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INTRODUCTION

Dear Teacher 

We are pleased to present you with your brand new Oxford Teacher Toolkit – packed with 
invaluable information to help you excel in all aspects of teaching in the FET Phase. This practical 

guide has been developed by subject and curriculum experts and is packed with the curriculum 
information you need to know. 

This toolkit consists of the following sections:
 • Teaching tools for every teacher – including guidance on keeping up with the curriculum and 

teaching in multilingual classrooms
 • Encouraging responsible behaviour in your classroom – including guidance and tips on 

classroom management, career and exam guidance for your learners, dealing with bullying and 
providing counselling to your learners in crises

 • Being the best teacher you can be – including tips for staying sane despite your workload, and 
ways to make your own school an optimal environment for learning and teaching

 • Getting practical with planning and assessment – including assessment techniques, tips on 
preparing a good lesson plan, and practical ideas for informal assessment

 • The FET Phase curriculum – an outline of what you need to know about the CAPS curriculum for 
the FET Phase

 • Resources for selected FET Phase subjects -  including resources needed to teach each subject, 
planning and assessment, teaching tips and a lesson plan for a hot topic

The Oxford Teacher Toolkit is one of the many ways in which we’re committing to support you to 
deliver excellent results. Combine this toolkit with the knowledge and skills you will have gained from 
informative Oxford Teacher’s Academy workshops and seminars, and your CAPS-compliant Oxford 
books, and you have a recipe for guaranteed success in your FET Phase classroom. 

We hope that you �nd this toolkit useful and that it contributes to your own professional development, 
as well as the performance of your FET Phase learners. 

Warm regards 

The Oxford Team

Created by Pinnock Consulting   
© Oxford University Press Southern Africa 2014
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CREATING AN INCLUSIVE ENVIRONMENT 
FOR EVERY LEARNER

All learners are di�erent – create a classroom environment to suit them all.

How to deal 
with  

learners  
who have  
�nished  

their work

Learners learn di�erently

Learners process information di�erently. It is essential that teachers use a variety of teaching 
methodologies to reach every learner in the classroom.  This variety will accommodate the 
various learning styles and ways in which individual learners best process information.

Learners learn at di�erent paces

Some learners need longer than others to process new ideas, consolidate their understanding 
and complete tasks. It is essential to provide these learners with the opportunities and time to 
complete these tasks.  Learners who �nish their work �rst are often a disruption to others in 
the class.  Dealing with them appropriately is very important.

Learners’ levels of understanding

Learners grasp knowledge in di�erent ways.  It is essential to ensure that learners process 
knowledge and understand what they learn, rather than just learning things o� by heart.  
This should also be re�ected in the level of teaching and assessment.  Learners should be 
encouraged to use the knowledge and skills that they have to re�ect, synthesise, analyse and 
provide their own interpretations.

Option 1: 
Ask them to create their own 
word search using the important 
words in the activity.

Option 2: 
Have a box of activities related 
to the topic which are fun but 
still educational, e.g. crossword 
puzzles, mini comprehension.

Option 3: 
Ask them to assist someone 
else in the class who may be 
struggling.

Step 1: 
Acknowledge 
their success 
in �nishing 
their work and 
congratulate 
them.

Step 2: 
Give them 
another task 
to do.

2

3

1
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Learners have di�erent personalities

Although learners have di�erent personalities, they need to be encouraged to work together 
in a supportive and controlled environment.  Learners should be shown that although they 
are di�erent, they could learn so much from one another.  Group work is an excellent way to 
establish these co-operative relationships. Groups should be carefully established. The jigsaw 
method is an excellent way to facilitate group work.  

Learners are forced to participate and the work is evenly divided amongst the group 
members.  Group work is also a very good way to divide the class into di�erent levels of ability.

Learners must develop skills

Every learner has natural talents and abilities.  These should be encouraged and 
acknowledged.   Skills should always remain more important than knowledge.  

Every subject requires learners to acquire and develop di�erent skills.  It is essential that 
learners are guided through the process of developing skills while learning content.  

Learners must remain interested

Learning should be fun.  If the learning process is not fun and interesting to the learners, they 
will not be motivated to learn.  This is applicable to the method of teaching as well as the 
materials and resources used to teach.  Relevant and appropriate examples should always be 
used.

4

5

6

Step 1: 
Divide the 
learners into 
base groups. 

Step 2: 
Allocate each 
learner in the 
group a number 
from 1– 6. 

Step 3: 
Ask all of the 1’s 
to get together 
and all the 2’s 
etc.  These form 
specialist groups.  

Step 4: 
After the allocated 
time, ask learners  
to go back to their  
base group and 
provide feedback.  

This is where the task is 
allocated (could be done 
according to levels of ability).

Allocate the numbers according to 
the speci�c task you require each 
group to do. E.g. if group 1 is going 
to do a poster, label the learners 
that enjoy that with a 1.
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Taken from Oxford Successful Physical Science Grade 11 Teachers Guide.

KEEPING UP WITH THE CURRICULUM

Although the Curriculum and Assessment Policy Statements (CAPS) is not a new curriculum, but an 
amendment to the National Curriculum Statement Grades R-12 Subject Statements, it does still lead to 
pressures and changes that may not have existed before.

What to do if . . .

 • A learner or group of learners is not able to grasp 
the necessary content when the Annual Teaching 
Plan indicates that one should move onto the next 
section.

 • There is in your opinion, as a teacher, a very 
important section that is necessary for the learners to 
grasp and it is not in the curriculum.

 • It is stated in the Annual Teaching Plan that an 
assessment should take place, however you have not 
completed the work with the learners yet.

 • You can foresee that there is not going to be enough 
time to complete the curriculum.

In ALL of the cases stated above, it is essential that the 
teacher use their professional judgment in consultation 
with their Head of Department.  Every education situation 
is unique, however whatever decision is taken MUST be in 
the best education interests of the learner.  

Two valuable questions to answer:
1. Is the decision in the best interests of the learner?
2. Does the learner need these skills to progress to the 

next concept or grade?

Diagrams, pictures and tables 
illustrate concepts clearly and 
can be used during teaching 
to support the teacher in the 
teaching and learning process.

FIVE TIPS TO KEEPING UP 
WITH THE CURRICULUM

1. Skills are more important than 
content.

2. Quality is more important than 
quantity.

3. Learners need to be taught 
according to their context and 
abilities.

4. Mastering key skills is more 
important than completing the 
curriculum.

5. Learners that are struggling 
should be identi� ed and 
continuously monitored.
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How to make the 
IIAL work for you

✔  Get training

✔  Develop materials 
for learners

✔  Share information 
and resources

When will the IIAL a�ect YOU?

Grade 1 2 3 4 5 6 7 8 9 10 11 12

Year 2015 2016 2017 2018 2019 2020 2021 2022 2023 2024 2025 2026

Implications for schools

 • In schools where multiple 
languages are spoken, 
providing home-language 
tuition for everyone could 
be di�cult.

 • Timetable adjustments 
will need to be made to �t 
in the teaching of a third 
language:
 – Grades 1 and 2 will need 

an extra 2 hours per 
week

 – Grade 3 will need an 
extra 3 hours per week 

 – Grade 4 to 12 will need 
an extra 5 hours per 
week

 • Budget implications: new 
textbooks plus up-skilling 
teachers or appointing new 
ones

Implications for teachers

 • Existing teachers will be 
used to implement the pilot 
project.

 • Many have little or no 
knowledge of the language 
required.

 • Teachers may have to travel 
between schools to teach 
(share resources).

 • Teachers will need 
to accommodate the 
assessment of the addition 
FAL.

 • Ongoing training and 
support is needed.

