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GENERAL INFORMATION ON TEACHING PRACTICE FOR THE STUDENT- TEACHERS 
IN THE SCHOOL OF EDUCATION 

1.0 INTRODUCTION 
The purpose of this handbook is to help the student on teaching practice recall essential elements of 
TP, rules and regulations, so that they may achieve growth in knowledge, skills and attitudes as required 
by the teaching profession for which they are being prepared. 

The Teaching Practice exercise is co-ordinated by the Teaching Practice Management Committee of the 
School of Education. 

For organization purposes, the schools to which students are posted have been divided into several 
zones. The schools are within a relatively easy travelling distance of a convenient suitable centre - Zone 
Communication Centre. A Zone Supervisor has been assigned to each zone. The Zone Supervisor is 
responsible for the co-ordination of supervision in a zone. Student-teachers should discuss their needs 
with the Zone Supervisors. 

Students are advised to familiarize themselves with regulations and other points contained in this booklet 
If in doubt about any aspect of the practice, feel free to discuss this with any of the supervisors or call 
your Zone Supervisor. 

 
1.1 CODE OF BEHAVIOUR FOR STUDENT-TEACHERS 
1.2 PREAMBLE 
Teacher education must be concerned with training in all areas. Teaching Practice is an exercise of 
apprenticeship. Whilst student-teachers are in practising schools, they should be given the opportunity 
of participating in as wide variety of educational activities as possible: 

(a) -they shall be required to be on the job full time, just as any other teacher; 
(b) -they shall be given responsibilities other than teaching; 
(c) -they shall be immediately accountable to the Head-teachers during the entire teaching 

practice period, just like any other member of staff; 
(d) -they shall be assessed on their personal behaviour and performance outside the classroom 

as well as on their ability to teach. 
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1.3 ETHICAL PROBLEMS 
(a) One glaring fact is that most student-teachers have good moral intentions. The School of Education 

would like to emphasize the importance of good behaviour at all times. A teacher, viewed in 
traditional or contemporary terms, is always regarded by society as a model for the society. It is 
the personal responsibility of each student-teacher to reflect this throughout the practice. 

(b) The difference between a profession and a business is that, with business, the guiding motive is 
profit while in a profession, the guiding motive is service. The student-teacher has the responsibility 
to serve his pupils. Indeed, the development of the teaching profession owes more to dedication, 
sacrifice and commitment to the welfare and social advancement of the community than to the 
economic gain of the teacher. Rarely does the teacher of yesteryear sit down to reflect on what he 
would gain by devoting his total working hours to imparting knowledge and discipline to the 
children under his charge or care. This service is not confined to the classroom or to games. The 
behaviour and attitudes of a student-teacher out of the classroom represents what might be called 
‘the hidden curriculum’ of indirect moral education. It is important to note that according to 
Teachers Service Commission (TSC), flirtation and sexual relations with school students are 
regarded as professional defaults. These general guidelines specified below should act as a code 
of conduct for both student-teachers and their supervisors during their whole teaching career. 

1.4 GENERAL CONDUCT 
(a) The student-teacher shall be required to perform his teaching, administrative and supervisory 

duties that relate to the teaching service, and any other duties which he may be required to perform, 
to promote education and the teaching service. 

(b) A student-teacher shall be required to abide by the directions given by the Head-teacher or any 
other person under whose supervision he is placed. 

(c) A student-teacher shall be required at all times to perform his duties and to conduct himself in a 
manner that befits a responsible and professional teacher, both at his work and in his relationship 
with fellow teachers, his pupils and the members of the public. 

(d) During teaching practice, student teachers are required to abide by the established school 
regulations. In cases where student teachers are offered or assisted to get accommodation by the 
school, they should abide by the arrangements made with the school and pay up all bills incurred 
before leaving the school. 

(e) University staff members on teaching practice are assigned to supervise and assist all student- 
teachers under their care. Consequently, student-teachers are required to co-operate fully with any 
supervisor assigned to them. 

(f) Cases arising from misconduct such as rudeness, insubordination and unprofessional behaviour 
during teaching practice shall be forwarded for disciplinary action by the University. 

 
1.5 ABSENCE FROM DUTY 
(a) No student-teacher should absent him/herself from teaching practice without written permission 

from the head-teacher with a copy to the Zone Supervisor. Such permission shall be given on the 
weight of the reasons given. 

(b) Any student who, for legitimate reasons (e.g. sickness) wishes not to participate in teaching practice 
in the third year should obtain written permission from the Dean of the School of Education. This 
will be considered as any other medical case. 

