Lecture 13 

Planning in Foreign Language Teaching 

1. Management of educational process:  planning educational process (types of planning).  
2. Unit planning
3. Planning a class-period

An efficient working level of teaching is ensured by systematic and careful planning. The foreign language teacher plans all the kinds of work he is to do: he plans the essential course, the optional course (if any), and the extra-curricular work. 
The first step in planning is to determine where each of his classes is in respect to achievements. It is easy for the teacher to start planning when he receives beginners. 
Though the teacher does not know his pupils yet, his success will fully depend on his preparation for the lessons since pupils are usually eager to learn a foreign language in the 5th form (or the 2nd form in a specialized school). Planning is also relatively easy for the teacher who worked in these classes the previous year (or years) because he knows His achievements of his pupils in each class. He is aware of what language skills they have acquired. Planning is more difficult when the teacher receives a class (classes) from another teacher and he does not know the pupils, their proficiency in hearing, speaking, reading, and writing. 
The teacher begins his planning before school opens and during the first week. He should establish the achievement level of his classes. There is a variety of ways in which this may be done. The teacher asks the previous teacher to tell him about each of the pupils. 
The teacher may administer pre-tests, either formally or informally, to see how pupils do with them. He may also conduct an informal quizzing, asking pupils questions in the foreign language to know if they can understand them and respond properly, or he has a conversation within the topics of the previous year. After the teacher has determined the achievement level of his classes, he sketches out an outline of the year’s work. In making up his yearly outline the teacher consults the syllabus, Teacher’s Book, Pupil’s Book, and other teaching materials and sets what seems to him to be realistic limits to the content to be covered during the course of the year. In sketching out an outline of the term’s work the teacher makes a careful study of Teacher’s Book, Pupil’s Book, teaching aids and teaching materials available for this particular form. Taking into consideration the achievements of his class, he compiles a calendar plan in accordance with the time-table of a given form. 
School management is an activity aimed at decision-making, organization, control, regulation in accordance with a given goal, analysis and summarizing on the basis of reliable information. Central to many of the school's management tasks is the head of the school and the teacher, who are faced with new challenges of increasing complexity and are responsible for decisions and outcomes. They carry out school-based management, that is, deliberately and consciously cooperate in the framework of a holistic educational process on the basis of his knowledge of the objective laws with the aim of achieving an optimal result.
In management theory, the following basic management functions: analysis, planning, organization, control. These functions can be seen as relatively independent activities. Meanwhile, all of them are interrelated and consistently, step by step, replace each other, forming a single management cycle. Analysis of information. Effective school management begins with the creation or transformation of an information management system. It is based on the pedagogical analysis – studying of a condition and tendencies of development of pedagogical process, an objective assessment of its results on the basis of which administrative decisions are developed.
Information analysis is a management function aimed at studying the actual state of the school and its environment, assessing the results of the pedagogical process and developing regulatory mechanisms for the further activities of the school. Planning is the basis of management and the most important stage of the management cycle. Planning can be defined as a concrete reflection of the upcoming work in its overall strategic directions and in the smallest details. The plans should be scientifically sound, taking into account the real resources and opportunities, the consequences of decisions.
Effective planning requires a combination of long-term forecasting and current planning, and consistency of plans at all levels of management. In determining the goals and objectives in secondary school is appropriate comprehensive justification of ways to achieve them, taking into account all aspects of the development of the education system: political, economic, legal, social and pedagogical. Activity organization. In the chain of related stages of the management cycle there is a special stage, on which depends the quality of functioning and development of the school - the organizational stage, characterized as the activity of the subject (object) of management on the formation and regulation of a certain structure of relations and interactions necessary for the effective achievement of the goal.
Organizational relationships can be defined as the connections between people, established about the distribution of powers and assigning to them the functions of their joint activities. Organizational relations exist objectively and reflect the processes of division and cooperation of labor. Monitoring of activities and results. The control process requires reliable feedback between the control and managed subsystems at any level. It is control in its various forms and methods (methods, means and effects) that provides feedback. It is one of the most important sources of information needed to assess the functioning of the management system.
Unit planning.
The teacher needs two kinds of plans to work successes fully: the plan of a series of class periods for a lesson or \ unit of the textbook or a unit plan, x and the daily plan or the lesson plan for a particular class-period. 
In compiling a unit plan, i. e., in planning the lesson of the textbook, the teacher determines the difficulties of the lesson, namely, phonetic difficulties (sounds, stress, intonation); grammar difficulties (grammar items, their character and amount), and vocabulary difficulties (the amount of new words, their character).