 • Teacher workloads will 
increase. 

◊ The learner’s home language should be the language of learning and teaching (LoLT) until at 
least the end of Grade 6.

◊ Learners should study three languages, one being an African Language at First Additional 
Language level (FAL). This means that learners will take two FAL subjects.

◊ Learners may select two languages at Home Language level.

◊ Progression requirements: 50%–59% for Home Language and 40%–49% for one of the two 
required FALs.

TEACHING IN A MULTILINGUAL  
CLASSROOM

A new language policy proposed:
Incremental Introduction of African Languages (IIAL) Pilot Project
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LANGUAGE AND LEARNING IN  
MULTILINGUAL CLASSROOMS

Teachers in our culturally diverse and language-rich country cannot avoid the reality of multilingual 
classrooms where linguistic diversity exists amongst learners and/or amongst learners and teachers.

Ways to deal with multilingualism in the classroom

1

2

3

4

5

6

Challenges facing multilingual classrooms

Most teachers are only able to use one or two languages with some degree of pro�ciency 

In many cases these languages may not be the language of learning and teaching at the school

Teachers struggle to communicate clearly to the learners

Teachers feel ignored, undervalued and marginalised

When the teaching environment is predominantly teacher talk, pressure is placed on learners 
who understand the medium of instruction to act as classroom translators

The communication barrier prevents learners from linking new knowledge with relevant life 
experiences

Classroom management

 • Invite community members to 
translate materials, collaborate in 
activities or run reading groups

 • Employ tri/bilingual teaching 
assistants to support both teacher 
and learners

 • Use team-teaching e�ectively and 
sparingly

 • Prepare – multilingual classes need 
more preparation than others

 • Arrange desks in small groups to 
encourage discussions

Resources

 • Use classroom walls – word walls 
and multilingual labels, posters and 
environment print

 • Start a book corner o�ering �ction 
and non-�ction books

 • Create a resource and media corner

Dictionaries are excellent resources!

Dictionaries help learners to:
✔  Pronounce and spell words
✔  Understand the meaning of di�erent words 
✔ Understand the grammar of the language
✔  Expand vocabulary – synonyms and antonyms
✔  Be more self-e�cient 
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MULTIPLE INTELLIGENCES:  
AN INTRODUCTION

Every class has a diverse group of learners who are all unique and who learn in di�erent ways.  It is essential 
to understand how each learner learns optimally and e�ectively.  

Howard Gardner’s multiple intelligences explains how we all learn di�erently and therefore di�erent 
classroom techniques need to be applied.  A teacher cannot apply all the multiple intelligences to every 
lesson, however, they can ensure that they use a variety of methods to reach every child.  

Interpersonal

Spatial

Intrapersonal

Logical / 
Mathematical

Bodily / 
Kinaesthetic

Musical / 
Rhythmic

Verbal / 
Linguistic

Gardner’s multiple intelligences 
can be used as an excellent 
tool to identify a good lesson.
A good lesson includes at least 
four multiple intelligences in its 
teaching and learning.

INTELLIGENCE LEARNING CHARACTERISTICS CLASSROOM ADAPTATIONS

Verbal / Linguistic
Thinks in words. Likes reading, writing, listening and 
speaking. Does well with books, dialogues, debates and 
presentations.

Panels, buzz groups, brainstorming, 
discussions, question and answer, reading 
and story telling

Logical / Mathematical
Likes reasoning. Likes to organise and interpret data; does 
well at maths & science problem-solving, analysis, reasoning, 
cause-e�ect.

Reasoning, problem-solving, cause-e�ect, 
analysis (debate, Zopp activity, etc)

Spatial
Thinks in images. Likes drawing and observing. Does well at 
mind-mapping, puzzles, graphics and poster charts.

Gallery walk, poster chart, drawing,  
mind-maps

Musical / Rhythmic
Thinks rhythmically and in tunes. Likes music, songs and 
dance. Often taps and hums. Raps.

Rap, song

Bodily / Kinaesthetic
Thinks through sensations. Likes sport, drama, movement, 
physical. Role play, simulations, games and sports.

Role play, drama, simulations

Interpersonal

Thinks best with others. Likes co-operative and group 
activities. Good at interactive, people-centred activities.  
Likes co-operation activities, partners, pairs, teams and  
win-win competitions.

Co-operative learning activities (Jig-saw, 
pairs, etc) competitions

Intrapersonal
Thinks best alone. Likes individual self-paced and managed 
activities. Re�ective and quiet. Likes thinking, visualization, 
meta-cognition, journal writing.

Question and answer

Naturalistic
Creating an understanding and meaning through the real 
world: excursions and research, �eld trips, site visits, job-
shadowing, empirical research

Excursions, empirical research, job-
shadowing, simulations, site visits



2   FET Phase Teacher Toolkit             9

COGNITIVE LEVELS OF THINKING: 
BLOOM’S TAXONOMY

Bloom’s Taxonomy has been used for years in the �eld of education and is mostly referred to in assessment.  
There are four important times when Bloom’s Taxonomy should always be applied.

BLOOM’S TAXONOMY

Bloom’s Taxonomy is like a building block for every learner.  Learners need to grasp the easy and lower steps 
before they get to the higher steps.  Every aspect of teaching and learning should aim to target all of these 
levels. 

Combining, 
composing, 
predicting 
outcomes, 
changing 
concepts, 
designing, 

creating new 
ideas from 

old concepts 
(innovation) 

and invention

Assessing patterns 
and trends, 
judging and 

recommending, 
rating and marking, 

evaluating 
outcomes 

and making 
recommendations, 

comparing ideas 
and solving 

problems

Identifying 
and analysing 

patterns, 
identifying and 

recognising 
trends, 

organising 
ideas

Analysis

Recall of 
information, 
observing, 
locating, 
listing, 

naming

Knowledge Demonstrating, 
understanding, 
summarising, 

translating, 
discussing

Comprehension Applying 
knowledge, 

using 
knowledge, 

using problem 
solving 

methods, 
designing, 

experimenting

Application

Planning for a 
lesson

Teaching a 
lesson

Setting an
assessment

Marking an
assessment

Practical example 
and explanation 
from subject

Practical example 
and explanation 
from subject

Practical example 
and explanation 
from subject

Practical example 
and explanation 
from subject

Synthesis

Evaluation



COGNITIVE LEVELS OF THINKING:  
BARRETT’S TAXONOMY

Barrett’s Taxonomy was originally developed to describe and assess the di�erent levels of reading 
comprehension.  It assists teachers in developing assessment, however, it is relevant in all aspects of teaching 
and learning. It consists of �ve di�erent levels of reading comprehension and can easily be adapted for 
assessing listening, speaking and writing.  This taxonomy is particularly useful when teaching and assessing 
languages and literacy.

Respond using
•	 emotions to content
•	 personal 

identi�cation 
with situation or 
character

•	 use of content, 
statement or 
language

•	 imagination and 
creativity

Recognition and 
recall of details 
•	 main ideas
•	 a sequence
•	 comparison
•	 cause and e�ect 

relationships 
•	 character traits

Reorganising ideas 
and concepts by
•	 classifying
•	 outlining
•	 summarising
•	 synthesising

Deducing or 
concluding from 
evidence with 
•	 supporting 

details
•	 main ideas
•	 a sequence
•	 comparisons
•	 cause and e�ect
•	 relationships
•	 character traits
•	 predictions
•	 interpreting
•	 �gurative 

language

Form an opinion or 
conclusion of 
•	 reality or fantasy
•	 fact or opinion
•	 adequacy and 

validity
•	 appropriateness
•	 acceptability

Literal 
Comprehension

Reorganisation

Recognition

Evaluation

Appreciation

USING CODES TO DETERMINE LEVELS
Codes can be used to determine the levels.  Codes are developed on a scale that is based on skills and levels 
of cognitive ability and NOT on knowledge alone. If a learner is too high up on the scale, but does not have 
the cognitive ability, the assessment relies too much on knowledge and recall.