(c) If a student-teacher is absent from his/her school for a consecutive period of one week without 
prior permission, he/she shall be deemed to have absconded from the teaching practice and shall 
be made to repeat it the following year. 
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(d) A student-teacher shall inform the Head-teacher of any intended absence well in advance. It must 
then be arranged that: 
(i) the student-teacher sets work for the classes to be missed; 
(ii) no class is left unattended because of the student—teacher’s absence; 
(iii) the Head-teacher is informed immediately the student-teacher returns; 
(iv) any written work set is marked. 

(e) At the beginning of teaching practice, student-teachers should report to their respective schools on 
the day they are required to start teaching practice at the latest. The student —teachers must not 
leave their respective schools before clearance is given by the head-teachers at the end of teaching 
practice. 

(f) Student-teachers must bear in mind that a teacher’s work does not necessarily end when the last 
lesson finishes. He/she must be prepared to contribute to other extra-curricular or out-of-school 
activities assigned by the Head-teacher. 

 
1.6 LEAVE AND SICK LEAVE 
(a) A student-teacher who is unable to attend to his duties must apply and get permission in writing 

by the school head with a copy to the Zone Supervisor. 
(b) Leave of absence is at the discretion of the school Head and Zone Supervisors who may refuse 

permission if they are doubtful about the validity of the reason given. 
(c) A student who, on account of illness must be absent from duty shall be required to produce to the 

school Head and subsequently to the Zone Supervisor a medical certificate from a government 
medical doctor or from the University Medical Officer within forty eight hours. The medical 
certificate must cover the whole period of absence due to illness. 

 
1.7 DRUNKENNESS AND DRUGS 
Drunkenness while on duty is a serious professional offence. Abnormal behaviour due to abuse of drugs 
shall also be considered as a serious professional offence which also calls for disciplinary action. 

 
1.8 PREGNANCY 
In the best interests of the health of any pregnant student and that of the unborn child, students are 
strongly discouraged to take Teaching Practice when pregnant. Those who are expectant should seek to 
defer Teaching Practice. 
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2.0 RELATIONSHIP WITH THE SCHOOL 
 

Students and the School: 
 Student-teachers are to be regarded as being temporarily on the staff of their host school and 

under the general control of the head of institution. 
 In their staff relationships and professional duties, students should observe the principles set 

out by the school, etc. 
 If it is necessary to be absent or to leave the school during school hours, students must 

request leave from the head before such absence. If absent for one or more days, they should 
also inform the Zone Supervisor, stating the reason for the absence. 

 During the first two days of the practice period, students must: acquaint themselves with 
school routine and their duties; prepare suitable schemes of work in their subjects from the 
syllabuses and/or teaching programme used in the school; prepare four copies of their 
teaching timetable and give them to the Zone Supervisor during the first week in the school. 

 The student’s teaching timetable should give full details needed by his supervisors, including 
dates of holidays, examinations and special days when he/she cannot be observed. 

 This timetable should show (approximately), an equal distribution of time to these two 
teaching subjects. In general, all students are expected to teach not less than 12 periods per 
week. 

 After supervision, the student must ask the supervisor to sign the student’s supervision 
record which shall be returned to the Zonal Supervisors after teaching practice. 

 Any change in the information shown in the original timetable should be notified immediately 
to the Zone Supervisors. 

 In his/her relationships with the staff and learners, the student is expected to observe the best 
professional ethics. This implies co-operating with staff at all times, conforming as far as 
possible to the demands of school routine, and refraining from voicing criticism of his/her 
colleagues or of the school organization and administration. 
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3.0 THE STUDENT AND HIS/HER TEACHING 
 

1. All students should prepare lesson plans for all their lessons. 
2. Full preparation of each lesson will include a lesson plan with appropriate lesson notes and 

teaching aids for each lesson. The lesson plan should be in the form prescribed by the School of 
Education. 

3. Lesson plans should be written in a special lesson preparation book issued for this purpose. This 
book must be presented to the supervisors for inspection during their visits to the class being 
taught. 

4. As soon as possible after the lesson has been given, the student should write self-evaluation 
remarks on it as will assist in efficient planning and presentation of subsequent lessons. 

5. These may include such points as the following: 
(a) Comments on the adequacy of the lesson preparation, for example, the suitability of the 

subject material or the aids, and the time allowed for each phase of the lesson. 
(b) Comments on the effectiveness of class activity such as extent and quality of pupil, 

participation, interest, understanding and co-operation. 
(c) A statement and analysis of pupil difficulties or errors and how they will be followed 

up. 
(d) A general comment on the extent to which the aims of the lesson were achieved and 

suggestions for similar lessons in future. “Did I teach what I set out to teach?” 

