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Guidelines for Designing Lesson Plans – A Step-by-Step Approach
Introduction

Writing a lesson plan is always difficult. Some students, who are teachers already, may have experience writing a paper of this nature before but most will not, especially in English. In this course you are required to write 4 lesson plans – one listening lesson plan and 3 lesson plans when you are doing micro-teachings. 

This paper will provide a step-by-step approach for students to understand the procedure of designing a lesson plan. This paper is only for guideline purposes only. Students may wish to use any method they seem fit when writing their assignment paper. Please pick a sensible topic that you would use in class, i.e. dating, kissing, etc and anything about politics and religion might not be deemed appropriate. 
Who are Lesson Plans for? 

Remember that lesson plans are not just for you but also for substitute teachers coming to take over your class when you are on holidays, managers, educational supervisors, parents, directors and vice-principals who wish to see your work. As a result of this they should be explicit, clear and written with the students (Ss) in mind. Try to explain what the Ss will do in your lesson not what you the teacher will do. 
Template

The sample template used in this lesson plan is the standard template used in this TESOL course. It can be seen in your book at the back of several modules and you can ask your teacher to email you or the captain of your class, for the blank template to save yourself time in 1) looking for another blank template or 2) designing a lesson plan template. You may also email me at davidmoroney@yahoo.com if you wish me to send it to you directly. 
Step 1 – Basic Information 
To make your paper more presentable you should use a title page, stating the title of your lesson plan, the date, your name and your professor’s name. This basic information is essential for your marker and should be clear and concise. 
Step 2 – Starting your Lesson Plan

When starting your lesson plan there are some basic things that one must think about. You must state which lesson plan you are doing, if it’s the listening, speaking, grammar or reading lesson plans. This should be at the top of your first page. Then the title of your lesson plan should be here, directly underneath, followed by Instructor, Level, Students and Length. Let’s briefly discuss the last four now (shown in Figure 1 below on page 2):
· Instructor – This is your name. If you use an English name then it should be placed here.

· Level – What level are your students (Ss)? Elementary, Beginner, Intermediate, Advanced? Make sure you arrange your activities accordingly to your class level.

· Students – How many Ss are in your class? Usually this is the number of classmates when you are doing the micro-teaching. 

· Length – How long is your class? 40, 50, 1 hour? When you are doing your micro-teaching you may only have to teach for 15 minutes, depending on your class size. Still you must design your lesson plan for an entire lesson, including all the necessary stages. 
Now let us look at a quick example;
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Figure 1
Step 2 – Materials
Your lesson plan will require some materials that you will give your Ss and what equipment you will use in class. These can be in the form of photocopied articles, worksheets, CD and CD player, computer, overhead projector, wall charts, flash cards, blown-up pictures, white board and markers, realia, etc. Anything that you will use in the class or give to Ss must be included in this section. Please refer to Figure 2 below as an example:


Figure 2
Step 3 – Aims

Next your lesson plan should have some clear aims or objectives which must include the topic and content that Ss will focus on in your lesson. What exactly will your Ss learn in your class? What will they practice in your class? What exactly will they improve on in your class? Your aims should be clear and to the point. Take Figure 3 for example. The topic is blood types:


Figure 3
Step 4 – Language Skills
What are the four language skills? From the first module we learned that they were; Reading, Listening, Speaking and Writing. This section of the lesson plan will focus on which language skills you will use in your lesson and provide sufficient details of those skills used. In this section you should be very explicit, saying what exactly will be done for each language skill. Of course you don’t have to use all the skills but in reality you should try to as skills are not taught in isolation. Let us look at Figure 4 below to aid our understanding: 

Figure 4
Step 5 – Language Systems
Similar to the previous step but the focus this time is on language systems. Again, as in Module 1, we learned that there are five language systems consisting of Phonology, Lexis, Function, Structure and Discourse. We must include some of them (at least) into our lesson plan and some examples can be seen below: 


Figure 5
Step 6 – Assumptions
Every class will not be the introductory class where we meet Ss for the first time. After a couple of weeks we will get to know our Ss and their level. From this we can start to assume that our Ss know certain information and classroom procedures. If your Ss always sit in pairs and work with the same partner (although not advisable) during your class then you can state that fact in this section of your lesson plan. This information can be marked “Students already know” and an example can be seen in the figure below on the next page (Figure 6):


Figure 6
Step 7 – Anticipated Errors and Solutions
As teachers we need to be reflective. We need to judge our lesson from the eyes of what could go wrong and prepare for these problems in advance. The term we use for these is “Anticipated Errors and Solutions” and it plays a critical part in our lesson plan. We need to reflect on what would we do if an article was too difficult or a listening tape to fast for our Ss. What about if the activity was too easy for Ss and they finished it quickly? What about if the lesson took longer than expected? We need to think about these problems and come up with some suggested solutions to approach them. Ss spend a lot of time on this section but after doing a couple of lesson plans then it will come easily to you. Let us look at an example: 


