ESOL Teaching Skills TaskBook
Timetabling a sequence of lessons: Unit 5 b)

Ž ǇŽƵ ĐƌĞĂƚĞǁĞĞŬůǇ Žƌ ŵŽŶƚŚůǇ ƉůĂŶƐ ĨŽƌ ǇŽƵƌ ĐůĂƐƐĞƐ͍ dŚŝƐ ůĞƐƐŽŶ ůŽŽŬƐ Ăƚ
ƐŽŵĞŽĨƚŚĞƌĞĂƐŽŶƐǁŚǇƚŚŝƐĐĂŶďĞƵƐĞĨƵůĨŽƌǇŽƵĂŶĚǇŽƵƌƐƚƵĚĞŶƚƐĂŶĚŐŝǀĞƐ
ǇŽƵĂŶŝĚĞĂŽĨǁŚĂƚƚŽůŽŽŬĨŽƌǁŚĞŶǇŽƵƉůĂŶŽǀĞƌůŽŶŐĞƌƐƚƌĞƚĐŚĞƐŽĨƚŝŵĞ͘


dĂƐŬϭʹƋƵĞƐƚŝŽŶŶĂŝƌĞ
Look at the different ways of planning on a day-to-day basis and decide
which approach is closest to your own.
1.

I arrive at school and spend a long time working out what I’m going to teach
each day – nothing seems quite right.

2.

I just do whatever is next in the course book.

3.

I don’t really bother planning at all – I just go into the classroom and see what
happens.

4.

I use the same lessons from the last time I taught the level I am teaching now.

5.

I grab an authentic text - usually something in the newspaper - and use that.

6.

Nothing here reflects the way I plan.

Then check the answer key below.

dĂƐŬϭ&ĞĞĚďĂĐŬ
ϭ͘/ĨǇŽƵĐŚŽƐĞƚŚŝƐĂƉƉƌŽĂĐŚ͕ǇŽƵĐŽƵůĚƐĂǀĞǇŽƵƌƐĞůĨĂůŽƚŽĨƚŝŵĞĂŶĚƚƌŽƵďůĞ
ŽŶĂĚĂǇͲƚŽͲĚĂǇďĂƐŝƐďǇǁŽƌŬŝŶŐŽƵƚĂŶŽǀĞƌǀŝĞǁĨŽƌĞĂĐŚĐůĂƐƐĂŶĚĚĞĐŝĚĞ͕ŝŶĂ
ŐĞŶĞƌĂůƐĞŶƐĞ͕ǁŚĂƚǇŽƵƉůĂŶƚŽĐŽǀĞƌĞĂĐŚĚĂǇ͘

Ϯ͘dŚŝƐĐĂŶŐĞƚĂďŝƚďŽƌŝŶŐĂŶĚƉƌĞĚŝĐƚĂďůĞ͘/ƚĂůƐŽƌĂŝƐĞƐƚŚĞƋƵĞƐƚŝŽŶŽĨ
ǁŚĞƚŚĞƌĞǀĞƌǇƚŚŝŶŐŝŶƚŚĞĐŽƵƌƐĞďŽŽŬŝƐƐƵŝƚĂďůĞĨŽƌǇŽƵƌƐƚƵĚĞŶƚƐ͘

ϯ͘tŚŝůĞǇŽƵĐŽƵůĚĂƌŐƵĞƚŚĂƚǇŽƵĂƌĞǀĞƌǇƌĞƐƉŽŶƐŝǀĞƚŽǇŽƵƌƐƚƵĚĞŶƚƐ͕ĂƌĞǇŽƵ
ƐƵƌĞƚŚĂƚǇŽƵĂƌĞƉƌŽǀŝĚŝŶŐƚŚĞŵǁŝƚŚďĂůĂŶĐĞĂŶĚǀĂƌŝĞƚǇ͍

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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dĂƐŬϭ&ĞĞĚďĂĐŬ;ĐŽŶƚ͛ĚͿ