He then distributes these difficulties evenly over the number of class-periods allotted to the lesson in the calendar plan. 1. The teacher starts by stating the objective or objectives of each class-period, that is, what can be achieved in a classroom lesson. Of course the long-term aims of the course help the teacher to ensure that every particular lesson is pulling in the right direction and is another step towards gaining the ultimate goals of the course. “To help the class to speak English better”, “To teach pupils to aud” or “To develop pupils’ proficiency in reading” cannot be the objectives of the lesson because they are too abstract to be clear to the learners. 
Pupils “coming to the lesson should know what they are lo do during the lesson, what performance level is required of themj) and how it can be achieved. Here are a few examples:
 —Teach pupils to understand the following words ...when hearing and to use them in sentences orally. 
—Teach pupils to form new words with the help of the following suffixes ... and to use them in the situations given.
 —Teach pupils to consult a dictionary to look up the meaning of the following words.
—Teach pupils to recognize the international words ...when hearing (or reading).
—Teach pupils to guess the meaning of unfamiliar words from the context while reading text “...”.
 —Teach pupils to understand the statements in the Present Perfect and to use them in the following situations.   
—Teach pupils to ask and answer questions in the Present Perfect and  to make up   dialogues following the models.
  —Teach pupils to find the logical predicate in the sentences ... while reading following the structural signals. 
—Teach pupils to speak about the following objects   on utterance level (in a few sentences). 
—Teach pupils to use the words and grammar covered in speaking about the places of interest in our town. 
—Teach pupils to find topical sentences while reading text “...” silently. 
—Teach pupils to get the main information while reading text “...”. 
—Teach pupils to write an annotation on text “...”. 
—Check pupils’ skill in reading and understanding an unfamiliar text using a dictionary. 
— Check pupils’ ability in using the words covered in the following situations ... .
The teacher can state no more than three concrete objectives for a particular class-period depending on the stage of instruction, the material of the lesson, and some other factorsy 
2. The teacher distributes the linguistic material (sounds,words, grammar, etc.) throughout the class-periods according to the objectives of each period, trying to teach new vocabulary on the grammatical material familiar to pupils,  and to teach a new grammar item within   the  vocabulary   assimilated by pupils; or he first teaches pupils hearing and speaking on the new material presented,  and then pupils use this in reading and writing. 
3. The teacher selects and distributes exercises for class and  homework using various  teaching  aids  and  teaching materials depending on the objectives of each class-period. For example, for developing his pupils’ skill in dialogic speech within the material covered the teacher needs a record with a pattern dialogue, word cards for changing the semantic meaning of the pattern dialogue to make the structure of the dialogue fit new situations.
In distributing exercises throughout the class-periods the teacher should involve his pupils in oral practice and speech, in oral and silent reading, and in writing. Exercises which are difficult for pupils should be done under the teacher’s supervision, i. e., in class. Those exercises which pupils can easily perform independently are left for homework. In other words, new techniques, exercises, and skills should be practised in class before trie pupil attempts them at home. The homework done, the pupils return to class for perfecting, polishing, expanding, and varying what they have practised at home, they learn to use the new words, the new structures in varied situations. 
When the teacher determines the pupil’s homework he should take into account that the subject he is teaching though important and difficult is not the only one the pupil learns at school. The realities of schools militate against more than 20—30 minutes of everyday homework in a foreign language. This requires the teacher to teach in class rather than test. Practice proves that pupils do their homework provided they know exactly what to do, how it should be done, and that their work will be evaluated. Besides, pupils should know that six twenty-minutes’ work at their English on consecutive days is more effective than two hours at a stretch. The unit plan, therefore, involves everything the teacher needs for the detailed planning  of   a lesson (class-period),namely: the objective (objectives) of each lesson, the material to work at, and the exercises which should be done both during the class-period and at home to develop pupils’ habits and skills in the target language.
All this should be done by the teacher if there are no teacher’s books (guides) to the textbooks, for example, if he works in a specialized or an evening school. If there are such books, the teacher’s planning should deal with (1) the study of the author’s recommendations and tabling the material so that he can see how hearing, speaking, reading, and writing should be developed, and (2) the development of these recommendations according to his pupils’ abilities. 
The teacher starts by studying the authors’ recommendations. He takes the textbook and the teacher’s guide and table the material. Let us take Lesson 22, Fifth Form English by S. K. Folomkina and E. I. Kaar for illustration. 
