaiment dta a
wesk - Pupilsrecord theresulits of their coservationsin atable

Teacher and pupils discuss the process of rusting using the rusty nails and sted
wod asexamples.

Teacher and pupilsdiscusstwo ways of preventing rusting.
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2. English as a Teaching Tool

(a) At the beginning of the lesson the pupils are asked to predict what will happen to nails and
steel wool if they are left in the open. The pupils can work in groups (eg. of 4) to discuss their
ideas. Each group can explain their prediction to the class. Then they observe the changes in
some old nails and sted waool. The pupils may have difficulty explaining their ideas in English.
It is important for the teacher to encourage them and give them confidence to try to use their
own words. Some pupils will find it helpful to be prompted or to answer a question, which the
teacher provides them with some clues. Also, if the teacher needs to correct the pupil she can do
so by repeating the pupil’s incorrect sentence in the correct form rather than discouraging the
pupil by saying sheis wrong. For example:

Ask the pupils to work in groups of 3-4 in which there is a child who is better in English isin
each group.

Write some questions based on The Rusty Nail Experiment on the blackboard and ask each
group to read out one question.

Chalkboard

Activity 1

What is likely to happen to the nails? iron rusty
What is likely to happen to the steel wool? nails red colour
Activity 2

What did you observe? steel wool ar

What happened to the nails? machinery water
What happened to the steel wool ? roof progess
Have you seen any rusty metal in the village? 4}

Ask the pupils to think of some words to write on the
Chalkboard as a vocabulary list to help them answer the

guestions about the rusty nail experiment.
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(b) You can use a similar method as above to help the pupils complete the tasks in the text book.

Chalkboard

What advice will you give your parents and friends to
prevent the rusting of iron buckets at home?

How can you prevent rusting?

Can you use paint, oil or grease to prevent rusting?
What is an alloy?

How can zinc be used to stop rusting?

paint aloy
painting coating
air iron based
water

mixed

VANEERVAN

Ask the pupils to think of some words to write on the
blackboard as a vocabulary list to help them answer the
guestions about the how to prevent rusting.

(c) The review questions provide a good opportunity for the teacher and pupils to revise and
practise the English vocabulary they have learned. Pupils can complete the exercises orally and

can writethem in their exercise books.

NOTE FOR TEACHERS: The methodology described for this topic can be modified to

correspond with the concepts and vocabulary of many other Science lessons.
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Lesson 4: Primary 6

1. Lesson Plan

SUBJECT: Integrated Science
CLASS. Primary 6

Production of Sound (Energy)

REFERENCE: 1. Primary Schod Integrated Science Syllabus pg 63
DETAILS ABOUT THE CLASS: Although Primary 4 Science has dready dedlt with the fact that sound is produced
when partidesvibrate not many pupils have a good understanding of that.

DAY/DATE/TIME | TORIC/ OBXECTIVE (S)/ TEACHING/LEARNING MATERIALS CORE POINTS EVALUATION/EXERCISE
/DURATION SUB-TOPIC | RPK. TEACHERILEARNERACTIVITIES REMARKS
Thursday Sation 5 OBJECTIVES T.L.M.s ampty battles (etc oft drinks), drinking sraws, metd
Unit6 By the end of the lesson, I
the pupil will beableto;
26MOFAUG | TOPIC: PR beaeto
900 Produdion of INTRODUCTION:
. Sound “What kind of music do you like?” “Do you know how musicd
60 minutes indruments produceimeke sound?” “Wha we are gaing to learn Bxe
aboutt today ishow soundiis produced.” 1Usethefdlowing wordsto
UB- complete  the  sntences
] be ow: soft, loud, ingrument,
TOPIC: ACTIVITY L CORE POINT 1: botles  objeds  water,
different, vibrati ject
gf/l‘la:nsggnmt @nﬁﬁgimhw Pupilsplacerulersat theedges of thetablesandtapthefreeend. | Repid movement of an object fferent, vibreting objects
i Different
vibration, T) “Can you hear any sound from therulers?” "What ismaking the | Peck and forth is - cdlled (a) Jmoke( )munldserm
. _ sound?“How do you describe the movement of theruler?” vibrtion. - Viibration - mekes
- identify materids thet sound. b) Some sounds ae ()
canvibrate, then( ), othesae( ).
- compare the Sound is oroduced
differences  in  sound ((j) ) s e by
produced such as high '
pitched sound, low