 
3.1 Out of Class Activities and Marking 
1. It has become important to emphasise that all students on teaching practice are required to 

participate in out-of-class activities they may be assigned. 
2. Marking: Student-teachers are required to do any marking that may be required in their subjects. 

 
3.2 Boarding/Accommodation 
1. The responsibility for meeting any such payments is entirely with the students. 
2. Cost of loss, breakage or damage must be met by student if the student is responsible for it. 

 
3.3 Medical Expenses 
1. In case of illness, students are advised to attend the nearest government hospital or dispensary. 
2. In event of students being admitted to hospital as in-patients, students will be required to make the 

necessary payments. 
3. They must also have documentation of such hospitalization for the purpose of the Examiners’ 

Board. 
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4.0 PRINCIPLES TO BE ADOPTED BY SCHOOLS FOR TEACHING PRACTICE 
The purpose of these principles is to guide supervisors and student-teachers while on Teaching Practice. 

 
A. STUDENT-TEACHER 

1. When a student is in a school, either for observation or practice, he/she is under the authority of 
the school. This means that they must observe the expected standards in regard to punctuality, 
dress, smoking and other rules for the general conduct of staff which the school may expect. 

2. The student will be treated like other full time members of staff, will be informed of the 
standards expected and will be given the normal privileges as well as duties of staff members. 

3. The student will be expected to carry out a full range of duties and extra-curricular activities 
assigned during the period of teaching in the school. 

4. The student will normally teach within the framework of the curriculum as practiced in the 
school. 

5. As far as possible, the student should not be used for duties outside the school, e.g. the 
invigilation of examinations in other establishments. The student will have a timetable which 
should be adhered to as much as possible. 

6. Students should normally be in schools during the full working hours of the school. If the 
student needs to leave the school, he/she should seek the consent of the head-teacher or the 
appointed co-operating teacher. 

 
B. THE SCHOOLS 

1. The schools have a specific role to play in helping the students professionally. A confidential 
report will be of value to the University and will be given due weight in the assessment of the 
students work. 

2. Besides professional and technical help in the classroom, students should have an opportunity 
of participating in routine duties and extra-curricular activities, including sports, music, drama, 
etc. 

3. Students should be shown not only the syllabus of the pupils they will teach, but the whole 
plan of teaching the subject in the school and the way this plan fits into the teaching of related 
subjects. 

4. The Head-Teacher will appoint a member of staff to advise and guide the students during their 
period at the school. 

5. When an assessor visits a school, he should invariably report to the school office first. If the 
Head or Co-operating Teacher wishes to see him, they can leave word to the effect. Normally, 
the assessors from University will inform the schools in advance the visits, though this will not 
always be possible. 

6. Students on teaching practice should normally have a light teaching load of 9 to 16 lessons per 
week. 

7. It should be remembered that the period of teaching practice is part of a student’s period of 
study. Schools should give students every possible help in preparation for teaching during this 
period. 

8. Whenever it is possible, schools will assist in helping the students to obtain accommodation. 
At present, the amount of money available for students’ accommodation is very small. The 
method and amount of payment will have to be negotiated between the schools and student 
concerned. 
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5.0 GENERAL GUIDELINES FOR SUPERVISORS AND 
STUDENT-TEACHERS ON THE EVALUATION CRITERIA 

The attention of supervisors and student-teachers is drawn to the following general guidelines upon 
which the assessment/evaluation of the performance of student-teachers on Teaching Practice will be 
based. Both the supervisors and student-teachers are reminded that there will be some slight deviations 
from the general formats of scheme of work and lesson plan presented below in some subject areas. An 
attempt has been made by the subject methods lecturers to show the specific areas of agreement/ 
variations between their scheme of work and lesson plan formats and what is presented below. Reference 
should therefore be made to the specific subject guidelines outline, for further clarification. 

 
5.1 PREPARATION 
1. SCHEME OF WORK 
Unless otherwise stated in the specific subject guidelines, the student-teachers will be expected to adopt 
a common scheme of work format having NINE (9) columns under the following headings: 
(a) Week (b) Lesson 
(c) Topic (d) Sub-topic 
(e) Objectives (f) Learning Activities 
(g) References (h) Remarks 
(i) Learning Aids. (See Appendix I) 

 
In some subjects, another column of methods would be necessary and it would come immediately after 
the learning activities. It is important to note that: 
The scheme of work covers the term’s work adequately; 
Appropriate remarks are filled in for the lessons already taught, with entries for each stream 
(e.g. dates when taught, things left out, things added, etc.). 
Note: Double page should be used in preparing a scheme of work. 

