Lookin’ at Lessons 观察课程
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预先规划和准备
Be an active schemer

做一个主动的计划者
An effective teacher is a person who is good at forward planning and understands the experiences and prior knowledge of his or her students. Good planning usually results in effective lessons and provides the teacher with the flexibility to alter or change learning activities. Planning is most powerful when teaching teams share their ideas, resources and strategies. It is definitely a team game.

一个有影响力的老师是一个善于预先计划并理解他或她的学生的经历和先前知识的人。良好的计划通常会带来有效率的课程，并为教师提供改变学习活动的灵活性。当教学团队分享他们的想法、资源和策略时，规划发挥的作用才最强大。这绝对是一个团队游戏。
A well planned course helps all teachers involved in the delivery of lessons and provides continuity of approach. One of the ways in which this can be achieved is via the generation of a scheme of work – you need to be a schemer and an active one at that, there is no excuse!

一个计划良好的课程可以帮助所有参与授课的教师，并提供连续性的教学方法。实现这一点的方法之一是生成一个工作计划——你需要成为一个计划者，并且保持主动性，这是没有借口的!
Forward planning, usually in the form of a scheme of work (there are other methods as well), assists teachers and teaching teams with:

预先计划，通常以工作计划的形式(也有其他方法)，协助教师和教学团队:
The interpretation of the course outline or syllabus

Timing and content of teaching / learning sessions

Setting of targets and definition of learning outcomes

Structuring work and identification of teaching and learning strategies
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Identification of resources and technical support

Health and safety issues

Fulfilling OfSTED requirements

对课程大纲或教学大纲的解释

教学/学习课程的时间和内容

设定学习目标及定义学习成果

建构工作和识别教学和学习策略

为评估和测试制定计划

鉴定资源和技术支持

健康和安全问题

实现英国教育标准局的需求
Active forward planning demonstrates professionalism!

主动的预先计划展示了职业精神
So what is a scheme of work?

所以什么是工作计划？
A scheme of work shows what will be taught and when – the content or breakdown of a syllabus or course. It sets out the order of topics, but it is more than a sequenced topic list. It also includes the number of sessions in the course, the teaching aids and resources required, the teaching and learning methods plus any additional details such as the timing of assessments. Obviously it can be adapted and amended as a course progresses. This is to be encouraged!

工作计划显示教学内容和时间-内容或分解的教学大纲或课程。它列出了主题的顺序，但它不仅仅是一个有序的主题列表。它还包括课程的课时数，教学辅助设备和所需资源，教学和学习方法以及任何额外的细节，如评估的时间。显然，它可以随着课程的进展而调整和修改。工作计划是值得鼓励的!
Ideally a scheme of work should be given to all new teachers by the appropriate course manager. But often they are not available and teachers may have to design a new one. If help is required to construct a scheme of work guidance is available on the College Intranet or through the local advisory teacher. 

最好由合适的课程主管给所有新老师制定一份工作计划。但通常情况下，学习计划不是现成的，老师可能需要设计一个新的计划。如果需要帮助，可以找学院内联网的向导或通过当地的咨询老师来构建工作计划。
If schemes are not readily available it may inform new teachers about just how effectively planned their allocated work has been in the past, unless the course is new! 

如果没有现成的计划，这可能就在告诉老师们他们过去分配的工作对应的计划很有效，除非开了新课程!
A working scheme can include:

工作计划可以包括：[image: image3.png]



Topic sequence: One skill technique or piece of knowledge may have to be acquired before the next can be tackled. 

主题顺序:在解决下一个问题之前，可能需要获得一项技能或知识。
Topic difficulty: Difficult topics may have to be taught at appropriate times. Should they be left to the end of the course, or sandwiched between easier topics?

话题难度: 困难的话题可能需要在适当的时间教授。应该把它们留到课程末尾，还是夹在相对容易的题目之间?

Topic relevance: Students may relate to some topics more than others. Which ones should be taught first? Can their previous experience be used to generate some real interest at the beginning of the course?

主题相关性: 学生可能和某些主题的联系比其他的主题更多。应该先教哪些课程? 在课程开始的时候，他们以前的经验是否能用来产生一些真正的兴趣?

Future events: Is it possible for topics to be structured and integrated with significant events taking place within the programme, such as conferences, trips, visiting speakers, competitions, etc?

未来事件 :是否有可能将主题与项目内发生的重大事件结合起来，如会议、旅行、访问演讲者、比赛等等?

Subject links: Talk to other teachers delivering the same course. Is it possible to link topics and share most effective strategies?

科目连结: 与讲授同一课程的其他老师交谈。是否有可能把主题联系起来以共享最有效的策略?

Resources: For some teaching, specialist facilities, rooms or equipment may be required. 
资源:对于一些教学活动，可能需要专门的设施，设备或房间。
[image: image4.wmf]Teaching strategies: Deciding how each unit or topic will be taught and delivered to the student group is important. What teaching and learning strategies are to be employed? Teams need to consider what teachers will do and what activities students will take part in. Generally learning is more effective if a range of teaching strategies is used. The strategies employed should take into account the learning styles of students.