Codes and their real meanings

Unique and 
creative skills 

applied and used 
to solve complex 

problems

 

Learner may 
know facts 

well and may 
even know all 
of them. Facts 
not applied or 
commented 

on in any way. 

Learner is able 
to make obvious 

connections 
and simple 
conclusions 

using facts and 
knowledge 

that they have 
gained.  The 

linking indicates 
some basic 

understanding.

Although learners 
may struggle with 

structural and 
comprehension 

skills, they have all 
of the important 
facts and show a 

basic understanding 
of them. They can 

provide some 
examples but do 

not always explain 
their understanding 

clearly.

Learner provides 
a clear and logical 

connection of 
facts. Factual 
information 

linked in a logical 
sequence and 

suitably explained 
showing clear 

understanding as 
to why they have 
been sequenced 

and linked.

Learner is able to 
apply the skill to 
various contexts. 

Learner is able 
to apply and 

produce original 
examples. 

Ideas are used 
to link facts to 
create a better 
understanding 
of the content 

and factual 
information.

Learner is able 
to draw new 
and logical 
conclusions 

using the 
skill to show 
creative and 

insightful 
thought 

processes.

Learner is 
innovative and 

able to use 
information 

and skills 
developed, and 
combines these 

to develop 
new skills to 

put them in a 
class of their 
own. Choice 
of words and 
explanations 

inspires readers 
to think 

di�erently. 

1 2 3 4 5 6 7

Knowledge 
and facts

Linking of 
Knowledge

Application of 
Knowledge

Ability
(Can and can’t  

do level) 

Application  
of Skill Extension Innovation

Acquisition of facts Basic, logical 
and simple 

connections are 
made

Facts are present, 
but not all of the 
skills required to 

contextualise facts

Facts are 
sequenced, 

understood and 
contextualised

Knowledge and 
skills is applied to 
various contexts

New contexts 
are developed 
and skills and 

knowledge 
applied

10 2   FET Phase Teacher Toolkit
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Step 4: 
Ask the 
learner and 
parent to sign 
the non-
completion 
form

Give them a task to do or ask them 
to assist another learner

Establish a structure for how 
many marks get subtracted 
according to the number of  
days late.

Develop a standard non-completion 
form, which can be signed by learners 
and parents to acknowledge that learner 
did not do the work and will therefore 
receive no marks for it.

Change teaching strategies and 
methodologies

Give the learners a short break by 
changing the activity slightly

Provide them with support and 
additional exercises and tasks

A
Back from break for 
the same number 
of minutes that 
they were late (e.g. 
5 minutes late = 5 
minutes from break) 

B
If it is an ongoing 
pattern of 
behaviour – follow 
the necessary 
school disciplinary 
methods

Arriving late  
for class

Handing in  
work late

Not 
handing in 
work at all

1

3

4

Step 1: 
Determine the 
reason for late 
coming

Step 1: 
Determine the 
reason for handing 
in the work late

Step 1: 
Determine 
the reason 
for not 
handing in 
work

Step 2: 
Address the 
reason for being 
late and try to 
break the habit

Step 2: 
Subtract reasonable 
number of marks for 
late work

Step 2: 
Provide a 
�rst warning 
(with a 
penalty of 
subtracted 
marks)

Step 3: 
Decide on severity 
of lateness and 
put appropriate 
consequence in place

BE 
CONSISTENT

Step 3: 
Provide a 
second  warning 
which they are 
required to take 
home for their 
parents to sign

Bored because they have 
�nished their work

Bored because the lesson 
is boring

Tired and need a break

Don’t understand the work

Step 2: 
Most learners 
who disrupt a 
class are either:

Disrupting  
the class2

Step 1: 
Establish 
why they are 
disrupting the 
class

STEP-BY-STEP SOLUTIONS TO  
CLASSROOM PROBLEMS
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Stealing8

Step 1: 
Determine 
the reason for 
bunking class

Step 1: 
Determine the 
reason for stealing

Step 1: 
Remove the 
paper from 
the learner 
immediately

Step 2: 
Learner should 
make up time 
at break or after 
school 

Step 2: 
Follow school 
disciplinary 
measures and 
inform principal

Step 2: 
Provide 
learner with 
a new test to 
complete the 
assessment 
immediately

Step 3: 
Follow school 
disciplinary 
measures and 
inform principal 

Step 3: 
Follow school 
disciplinary 
measures 
and inform 
principal 

Step 4: 
Follow school 
disciplinary 
measures 
and inform 
principal 

YOU CATCH THE 
LEARNER

Step 1: 
Determine 
the possible 
reason for 
cheating

Step 2: 
Gather 
evidence 
and confront 
learner

Step 3: 
Provide learner 
with a new test 
to complete 
the assessment 
immediately

YOU SUSPECT THE 
LEARNER

Inform class teacher and/or SMT member

Verbal bullying: establish intervention between learners

Assault: inform parent’s of learners

Inform school counsellor or social worker if a pattern is 
forming or there is any potential danger

Step 3: 
Depending on 
severity, inform 
the appropriate 
people

Step 2: 
Determine the 
reason for bullying

Bullying7
Step 1: 
Stop behaviour Put school and classroom 

policies in place so that 
learners are aware of the 
consequences!

To put a stop to 
bad behaviour, 
you need to 
establish the 
reason behind it!

Cheating6

Bunking  
class

5



GENERAL TIPS ON DEALING WITH  
BEHAVIOURAL CHALLENGES

EXCESSIVE CHATTING

This is when learners form 
pairs or small groups in 

class and they constantly 
carry on with private 

conversations and pass 
notes to one another.

VERBAL OR PHYSICAL 
THREATS

This refers to when a 
learner makes an explicit or 
implicit threat to either the 
teacher or another learner.

LEARNERS WHO ARGUE 
AND CONSTANTLY  
DEBATE WITH YOU

ELECTRONIC DEVICES

Teachers and learners should 
not have any noisy devices 

turned on during the lesson. 
These can distract the rest  

of the class.LEARNERS WHO 
REFUSE TO WORK

DO DON’T

TAKING OVER

Learners try to dominate 
the attention of the class by 

hogging class discussions 
or steering the topic onto a 

favourite subject.

Common disruptive 
behaviours

✔  Address non-verbal 
communication

✔  Always provide the learner with 
a choice and consequence

✔  Distinguish between the primary 
and the secondary issue

✔  Consistently and fairly enforce 
rules

✗  Try to discipline the whole 
class at once

✗  Ask questions instead of 
‘telling’ by giving statements

✗  Give warnings

✗  Be inconsistent
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7 SECRETS TO ORGANISING AND  
MANAGING LARGE CLASSES

SECRET 1: 
Planning to achieve your goal

Planning is not necessarily 
about paperwork and lesson 

plans, it is about planning and 
facilitating the best way to 

achieve your goals.

SECRET 4: 
Seating plan

Make sure that your learners 
are sitting in a way that is 

conducive to learning. Certain 
seating plans work for certain 
activities and not for others.

Some learners are able to 
concentrate better in certain 

desk formations.

SECRET 6: 
Routines

Every classroom has certain 
activities that occur all the 

time.  It is essential to get the 
learners into good habits with 

these routines so that they 
cause as little disruption as 

possible to the teaching and 
learning process.