 
2. LESSON PLAN 
Just like the scheme of work formats, the lesson plan formats for different subjects will also have slight 
variations. However, a common lesson plan format should have the following elements: 
(a) The administrative details which will include class, roll (expected and actual), time and date. 
(b) Topic/sub-topic 
(c) Specific Objective(s) 
(d) References - must be complete with author, title and page numbers properly indicated. 
(e) Learning aids 
(f) Lesson presentation: - Introduction; - Lesson development; - Conclusion 
(i) Writing Board Plan 
(j) Self-evaluation (See Appendix II) 

 
This is aimed at critical self-appraisal and should pinpoint strengths and weaknesses of the student- 
teacher noted during this lesson presentation. Suggestions for improvement should be made where 
necessary. 
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Note: - Each stage will show a unique learning experience. 
- There should be logical progression of the stages and presentation of subject matter. 
- It is expected that the stage will show a variation in activity/methods. 
- The time (minutes) indicated against each stage is only for the student-teacher’s guidance. 

 
3. LESSON OBJECTIVES 
Acceptable lesson objectives must be clearly stated in observable and measurable terms (SMART ABCD 
requirements). They must satisfy the following four criteria: 
(a) Specify who the learner is; (Audience) 
(b) Contain an action verb(s); (Behaviour) 
(c) Specify conditions or situations under which the expected learning outcome will be demonstrated. 

(Conditions) 
(d) Prescribe the standards or minimum level of acceptable performance; (Degree) 

 
Objectives in certain subjects, for instance Literature, are sometimes stated in expressive (affective) 
terms especially when the behaviour expected manifests itself in emotional terms, e.g. empathy, 
sympathy, etc. In this case, pupils could be asked to identify words in the text which evoke such 
behaviour. 

Lesson Introduction 
Arousing interest/ Set Induction 
Does the student-teacher 

🗸 Make a successful effort to motivate the students to learn? 

🗸 Inspire, encourage, challenge the students and get them interested in the learning activity on the 

content? 

🗸 Make the correct appeals to higher/lower principles, e.g. reward, ambition, competitive spirit, 

playfulness, fascination with the content, the importance of social responsibility, etc.? 

Link with the learner’s experience 
Does the student-teacher 

 
🗸 Start from and make occasional reference to the world of students’ own experience? 

🗸 Show empathy with the students, with their desire to progress, their values, feelings and train 

of thought? 
🗸 Adapt to the level of the students in the use of language and vocabulary? 

🗸 Refer to what has been learnt in relevant previous lessons; perhaps go from the known to the 

unknown? 

Instructional Practices 
Learners’ participation 
Does the student-teacher 
🗸 respect the dignity and abilities of the students? 

🗸 sufficiently allow them to find/discover things for themselves? Concrete instances to 
generalizations and back? 
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🗸 sufficiently allow them to exercise their critical skills? 

🗸 sufficiently get students involved in learning activities with a measure of independence? 
 
Use of Groups 

Does the student- teacher 

🗸 allow students to perform activities in groups, such as in small group discussion, with or 

Without reading, group projects or assignments, group-study, group competitions? 
🗸 encourage students to assist fellow students in learning? 

🗸 encourage students to rely on fellow students and on the group? 

🗸 encourage students to organize themselves socially for better efficiency, e.g. by exchange 
of notes? 

Variety of activities 
Does the student-teacher 

🗸   Organize a variety of learning activities? 

🗸   Use transmission methods with heuristic (discovery) elements in them, e.g. text reading? 
  Use discovery (heuristic) methods such as library research, laboratory research, comprehension 

exercises, group enquiry, summary writings, value sheet, note-making, small group discussion? 
  Use exercises where students themselves have to use induction (generalizations as conclusions) or 

deduction (application)? 
  Use exercises where students have to choose critically such as value sheets, valuing methods, 

predicting on the basis of data, composition, debate, small group discussion? 
  Use exercises which require students to think, write or act creatively, such as note-making, class 

discussion, small group discussion, conducting experiments, compositions, mock sessions, 
educational drama, role-play games, diagram making, brain-storming? 

🗸   Use exercises which require students to handle equipment purposefully or to practise skills? 

🗸   Involve students in activity projects? 