ϰ͘dŚŝƐŵĂŬĞƐǇŽƵƌƉůĂŶŶŝŶŐĞĂƐŝĞƌƚŽŵĂŶĂŐĞŽŶĂĚĂŝůǇďĂƐŝƐ͕ďƵƚŝƐĞǀĞƌǇ
ŐƌŽƵƉŽĨƐƚƵĚĞŶƚƐƚŚĞƐĂŵĞ͍ŽŶ͛ƚƐŽŵĞƚŚŝŶŐƐŶĞĞĚƚŽĐŚĂŶŐĞǁŝƚŚĂŶĞǁ
ŐƌŽƵƉ͍

ϱ͘dŚŝƐƉƌŽďĂďůǇŵĞĂŶƐƚŚĂƚǇŽƵƌƚĞĂĐŚŝŶŐƉƌŽŐƌĂŵŵĞĐŽŶƚĂŝŶƐĂůŽƚŽĨƚŽƉŝĐĂů
ŵĂƚĞƌŝĂů͕ďƵƚǇŽƵƉĞƌŚĂƉƐƌƵŶƚŚĞƌŝƐŬŽĨŽǀĞƌĞŵƉŚĂƐŝƐŝŶŐƌĞĂĚŝŶŐƐŬŝůůƐ͘

ϲ͘WĞƌŚĂƉƐǇŽƵŚĂǀĞĂŵŽƌĞǀĂƌŝĞĚĂƉƉƌŽĂĐŚƚŽƉůĂŶŶŝŶŐ͕ǁŚŝĐŚŝƐĂŐŽŽĚƚŚŝŶŐ͘
,ŽǁĞǀĞƌ͕ĚŽǇŽƵƉůĂŶŽŶĂĚĂǇͲƚŽͲĚĂǇďĂƐŝƐ͍ŽƵůĚǇŽƵďĞŶĞĨŝƚĨƌŽŵĐƌĞĂƚŝŶŐ
ĂŶŽǀĞƌǀŝĞǁŽĨǁŚĂƚǇŽƵǁĂŶƚƚŽĐŽǀĞƌŽǀĞƌĂůŽŶŐĞƌƐƚƌĞƚĐŚŽĨƚŝŵĞ͘

<ĞǇ^Ŭŝůů
dŚĞƐŬŝůůŽĨƉůĂŶŶŝŶŐĂŶŽǀĞƌǀŝĞǁŽĨůĞƐƐŽŶƐ;ƐŽŵĞƚŝŵĞƐŬŶŽǁŶĂƐ͞ĂƐĐŚĞŵĞŽĨ
ǁŽƌŬ͟Ϳ ƚŚĂƚ ǇŽƵ ǁŝůů ƚĞĂĐŚ ŽǀĞƌ Ă ůŽŶŐĞƌ ƐƚƌĞƚĐŚ ŽĨ ƚŝŵĞ ;Ğ͘Ő͘ Ă ǁĞĞŬ ŽŶ ĂŶ
ŝŶƚĞŶƐŝǀĞ ĐŽƵƌƐĞ͕ Žƌ Ă ŵŽŶƚŚ ŽŶ Ă ƉĂƌƚͲƚŝŵĞ ĐŽƵƌƐĞͿ ŝƐ ŽĨƚĞŶ ŬŶŽǁŶ ĂƐ
ƚŝŵĞƚĂďůŝŶŐ͘/ĨǇŽƵĐĂŶƚƌĂŝŶǇŽƵƌƐĞůĨƚŽƚŝŵĞƚĂďůĞ͕ǇŽƵƌĚĂǇƚŽĚĂǇƉůĂŶŶŝŶŐ ŝƐ
ǀĞƌǇůŝŬĞůǇƚŽďĞĐŽŵĞĞĂƐŝĞƌ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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dĂƐŬϮʹtŚǇƐŚŽƵůĚ/ďŽƚŚĞƌƚŝŵĞƚĂďůŝŶŐ͍
Numbers 1 to 8 are a series of verbs associated with timetabling. Letters
a to h are ideas. Match the ideas to the verbs to create a list of reasons
that outline the value of timetabling.
Verbs

Ideas

1. motivates …
2. allows you to achieve a …
3. makes you think about …
4. encourages …
5. provides …
6. looks …
7. ensures …
8. saves …

Ideas
a. ... continuity for students if you are away for a day or two
b. … a sense of direction for students
c. … professional to students and colleagues
d. … students if they know where they’re going on a weekly or monthly basis
e. … a critical evaluation of the course book as you use it
f. … lesson planning time on a day-to-day basis
g. … having a variety of materials and topics
h. … balance of language input in relation to language skills practice

Check your ideas in the answer key.