Examples of routines include 
reporting absentees, assessing 

homework, classroom rules 
and group work strategies.

SECRET 2: 
Inform the learners

Learners want to know what 
is expected of them.

Learners want to know what 
to expect for the lesson.

SECRET 5: 
Be prepared

It is essential to understand 
your learners and your 

classroom environment so that 
you are prepared for any events 
that may occur or disturbances 
that may cause you to have to 
change your methodologies, 

timing 
or planning.

SECRET 7: 
Resources

Resources can enhance the 
learning process, but can also 
disrupt the teaching process.

A resource needs to be 
appropriate to the teaching and 
learning situation and enhance 

the process.

Resources need to be 
carefully planned for and used 

e�ectively.

SECRET 3: 
Timing

Be realistic about what you 
can complete in a particular 

lesson.

Be realistic about what the 
learners can achieve in a 

certain time period.



ORGANISING AND MANAGING  
MULTI-GRADE CLASSES

The major challenge of a multi-grade class is that there are learners of di�erent age, ability,  
maturity and interests. Below are some practical tips to help manage a large multi-grade class.

Teaching methodologies

Whole class teaching
Plan only one lesson – it 
needs to address the 
average ability level of the 
multi-grade class.

Challenges
✗ Teacher centered, 

disinterested 
learners might cause 
discipline issues

✗  Does not appeal to 
every level of ability

 
When to use it?
✔ Storytelling
✔ Students news
✔ Music or drama
✔  Introduction of topics 

or themes

Group work
This is the most e�ective 
way to meet the needs of 
all the learners.

Challenges 
✗  Learners grouped 

incorrectly together
✗ The task is not 

appropriate for group 
work

How to use it?
✔ Group learners 

according to their 
grade

✔ Provide structured 
tasks for each grade 
to complete

✔ While other groups 
are busy, the teacher 
has time to teach a 
speci�c grade 

Individual teaching
The teacher works one-
on-one with the learner.

Challenges
✗ Behaviour issues may 

arise in the rest of the 
class

✗ Di�cult to spend time 
with every learner in 
the class

How to use it?
✔ When the rest of the 

class has work to 
complete

✔ Have extension 
activities planned for 
learners

✔ Allow older learners 
who have mastered a 
skill to assist younger 
learners still acquiring 
the skill

◊ Desks should be organised in small 
groups and not in rows

◊ Use display boards to pin up the 
learners’ work

◊ Make sure each learner has a personal 
space for their things

◊ Assign and label speci�c areas in the 
classroom, e.g. resources for each 
grade

Classrooms are often short on storage.
Below are some useful tips:
 • Collect containers, e.g. ice-cream 

containers
 • Label storage areas clearly
 • Avoid clutter and throw away what 

you don’t need
 • Have a �ling system for books/

resources

Classroom organisation

Some examples: 
◊ Register and absenteeism

◊ Checking homework diaries and writing 
down homework

◊ Handing work in to the teacher

◊ Bathroom breaks

◊ Late for class

◊ Formal assessment logistics

◊ Consequences to inappropriate actions

Routines and discipline
A lack of classroom routine and discipline often leads to other distractions and time wasted in the 
classroom. A well-structured classroom environment is key to enable e�ective learning in a multi-
grade classroom.
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DEALING WITH THE DIGITAL DISTRACTION 
IN THE CLASSROOM

Ideas for controlling cellphone use 
in the classroom

1. Enforce the school’s cellphone policy. 

2. Allow learners the �rst �ve minutes of 
a lesson to check their social media or 
messages, and then cellphones are put 
away or turned o�.

3. Have a basket and labels on your desk 
for learners to label and hand in their 
phones: they can collect them when the 
lesson is �nished.

4. Establish cellphone etiquette with 
learners in the class.

EXAMPLE OF A CLASSROOM  
CELLPONE POLICY

 • 1st violation: the phone is returned to 
the learner after the lesson

 • 2nd violation: the phone is returned to 
the learner at the end of the day

 • 3rd violation: the phone is returned to 
the learner at the end of the month

 • The slate is wiped clean at the end of 
the month

In order for a cellphone policy 
to be effective, the teacher 
must get approval and support 
from the parents of the 
learners.

How e�ectively are you using digital 
resources?

◊ Does it support the lesson?

◊ Is it relevant to the lesson?

◊ Does it enhance the teaching process?

◊ Will it encourage learners to think 
critically?

◊ Will it create a deeper interest in the 
subject? 

◊ Will it attract the attention of the 
learners?

◊ Will it enhance the chosen methodology 
of the lesson?

◊ Are you familiar with using the 
technology? 

Five fatal errors

✗ Don’t think that digital resources can 
entirely replace the teacher

✗ Don’t allow the digital resources to 
detract from the content of the lesson

✗ Don’t allow logistics to take up valuable 
teaching time

✗ Don’t use digital resources without 
careful planning

✗ Don’t over-use digital resources

Using digital resources e�ectively in the classroom



BULLYING

What is bullying?
Bullying is repeated, aggressive behaviour intended to hurt another person to gain a physical or 
psychological advantage. The bully uses threats, intimidation, cruelty, and/or forcing their will to achieve 
control over others. Girls tend to bully verbally while boys bully physically.

Physical

Verbal

Non-verbal

Social

Sexual

Cyber-bullying

DIFFERENT TYPES OF BULLYING
There are di�erent types of bullies. Many learners can be exposed to more than one type of bullying.

This is when physical force is 
used against someone to cause 
bodily harm.

This is when words are used to 
in�ict harm and to try and upset 
someone. 

This refers to behaviour that 
excludes, embarrasses or upsets 
another person. 

This refers to behaviour that is 
deliberate, hurtful and repetitive 
and intended to isolate 
someone.

This refers to a form of bullying 
and harassment with sexual 
references. 

This refers to the use of 
electronic technology to in�ict 
harm on someone repetitively. 

•	 Shoving
•	 Spitting
•	 Pushing	and	kicking
•	 Punching

•	 Teasing	
•	 Taunting
•	 Name-calling
•	 Ridiculing

•	 Writing	hurtful	
messages

•	 Distributing	harmful	
pictures and videos

•	 Letters	and	graffiti

•	 Leaving	someone	out
•	 Running	away	from	

someone 
•	 Spreading	rumours
•	 Social	sabotage	

•	 Sexual	comments
•	 Sexual	gestures
•	 Calling	someone	sexual	

and derogatory names
•	 Touching,	grabbing	or	

pinching in a sexual way

•	 Hurtful	text	messages	or	
emails

•	 Spreading	rumours	by	
email or a social network

•	 Uploading	embarrassing	
photos 
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CYBER-BULLYING
The advancement of technology and the Internet has created a new environment for bulling to take place.

Why should we be concerned about 
cyber-bullying?

Incidents of cyber-bullying are occurring 
more frequently. 
Reasons why this is so: 

1. HIDING BEHIND TECHNOLOGY – the 
bully does not have to face the person 
being bullied so bullying is easier

2. DIFFICULT TO MONITOR – technology 
is part of everyday life, and it is di�cult 
to identify when someone is using it 
wrongfully

3. READILY AVAILABLE – most learners 
have access to a cellphone or email

4. FEAR OF CONSEQUENCES – many 
cases go unreported as learners fear 
losing their technology

Create awareness

It is important to create awareness about 
cyber-bulling and guide learners on how to 
protect themselves. 

Don’t:
✗ Share your password
✗ Share personal information online
✗ Respond to hurtful emails or 

messages, rather print them out
✗ Upload anything online that you don’t 

want your friends or classmates to               
see

Remind learners that online messages are 
permanent.

What signs to look out for?