The unit plan includes nine columns:
1. The    number    of    class-periods.   The authors plan four periods for Lesson 22.
2. The   objectives of each period. 
3. Language    material.   By   language   material we mean words, word combinations, phrases, and sentence patterns. In Lesson 22 there are six new words (April,May,   June,  speak,   learn,  dwss),  four  word  combinations(in the evening, that’s right, that’s not right, go swimming),and the following sentence patterns:  Where do you go ...? Where does he (she) go ...? When do you go? When docs he (she) go ...? What do you do? What does he (she) do ...? I can’tread English. I can’t (don’t) skate either.
4—7. Language skills. In developing each language skill the authors observe the main didactic principles. For instance, they develop pupils’ speaking (monologue) gradually, starting with the sentence level (1st period), then passing to the utterance level (2nd period), and finally, to the speech level both prepared (3rd period) and unprepared (4th period) within the material covered. Pupils develop writing habits and skills independently at home. They write only once in class; it is a dictation drill.          
8. Accessories. While working at Lesion 22 the authors propose to use records twice (2nd and 3rd periods) for developing listening comprehension. 
9. Homework. The authors plan pupils’ independent work at home after every classperiod. It is connected mainly with copying and writing. (By the latter we mean creative work on the part of the learner as in exercise 5: What you/ friend does at the English lesson? Write five sentences.) Besides, pupils read what they have read in class.
If we fill in all the columns of the table, we can see that Lesson 22 was well compiled. This allows the teacher to enrich pupils’ knowledge and develop habits and skills in the target language. It also shows that recommendations given in the teacher’s guide can ensure the gradual development of pupils’ skills in speaking and reading and, therefore, their progress in language learning. 
The teacher tries to adapt the unit plan to his pupils. He may either take it as it is and strictly follow the authors’ recommendations, or he may change it a bit. For instance, if he has a group of bright pupils who can easily assimilate the material, the teacher may include some additional material or stimuli (pictures or objects) for the pupils’ use in speaking within the same four class-periods. This can be shown in column “Accessories”. If the teacher has a group of slow pupils, he needs at least one more period to cover the material, since special questions with do, does are difficult for his pupils, he may use writing during the lesson and make pupils write down the questions in their exercise-books. Writing may help them in keeping the words and sentence patterns in memory. He may also increase the number of oral drill exercises and give pupils special cards to work on individually and in pairs. Thus the teacher includes word and sentence cards in column “Accessories”.
[bookmark: _GoBack]The importance of unit plans cannot be overestimated since unit planning permits the teacher to direct the development of all language skills on the basis of the new linguistic material the lesson involves. He can lead his pupils from reception through pattern practice to creative exercises, and in this way perfect their proficiency in hearing, speaking, reading, and writing. He can vary teaching aids and teaching materials within the class-periods allotted to the lesson. Unit planning allows the teacher to concentrate pupils’ attention on one or two language skills during the lesson; in this case the class hour is divided into two main parts: a period of 20—25 minutes, during which he takes his pupils through a series of structural drills or other exercises supplied by the textbook, and a period of 20—25 minutes during which the teacher engages the class in creative exercises when they use the target language as a means of comrnuni-talion. The teacher should bear in mind that pupils lose rill interest in a language that is presented to them by means of endless repetitions, pattern practices, substitutions, and so on, and which they cannot use in its main function of exchange of information through hearing or reading. That is why, whenever possible, the teacher should make his pupils aware of the immediate values of his lessons if he hopes to keep and stimulate their interest in language learning which is very important in itself. When a pupil is convinced that learning is vital, he is usually willing to work hard to acquire a good knowledge of the target language. It is well known that some pupils see little value in much of their school work in a foreign language and feel no enthusiasm for their work at the language. Careful unit planning helps the teacher to keep pupils’ progress in language learning under constant control and use teaching aids and teaching materials more effectively and, in this way, make his classes worthwhile to all of his pupils. 

Planning a class-period 
The unit plan completed the teacher may move into planning a class-period or a daily plan which, in addition to what has been determined by the unit plan, indicates the ways the teacher will follow to organize his class to work during the lesson. Therefore the daily plan includes (1) what should be achieved during this particular lesson, (2) what material is used for achieving the objectives, and (3) how the objectives should be achieved. 
Since almost every teacher has several classes of one level he usually makes preparations for each level although, ideally, a separate plan is needed for each class because classes proceed at different speed, thus he must make adaptations in his plans to compensate for varying speeds of progress in the classes of the same level. 
