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1. LET’S TALK ABOUT WHAT LEARNERS ARE LEARNING 

The workbook will allow deeper discussion of all the aspects of the module with the entire 

SMT as it is worked through and will allow SMT to easily cascade the information and 

practices to all teachers. 

Outcomes 

The outcomes of the module continue to focus deeply on the practical skills as well as 

knowledge necessary to ensure that SMTs support and monitor curriculum coverage and 

curriculum delivery. Each member of the SMT has a significant role to play in managing the 

curriculum both individually and collaborative as part of the SMT. 

 

The following outcomes form the core of module 3. 

 

Plan the curriculum management cycle for each term of 2020, including:  

As the SMT 

• Reflecting on and improving the tools you use in your school to support curriculum 

management. 

• Continuing to build and sustain a culture of professional supportive conversations based 

on evidence.  

As DH, continue to support teachers to identify curriculum coverage challenges by: 

• Asking for and receiving coverage tracking and reflecting reports.  

• Reviewing the work of learners.  

• Responding by assisting teachers and subject teams (PLC in schools) with the 

identification and solving of problems. 

As Principals and DP, support the DH to schedule, plan, and track as well as reflect 

on reports of their curriculum management practices. 

• Prepare for professional, supportive, and evidence-based conversations about 

curriculum coverage with both YOUR Circuit Manager and Subject Advisers. 

2. REFLECTING ON PREVIOUS MODULES 

Module 1: Change starts with me 

This first module was the introduction to the concept of change in teachers’ curriculum 

practices. The premise is that changing teacher practices through support creates conditions 

for teachers to make evidence based professional judgements. The module also introduced 

supportive, professional curriculum conversations at all levels. The module also emphasised 

the building professional supportive relationships so that teachers are able to discuss their 

curriculum challenges without being judged. 

Module 2:  Leading change that matters 

Module 2 deepened conversations on the change process and emphasised values that 

needed to be inculcated to ensure a culture and ethos of support and collaboration. A case 

study was introduced to develop skills and insight into managing the curriculum. 
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Module 3:Let’s talk about what learners are learning. 

The module continues to engage SMTs on their role in managing curriculum and ensuring 

that Goal 18 in the Action Plan 2030 is met. The case study in this module allows for 

reflection on and improving tools used to track andmonitor curriculum coverage and of 

reviewing learners work. The module reinforces the need to build and sustain a culture of 

professional supportive conversations. The modules also address the conceptual, technical 

and adaptive skills necessary.  

Reflection on practices implemented at your school 

• Have any of the above activities discussed in module 1 and 2 taken place at your 

school? Discuss what worked? And what did not work?  

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________ 

 

 

Complete table in Handout 1 as follows: 

 

• On the table, note which of these practices are in place at your school/ slowly being 

introduced/still to be introduced at your school.  

• Reflect on any benefits you have observed from those that have been introduced at least 

to some extent.  

• Reflect on challenges you are facing in introducing changes, and any strategies you 

have used that have been helpful in overcoming these.  

• Share your reflections and observations.  

3. CURRICULUM COVERAGE 

It is important to note that curriculum coverage has four criteria namely: 

What is taught as planned + what is learned + at what level of difficulty in 

the right time frame = Curriculum Coverage. 
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Is this the understanding that all teachers have? 

_________________________________________________________________________

_________________________________________________________________________

________________________________________________________________________ 

Monitoring and supporting teachers in the classroom 

The curriculum cycle below suggests key areas in the curriculum management and 

monitoring process for everyone in the school.   

• Teachers plan and schedule their lessons in the time frame suggested in the ATP.  

• Teachers track their progress against the plan: Are they on track or have they fallen 

behind?  

Curriculum cycle 

 

 

= Curriculum Coverage

In the right time frame

At what level of difficulty

What is learned

What is taught as planned

PLAN

TRACK
MONITOR

REFLECT

RESPOND

EXPLORE SOLUTIONS 
COLLABORATIVELY

IDENTIFY 
SUPPORT 
NEEDED

AGREE ON 
ACTION

REPORT
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The DH monitors their progress. 

• Teachers think about how well the curriculum was covered – did they teach and did 

learners learn the work they planned to do? What the challenges were in covering the 

curriculum and how these problems can be solved. How can they enhance their 

practice so learning improves? 