Cyber-bullying can happen 24 hours 
a day. Because it’s di�cult to monitor 
and control, cyber-bullying often goes 
unpunished, allowing it to occur more 
frequently. 

Here are some signs you can look out for:

 • Learner begins to skip school or is 
unwilling to attend school

 • Lack of interest in school work, marks 
drop

 • Becomes more introverted and pulls 
away from friends and socialising 

 • Complains often of physical ailments
 • Appears sad, teary or moody 

What can you do?

Take the appropriate steps to ensure that 
incidents of cyber-bullying are dealt with 
�rmly and in a timely manner. 

 • Deal with the incident immediately 
 • Ask the learner to save or print out the 

message or e-mail  
 • Determine the severity of the incident 
 • Discuss the incident with the 

perpetrator’s parents
 • If necessary, get the police involved

CYBER-BULLYING



THE DO’S AND DON’T’S OF BULLYING

 • When should a learner be referred? 
 • What incidents warrant suspension? 
 • What incidents warrant expulsion? 

 • Explain your bullying policy to your 
learners during the �rst week of 
school. 

 • Role-play bullying scenarios and 
practise the appropriate reactions for 
students to take. 

 • Clearly state the consequences for 
bullying a fellow learner.

DO 

DON’T

If bullying has occurred, a �rm and consistent resolution, in 
line with the school’s policies, must be put into action.

1. The bully must understand that bullying is unacceptable

2. They must understand that there will be consequences

3. Open, respectful communication between bully and 
victim should be encouraged

4. The bully should be o�ered counselling to work through 
the issues that caused them to bully in the �rst place

✔ Promote character and 
values

✔  Focus on the role of the 
bystander

✔  Have helpful 
and productive 
consequences

✔  Consistently and fairly 
enforce rules

✗ Just state the rules
✗  Only focus on the bully 

and the victim
✗  Name and shame the 

bully
✗  Selectively and 

inconsistently enforce 
rules

Preventing issues 
of bullying

Resolution

1. You must be familiar with your school’s bullying 
policy—if there is one. You need to be clear on 
these matters so you can accurately communicate 
the school’s policies and expectations.

2. In addition to your school’s bullying policy, you 
must have your own classroom policy— with steps 
you take when bullying occurs.

3. Create a safe space for learners to report bullying, 
whether they are the victim or a witness, and a safe 
space for victims to heal from bullying incidents.

4. Watch your learners, especially during break, when 
the majority of bullying incidents take place.
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SUPPORT FOR THE TEACHER
The best way to approach bullying is to be well informed. Keep reading the latest articles and research to 
discover new and e�ective ways of addressing bullying. Familiarise yourself with the proper procedures that 
need to be taken so that the matter can be dealt with quickly and e�ectively. 

Below are examples of useful websites and contact details of organisations that can o�er assistance. 

USEFUL RESOURCES AND WEBSITES:

Department of Basic Education – School Safety 
Framework document  
http://www.education.gov.za 

Becta e-Safety  
http://www.becta.org.uk

Classwatch 
http://www.forensicsoftware.co.uk

Digizen 
http://old.digizen.org/

Stop Bullying Campaign 
www.stopbullying.gov
www.teachsafeschools.org/bully_introduction.html

Respect me 
http://respectme.co.za

Olweus Anti-Bullying Campaign 
www.olweus.org/public/index.page
www.stopbullyingnow.com 

How to teach about bullying 
http://www.stopbullying.gov/educators/index.html 

 

South African National Council for 
Child and Family Care

For child welfare and community outreach 
programmes

(011) 492- 2950

Child Welfare South Africa
For child protection, child care and  

family development
(011) 452-4110

www.childwelfaresa.org.za

Police Child Protection Units
For family violence, child protection  

and sexual o�ences
08600 10111

Childline 
Aims to protect children from all forms of 
violence and to promote children’s rights

0800 055 555



COUNSELLING YOUR LEARNERS

Teachers as counsellors

Teachers spend a great deal of time with their 
learners and should be able pick up on behavioural 
or academic signs that a learner is struggling. 

In a school set-up it’s important that teachers make 
themselves approachable and accessible to assist 
learners with any problems.

Substance abuse
The excessive use of 
tobacco, alcohol and 
other narcotics

The learner either has a 
substance abuse issue, or 
someone in their lives abuses 
substances

The learner is either the 
victim of the abuse or is 
exposed to abuse regularly

The learner is either a 
victim of violence by the 
community, or is forced to 
join in the violence.

The learner may be 
the victim or the bully 
themselves

The learner could be 
su�ering from this 
disorder, or be aware of 
someone else who is

The learner either 
partakes in self-mutilation 
or is exposed to someone 
who does

Child abuse
The misuse, 
mistreatment or 
violation of a child

Community violence 
When power or 
violence is used to 
threaten or harm

Bullying 
Repeated aggressive 
behaviour intended 
using your strength 
or power to harm 
another learner

Eating disorders
Deliberately eating 
very little or throwing 
up after eating.

Self-mutilation
Deliberate self-
in�icted harm.

The three basic tips to counselling: 

1. RELATIONSHIP – Develops a rapport with the 
learner

2. CONFIDENTIALITY – Gain trust of learner by 
reassuring them of the con�dentiality of the 
conversation

3. RECORD – Keep a detailed record of sessions 
and when they occurred  

Problems you might be faced with and what you can do

Steps YOU can take

        Issue arises: 

 • Learner approaches you, or
 • You approach learner

Obtain all the facts:

 • Get all the information from 
the learner

 • Get info from others too

Assess the situation:

 • What is the severity?
 • Can you help the learner to 

come to a solution?

        Report the case 

 • Report to a senior sta� 
member if the situation is 
serious

        Refer the learner

 • If the learner needs extra 
support, refer them to school 
or district counsellor

1

2

3

4

5
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SUPPORT FOR THE TEACHER
If a doctor, lawyer, or dentist had 40 people in his o�ce at one time, all of whom had di�erent needs, and some 
of whom didn’t want to be there and were causing trouble, and the doctor, lawyer, or dentist, without assistance, 
had to treat them all with professional excellence for nine months, then he might have some conception of the 
classroom teacher’s job. - Donald Quinn

Developing a rapport with your learners

Building a relationship with your learners is very important when it comes to dealing with sensitive issues. 
Many learners do not have a responsible adult in their lives and need someone to turn to for support and 
care.

Useful organisations and contact details

www.lifeline.co.za/training

Lifeline o�ers a counsellor course. 
The topics below are some of the 
topics discussed in the course:

 • Victim sensitivity training
 • Communication and listening 

skills training
 • Project talk life skills 

programmes for children and 
adolescents

 • HIV/AIDS awareness training
 • Con�ict management training

http://www.familylife.org.za/

http://www.psychologicalcounselling.co.za/

http://wced.pgwc.gov.za/documents/abuse_no_
more/summary_document/abuse.html

Be honest, what would your learners have to say about you?

My teacher:

 ❑ Does not take sides

 ❑ Listens to me

 ❑ Helps me 

 ❑ Believes that I am not bad and that I can change

 ❑ Believes what I say

 ❑ Respects me

 ❑ Appreciates me

Lifeline Useful websites



TEACHING RESPONSIBLE BEHAVIOUR

Teaching HIV/AIDS through the phases

INTERMEDIATE PHASE SENIOR PHASE FET PHASE

 • Provide basic education
 • The TRANSMISSION of HIV is 

a big focus here – the role of 
bodily �uids

 • Explain what happens in 
the body, how the immune 
system is attacked

 • Explain what an incubation 
period is

 • Explain the di�erence 
between HIV and AIDS

 • Explain myths about HIV/
AIDS

 • Emphasise hygiene and life 
skills

 • Discuss that there is no cure

 • General and basic overview 
of all facts

 • Myths and misconceptions
 • Actions have consequences; 

understanding the risks
 • Virginity, chastity and purity
 • The e�ect of HIV/AIDS on 

communities
 • Discuss how learners 

can support and care for 
someone with HIV/AIDS

 • General and basic overview 
from Senior Phase

 • Discuss conspiracy theories 
and why young people 
believe them

 • Positive healthy behaviour
 • Evaluate attitudes and 

beliefs
 • Develop learners skills to 

assert their belief to abstain

4 ways to care for and support infected and a�ected learners

What should a school be doing?