Figure 7
Step 8 – References
As with your essay assignment, references play a crucial part when designing a lesson plan. If we don’t use a reference then later on when we wish to recycle or reuse that lesson plan we will not know where we got the article/flashcards/pictures from and would waste time searching the Internet trying to find those materials to suit our lesson plan. It can cause a great deal of stress so please remember to reference everything and provide a clear link so that you and others can download those materials too. If you are using a book from the library then please remember to always include the chapter or unit on which your lesson is based and provide enough photocopies for all your classmates (including your teacher). Now for an example:

Figure 8
Main Part of Lesson Plan
Once we have finished the initial stages of our lesson plan then we should focus on the actual lesson itself. There is a four or five step (if you include an SOS plan) process in this part of the lesson plan. Usually we have:
· Lead-in - Greetings and introductions

· Pre-activity – T introduces the topic before Ss listen to the tape / reading an article. Predication here is very important. Some open guiding questions could be asked here to grab Ss attention. 

· Main Activity – Instructions, demonstration and CCQs to Ss before they listen to the tape / read the article. Ss check their answers. 

· Post-Activity – Assign questions for Ss to answer, share opinion and discuss with each other. Don’t forget the CCQs! Assign homework and conclude the lesson. 
· SOS Plan – Have a backup plan just in case your Ss finish their activities quickly.
Step 9 – Lead-In
At this stage of the lesson plan the focus is on what you will teach and what the Ss will do in your class. Always try to be explicit and logical. In the lead-in the teacher (T) usually greets the Ss and elicits today’s topic from them with the use of a picture or gestures. From the table below you can see the title is Lead-In. Directly under that, the Materials (Picture, Board and Markers, or N/A if none are needed) for the lead-in are listed. Next, the table is divided into three parts; Time, Set Up and Procedure. 
· Time – States the time spent on each activity in the lesson plan. Be careful this does not exceed the total length of your class time. Usually given as “min”. 
· Set Up – Specifies if your task is to be done Individually, Whole Class, Pair Work or Groups. 
· Procedure – States what is to be done at that time. In the example below (Figure 9) the T will greet the Ss and then elicit the main topic from the Ss. These must be very clear for your marker to follow. 


	Lead - In

	Materials: Picture, Board and Markers

	Time
5 min


	Set Up
Whole class


	Procedure:

<Greeting>
 Hello, guys! How are you? How was your weekend? What did you do?
<Eliciting and Prediction>
(Showing Ss a picture to elicit the topic)

 Look at the picture.  (Picture is of a crowd of people)
What comes to mind? (get Ss’ ideas and write them on the board)
How can you categorize people in the world?
Ss say Male/Female, Skin Color, Continent, etc. 

T gives an example to illustrate the desired phrase if not received already.

In Korea, most women consider this when dating.  What is it? 

(anticipate Ss to answer ‘blood type’)

Good today we are going to talk about blood types. 


Figure 9
Please note that the teacher talk is marked in Italics and should be different that other parts in the procedure. 
Step 10 – Pre-Activity
Once you have greeted, built up some rapport with the students, elicited the topic and introduced it then you can move on to the pre-activity stage. In this part of the lesson plan Ss should focus on what they will do before they do the main activity and usually it involves prediction, instructions, demonstration and of course Concept Check Questions (CCQs). In this case I will give you the format of the Pre-Activity: 

	Pre-activity

	Materials: Picture, Board and Markers, Worksheet # 1

	Time
5 min

12 min
	Set Up
Whole class

Individually

Whole Class

.

.

.


	Procedure:
<Instructions>

I want everybody to work alone and …..

(Distribute worksheet # 1) 

    <Demonstration>

Let us look at the first column and find the …..
    <CCQ>

Are you working alone?

How much time do you have?

Can you ….?
Ss do the activity while the T monitors discreetly. Give a time warning and allow more time if needed…..Check Answers with the Ss. 

    <Instructions> 
.

.

.




Figure 10
Step 11 – Main Activity
This section is very similar to the pre-activity section. In theory, this section should last longer than the previous section with Ss focusing on reading the article, listening to the CD, practicing a grammatical structure or writing sentences. The format of Instructions and/or Demonstration, CCQs, allowing Ss to do the Main Activity and then Check Answers or Feedback is the most commonly used. Make sure you change your Materials, Time and Set Up accordingly.  
Below is an example of the Main Activity of a Reading lesson plan:

	Main activity (While Reading)

	Materials : 12 copies of the text, Worksheet 1(T/F Question), marker, and board

	Time
10 min
7 min
2 min
	Set Up

Group work

Whole Class

Group work
Whole Class
	Procedure: 

<Instructions>

(Before reading, write guiding question on the board)
 “What are the personality traits to each blood type?”
(Let Ss think about the guiding question while reading)
Make groups of 4.  Each person in group takes charge of each type, then get together by same type and read text which part you are in charge of.