The teacher should write his daily plans if he strives for effective and reasonable use of time allotted to his pupils’ learning a foreign language. However some teachers, including novice teachers, do not prepare written plans. They claim that they can teach “off the top of their heads”, and they really can, but their teaching usually results in poor pupils’ language skills because in this case we have “teacher dominated” classes when the teacher works hard during the lesson while his pupils remain mere “observers” of the procedure. Indeed, when the teacher is standing in front of pupils he does not have much time to think how to organize his pupils’ activity. This should be done before the lesson for the teacher to be able to stimulate and direct pupils’ learning the language. We may state that the effectiveness of pupils’ desired learning is fully dependent on the teacher’s preparation for the lessons. If the teacher is talking, reading, and writing a great deal himself during the lesson, he is not ready for it. And vice versa, if the teacher gets his pupils to talk or read with communicative assignments while he listens, or to write while he moves about the class, giving a helping hand to everyone who needs it, he has thoroughly thought over the plan of the lesson beforehand. Therefore we may conclude: to provide necessary conditions for pupils’ learning a foreign language, the teacher should thoroughly plan their work during the lesson which is possible if he writes his daily plan in advance. 
There are teachers who strictly follow the textbook and accept plans that others have made for them without any changing. In doing this they overlook the unique capacities of their particular classes. They race through the textbook covering the ground regardless of whether pupils master each section.
	Some experienced teachers assume that the content of foreign language teaching is constant and as they have worked for many years they do not need daily plans; they have them in their minds. In reality, however, the content changes continuously as well as the methods and techniques of teaching. Moreover, the old plans which are in their minds may not suit the needs of a particular class, since each group of pupils is unique, or they may no longer be applicable because better and more effective teaching aids and teaching materials have appeared. Consequently, proceeding from these considerations the teacher needs a daily plan to provide a high level of language learning of his pupils. 
One lesson may require a detailed plan; for another lesson a brief outline will suffice. In any case, a workable form for a daily plan should state the objectives, specify the activities (oral practice, reading, writing, etc.), include evaluation techniques, indicate the assignment, and determine teaching aids and teaching materials. The plan itself should 
(1) be brief, but with sufficient detail to be precise;
(2) assign a definite number of minutes to each activity; 
(3) indicate exactly what words, phrases, facts, items are to be learnt and how; 
(4) make use of a variety of classroom activity for every pupil. In the organization and conduct of a foreign language lesson there is always a wide range of possibilities. No two teachers will treat the same topic in the same way. There are, however, certain basic principles or teaching and learning which should be observed: 
1.Every lesson should begin with a greeting in the foreign language and a brief talk between the teacher and the pupils. Through  this conversation  the lesson may be motivated. The conversation may take place between: 
Teacher — Class  
Teacher — Pupil on duty  
Pupil on duty — Class Two Pupils on duty
The foreign language should be used for all common classroom activities; the teacher manages the class activities by giving directions in the foreign language. He stimulates pupils’ 
participation by asking questions, praises and encourages pupils from time to time, and he may also criticize the behaviour of a pupil or a class. 
2. There should be a variety of activities at every lesson, including pronunciation drill, oral activities, reading, and writing. The success of activity is measured by attention, enthusiasm, and involvement on the part of the pupils. 
3. The lesson should be conducted at a high speed when oral drill exercises are performed. Pupils should not stand up to say a word, a phrase, or a sentence. 
4. The lesson should provide a certain sequence in pupils’ assimilating language material and developing habits and skills   from   perception,   comprehension,   and   memorizing, through the usage in a similar situation following a model, to the usage of the material received in new situations that require thinking on the part of the learner.
5. The lesson should provide time for the activity of every pupil in the class. They must be active participants of the procedure and not the teacher as is often the case when the teacher talks more than all the pupils. 
6. The lesson should provide conditions  for  pupils to learn. “Language is a skill so it must be learnt, it cannot be taught” (M. West). A certain amount of time should be devoted to seatwork as opposed to activities involving the class as a whole. During seatwork and other forms of solitary study pupils learn to learn for themselves. The use of language laboratories, teaching machines, and programmed instruction creates necessary conditions for each pupil to learn for himself. 
7. The work done during the lesson should prepare pupils for their independent work at home. It is generally accepted as good practice not to assign exercises that have not been covered in class; this especially refers to early stages of language learning. 
8. The lesson should  be well  equipped with  teaching  aids and teaching materials which allow the teacher to create natural situations for developing pupils’ hearing and speaking skills in a foreign language.