◊ Make sure that all teachers are aware of and involved in the support systems in the school

◊ Be �exible and adapt to meet the needs of learners in di�cult situations 

◊ Establish clear guidelines, roles and responsibilities for: 

 – Teachers
 – School-based support team
 – Principal
 – School governing body
 – District-based support teams

◊ Identify those who can help and support e.g. community-based organisations 

Understand your role as teacher
The role of a teacher has evolved. Many 
children do not have a responsible adult 

in their lives and the teacher in many 
cases ful�lls this role.

Rights of children
Children need protection. Legislation 

states that it is mandatory for any person 
working with children to support and care 

for infected and a�ected learners. 

Be aware
Teachers must be informed and inform. 
They need to communicate e�ectively 

with learners, classmates, colleagues, SMT  
and parents.

Use your heart
A learner must feel that you want to help 
them, rather than that you have to help 
them. The infected learner needs to feel 
that they are supported and cared for. 

1

2

3

4
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TEACHING RESPONSIBLE SEXUAL  
BEHAVIOUR

A learner’s sexuality is constantly developing throughout life and it forms a key part of their personal identity. 
If sexual behaviour increases the learner’s defenselessness or causes harm to another, then teachers have a 
responsibility to take action and provide support and protection.

Common areas of concern in schools

ABORTION

When a learner willingly 
terminates her pregnancy. 

Addressing the issue in the 
classroom
✔ Prevent abortion – abstain 

from sex or use condoms/ 
contraception

✔ Ask for help – know your 
options 

✔ It’s YOUR decision – don’t be 
forced into an abortion

Identify the seriousness of the 
behaviour:

Is this normal or age  
appropriate behaviour?

◊ Does the behaviour generate 
concern?

◊ Does the behaviour indicate 
OR cause harm?

◊ Find out why the behaviour is 
occurring 

◊ Try to get the learner to open up to 
you

◊ Emphasise con�dentiality

◊ Respond appropriately

◊ Where necessary, inform school 
authorities and/or the school 
counsellor

◊ The law protects children’s rights and 
violations of their rights should be 
reported to the necessary authorities

TEENAGE PREGNANCY

When teenage girls (usually 
between the ages 13-18) fall 
pregnant. 

Addressing the issue in the 
classroom
✔ Prevent teenage pregnancy – 

abstain from sex 
✔ Be safe – use contraception or 

condoms
✔ Ask for help –it’s your 

decision, know your options

RAPE AND OTHER SEXUAL  
OFFENCES

When a learner is forced into a 
sexual situation without their 
consent.

Addressing the issue in the 
classroom
✔ Establish a trusting 

relationship with your 
learners

✔ Always be available to talk to 
your learners

✔ Guide and inform learners 
about rape and other sexual 
o�encesNEVER

✗ Frighten learners with shock tactics
✗ Force your beliefs onto the learner
✗  Give up and accept irresponsible sexual behaviour as the norm
✗  Pass judgment – always remain neutral and approachable
✗  Pass judgment on the learner
✗  Discuss the situation where not appropriate

1 4

5
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ASSISTING LEARNERS TO CHOOSE THE 
RIGHT CAREER AND TERTIARY STUDIES

1. Interests

Choose a �eld of study and 
career that you are interested in.

4. Academic ability

Everyone has di�erent academic 
abilities.  Be realistic about what 

your abilities are.

7. Tertiary institutions

Does the tertiary institution 
suit you in terms of travel, 

accommodation etc.? Is it the 
right institution for you?

2. Values and morals

What motivates you and what is 
important to you? Do you prefer 

goals or rewards?

5. Skills

What are your skills and do you 
have the skills needed for a 

particular career path?

8. Job opportunities

Is there a demand for people 
in this �eld once you have 
quali�ed?  Will you easily  

get a job?

3. Personality

What type of career suits your 
personality?

6. Finance

Some study options can be very 
expensive.  Do you have the 
means to fund your choice?

9. Possibilities

Does this career and �eld 
of study o�er possibilities 

for career development and 
advancement?

It is important for learners to take the necessary steps to make an informed career choice.

Research is a very important aspect and it is very good idea to encourage learners to keep a career �le on 
interesting ideas for careers, their interests, pamphlets about di�erent businesses and any hints and tips they 
may �nd for processes such as writing a Curriculum Vitae and doing interviews.  This will provide them with 
an excellent starting point when having to choose a �eld of study and type of course.

FET College
Focus is very much on practical work skills.
Train and qualify for a particular job or skills set.  
These are vocational courses.

University of Technology
Combination of theoretical and practical courses 
provide a theory and practical balance within 
their courses.

Each institution has various admission 
requirements. For speci�c requirements, you 
need to contact the admissions o�ce of the 
institution or look on their website.

Never let �nances get in the way 
of your career dreams. Explore all 
of your options.

Study options should be guided by:

University
Courses are mainly academic and very 
theoretical.  This is followed by a professional 
quali�cation.

Private Institutions
A variety of di�erent types o�ering short 
courses and longer course.  Make sure to check 
their credibility.

Options for tertiary study
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Some things to remember when making your 
decision:

1. Research as broadly as possible and make a 
list of what interests you to explore in more 
depth.

2. Narrow your criteria down according to your 
interests and priorities.

3. Check that the career you choose �ts in with 
your morals and values, �nances.  

4. Make an informed decision.

Other Sources of Information 
 • Career exhibitions – there are many of them 

around and they are open to all to attend
 • Open days at various institutions
 • Careers o�ce or student resource centres at 

various institutions
 • Job or work shadow is an excellent tool even if 

not part of a school requirement
 • Career counsellors (school and private)
 • PACE career centre is available to all school 

nationally (it includes an online questionnaire 
and has an A-Z of careers information)

Useful websites and contact details

 • National Student Financial Aid Scheme:  
www.nsfas.org

 • Comprehensive list of the contact details of South 
African educational institutions www.nsfas.org.za/
educational-institutions.htm 

 • National Benchmark Tests: www.nbt.ac.za/

 • Pace Careers Center:  www.pacecareers.com/
careercentre

 • The Bursary Register: rlevin@mweb.co.za

 • Funza Lushaka website: www.funzalushaka.doe.gov.za

 • Rural Education Access Programme (REAP):  
www.reap.org.za

 • Study Trust: www.studytrust.org.za

 • Department of Higher Education and Training:  
www.education.gov.za

 • Department of Labour: www.labour.gov.za

 • National Youth Development Agency (NYDA):  
www.nyda.gov.za

 • Council of Higher Education & Higher Education Quality 
Committee (CHE & HEQC): www.che.ac.za

 • The National Applications Centre (NAC):  
www.applicationscentre.co.za

 • Umalusi: www.umalusi.org.za

 • South African Quali�cations Authority 
(SAQA): www.nqf.org.za and www.saqa.org.za

 • Career help: www.careerhelp.org.za

Identify the Problem

Identify Alternatives

Analyse the information (Criteria)

Evaluate the situation

Decide on solution

ASSISTING LEARNERS IN MAKING  
INFORMED DECISIONS

“The best way to predict the future is to create it.”
Abraham Lincoln

It is important for learners to follow a strategic decision-making process 
when making an informed career choice.