Teacher’s language 
Does the student-teacher 

🗸 Use clear language and vocabulary, appropriate to the level of the students? 

🗸 Use clear diction, proper pitch, useful stress and with functional pauses and silence? 

🗸 Use gestures, posture, movements and facial expression in combination with language? 

🗸 Use spoken language and chalkboard work to make clear the various registers, formal and 

informal language, serious language and that with a light touch, appropriately? 
🗸 Allow for sufficient interaction to ensure real communication? Encourage students to express 

themselves in their own words (spoken or written) about what is taught? 

🗸 Express willingness to consider the students’ ideas and use of language even if different from 

his/her own or the textbook? 

Questioning types and techniques 
Does the student-teacher 

🗸 Use a variety of effective questioning techniques? 

🗸 Use factual questions for testing and revision (who, what, when)? 
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🗸 Use thought - provoking questions to initiate discussion? 

🗸 Prompt students to assist them in answering questions? 

🗸 Direct questions to individuals by names, and direct questions to others? 

🗸 Allow for a pause to let students think up answers? 

🗸 Allow students to comment on each other’s answers? 

🗸 Allow students to ask questions? 
 

Use of feedback 
Does the student-teacher. 

🗸 show himself/herself alert to feedback behaviour of the students? 

🗸 clarify where students seem not to understand? 

🗸 encourage further where students show lack of motivation? 

🗸 Encourage re-thinking on where students show shaky value judgements? 

🗸 give useful feedback to students’ written work? 

🗸 encourage students to try again where they show lack of skill? 

🗸 give useful feedback to any student performance, verbal or otherwise? 

 
Reinforcement 
Does the student - teacher 

🗸 acknowledge or praise good efforts or correct answers, either by gestures, posture, facial 

expression , verbally or by chalkboard use? 
🗸 partially reward a partially correct answer or good effort? 

🗸 use negative reinforcement without discouraging students? 

🗸 use delayed reinforcement 

🗸 put reinforcing remarks under students’ written work? 

Effective learning 
Does the student-teacher 

🗸 encourage effectively the achievement of the set objectives? 

🗸 organize learning activities in such a way that students learn with interest and satisfaction? 

🗸 help students to make some worthwhile achievements in this lesson, and do the students see 

them as worthwhile? 

🗸 Encourage progress in general education, e.g. regarding methods of study, procedures, 

know-how, social relations, learning attitudes? 
🗸 Show concern for, and give guidance in the making of notes for later study and revision? 

🗸 Encourage students to move closer to the achievement of the general objectives of the course? 

Use of resource 
Does the student - teacher 

  use student texts wisely, e.g. first setting a task, problem or question and then letting students read 
to find the solution or answer? 

🗸 use the various channels of communication to maximum effect, e.g. the auditory, visual and tactile 
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(the visual including the real thing, the picture, the diagram or text)? 
  show ability to justify the choice of channels according to the basic principles of their use: speech 

and text for the abstract and linear approach, the tactile, the real and the picture for the concrete, 
the diagram for clusters of relations and for a comprehensive view? 

🗸   show ability to choose/design useful visual aids, and use them effectively? 

🗸   use equipment, apparatus and materials with confidence and expertise, and according to safety 
rules? 

 

Chalkboard 
Does the student - teacher 

  write clearly, ensuring that the writing is legible, well-spaced and visible from the back of the 
class? 

🗸 organize the chalkboard well, e.g. using part of the board (sub-dividing it into reasonable portions) 

for building up a lesson outline- or for structural support for note-making while the rest of 
the chalkboard is for rough work sketches and diagrams: vocabulary and spelling; 
reinforcement support; assignment. 

Personality 
Mastery of content 
Does the student-teacher 

🗸 show knowledge and understanding of all the content relevant to the lesson? 

🗸 show sufficient mastery of content to make applications as the need arises unexpectedly from 
students’ questions or problems? 

🗸 honestly admit ignorance where this is a fact, and give a promise of an answer rather than 

beating about the bush, getting out of such predicament graciously? 

🗸 show enough wider knowledge to link the lesson content to other topics, subjects and life 

situations? 

Confidence 
Does the student-teacher 

🗸 Show enough confidence to inspire students with confidence in him/her? 

🗸 Show readiness to adapt the planned lesson to unforeseen problems, questions or needs of the 

students? 

🗸 Give the impression that he/she is purposeful and knows where the learning exercises are 

leading them? 

🗸 Give students the impression that he/she is concerned and ready to deal with their problems and 

needs? 
🗸 Create a pleasant learning ‘atmosphere in the class so that learning is fun? 