• Teachers share their curriculum coverage challenges with colleagues and together 

they suggest and explore solutions; they also share with the subject adviser 

• The best solutions to improve curriculum coverage are identified. Actions the teacher will 

take and the support that the DH, peers and the subject adviser will provide are agreed 

upon.   

 

Activity 1 

Discuss in groups 

1. How does the SMT monitor curriculum coverage at your school? 

2. Is it effective? What needs to change? 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

________________________________________________________________________ 

 

Tools 

The following tools are suggested that will allow both the teacher and the SMT particularly 

the DH to track and monitor progress and to understand the support needs of the teacher, 

the subject and the department as a whole. 

Tracking tool 

The tracking tool below is a detail of a teacher’s weekly teaching. The tool is completed as 

an example of how the teacher can track her teaching across the grades and be able to 

gauge the learning. It allows the teacher to reflect on her teaching and to respond to 

challenges that may have occurred in the learning process. She is also in a position to 

understand the support she may need from the DH. On the other hand, the DH also has a 

good record of the week and a professional conversation around the challenges and the 

support needs of the teacher can be explored so that learners are not left behind and the 

competencies they need are ensured. 

 

Weekly Tracking Template 

NAME OF TEACHER Mr B SUBJECT/GRADE: A Subject Grade X 
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LEADING CHANGE 

What are the strategies that your SMT can adopt for your school that will? 

WEEK: ____:Refer to the ATP for details of the week’s work  
Class:(or subject for FP)  X A    

On track by end of week? 
Yes/No 

No    

How many learners are 
working confidently? (Rough 
estimate) 

15    

How many learners in this 
class? 

40    

DAY BRIEF NOTES ON THE DAY’S WORK: Consider such things as: 
What went well/did not go well?? What did the learners find difficult or easy to 
understand or do? What will you do to support or extend learners? Did the class 
complete the work you had planned for the lesson? What will you do differently next 
time? 

1 All went well; learners finished all the exercises 

2 
 

When I moved to the next exercise, which was more challenging I found when I 
looked at learners’ work, that many learners could not do it – in fact – they had not 
got much right in exercise 1 either.   
 

3 
 

I decided it would be a good idea to revise the work from day 1 with everyone; this 
seemed to help – they were answering the questions I asked to check understanding 
 

4 
 

I started the new topic today instead of yesterday- I had to go quite quickly because I 
am now behind.  But it seemed that everyone understood.  
 

5 
 

I set a quick class test on both topics. What a shock! Only my top 15 learners got 
more than 50%. I can’t understand why! I thought everyone was with me, even 
though I went quite fast with the second topic. I went over the test with them – and 
so could not move on to Topic 3 as I should have.  
 

Reflection on the week:  

How did things go? What do you need help 
with?  What will you do differently next time? 
What good practice could you share?   
This is not a good week. Somehow, I could not 
get learners to grasp this work. I thought 
revising topic 1 had helped but it did not seem 
to.  And, although I went quite fast through 
topic 2 I thought they would manage as it built 
on topic 1. I can’t think what the problem is. I 
need to teach this better next time – but how?  

If you are not on track, what will you do? 
I am not on track; I have not taught all the 
work I should have this week, and few 
learners have understood the work I did 
teach.  I am now 2 days behind where I 
should be – and I do not really know what 
to do.  
 
 
 

DH: Date:  
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• Create a broad consensus of the need for the changes?  

• Communicate clearly how the changes will help make work easier? 

• Create a shared momentum for improving teaching and learning.  

• Plan for some immediate victories for the team to celebrate. 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ 

 

The diagram below illustrates the process that change may take in a school. In some 

schools the graph may be more positive leaning more to the right and in other schools more 

to the left. However, schools will always have teachers who are amenable to change, and 

this is where the focus should be to increase the momentum for change. 

 

 
 

 

 

GREATEST 

IMPACT 

TEACHERS THAT 

RESIST CHANGE 

TEACHERS THAT ARE 
AMENABLE TO THE 

CHANGE AND CAN BE 
PERSUADED 

 

TEACHERS THAT 
CHAMPION THE 

CHANGE 
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Discuss how the SMT will focus on the teachers amenable to change? 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________ 

How will the SMT work with the champions? And what support could the champions give to 

the SMT? 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________ 

Discuss 2 strategies that the SMT could use to use with the teachers who are resisting 

change? 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________
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Leading by Listening. 

