Class/Lecture Skills

Questions and Suggested Actions
Preparation and Organization Phase

Before entering the lecture hall, what do I need to think through and do?

· Think about the students in the class:  How many are there likely to be? What are the students’ needs?  What learning style(s) are most common?  How can you support students with other learning styles? 
· Think about where the class falls in the term (before exams? After exams? Before a holiday?)

· Think about overall course objectives

· Think about what was covered in the previous class and think ahead to the content of the next class 
· Think realistically about the time available to you
· Clarify the objectives of the lecture

· Prepare or think through a well-elaborated plan, notes or steps to follow.  Ask yourself how you can break the class/lecture time into smaller chunks to help students stay focused; ask yourself what students can do during the lecture/class that will help them learn the content and stay engaged and motivated.
· Limit the amount you try to cover so that students are not overwhelmed and you are not rushed

· Identify knowledge of the content you believe students will bring to class with them

· Think about how to activate student schemata so as to prepare and involve/engage them; think about how to attract their attention and how to get maximum participation
· Consider how and when you will assess their learning
· Identify activities you want students to do during the class/lecture

· Decide what materials (handouts, readings) you need

· Decide what supporting visuals (posters, pictures, overhead transparencies, slides, power point slides, etc) 

· Think critically about the appropriateness of the material and the amount of material

· Identify anything you will need (LCD, tape recorder, DVD player, pens, etc) to deliver the class/lecture

· Think of how to cope with the unexpected

· Anticipate areas of difficulty or challenge for the students and possible questions they may have; make a list

· Decide how you can best address potential challenges/difficulties and how you could answer questions  
· Think about extra materials which could help students understand
· Think of alternative ways of helping students understand the content (or of getting the information across) in case the first plan doesn’t work

· Decide how you will get feedback on the class/lecture from students

Delivery

How can I get the students’ attention at the beginning of the lecture/class?

· Stand still where students can see you
· Smile and greet students

· Ask them about recent events connected to them e.g., a foot ball match, the weather, a celebration, an upcoming holiday or school break

· Bring objects connected to the content of the class/lecture and put them where students can see them

· Show a visual (or several) and ask students to describe what they see or to share their reaction to the visual(s)

· Ask students to read and think about a quote, saying or statement relevant to the topic

· Give students a problem to solve or something to discuss in pairs or small groups that leads into the content for a specified amount of time 

· Ask students to discuss and then share key points they remember from the previous class/lecture

· Involve students in a short warmer
· Change the volume of your voice

· Write the plan for the day on the board

· Clap your hands

· Raise your hand to attract students’ attention

· Be silent until they are silent

Delivery

During my lecture or class, how can I mitigate the fact that the class is being conducted in the students’ third or fourth language?

· Control your speed of delivery

· Use supporting materials such as visuals (pictures, maps, charts, posters, graphs) to help clarify and to reinforce content

· Speak clearly (but naturally)

· Reformulate information in different ways

· Use mother tongue(s) when necessary

· Use gestures to support what is being said

· Illustrate content using examples that will be familiar to students or similar to experiences they have had
· Paraphrase the meaning of unfamiliar lexis

· Check students’ understanding by asking short, simple (often yes/no) questions

· Grade my language: in other words, adapt the complexity of sentences and choose lexis according to your students’ levels but make sure what you say is natural

· Use more formal standard English; colloquial or very informal language is often more difficult for students to understand

· Offer students short breaks during the class so that they can read through their notes, compare notes with a partner, talk about the key information you have just presented, etc 

· Give students thinking time before expecting them to answer a question
· Encourage students to ask questions
Delivery

What can I do to lessen the chance that students’ affective barriers will go up?

· Give visual support 
· Encourage students to work on tasks or activities and/or to answer questions, complete tables

· Raise students’ interest in the topic

· Activate students’ schemata and invite them to share what they already know

· Be an active listener

· Value students’ participation and actively encourage it

· Do not be judgmental of students or their contributions; discourage students from being judgmental of each other 
· Introduce humor

· Use techniques such as reformulation, repetition, paraphrasing, etc

· Demonstrate and encourage respect and tolerance

· Share personal experiences and anecdotes

· Where possible, change how the classroom is arranged (e.g., from rows to a circle or semi-circle)

· Decrease unnecessary teacher talk and increase opportunities for students to talk

· Demonstrate interest in the students

· Establish norms so that students know what is expected of them

· Clarify course requirements, due dates, assignments, etc

· Clarify  when and how students can be in contact with you outside of class time

· Tell students what the plan for the class is; write it on the board so that students have an idea of what they will be focusing on

· Introduce new activities or ways of doing things clearly and in a way that is not threatening to students

· Move from the general to the specific, the known to the unknown, easier to more challenging, the familiar to the unfamiliar

· Give clear instructions, model what you want students to do and check they have understood

Delivery
What can I do to reinforce the content, to help students understand and remember the content of my class/lecture?