🗸 Encourage enough interaction (formal and informal) among students to make them feel at 

home? 

🗸 Encourage frankness and the right mix of formality and informality in the class for better 

learning? 
🗸 Encourage a sense of responsibility in students for their own learning and for group learning? 

🗸 Deal with deviant behaviour with a wise mix of patience and firmness? 
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🗸 Encourage students to adopt self-discipline such as is needed in our society? 

🗸 Vary channels, methods, approaches and techniques? 

🗸 Alternate periods of intense mental activity with more relaxed moments? 

🗸 Show sensitivity to the limits of the students’ powers of concentration and need to relax? 

Note: 
  The supervisor is expected to give an opportunity to the student-teacher to evaluate his/her own 

performance and think up ways of improving on it before the supervisor attaches a final grade 
to the performance. 

  The supervisor is expected to point out strengths and weaknesses in the performance and give 
advice on improvements to be made, both orally and in writing. 

 

4. LEARNER’S/ PUPIL’S PROGRESS RECORD 
There should be a Pupil’s Progress Record for each subject. This record will show the performance trends 
of pupils in each subject over a specified period of time (See Appendix III). A good pupil’s progress 
record must contain the following elements: 
(a) Name of subject for which record is kept; 
(b) Names of pupils; 
(c) Date when test was administered; 
(d) Skill/topic which was tested; 
(e) Maximum score/mark for the test; 
(f) Rank/position of each pupil in the test; 
(g) Remarks in relation to the performance trend of each pupil. 

Note: The student - teacher must present the following documents to the TP Assessor: 
(i) Scheme of work; 
(ii) Lesson plan; 
(iii) Learner’s/Pupils’ progress records; 
(iv) Record of work covered; 
(v) References (if any). 

 
5.0 RECORD OF WORK COVERED 
This is a record of all the lesson topics taught by the teacher in each subject on daily basis, references 
used in the preparation of the lesson and his comments on the lessons conducted (See Appendix IV) . 

 
6.0 STUDENT’S SUPERVISION RECORD 
This is a record of the visits by the Area Supervisor and Assessors to the student-teacher. All the assessors 
are required to sign the Student’s Supervision Record before they leave the school (See Appendix V). 

 
7.0 A TEST LESSON 
Like normal teaching lessons a test lesson should be planned for in advance. A lesson plan is necessary 
(See Appendix VII) 
The lesson plan should contain the following information: 

(i) Administrative details showing the date, time roll, etc. 
(ii) Statement of objectives for the test. These should be stated in behavioural terms detailing 
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the minimum level of performance from pupils. Examples: “During the test, the pupil should 
answer correctly all the questions set on glaciation.” “By the end of the test, the pupil should 
have answered correctly at least 80% of the questions.” 

(iii) Introduction (Activities before the test) 
In here the teacher states what is to be done prior to commencement of the test. Some of the teacher’s 
activities are: 

🗸 checking on sitting arrangements - spacing of desks, lighting, etc. He is concerned with 

environmental aspects of the classroom. 
🗸 guarding against cheating by asking pupils to remove all resources related to test content. 

🗸 asking pupils to take out all materials necessary for the test. 

🗸 distributing question papers, answer books. 

🗸 highlighting instructions for the test so that .these are not ignored. 

🗸 announcing the duration of the test. 
 

Lesson Development (Activities performed during the test) The teacher instructs pupils to start writing 
answers to the test. The teacher will supervise the pupils. In the lesson plan, the teacher will show 
evidence of preparation for the test by: 

(i) outlining a table of test specifications; 
(ii) attaching a copy of the test set; 
(iii) attaching a copy of the marking scheme to be used while marking pupils responses. 

 
The table of specification is invaluable as a guide to achieving content validity. A sample is reproduced 
below for a mastery test. Form III Oral Literature (See Appendix VIII) . 

 
The test paper should show evidence of well thought out questions covering the topics intended. The 
type of questions used (questioning technique) should be related to the general objectives for the course 
and the test. The questions should carry content validity and have potential for reliability as part of a 
measurement instrument. 

 
The marking scheme prepared should be comprehensive and related to questions. This is particularly 
important for essay type of questions. The teacher should consider whether the question is looking for 
all the information included in the model answer or whether there is far too much expected than there 
is in the prepared answer. On the model answer there should be indication of how many marks will be 
allocated to each correct answer argument, illustration, step in analysis, etc. 