pitched sound, qudlity of
sound, and noise.
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DAY/DATE/TIME | TOPIC/ OBXECTIVE (S)/ TEACHING/LEARNING MATERIALS CORE POINTS EVALUATION/EXERCISE
/DURATION SUB-TOPIC | RPK. TEACHER/LEARNERACTIVITIES REMARKS
ACTIVITY 2
Theusedf battle/can asmusicd indruments
Put different amountsof water in empty bottles/'cans
Part 1. Hit each battle/can with ametal spoon and ligten carefully | CORE POINT 2:
to the sound each bottle makes, :
When the amounts of water in
Part 2 Put a sraw near the mouth of the battles or cans blow | the battlescans ae nat the
some air into the can through the sraw, and adjugt the postion of | same, the pitch of the sound
thedraw o that it makes sound. produced isdifferent, too.
The gmdler the amount of
water, the lower the pitch
RPK.: [ straw b becomes The larger the amount
Soundis produesztwhen u d s, te hihe' the pich
patides o mate
vibrate The degree of TN
sound depends on the
drength with which the v
metter  is causad to
vibrate (From Fimary water
4 N
Amountdf [ Pitthofthe [ Aitchof the 3. How do you make hich
waterinthe | soundmade | sound made pitch sound usng empty
battle by hitting by blowing bottlesand water?
Large High/Low High/Low
Smdl High/Low High/Low

T)” Which battlemakeshigh pitched sound by hitting (blowing)?”
Teache tdlspupilstofill inthetable

CLOSURE:

The teache ligs up the core points of the lesson on the board
through ashat Qand A.




Module 6 Sample Lesson Plans in Science

2. English as a Teaching Tool

(a) Thislesson gives the pupils the practical experience of hearing sounds of different kinds and
learning how the sounds are made. After completing the sound experiments the teacher
completes a table of the results on the blackboard. The teacher should follow the steps below to
make best use of the blackboard as a teaching and learning resource. This will also help the
pupils to understand how to complete a table of results.

A WD P

Tdl the pupils, ‘we are going to make a table of the results of the experiment’.
Givethetable atitle: Production of Sound Experiment.
Draw the table and write the heading in the first column: Amount of water in the bottle.
Hold up the bottle that made the highest pitch sound and the bottle that made the
lowest pitch sound. Ask the pupils to describe how much water was in the two different
bottles.

Write “more water” and “less water” in the first column.
Write the headings in the second and third columns, reminding the pupils that these
were the different ways they made sound from the bottles.
Explain to the pupils that they are going to complete the other spacesin thetable.
Paoint to the first empty space and ask the pupils to say which result we put there.
The answer is “The pitch of the sound made by hitting the bottle that contained more
water.”

Point to the first empty space and ask
the pupils to say which result we put

Answer: The pitch of the sound made here.
by hitting the bottle that has more water.

«

Production of Spund Experiment
Amount of water | Pitch of the sound mage | Pitch of the sound made
in each bottle by hitting thebottle Y | by blowing
v
More water Higl/Low. High/ Low
L ess water High/ Low High/ Low

pitch of the sound made by hitting the bottle that has more water is or

10. Repeat points 7 and 8 for each of the other spaces to complete the table.
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Lesson 5:

Primary 4

1. Lesson Plan

Properties of Air

SUBJECT: Integrated Science REFERENCES: 1. Primary School Integrated Science Syllabus pg 12
CLASS. Pimary 4 DETAILSABOUT THE CLASS: (Example) Almost al pupils have used cod pots for cooking and know how to meke
thefirehatter athough many of them do not know thereasons.
DAY/DATETIME/ | TOPIC/ TEACHING/LEARNING MATERIALS EVALUATION/
DURATION suBTopc | RPK/OBECTIVES | 7oA cyiERI EARNERACTIVITIES COREPOINTS EXERCISE
THURSDAY TORIC: OBJECTIVES TLMs
3%of May Air By the end of the | Afan,acod pat, charcod, amdl and shart candles, transparent covers (cut plagtic
lesson, a pupil will | battlesetc))
beddeto:
_ SUB-TOPIC: INTRODUCTION:
11:00 Shov  how ar , , _ ,
Properties of | gupportsburning The teache darts the lesson with quedtions thet rdate the topic to red life. For
air ' example “When you want to cook fast usng acod pat, what would you do to
mekethefirehotter?’
MINS et st bt :
RPK.: ACTIVITY L can be umad) CORE POINT 1: EXERCISE
Air is around us but | Theteecher shawsabuming cendetothe aeal ard dletams Air supportsburming, Vlz\illlil:hltrl’]]etl‘tg'ltﬁdtsﬂ o
canat be seen. It | pupils from fhe fon
ies gace and 1 Air  upparts
g&im a The teacher asks how they can keep the ? ). !