The steps below will take your learners through a �ve-step process called the 
PACED decision-making process.

Are you deciding on subject choice, a career,  
a course to study or an institution to go to? 

List all the possibilities and alternatives that you have. 

Write down your criteria, e.g. must be something that you enjoy, 
must be on public transport route, within a certain budget  etc. 

Weigh up your alternatives against your criteria.  

Make your �nal decision.

P

A

C

E

D



TIPS FOR TEACHER WELLNESS

1

5

3

7
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BE AN EARLY BIRD
Arrive at school early and get down to 

business. Don’t ease into your day. Jump 
in with both feet. You’ll work twice as 
e�ciently and with fewer distractions 

before school than you will at any other 
time of the day.

LEAVE SCHOOL AT SCHOOL
As soon as you pull your car out of the 

school parking lot, your workday is over. 
Leave it there. Although you may have 

to do marking or play catch-up at home, 
those times should be limited where 
possible and devoid of emotion. It is 

important to try, as much as possible, to 
leave your work frustrations at school. 

FREE YOUR MIND
Keep your room clear of needless 

materials. A clutter-free classroom is not 
only more appealing and more conducive 
to learning, but gloriously freeing to your 

mind.

EXERCISE
Nothing will clear your head faster or 
more completely than exercise. 30-40 
minutes most days per week is all you 
need to reboot the system and enjoy 

better energy for teaching. Go for a brisk 
walk. Dance to your heart’s content. Join a 
swim club. Whatever you do, make sure it’s 

something you enjoy. 

REST
Every teacher needs down time in the 

evening, if only for an hour. And a good 
night’s sleep is a must. Teaching is one of 

the few professions that never lets you 
coast through the day, even when you’re 

not feeling well. 

EAT FOR ENERGY
What you eat can have a startling 

e�ect on how you feel, how you look, 
and how much energy you have for 

teaching. A simple diet of smaller meals, 
whole foods instead of processed, and 

mountains of fresh and varied fruits and 
vegetables. Try to cut back or eliminate 
your consumption of sugar, white �our, 

and foods high in saturated fat. You won’t 
believe how much energy you’ll have or 

how incredible you’ll feel.

FOCUS ON ROUTINES
Everything is easier with routines.  The 
most e�ective teachers rely on them 

heavily. When your students know 
what is expected of them, what to do, 
and how to do it well, they feel more 
con�dent and more comfortable and 

tend to behave better. E�cient routines 
reduce the need for endless discipline 

and explaining and dealing with 
misbehaviour.  

USEFUL WEBSITES:

http://www.teachingwellbeing.com

http://www.smartclassroommanagement.com

http://www.ehow.com

http://www.healthyeating.net

Http://www.heartfoundation.org.au
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 ❑ I am constantly eating

 ❑ I am often short with my learners

 ❑ I struggle to fall asleep at night

 ❑ I have started getting more 
headaches

 ❑ I drink more alcoholic beverages

 ❑ I have started smoking, or I am 
smoking more often

 ❑ I feel I have to do everything myself

 ❑ My team doesn’t support me

 ❑ I just want to sleep on weekends

 ❑ I have stopped exercising 

 ❑ I seldom have time to relax and do 
things for myself

 ❑ I have less time to prepare lessons

 ❑ I often complain about not having 
enough time

 ❑ Getting stuck in tra�c makes me 
angry

 ❑ I get angry when people do not 
answer their phones

 ❑ I will complain to anyone who will 
listen about how much I have to do

 ❑ I moan often that I am not paid 
enough money

 ❑ My class is getting out of control

 ❑ I have panic attacks when I think of 
everything I still need to do

 ❑ I get spontaneous chest pains

 ❑ I take my frustrations out on the 
people in my life

Checklist: How stressed are you? 

STRESS 

Stress is a response to a situation where one feels one is under pressure and fears one may not cope. 
Often teachers have to function during stressful periods.

Stress triggers at school

 • Con�ict with another sta� member(s)
 • Con�ict with a particular learner(s)
 • Lack of safety and security
 • Completing curriculum and formal 

assessments
 • Marking and reports
 • Changes to school time table
 • Extra-murals
 • Lack of support

Physical e�ects

 • Increased blood pressure
 • Chest pains and rapid heartbeat
 • Frequent colds
 • Diarrhea

 • Constipation

Psychological e�ects

 • Moodiness
 • Irritability 
 • Struggle to relax 
 • Depression
 • Sleeping all the time, or inability to 

fall asleep
 • Nail biting or pacing 



PERSONAL GROWTH AND DEVELOPMENT
Teachers need to acquire, develop and practise essential life skills in order to pass these onto their learners. 
These life skills assist us in making smart life choices.

Examples of essential life skills

◊ Knowing when to ask someone for help

◊ Understanding when a leader needs to step in and intervene 

◊ Identifying stressful times and taking measures to prevent burnout

◊ Being able to make an informed objective decision

Life skills that teachers should acquire and model to their learners 

1. SAYING NO  
Refusal skills – �rm yet polite

2. RESOLVING CONFLICT  
Steps on how to resolve complicated situations

3. SOLVING PROBLEMS 
Approaching problems systematically

4. THINKING CREATIVELY AND CRITICALLY  
Developing and expanding creativity and critical thinking skills

5. HOW TO NEGOTIATE  
A useful skill to solve problems

6. BEING ASSERTIVE 
Knowing when and how to be assertive 

7. HOW TO SPEAK PUBLICLY  
How to e�ectively present in front of an audience

8. HOW TO COMMUNICATE  
How to communicate both verbally and non-verbally

9. SETTING GOALS 
How to choose appropriate and attainable goals

10. MANAGING EMOTIONS 
Not getting overwhelmed and making irrational decisions

1
STEP

2
STEP

3
STEP

4
STEP

How can a teacher acquire 
and develop life skills?

Identifying the need for a skill
Knowing what your shortcomings 
are and accepting that you need 

to actively acquire a skill

Gaining information
Researching information about the 

skill that you need 

Developing an understanding
Realising the change and impact 
that this skill will have on your life

Applying the skills
Model someone else in your life 
that uses this skill; practise and 

include the skill in your  
everyday life
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DEVELOPING YOUR SKILLS
It is essential to decide how you would like to improve your skills and why. 
You can develop and enhance your skill set by:

Specialising in a particular area

By specialising in a particular area, you 
can gain more in-depth knowledge and 
skills in a particular �eld, subject or skill 
that you already have and may want to 
improve on.
E.g. a Social Sciences teacher may want 
to learn more about using the Internet to 
teach mapwork skills.

Broadening your knowledge and skills  

By broadening knowledge and skills,  
you can gain experience, knowledge and 
skills in a new area that you may �nd 
interesting and that will improve your 
daily work.
E.g. a Mathematics teacher may want to 
develop new knowledge and skills on 
remedial teaching to assist those learners 
in the class that struggle. 

Didactic skills

◊ Assessment 

◊ Teaching 
methodologies 

◊ Classroom management 
and planning  

Leadership and 
management skills

◊ Problem-solving

◊ People management

◊ Policy and procedures

Communication and 
organisational skills

◊ Discipline

◊ Con�ict resolution

◊ Time management   

Institutions that o�er training 
and courses

 • Universities of Technology
 • FET Colleges
 • Universities 
 • ETDP SETA
 • Unions
 • Private organisations
 • NGO’s
 • Internet: Online courses

Websites to visit for more  
information: 

 • http://www.education.gov.za/Educators/
HEIShortCoursesforEducators/tabid/791/
Default.aspx

 • Teacher union websites
 • South Africa Council for Educators (SACE) 

www.sace.org.za

Where do I start? 