 
Conclusion 
(Activities at the end of the test) 
The teacher firmly instructs pupils to stop writing at the expiry of the regulated time. In the lesson plan, 
the teacher shows the mode of collecting papers and how he intends to mark the answers. It will be 
necessary to indicate who is going to mark (pupils through exchange of papers or himself), and when 
the papers will be marked (during the lesson or later in teacher’s spare time). 
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APPENDIX I 
SCHEME OF WORK FORMAT 

School/Institution…………………………………………………………...………...Grade…………... 
Learning Area……………………...............……… Duration from …………. To ……...........……….. 
 
WK
 

LSN STRAND SUBSTRAND SPECIFIC 
LEARNING 
OUTCOME 

KEY 
INQUIRY 
QUESTION 

LEARNING 
EXPERIENCES 

LEARNING 
RESOURCES 

ASSESSMENT 
METHOD 

REFLECTION 

1          

2          
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APPENDIX II 
LESSON PLAN FORMAT 

SCHOOL LEARNING 
AREA 

GRADE DATE TIME ROLL 

      
STRAND… 
SUB-STRAND… 
SPECIFIC LEARNING OUTCOMES: 
1……………………………………………………………………………………………………………………. 
2…………………………………………………………………………………………………………………… 
3…………………………………………………………………………………………………………………… 
KEY INQUIRY QUESTIONS: 
1…………………………………………………………………………………………………………………… 
2………………………………………………………………………………………………………..………….. 
3……………………………………………………………………………………………………………..…….. 
CO-COMPETENCIES: 
1………………………………………………………………………………………………………………….… 
2……………………………………………………………………………………………………………………. 
3…………………………………………………………………………………………………………………….. 
VALUES: 
1…………………………………………………………………………………………………………………….. 
2…………………………………………………………………………………………………………………….. 
3……………………………………………………………………………………………………….……………. 
PCI’s: 
……………………………………………………………………………………………………………………… 
LEARNING RESOURCES 
……………………………………………………………………………………………………………………… 
LESSON PRESENTATION (ORGANISATION OF LEARNING) 
……………………………………………………………………………………………………………………… 
LESSON INTRODUCTION 
……………………………………………………………………………………………………………………… 
LESSON DEVELOPMENT 
Step 1 
 
Sep 2 
 
Step 3 
 
CONCLUSION 
……………………………………………………………………………………………………………………… 
   SUMMARY 

CHALKBOARD PLAN 
 

 
LINK TO OTHER ACTIVITY AREAS 
……………………………………………………………………………………………………………………… 
Suggested Community Service Learning 
……………………………………………………………………………………………………………………… 
Assessment: 
……………………………………………………………………………………………………………………… 
Take home/Extension activities 
……………………………………………………………………………………………………………………… 
Reflection…………………………………………………………………………………………...……………… 
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APPENDIX III 
FORMAT OF LEARNERS’ PROGRESS RECORD 

 

Serial No. Name of 
Learner 

Topic/Skill    Total Position Remarks 

  Date       

  Maximum 
Score 

      

1         

2         

3         

4         

5         

         

Nth         

         

Note: 

🗸 The pupils’ progress record should be for quizzes, tests and specified assignments and not for 
any marks given in class exercises. 

🗸 Copies of such quizzes, tests, etc. and their respective marking schemes should be presented 

to the assessor on demand. 
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APPENDIX IV 
RECORD OF WORK COVERED FORMAT 

School……………………………………………………Grade/Form…..…...……………………… 

Learning Area……………………………………… 

Week Date Lesson Strand/Content References Reflection 
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APPENDIX V 
STUDENT’S SUPERVISION RECORD FORMAT 

Name of Student-Teacher…………………………………... Reg. No……..........………...……. 

Name of Institution…………………………………..………  Zone…………...........……...……. 

Date Learning 
Area 

Lecturer Signature Remarks 
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N o: 
School: Form/Class/Grade: 
Date: Subject: 
Time: Roll: 
Supervisor: Signature: 

Preparation 
- Schemes of work/Record of Work Covered 
- Lesson plan 
- Objectives 
- Student’s progress records 
- Student’s self-evaluation 
- TP File: Organisation, etc ____________________________________ 

Introduction 
- Arousing interest 
- Link with learners’ experience 
- Rationale 
- Focusing event 
- Other___________________________________ 

Teaching Strategies 
- Level of instruction 
- Sequencing 
- Use of reinforcement 
- Selection of content 
- Mastery of content 
- Class Management________________________________________ 

Instructional Procedures 
- Teaching procedures (skills, techniques, methodologies) 
- Formative checks 
- Students participation 
- Conclusion 
- Evaluation procedures 
- Pace of Delivery __________________________________ Resources 
- Use of material, Improvisation, Relevancy -Aids 
- Blackboard work organisation 
Other___________________________________________ 

Personality 
- Confidence 
- Voice Projection 
- Command of Language 
- Learning atmosphere 
- Attire 
Other............................................................................ 