Listening does not simply entail hearing; it involves using 

• our critical skills,  

• recalling related issues and themes,  

• Asking relevant and stimulating questions and reaching some conclusions.  

• Being aware of both verbal and non-verbal messages 

• The primary purpose of listening, it to truly understand the other person’s point of view, 

and how they think and feel. 

• Hearing is only the first part of listening – the physical part when your ears sense sound 

waves.  

Barriers to listening 

• We may have preconceptions about what the person might say: Sometimes we 

believe we can anticipate what the other person will say.  

• Our attention is selective: This can lead to bias in what we hear; hence we hear what 

will reinforce our prejudices and fixed beliefs. 

• We think faster than people who are not so articulate, there is a danger that the 

teacher will become impatient, become distracted and not fully attend to what the DH is 

saying. 

• We may be unable to tune out irrelevant information: Active listening involves 

focusing on the teacher and deciphering the central messages and patterns in relation to 

the current issue and the overall goals of the coaching/mentoring enterprise. 

• The physical environment can contribute to poor listening: Telephones ringing, 

other people’s conversations and any background distractions can impede listening. 

• Lack of concentration 

• Time 

 

The professional supportive conversations will sharpen out listening skills. We will have to 

listen carefully for understanding so that we do not make judgements. Understanding 

support needs will also require the SMT to focus carefully on the needs of teachers. Time 

and space for reflection needs to be scheduled for dialogue and conversations to take place. 

 

Give 4 examples where listening will be critical during monitoring of curriculum coverage? 

 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

________________________________________________________________________ 

4. PLANNING AND MONITORING 

Activity2 

Discuss the questions below in pairs: 
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• How can the SMT use teachers’ tracking and reflection on what learners are learning to 

IMPROVE TEACHING?? 

• What might be the questions about LEARNING that will launch professional and 

supportive conversations between teaching teams and the SMT? 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ 

 

SOME QUESTIONS FOR SMT TO START PROFESSIONAL AND SUPPORTIVE 

CONVERSATIONS ABOUT ASSESSMENT WITH TEACHING TEAMS: 

• How many learners are working confidently? 

• How many learners are working confidently at the right level? 

• With what topics are the learners struggling? 

•  What does this mean for pacing teaching and learning? 

Formative Assessment 

Teachers use formative assessment every day when they reflect on: 

1. Is learning on track? Where are the gaps?  

2. Where does learning go next?  What has not been understood? By who? 

3. What needs to change in my planning? How can I teach the next lesson to respond to 

different and extend learning for each of my learners? 

 

Discuss these questions above in your department. Note areas of support. 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________ 

 

Schools where teachers collaborate, adopt evidence-based teaching strategies, have 

professional conversations about how to improve their teaching, and use evidence of 

learners work to discuss assessment are all using formative assessment to inform 

teaching. Adapted from: Victoria State Government, Professional Practice Note, 6 – 

Formative Assessment 

 

The term formative assessment encompasses any method used to gain insight into learner’s 

knowledge, understanding and skills, such as a test, a class discussion or a peer or self-

assessment. 

 

Teachers weigh up the advantages of any given formative assessment activity in the natural 

course of their lesson planning and make a decision on the activities that will best serve the 

learners and their own needs in gauging progress – whether they're determining reading 

fluency, ability to solve equations or inquiry skills. 

 



  12 

Informal or formative assessments happen in the classroom every day, as teachers review 

learners' work, ask questions or observe learners in action. Formative assessment is 

ongoing and informs a teacher's understanding of learner’s progress. 

 

FORMATIVE ASSESSMENT CAN HELP US DIFFERENTIATE LEARNING NEEDS 

• Understand the range of difficulty of the activities – run through them yourself 

• Use differentiated activities within the classroom.  

• Extend levels 5-7, AND Support levels 1-3 

 

Select activities as Core, or to Support, or to Extend 

• CORE: Which ones are essential for all learners to do? 

• EXTEND: Which ones will extend the highly achieving learners (and keep them 

engaged?) 

• SUPPORT: Which ones will provide extended practice for weaker learners 

5. CASE STUDY 

The case study simulates a supportive professional curriculum conversation between the DH 

and a teacher.  Mrs. Manama is the DH responsible for a group of subjects, some of which 

she does not teach. Mr. Mohale is a teacher of one of these subjects.  

 

Mrs. Manama had read Mr Mohale’s weekly tracking and reflectiontoolHANDOUT 2 and 

realized that he is struggling.  