教学策略:决定每个单元或主题将如何教授和传达给学生小组至关重要。应采用何种教授和学习策略? 团队需要考虑老师会做什么，学生将参加哪些活动。一般来说，如果使用一系列的教学策略，学习是更有效的。所采用的策略应该考虑到学生的学习风格。
[image: image5.wmf]Environmental considerations: In some cases, the weather, season, or tidal conditions may affect when certain topics are taught. This is particularly true for educational visits or fieldwork. are 

环境因素: 在某些情况下，天气、季节或潮汐条件可能会影响某些主题的教学。这对于教育访问或实地考察来说，尤其会受到影响。
Student choice: On certain occasions, it is possible to negotiate the structure of the scheme of work with students. They feel involved in the course when they have had some say in arranging it. 

学生选择: 在某些情况下，可以与学生协商工作计划的结构。他们在课程安排上有一些发言权时，他们就开始有参与感。
Assessments: The scheme of work should allow time for student assessment. Check the timing of assessments on the course. 

评估: 工作计划应给学生评估留出时间。检查课程评估的时间。

Internal verification: Many course assessments have to be formally recorded and must adhere to the requirements or guidelines of an awarding body. Students must be given advance notice of their assessments, which should be spread out across the course. In order to maintain and monitor the assessment process, teachers may have to meet with an internal verifier. 

内部验证: 许多课程评估必须被正式记录下来，并且必须遵守授予机构的要求或指导方针。必须提前通知学生他们的评估结果，评估结果应该分散在整个课程中。为了维护和监督评估过程，教师可能需要与内部审核员会面。
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Work placements: Some topics on a scheme of work relate to work placements as part of the course requirements. These must be built into the scheme of work early on and accompanied by any appropriate documentation.

实习工作: 工作计划中的一些主题与实习工作有关，这是课程要求的一部分。这些必须在早期就建立在工作计划中，并伴随任何适当的证明文件。
What is an active scheme of work?

An active scheme of work means exactly that. It identifies the best teaching and learning methods for use with a particular group of students and specifically includes them. The main components should include reference to:

什么是积极的工作计划?

一个积极的工作计划就是：它确定了最好的教学和学习方法用于特定的学生群体，并具体将他们包括在内。主要内容应包括以下内容:
The prior learning of the group

New subject knowledge to be taught

Identification of any generic skills the learners may need – essay writing / coursework requirements / examination question practice / portfolio building

Agreed teaching and learning methodologies

Praise and reward schemes 

Assessment strategies

Essential skills strategies

小组之前的学习

要教授的新的学科知识

识别学习者可能需要的任何通用技能-论文写作/课程作业要求/考试问题练习/作品集构建

达成一致的教学和学习方法

表扬及奖励计划

评估策略

基本技能策略
The best way to produce an appropriate scheme is to involve teaching teams who can share, review and discuss ideas. Once a scheme is operational it can be adapted, reviewed, and altered over time. But, it should be available and accessible to all the teachers delivering a course. It is a vital document for holding a course together [image: image7.wmf]and allows all teaching staff, including part-time teachers, to know how a course is set up and how it is best delivered.

制定一个合适的计划的最好方法是让教学团队参与进来，他们可以分享、回顾和讨论想法。一旦一个方案开始运作，它就可以随着时间的推移进行调整、审查和修改。但是，它应该是所有授课老师都可以使用的。它是一个至关重要的文件，用来将一门课程汇总到一起，并让所有的教职员工，包括兼职教师，知道如何设置一个课程并如何最好地传授它。
How effective are schemes of work in your teaching area? 

Are they available and transferable? 

工作计划在你的教学领域效率怎么样？它们是可用的和可转让的吗？
Breaking a scheme of work down.

One example of a scheme of work taken from ‘Planning and Learning Guidance’ notes from Cornwall College includes the following:

打破一个工作计划。

下面是摘自康沃尔学院的“计划和学习指导”笔记的一个工作计划的例子，包括:
Statement of purpose. This explains who the course is for and what type of qualification it leads to. Usually a syllabus will include this type of information. It can be very helpful for teachers who are delivering the course for the first time. 

目的声明。这就解释了这门课程是为谁开设的，以及它会联系什么样的资格认证。通常教学大纲会包括这类信息。这对第一次授课的老师非常有帮助。
Statement of methods. This includes reference to the teaching and learning strategies included in the course. If a scheme only includes lectures, perhaps it is time to consider a thorough review?

声明方法。这包括课程中包含的教学和学习策略的参考。如果一个计划只包括讲座，也许是时候考虑彻底的回顾了?