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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<ĞǇ^Ŭŝůů
tŚŝůĞ ƚŚĞƌĞ ĂƌĞ ŵĂŶǇ ĂĚŵŝŶŝƐƚƌĂƚŝǀĞ ƌĞĂƐŽŶƐ ĨŽƌ ƚŝŵĞƚĂďůŝŶŐ ǁŚŝĐŚ ďĞŶĞĨŝƚ
ƚĞĂĐŚĞƌƐ ĂŶĚ ƚŚĞŝƌ ĐŽůůĞĂŐƵĞƐ͕ ƚŚĞ ŵĂŝŶ ďĞŶĞĨĂĐƚŽƌƐ ĂƌĞ ƚŚĞ ƐƚƵĚĞŶƚƐ͘ 'ŝǀŝŶŐ
ŵŽƌĞ ƚŚŽƵŐŚƚ ƚŽ ƚŚĞ ŽǀĞƌĂůů ƐŚĂƉĞ ŽĨ ƚŚĞŝƌ ƉƌŽŐƌĂŵŵĞ ŝƐ ůŝŬĞůǇ ƚŽ ƌĞƐƵůƚ ŝŶ
ďĞƚƚĞƌůĞĂƌŶŝŶŐŽƉƉŽƌƚƵŶŝƚŝĞƐĂŶĚ͕ĂƐĂƌĞƐƵůƚ͕ŝŶĐƌĞĂƐĞĚƐƚƵĚĞŶƚŵŽƚŝǀĂƚŝŽŶ͘

dĂƐŬϯʹtŚĂƚǇŽƵƐŚŽƵůĚŬĞĞƉŝŶŵŝŶĚ͍
Numbers 1 to 8 are points you should keep in mind when you are
creating a timetable. Letters a to h are questions that go together with
these points. Match the questions to the points.
Points to keep in mind

Questions

1. students’ learning pace
2. the length of the lesson
3. the time of day of your lessons
4. the course book
5. materials that can supplement the course book
6. sequencing of activities
7. balance of materials
8. topics

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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Questions
a. What kinds of activities should you do first in the lesson if students are likely to be tired?
b. Do the lessons have the same theme running through them?
c. Is there a logical progression from one activity to the next?
d. How much material can your students cope with?
e. Have you got enough or too much language input in relation to skills work?
f. What are achievable aims in the allocated time?
g. Is there something you can substitute or add to increase student motivation?
h. If students have paid for it (or it is included in the fees), can you reject it out of hand?

Check your ideas in the answer key.

<ĞǇ^Ŭŝůů
dĂƐŬϯĐŽƵůĚďĞƐƵŵŵĂƌŝƐĞĚŝŶŽŶĞƉŚƌĂƐĞ͗ĂƐǇŽƵƚŝŵĞƚĂďůĞ͕ŬĞĞƉƚŚĞƐƚƵĚĞŶƚƐ
ŝŶŵŝŶĚ͘zŽƵŶĞĞĚƚŽƚŚŝŶŬĂďŽƵƚƚŚĞŵŝŶƚŚĞŝƌůĞĂƌŶŝŶŐĐŽŶƚĞǆƚĂŶĚƚŚŝŶŬĂďŽƵƚ
ŚŽǁ ǇŽƵ ĐĂŶ ĞǆƉůŽŝƚ ƚŚĞ ƚĞĂĐŚŝŶŐ ŵĂƚĞƌŝĂůƐ ǇŽƵ ŚĂǀĞ ĂǀĂŝůĂďůĞ ƚŽ ǇŽƵ ƐŽ ƚŚĂƚ
ǇŽƵŵŽƚŝǀĂƚĞǇŽƵƌƐƚƵĚĞŶƚƐƚŽůĞĂŶĂƐŵƵĐŚĂƐƉŽƐƐŝďůĞ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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dĂƐŬϰʹǀĂůƵĂƚŝŶŐĂƚŝŵĞƚĂďůĞ
Below is an example three-day timetable for a pre intermediate level
class. They are studying on an intensive part-time course in the evening
from 6.00pm until 8.00pm on Mondays, Wednesdays and Fridays. The
page numbers refer to the course book students are using. There are
some problems with this timetable.
Look at it carefully and write your evaluation on a note pad. Say what the
problems are and what changes you might make. Check your ideas in
the answer key.