Activity 3 

1. Read handout 2. 

2. Read the instructions below. Discuss in your small groups and then be ready to share 

and identify useful questions  

 

Mrs. Manama schedules a one-on-one conversation with Mr. Mohale and prepares 

questions to probe his understanding of why his learners are performing poorly and what he 

might do about it.   

 

What questions do you think Mrs. Manama, the DH, should ask Mr. Mohale based on his 

weekly tracking and reflection that would open a reflective and professional and supportive 

conversation with him?  

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

________________________________________________________________________ 

Activity 4 

Read the case study below. 

 

https://study.com/teach/formative-assessments.html
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Mrs. Manama and Mr. Mohale agreed to discuss the performance of this class with the other 

teachers teaching this subject and grade.  They shared the tracking and reflections sheet, 

examples of the learners’ work, and the mark sheet. 

 

Some of the other teachers teaching this subject in this grade said that they also struggled 

with this topic and that they did not understand why the learners were so slow to understand 

some of the concepts. They were frustrated because they had to move on, but they knew it 

meant that these learners would not understand going forward. It made teaching hard.  

 

After listening to the teaching team, Mrs. Manama suggested that the team focus on 

understanding possible CAUSES of poor performance – before solutions can be found.  

After a long discussion in which teachers shared their experiences and frustrations Mrs. 

Manama summarized the causes the teachers had discussed and the team explored 

possible solutions.  

 

Look at the causes below that Mrs. Manama summarized after the discussion 

1. Do you think your teachers might give similar causes? What causes might you add? 

Discuss possible solutions. (HANDOUT 3). 

2. Feedback from your group. 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

________________________________________________________________________ 

Activity 5 

IN PAIRS: Based on the information you have from this case study so far, prepare for a 

professional supportive conversation between the DH and the Deputy Principal and then role 

play the discussion:  

• What’s working?  

• What needs work?  

• Agreed action to improve?  

 

Jot down your answers in the table below. 
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What’s working? What needs work? Agreed action to improve 

   

Activity 6 

In Pairs based on the information you have from this case study so far, prepare for a 

professional supportive conversation between the Deputy Principal and the Principal.  

• What’s working? What needs work? Agreed action to improve?  

 

What’s working? What needs work? Agreed action to improve 

   

 

Activity 7 

Mrs. Manama called the subject team together to discuss the request of the principal after 

her discussion with him about the challenges faced by Mr. Mohale and the subject teaching 

team. 

 

She asked the teaching team to: 

1. Gather the evidence needed to explain why teaching programme needed to be 

rearranged 

2. Develop a plan for how the content would be re-arranged in the remaining weeks of the 

year to complete the curriculum in the time available. 

3. What evidence would be needed to explain why rearranging the teaching programme 

would be the correct professional decision. 
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Write down notes from the discussion. 

 

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



6. HANDOUTS 

Handout 1 

  

WE ARE 

STUCK AND 

NEED HELP  

WE HAVE 

BEGUN AND 

ARE MAKING 

PROGRESS  

WE ARE DOING 

WELL THIS IS AN 

ESTABLISHED 

ROUTINE  

Teachers report curriculum coverage challenges to the subject team and DH 

because they know they will receive support  

   

Teachers report coverage with reflections on the learning of what was taught  
   

Teachers ask for help whenever they have curriculum coverage problems and 

are confident that they will receive support from the teaching team whenever 

they struggle with curriculum coverage  

   

Teachers have opportunities for one-on-one conversations with an SMT 

member about the challenges they are facing  in the classroom  

   

All teachers have 1-on-1 conversations discuss coverage problems either with a 

DH or with subject colleagues.  

         

All DH meet with the Principal (at least twice a term) in a one-on-one 

conversation to discuss curriculum coverage problems experienced by teachers  

         

 



Handout 2 
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Handout 3 

CAUSES SOLUTIONS 

Some teachers were not confident of the 
content knowledge 

 

The range of performance in the class is too 
wide.  Either the high performers or the low 
performers get frustrated and unruly  

 

Some teachers were not confident of how to 
teach some concepts and were unable to 
find different ways of explaining these 
concepts 

 

Many of the learners have not mastered the 
content knowledge from previous years 

 

Many learners do not do the homework they 
are given 

 

Teachers did not understand what the 
learners were struggling with and so did not 
direct support to the most specific problems 