Session / week. This is the timing of sessions. They may be organised simply in order or by weeks. In other cases, for example NVQs, the scheme may be generic and cover a range of topics, but the movement through the topics may be done on an individual student basis. In this case good monitoring and tracking of learner progress is essential.

每节课/每周。这是课程的时间安排。它们可以简单地按顺序或按周次来组织。在其他情况下，例如NVQs，该计划可能是通用的，涵盖了一系列的主题，但主题的运转情况可能是基于每个学生的基础。在这种情况下，对学习者的进步进行良好的监控和跟踪是至关重要的。

[image: image8.wmf]Learning outcomes / objectives. Outcomes or objectives are clear and concise statements about the educational goals for a topic / session. They are usually preceded by an active verb. For example learners will be able to: evaluate, describe, draw, discuss, interpret, make, analyse, construct etc. This helps the teacher to determine just exactly what he or she is aiming towards by the end of a learning session with a group. It is not just the content!

学习成果/目标。结果或目标是对主题/课程的教育目标的清晰和简明的陈述。它们的前面通常有一个主动动词。例如，学习者将能够:评价、描述、绘画、讨论、解释、制作、分析、构建等。这有助于老师在小组学习结束时确定学生的目标是什么。不仅仅是内容!
Content. An organised list of the content to be covered in a session normally extracted from the course document or syllabus.

目录。通常是从课程文件或教学大纲中提取的组织好的课程内容列表。
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[image: image10.wmf][image: image11.wmf]Teaching and learning strategies / Assessment. This section is very important as it describes the strategies used during the course. Consideration should be given to the prior experience and knowledge of the group and their individual learning styles. A good course includes a range of teaching and learning strategies. Assessments also need to be embedded.

教授与学习策略/评估。这个部分非常重要，因为它描述了课程中所使用的策略。应该考虑到团队之前的经验和知识，以及他们个人的学习方式。一门好的课程包括一系列的教学和学习策略。评估也需要嵌入其中。
Often it is this section of the scheme which is overlooked and ill-prepared.

通常情况下，计划是被忽视和准备不足的部分。
Preparation and notes. Some details relating to preparation can be very useful. For example, books used, handout details, DVDs, CDs, presentations, course documents etc. and their location! This type of information is so easy to forget over time and is extremely useful for new teachers.

准备和笔记。与准备有关的一些细节非常有用。例如，用过的书，讲义细节，DVDs, CDs，演示文稿，课程文件等，以及它们的位置! 随着时间的推移，这类信息很容易被遗忘，但对新老师来说非常有用。

Health and Safety / Risk Assessments. If such details are important on a course they need to be planned for and recorded appropriately.

健康和安全/风险评估。如果这些细节在课程中很重要，那么就需要对它们进行规划并适当地记录下来。

Essential / Key / Basic Skills. It is now a fact of life that we must plan for this component of a course in further education. Essential Skills tutors are available in departments to assist teaching staff with this type of planning.

关键/基本技能。现在，我们必须为继续教育课程的这一组成部分进行计划，这是一个不争的事实。可以在院系中找到基本技能指导老师来帮助教学人员进行这种类型的计划。
How effective are your own schemes of work? 

你自己的工作计划效率怎么样？
Don’t leave it on the shelf.

A good scheme of work must be an active document. Teachers must not be afraid to write on them, adapt and correct them, and expand and contract appropriately. Their production, although time consuming at the start (isn’t all planning?) is worth the effort in the long term. If backed up with consistency of approach, regular timetabling and course team reflection they become a real asset.

不要将其束之高阁。

一份好的工作计划必须是一份主动的文件。教师必须不怕在上面写东西，改编和纠正它们，适当地扩大和缩小它们。它们的制作虽然在一开始会耗费大量时间(不全是计划吗?)，但从长远来看还是值得付出努力的。如果有一致的方法、定期的时间表和课程团队的反思的支持，它们将成为你真正的资产。
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 你和你的团队是主动的计划者吗？
If not, why not consider including this type of planning in your course team meetings and departmental meetings? If you never have any – perhaps you need to!

如果不是，为什么不考虑在你的课程小组会议和部门会议中纳入这种规划? 如果你从来没有过——或许就是你需要的!
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Working samples.

Some examples of schemes of work are available for consideration, review and analysis. See what you think!

样本。

工作计划的一些例子可供考虑、审查和分析。看看你是怎么想的!
Useful websites

有用网站
http://www.geoffpetty.com/activelearning.html
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/teachtip.htm
The New Teacher. Cornwall College Intranet. Staff Development section.

新老师。康沃尔学院内部网。员工的发展部分。
Planning for Teaching and Learning. Cornwall College Intranet. 

Look under Quality Improvement, then Contents Page, Programme organisation and delivery, Course planning and delivery, then ‘Planning for Teaching and Learning.’

教与学的计划。康沃尔学院内部网。

看一下“质量改进”，然后是“目录页”、“项目组织和传达”、“课程规划和传授”，最后是“教与学的计划”。
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