Monday

Wednesday

Friday

Reading
MP3 Revolution

Grammar
‘will’ for spontaneous decisions
(deciding about food)

Vocabulary / Speaking
Talking about your
favourite food

p. 64

p. 65

Functional Language /
Pronunciation
Requests:
e.g. ‘Could / Can I have …?’

Listening
People describe
different food

p.63

p. 65

p. 61
Speaking
Restaurant
role play
p. 63

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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ÂdŚŝŶŬŝŶŐĂďŽƵƚǇŽƵƌƚĞĂĐŚŝŶŐ͙
zŽƵ ĐĂŶ ƐŽŵĞƚŝŵĞƐ ƚŝŵĞƚĂďůĞ ƚŽŐĞƚŚĞƌ ǁŝƚŚ ŽŶĞ Žƌ ƚǁŽ ŽƚŚĞƌ ĐŽůůĞĂŐƵĞƐ͘ zŽƵƌ
ƐƚƵĚĞŶƚƐ ĂƌĞ ůŝŬĞůǇ ƚŽ ďĞ ĚŝĨĨĞƌĞŶƚ͕ ďƵƚ ŽĨƚĞŶ ƚŚĞǇ ĂƌĞ ƐŝŵŝůĂƌ ĞŶŽƵŐŚ ƚŽ ŵĂŬĞ ƚŚŝƐ
ĨĞĂƐŝďůĞ͘/ƚŝƐĂŐŽŽĚǁĂǇŽĨďƌĂŝŶƐƚŽƌŵŝŶŐĂŶĚƐŚĂƌŝŶŐŝĚĞĂƐ͘dƌǇƐĞƚƚŝŶŐƚŚŝƐƵƉĂŶĚ
ƐĞĞǁŚĂƚďĞŶĞĨŝƚƐĂŶĚŝŶƐŝŐŚƚƐǇŽƵŐĂŝŶĨƌŽŵǁŽƌŬŝŶŐĐŽůůĂďŽƌĂƚŝǀĞůǇ͘

EŽƚĞǇŽƵƌĐŽŶĐůƵƐŝŽŶƐŝŶǇŽƵƌdĞĂĐŚŝŶŐ>ŽŐ͘



ÂdĂŬŝŶŐŝƚƚŽƚŚĞĐůĂƐƐƌŽŽŵ͙
EŽƚ Ăůů ƚĞĂĐŚĞƌƐ ŐŝǀĞ ƚŚĞŝƌ ƐƚƵĚĞŶƚƐ Ă ĐŽƉǇ ŽĨ ƚŚĞŝƌ ǁĞĞŬůǇ Žƌ ŵŽŶƚŚůǇ ƚŝŵĞƚĂďůĞƐ͘
,ŽǁĞǀĞƌ͕ƐƚƵĚĞŶƚƐƵƐƵĂůůǇĂƉƉƌĞĐŝĂƚĞŝƚŝĨǇŽƵĚŽ͘ƚƚŚĞĞŶĚŽĨĞĂĐŚǁĞĞŬŽƌŵŽŶƚŚ͕
ǇŽƵĐĂŶĂƐŬƚŚĞŵƚŽĞǀĂůƵĂƚĞƚŚĞƚŝŵĞƚĂďůĞ͘zŽƵĐĂŶƚĂůŬĂďŽƵƚǁŚĂƚǇŽƵŚĂǀĞĂŶĚ
ŚĂǀĞŶ͛ƚĚŽŶĞ;ŝƚ͛ƐŶŽƚĂůǁĂǇƐƉŽƐƐŝďůĞƚŽĚŽĞǀĞƌǇƚŚŝŶŐ͊ͿĂŶĚĂƐŬƚŚĞŵĨŽƌĨĞĞĚďĂĐŬ
ŽŶǁŚĂƚƚŚĞǇǁŽƵůĚůŝŬĞŵŽƌĞŽƌůĞƐƐŽĨƚŚĞĨŽůůŽǁŝŶŐǁĞĞŬŽƌŵŽŶƚŚ͘