· Introduce  humor
· Do comparisons in which the difference is remarkable, noticeable, surprising, unexpected, contrary to logic

· Use visuals, use color

· Incorporate movement or an activity that involves using the hands in some way when possible

· Use oral markers to highlight the importance or significance of something (“What is most important/key…” “Please take down the following…” “What is most critical…” etc)

· Ask for interpretations

· Use graphic organizers and encourage students to use them

· Encourage students to highlight important information in their notes with color, underlining, symbols, etc; give students time to do this and guidance as necessary
· Offer students ideas of how they could make their notes readable and useable

· Write up an outline of the content of each class

· Assign a question to answer at home at the end of each portion/segment of your class/lecture

· Reiterate or repeat information – especially important information - more than once by reformulating or rephrasing it

· Ask students to review, clarify or explain information to each other at different points in the class
· Use different media

· Link the class/lecture content to the students’ personal experiences, lives and interests

· Add variety to your classes

· Put posters or other visuals on class walls to encourage peripheral learning and to reinforce work already done
· Recycle content (no one learns from just one exposure to something); plan for review days with activities designed to activate and reinforce student knowledge of the content
· Incorporate film clips, music segments, use of a computer room or language lab, a field trip or other outside of class experience as appropriate to the content and the number of students you have

Delivery

Given the fact that students’ attention span is no more than 10-15 minutes (at most), what can I do or add to provide a break in listening for the students?
· Stop talking (pause) and get students to:  talk together, think about something, read something or write something; for example,
· ask students to analyze a problem in pairs
· ask students to journal

· give students a relevant riddle to solve/think about

· ask students to react (in writing or speaking) to specific information in the lecture content

· ask students to tell a relevant anecdote,  a story or to complete an unfinished story in their own way

· ask students to make and share a personal connection to the class/lecture content

· ask students to share the 1-2 key pieces of information just covered

· ask students to skim their notes quickly to identify one thing they are not certain they understand fully; give students time to work together to peer-teach and/or give them time to formulate questions to research at home later or to ask you

· ask students to exchange notes and to look for information their person took down which they did not or which they wrote down differently
· ask students to make predictions about an event, the consequences of an event or about something you give them to read

· invite students to brainstorm interpretations of a visual, actions, events, etc
· ask students to brainstorm all the reasons (or purposes) they can think of for something

· ask each student to create one question which other students can use to review the content being covered
· Tell students an anecdote, a story or something humorous
· Invite students to stand and stretch at the seats; if movement is possible, rearrange where students are sitting and who they are working with

Delivery

How will I close the lesson/lecture?

· Restate and/or summarize the main points covered in the class

· Ask students questions that guide them to summarizing or restating the main points covered

· Provide the students with a list of references for further reading on the subject matter

· Provide the students with handout summary of the main points covered

· Link and/or help students make associations between content covered and activities, visuals or events which happened during the class
· Thank the students for attending, paying attention, participating, etc

· Alert students as to what they will cover/do in the next class

· Get feedback from students about the class; include opportunity for them to about their feelings.  Use a ‘graffiti wall,’ a questionnaire or form, note cards on which students write something they learned, something they want to learn and something they have a question/feel confused about, a KWL chart or N(ow)D(uring)N(ext) technique 
· Make comments on the students performance highlighting especially progress you noticed or challenges you saw/heard them deal with effectively
· Take a deep breath, say “Okay” and smile

· Ask students to note down any remaining questions they have and to give them to you as they leave

· Tell students when you will be available should they need your help

· Give the students an assignment (an essay, reading, etc);  be sure to leave enough time to give clear instructions, to check student understanding and to answer questions they may have
· Use markers in your speaking that highlight the end of the lesson/lecture such as: “Just before we end…” “In closing,…” “Finally, …” “I’d like to end/finish by saying...”

· Tell the students when you will next meet for class (“I’ll see you next…”)
 After the class/lecture

What do I need to do, and/or what would I benefit from doing after the class/giving the lecture?
· Read the feedback students have given you

· Adapt the means you used to collect feedback so that you get helpful, constructive information from students

· Reflect on the lesson in depth to identify objectively:

· what happened, 

· what seemed to go well (what is your evidence that parts of the lesson/lecture went well?), 

· what challenges there were for the students (again, what is your evidence of challenges?), 

· whether learning occurred and your objectives were met, and 

· finally what you can do differently – changes you can make to improve the opportunity for students to learn – in upcoming lessons/lectures

· Self-evaluate honestly, objectively and in a balanced way

· make specific and detailed notes on your lesson/lecture notes/plan highlighting what seemed to work well and changes that need to be made

· journal about the class/lecture or keep a teaching log
· modify and change handouts, visuals, assignments, supporting documents, etc

· talk about the lecture/class with a colleague

· find more recent, more accessible, better written, etc readings and materials

· make a list of what you didn’t have a chance to cover in a particular class that will need to be included in the next class/lecture

· modify assignments to reflect the content that was actually covered, the students and their learning strengths and challenges
· organize notes, plans, handouts and all relevant materials and store them so that you can find them easily

· identify and keep an on-going list of patterns or trends you see in students and/or hear from them; share these with colleagues and other stakeholders