 

Some teachers were not confident of the 
content knowledge 

 

The range of performance in the class is too 
wide.  Either the high performers or the low 
performers get frustrated and unruly  

 

Some teachers were not confident of how to 
teach some concepts and were unable to 
find different ways of explaining these 
concepts 
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Handout 4 
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Handout 5 

 



Handout 6 

WEEKLY TRACKING TEMPLATE1 
NAME OF TEACHER                                                           SUBJECT/GRADE 

 
1 Please amend this draft template to suit the needs of your school 
2 Please used last year’s CAPS Planner and Tracker to plan and as a basis for tracking 
3Estimate of learners in that grade that are working confidently at Level 4 (Adequate Achievement) or 
above 
4 This can also be lessons if there are more than 5 lessons a week 

WEEK: ____ : Refer to the tracker2 for details of the week’s work  (or the ATP for subjects without 

trackers) 
Class: (or subject for FP)     

On track by end of week? 
Yes/No 

    

How many learners are 
working confidently3? (Rough 
estimate) 

    

How many learners in this 
class? 

    

DAY4 BRIEF NOTES ON THE DAY’S WORK: Consider such things as: 
What went well/did not go well?? What did the learners find difficult or easy to 
understand or do? What will you do to support or extend learners? Did the class 
complete the work you had planned for the lesson? What will you do differently next 
time? 

1  
 

2 
 

 
 

3 
 

 
 

4 
 

 
 

5 
 

 
 

6 
 

 
 

Reflection on the week:  

How did things go? What do you need help 
with?  What will you do differently next time? 
What good practice could you share?   
 
 
 
 
 

If you are not on track, what will you do? 
 
 
 
 

DH: Date:  
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Some notes to help you use the weekly tracking template 

Purpose: This template is intended to help you track and reflect on your progress in 

covering the curriculum every week.  You should use the tracking table alongside the 

planner (or the ATP) that shows the work to be done each day of each week.   The CAPS 

Planners and the Trackers and the Template help teachers do the following key tasks - plan, 

track, reflect on and improve their coverage of the curriculum.  They also help the 

Department Head monitor and support your work.  

 

Planning: The CAPS curriculum is full!  You need to do a certain amount of work each day 

to complete the work that has to be done in the term. The Planner for the Learners’ Book 

you are using indicates what work needs to be done each day of the term to do everything 

that must be done in this time. (i.e. to cover the curriculum)  

 

Following the plan to cover the curriculum: Covering the curriculum is a difficult task. You 

can’t just rush ahead and leave learners behind; but nor can you go so slowly that learners 

are unprepared for the challenges of the next grade. And, of course, learners do not all learn 

at the same pace – too fast for some is just right for others. Every lesson, you make a 

careful judgement about whether or not learners have learnt what was intended by your 

lesson; whether enough of them are with you for you to move on; and what to do about 

learners you do not want to leave behind. The planner gives an ideal plan – but you will not 

stick to it exactly. 

 

Tracking curriculum coverage:  This is where tracking comes in.  When you track, you 

note whether or not you have managed to cover the curriculum. The tool provides a space 

for you to record this each week for each class or subject).  You can also record the date 

when you do complete the work set for the week.  If you are falling behind – you need to 

take some action to get back on track. But what action?  Sometimes you can solve this 

problem yourself – but often it is better to have the help of your DH or your peers.  For this 

reason, your DH will look at your tracker from time to time and discuss how you are doing 

with regard to curriculum coverage with you; she/he will help you find a way to solve any 

problems you are having.  

 

Reflecting on work done and how to improve and how to remain or get back on track: 

The template provides spaces for you to reflect on your work – daily and for the week as a 

whole.  This means that you think deeply about your lessons – both how you presented them 

and how the learners responded.  You consider how you could do things differently next time 

in order for these aspects to improve, you consider whether or not you worked at the 

required pace for most of your learners to understand and manage the work, - are you on 

track, or not?  And – if you are not on track, you need to reflect on what you should do to get 

back on track.  You can also think about and note what support you feel you need.  

 

Here are some prompts to help you reflect: 

o How did things go? 

• What went well?  

• What did not go well?  

• What did the learners find difficult or easy to understand or do?  
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• What will you do to support or extend learners?  

• Did you complete all the work set for the week? If not, how will you get back on 

track? 

o If you are not on track, what will you do? 