APPENDIX VI 
TEACHING OBSERVATION FORM 

 

 

Name:.............................................................. 

School.............................................................. 

Date................................................................. 

Supervisor........................................................ 

Preparation 
-Schemes of work 
-Record of work covered 
-Lesson Plan 
-Learning Outcomes 
-Students progress records 
-Student’s self-evaluation 
-T. P file organization etc. 

Introduction 
-Arousing interest 
-Link with learner’s experience 
-Rationale 
-Focusing events 
-Others 

Lesson development (Teaching Strategies) 
-Selection of content 
-Sequencing of activities 
-Level of instruction 
-Use of reinforcement 
-Mastery of content 
-Class management 

(Instructional Procedures) 

-Use of methods 
-Students participation 
-Formative checks 
-Evaluation Procedures 
-Pace of delivery 
-Others 

Conclusion 
-Recapitulation of the lesson 
-Assignment 
-Further reading 
-Focusing on the next lesson 

Resources 
-Creative/effective use of learning materials 
-Clarity of use/presentation 
-Chalkboard organization 
-Relevance of materials 
-Others 

Personality 

-Command of language 
-Confidence 
-Voice projection 
-Learning atmosphere 
-Attire 
-Rapport with students 

Reg. No: ........................................... 

Grade................................................. 

Learning Area.................................... 

Signature.................................... 
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NAME: REG NO: 

SCHOOL: FORM/CLASS/GRADE: 

DATE: SUBJECT: 

TIME: ROLL: 

SUPERVISOR: SIGNATURE: 

 
PREPARATION 
- Adherence to scheme of work 
- Lesson plan 
- Clarity of objectives 
- Relevance of topics 

 
INTRODUCTION (before the test) 
- Sitting arrangements 
- Mode of distribution of question papers 
- Instructions to candidates 
- Timing of test 

 
LESSON DEVELOPMENT (during the test) 
- Teacher activity (supervision) 
- Learner activity 
- Table of specification (range of coverage of content and behaviour) 
- Clarity of questions 
- Clarity of instructions in question paper 
- Utilization of teaching materials by teacher 
- Adequacy of marking scheme 
- Test atmosphere 

 
CONCLUSION (at the end of the test) 
- Adherence to closing instructions 
- Mode of collection of scripts 
- Marking proposal 

 
PERSONAL QUALITIES OF TEACHER 
- Confidence 
- Audibility 
- Clarity 
- Rapport with children 
- Punctuality 

APPENDIX VII 
TEST LESSON OBSERVATION FORM 

 

NAME:............................................................................. 

SCHOOL.......................................................................... 

DATE:............................................................................... 

TIME:................................................................................ 

SUPERVISOR:.................................................................. 

PREPARATION 

Adherence to Scheme of Work 

- Lesson plan 

- Clarity of Learning outcomes 

- Relevance of topics 

- Adequancy of Marking Scheme 

- Table of Specification 

- T.P file organization 

- Students’ progress records 

- Students’ self evaluation 

INTRODUCTION (before the test) 

- Sitting arrangements 

- Mode of distribution of question papers 

- Instructions to candidates 

- Timing of test 

TEST ADMINISTRATION (during the test) 

- Teaching supervision 

- Learner’s activity 

- Clarity of questions 

- Clarity of instruction in question paper 

- Utilization of teaching materials 

- Test atmosphere 

CONCLUSION (at the end of the test) 

- Adherence to closing instructions 

- Mode of collection of scripts 

- Marking proposal 
PERSONAL QUALITIES OF TEACHER 
- Command of Language 
- Voice projection 
- Confidence 
- Attire 
- Clarity 

- Rapport with Students 

- Punctuality 

REG NO:.................................................. 

GRADE:.................................................... 

LEARNING AREA: ............................... 

ROLL:....................................................... 

SIGNATURE:.......... .............................. 
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APPENDIX VIII 
TABLE OF TEST SPECIFICATION 
 

 
Content 

BEHAVIOUR Weighting 

 
Low Level 

 
High Level 

Knowledge Comprehension Application Analysis Synthesis Evaluation  

Songs        

Narratives        

Proverbs &        

Riddles 

Fieldwork        

Techniques 

Total        
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