Air can had things
up.

Air causss leaves on
plantsto move

cande burning and a0 how they can i
gopit from burning.

In ade to presat the fadt that ar
supparts burning, the teacher limits the
flow of ar for burning acande by putting
atrangoarent cover over aburning cande

Theteache can ask thefdlowing quetions

“What would happen to the candle when we cover it?”,  “Why did the burning
candegooff?’

Safety: This activity should be a tescher’s demondration, not pupils’ hands-on
adtivity. Thepladtic battle can get dangeroudy hat and mdt when theflameistoo
high or too doseto thetop of thebattle




ov

Cantinuedfromtheprevicuspege

DAY/DATETIM | TORPIC/ TEACHING/LEARNING MATERIALS EVALUATION/
E/DURATION SUB-TOPIC RPK/OBECTIVES TEACHER/LEARNERACTIVITIES COREPOINTS EXERCISE
TOPIC: OBJECTIVES ACTIVITY 2 CORE POINT 2
Air By the end of the | As shoan in the figure beow, the teacher puts a trangoerent cover with hdes | Supply of ar or | EXERCISE:
lesson, a pupil Will | . Holes that ar-flow is nesded for
: allow air—flow i i
] bectleto ' After the pupils observe that the cande continues coninuousbuming,
SUBTOPIC: | qhow  how  ar / burning, the teacher can ak the fdlowing Q2. Supply of ()
Propartties of | Supportsburning, questions Note: the questions and their sequence is needed for acande
air must be carefully organised 0 that the pupils can tokeep burning.
find out the core paint for Adtivity 2 by themsdlves
RPK.: Examples of questions arebe ow.

Air is around us but
canat be sen. It
occupies space and
hesweight.

Air can had things
up.

Air causss leaves on
plantsto move

‘“Wha made the candle ocontinue buning?’
(Posble answes ar, hdes ar-flow, €c...)
“Why do we nead hdes to let the candle keep
burning?’ (Possble ansvers getting air, ar-flow,
gettingrid of air, etc...)

Alternatively, before conducting the experiment,

the teacher can ask the pupils what would hgppen to the burning cande, leading
pupilsto makean assumption or hypothesis

ACTIVITIY 3

The teacher demongtrates fanning a cod pat to meke the fire hatter. This can be
done outsde the dassroom, considering safety. The pupils should be encouraged
to comparetheresults of Adtivities2 and 3, focusing on the supply of ar.

SUMMARY:

The teacher ligts up the core paints of the lesson on the board through ashort Q
and A. The teacher leads a discusson with the pupils with the am of making
them discover that the core paints they learnt in the lesson are very rdevant to

thar everyday life

Fanning fire increases
thesupply of ar.

Inceasad supply of
ar mekes the fire
brighter and sronger.

Q3. How would you
make the flame of a
ood pot sronger?

Q4. Explan why fire
is brighter/hotter
when we fan a cod

pot.




Module 6 Sample Lesson Plans in Science

2. English as a Teaching Tool

(@) In thefirst part of this lesson the teacher may simplify the English language used by saying
“air helps charcoal to burn” or “air helps the flame of the candle to burn”. Later in the lesson
the teacher should use the correct expression “air supports burning” so that the pupils become
familiar with the standard expression which is used in the pupils’ book.

Irregular Vocabulary plural of “charcoal” is “charcoal”
E.g. Put some more charcoal in the charcoal pot.

Irregular spelling fan - fanning stop - stopped

(b) During the part of the lesson when the teacher conducts the experiment she should
encourage the pupils to use full sentence construction to explain their ideas and to use higher
order thinking. For example:

Qu. Why did this candle continue burning but this candl e stopped burning?
Ans.  This candle continued to burn because it had air. So it had a fresh supply of oxygen.
This candle stopped burning because there was no fresh air. The flame needs oxygen to

continue burning”

(c) At the end of the lesson the teacher can help the pupils to review the concept and to practise
their English at the sametime by giving a simple exercise as in the pupils’ book.

The exercise can begiven: orally or
as awritten exercise or
the exercise can be written first and then checked orally or
practised orally and then recorded in writing.

The multiple choice format heps the pupils by giving them the correct sentence structure and
spelling.
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