After reading, go back to your group then, explain to your group member. 

(while showing a demonstration) 

I will give you 3 minutes.

    <CCQs>

How much time do you have?

Which color is type A? B? AB? O?

How many groups do we have?

    <Checking Answers>

Do you need more time to read?

(if yes - give 1 minute extra reading time)

What do you think about this question?

(have all three groups answer)

<Answering T/F Question>
You will have a worksheet. Look at the worksheet 1. There are true or false questions. Check in true or false. You can share the information with your group mates. I will give you 3 minutes.

(showing Ss demonstration)

      <CCQs>
How much time do you have?

Will you check the answer or write T / F?
Are you dancing? 
Is this for pair work or group work?

      <Feedback>
Have you all checked the answers?

(if yes- check the answers by having Ss read out each question and say the answer)




Figure 11
Step 12 – Post-Activity
This section of the lesson plan is very similar to the previous two sections but usually includes a Homework and Conclude Lesson at the end to finish the class. This is very easy to do and can be seen from the example below. You may also include a Review part if you wish:

	Post-Activity 

	Materials: Worksheet # 2

	Time
1 min
1 min



	Set Up
Whole Class
Whole class
	Procedure:

.
.

.

     <Homework>

.

.

.
      <Closing>

Today we talked about blood type which all Koreans are interested in. 

Anything you remember about personality traits of each blood type? (to get Ss’ ideas) Did you enjoy the activity today? Was it fun? Was it difficult? Do you have any question?

(Dismiss the class if there’s no question.)

 Good job, guys!!

 See you tomorrow. Have a nice day.



Figure 12
If you wish you may also include a SOS plan, in case your class runs out of time. The activity doesn’t necessarily have to be associated with the topic of your lesson plan but it can be beneficial for you if your Ss finish class early with a lot of time left over. 

Note – All other materials related to the lesson (pictures, dialogue, worksheets, photocopies) should be placed after the lesson plan. Basically anything you refer to in the lesson should be included in the lesson plan itself. 

Points to Keep in Mind
Now that we have looked at the 12 step approach to designing lesson plans you are nearly ready to go it alone. But before you do here are some points to keep in mind. 

Always be Explicit – remember the KISS principle (Keep It Simple Stupid). The marker wants to give you marks so make it easy for them to do so. 

Always demonstrate – get into the habit of showing your Ss what to do, not telling them what to do. Your lesson plans should have a demo after the instructions. 

Always use a lot of CCQs – show the marker that you understand this important concept by providing lots of examples after your instructions. 

Always be Creative – try to come up with new ideas for activities. Use the internet and the library to help you in your search for the perfect activity! Try to use as many language skills as possible. 
Always be conscious of your Time – add up the time you allowed for each activity and make sure it is equal to your overall time for the lesson plan. 
Always Enjoy Yourself!  
Reading Lesson Plan       








Title - Blood type


 





Instructor:


Park, Ji Sung (John)








Level:


Intermediate





Students:


12





Length:


40 minutes











Materials:





- Pictures (for eliciting the topic)


- 12 copies of the text ‘Blood Type’


- 12 copies of comprehension questions 


- 12 copies of worksheets 


- Markers and white board











Aims: 





- Be aware of vocabulary and expressions related to blood types


- To learn how to cooperate in a peer group after listening to T’s instructions


- To practice and improve speaking, listening and writing skills 


- Ss will guess the meaning of key words in the context of the text


- Ss will improve on skimming and scanning for general/key information related to the topic











Language Skills:





- Listening: listening to teacher’s instruction, demonstration / classmates’ ideas


- Speaking: participating in an activity, sharing ideas in a group


- Reading: reading the text ‘Blood Type’ and worksheet


- Writing: answering T/F question, and answering opinion sheet











Language Systems:





- Phonology: reading the text, distinctions between L/R, V/B/P


- Function: predicting, debating, giving and receiving opinions


- Discourse: expressing opinion, asking Wh- questions


- Lexis: idioms, key vocabulary in the text, agreement statements


- Structure:  interrogative sentences and pronouns

















Assumptions:





Students already know: 


    -> The teacher’s style of teaching and the pace of the class.


-> Ss are at an intermediate level and have already known vocabulary in text. 


-> Ss are able to express their ideas and opinions in English.


-> They are mostly active. The class will work in groups (three groups of 4).


-> Familiar with role-plays and acting out. 











Anticipated Errors and Solutions:





Students may not know vocabulary words in the story.


	-> Encourage Ss to guess from context  


The post-activity may finish earlier than expectation.


      -> Review today’s topic and gets Ss’ feeling


If time is short


-> Cut reviewing today’s topic and reduce the number of Ss sharing their opinions


If the article/CD is too difficult for Ss


-> Chunk the reading/listening 


        If Ss finish their tasks earlier than expected 


-> Ask as many Ss as possible about their experiences with other blood types or    use the SOS plan
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