ÂtĂŶƚƚŽĨŝŶĚŽƵƚŵŽƌĞ͙͍
KŶ ƉĂŐĞƐ ϭϬϵ Ͳ ϭϰϱ ŽĨ >ĞĂƌŶŝŶŐ dĞĂĐŚŝŶŐ ;ϮŶĚ ĞĚŝƚŝŽŶͿ ďǇ :ŝŵ ^ĐƌŝǀĞŶĞƌ ;DĂĐŵŝůůĂŶ
ϮϬϬϱͿ͕ƚŚĞƌĞŝƐĨƵƌƚŚĞƌƌĞĂĚŝŶŐŽŶƉůĂŶŶŝŶŐůĞƐƐŽŶƐĂŶĚĐŽƵƌƐĞƐ͘

WĂŐĞƐϯϳϱƚŽϯϳϴŽĨdŚĞWƌĂĐƚŝĐĞŽĨŶŐůŝƐŚ>ĂŶŐƵĂŐĞdĞĂĐŚŝŶŐ;ϰƚŚĞĚŝƚŝŽŶͿďǇ:ĞƌĞŵǇ
,ĂƌŵĞƌ ;WĞĂƌƐŽŶ ϮϬϬϳͿ ĐŽŶƚĂŝŶƐ ĞǆƚƌĂ ƌĞĂĚŝŶŐ ŽŶ ƚŝŵĞƚĂďůŝŶŐ ;ŚĞƌĞ ƌĞĨĞƌƌĞĚ ƚŽ ĂƐ
͞ƉůĂŶŶŝŶŐĂƐĞƋƵĞŶĐĞŽĨůĞƐƐŽŶƐ͟Ϳ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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ŶƐǁĞƌ<ĞǇ

dĂƐŬϮʹ&ĞĞĚďĂĐŬ
1)
2)
3)
4)
5)
6)
7)
8)

•

On Monday, the reading and the
speaking seem to have no thematic
connection with each other. Perhaps
the reading comes from one unit and
the speaking from the next unit. It
would be a good idea to think of a
speaking activity that relates to the
reading; for example, students could
create and conduct a questionnaire on
MP3 use.

•

On Wednesday, there is a lot of
language input: grammar, functional
language, pronunciation. Most of this
language seems to be related to
Mondays’ speaking activity. One
approach would be to do the speaking
activity on Wednesday and in the
second hour , the teacher could focus
on either ‘will’ or the functional
language, depending on what students
found most difficult when doing the
role play.

•

If, for example, the teacher does the
restaurant speaking and the ‘will’
grammar input on Wednesday, they
could then focus on the functional
language on Friday and find another
speaking activity that gave practice of
this language in another context.

•

If the teacher decides to keep Friday
as a speaking and listening lesson, it
might be a good idea to think about
doing the listening in the first hour.
Students will be quite tired by 7.00pm
on Friday evening and listening
requires a lot of concentration and
effort.
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dĂƐŬϯʹ&ĞĞĚďĂĐŬ
1) d
2) f
3) a
4) h
5) g
6) c
7) e
8) b

dĂƐŬϰʹ&ĞĞĚďĂĐŬ
Across the 3 days, there is a good range
of language input and skills practice. At
first glance, the timetable seems quite
varied. However, closer inspection reveals
the following issues:
•

The teacher seems very stuck in the
course book, and, with one exception
(Wednesday) seems to follow the page
order of the book.
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