Some ideas:

A B



RESOURCING YOUR SCHOOL
Steps to managing your school’s existing resources

1

5

3

2

4

Identify needs
Identify the resources that will support 
and enhance the teaching and learning 

process

Identify resources that you have 
versus resources you need

 • Some resources might need to be replaced
 • Some will be suitable and in working order
 • Some might need to be acquired

Assess budget allocation
Most schools allocate a budget to each 

department to spend on resources for the 
school and classroom

Prioritise your needs
You must decide what is needed 

immediately, and what can wait to  
be acquired 

       Use resources e�ectively
 • They must support the lesson
 • They must be relevant to the lesson
 • They should enhance the teaching process
 • They should encourage learners to think 

critically
 • They should create an interest in the 

subject

 • They should attract the attention of the 
learners

 • They should enhance them methodology 
of the lessons

 • Teacher must be familiar and comfortable 
using the resource

Steps to starting your own  
school library

Select a committee to run the library

Select a room, shelving and furniture

Source books for the library

Label and code each book

Establish a borrowing system

Make the library an inviting 
place by painting the walls a 
colour and by hosting fun and 
educational activities.

For a comprehensive guide to starting your school library, visit 
http://www.oxford.co.za/page/schools/teaching-resources/1286464-Free-Downloads
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ESTABLISHING PROJECTS TO  
GENERATE INCOME

Ideas to create extra income for your school

◊ Hold a market day open to parents and the community where all or 
a percentage of the pro�t goes to the school

◊ Sell tickets to events like fashion shows and talent contests 

◊ Appeal to parents and the community to donate prizes and hold a 
school ra�e 

◊ Use talents and skills of the learners to generate other funds

Identifying resources that can 
be developed:

A good example is a vegetable or fruit 
garden on the school property. 

Why is a school garden a good 
resource to develop? 

1. It develops practical skills
2. It develops responsibility in the 

teachers and learners
3. It provides a useful resource
4. It could generate a pro�t
5. It could easily be linked to 

curricular activity
6. Produce can go to learners, sta� 

and ground sta� 

How to go about applying for  
sponsorship or a donation:

Do your research
Make a list of potential businesses to 
approach and research each business.

Decide what you want to ask for
Do you want cash, volunteers, a service, 

advice, products, or expertise?

Prepare your written material
A formal letter printed with an 

explanation requesting a donation or 
sponsorship.

Letter before personal request
This allows the business time to 
contemplate their contribution.

Specify recognition
Most businesses will hope to get 
recognition or publicity for their 

contribution.



ROLES AND RESPONSIBILITIES OF ALL 
ROLE-PLAYERS

What are the roles and responsibilities of the role-players?

Learners  

Roles
 • Attend school regularly and on time
 • Participate in learning opportunities
 • Active participation in school activities 
 • Behaviour according to the code of 

conduct
 • Obey all school policies

Responsibilities
 • Respect the teachers and other 

learners of the school
 • Maintain a safe learning environment
 • Complete homework and formal 

assessment activities

Parents  

Roles
 • Support the school, teachers and 

management decisions
 • Reinforce the school’s code of conduct
 • Pay school fees, where applicable
 • Assist the school where possible

Responsibilities
 • Ensure that learners get to school on 

time
 • Encourage learners to participate fully 

in school activities
 • Provide academic support
 • Attend school functions and meetings

Teachers   

Roles
 • Primary provider of information
 • Facilitate the learning process
 • Manage the classroom and resources
 • Work as part of a co-operative team

Responsibilities
 • To be prepared and plan for the 

lessons
 • Accommodate all learners’ needs in 

the class
 • Common law duty of care for learners 

(in loco Parentis)
 • Ensure the safety of learners
 • Report child abuse 

Department Head   

Roles
 • Curriculum planning and preparation
 • Assessment planning and preparation
 • Determines preferred strategies for 

teaching and subject
 • Organises departmental meetings
 • Provides resources to educators in 

department

Responsibilities
 • Keeps up to date with curriculum 

changes
 • Follows the curriculum and 

assessment standards
 • Be a role model to other educators in 

the department
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Grade Head  

Roles
 • Facilitates grade level planning and 

assessment 
 • Organises student and grade activities 

e.g. camps and outings
 • Monitors academic and behaviour 

performance of all learners in the 
grade 

 • Direct link to management for 
teachers

Responsibilities
 • E�ective leader
 • Up to date with the curriculum 
 • Provides support for teachers
 • Reports back to principal on any issues

School Governing 
Body   

Roles
 • School policy development e.g. 

admissions and language policies
 • Determines which religious practices 

the school will follow
 • Develops and adopts a code of 

conduct
 • Decides on disciplinary procedures
 • Controls and manages the school 

property

Responsibilities
 • Improves and maintains the quality 

of education through the mission 
statement

 • To encourage learners to participate 
fully in school activities

 • To provide academic support
 • To attend school functions and 

meetings

Principal   

Roles
 • Sta� management 
 • Sets educational goals for the school
 • Manages and reinforces discipline in 

the school
 • Public spokesperson for the school
 • Assures adherence to curriculum and 

policies
 • Supports and guides school 

expenditure

Responsibilities
 • Shapes the vision of the school
 • Supports and motivates
 • Models leadership skills
 • Performance management
 • Creates an enabling learning 

environment 

Districts    

Roles
 • Provide support and resources to 

principals and teachers
 • Ensure that schools in districts operate 

in an environment conducive to 
learning

 • Promote professional development

Responsibilities
 • Hold schools accountable for their 

academic performance
 • Informs the public in a transparent 

way



PREPARING AN EFFECTIVE LESSON PLAN

Lesson plans are about the planning process that a teacher goes through to plan the lesson.

Be aware of the context 

The context of the teaching environment 
is very important.

Even if the teacher has prepared a 
fantastic and interactive lesson, learning 
still may not take place e�ectively.

The learner has to be ‘switched on’ 
mentally and display psychological 
attention to the lesson for e�ective 
learning to take place. 

Awareness needs to be shown by the 
learners and the teacher for an e�ective 
learning process to occur. 

Structure the approach

Learners’ attention spans are limited, 
and their capacity to retain information 
is limited as well, so be selective in the 
information that you choose for each 
lesson.

Make sure that you pay attention to 
ORDERING; your lessons must �ow in a 
logical sequence.

Remember, learners will remember and 
recall the information you teach in the 
order that you teach it. 

Create an interactive environment 

One of the most e�ective teaching tips 
is to include the learners in the learning 
process. 

Practise ‘learn by doing’: teaching 
learners skills, not just knowledge. 

Learners learn best through practice. 
Practical sessions should not be lengthy 
or content driven, but rather shorter and 
often. 

The best way to get learners to 
remember or understand something is 
to practise, and to do it often. 

Don’t include too much

It’s important that teachers do not 
transfer their own stress about 
completing the curriculum to their 
teaching. 

Often when teachers are under pressure 
they resort to ‘chalk and talk’ style 
teaching, which is the least e�ective 
form of teaching. 

Learners do not respond well to content-
dense lessons; they might not retain 
much of the information. 
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What should be included in a lesson plan?

A lesson plan should be useful and practical for the teacher using it, and must therefore be structured  
in a logical way for that particular teacher.  The look of the lesson plan is not important, but  

rather what is included.

Aim of the lesson
The aim, goals or objectives outline the purpose of the lesson and 
what you want to achieve.  This is taken from the actual curriculum 
and should include knowledge, skills, values and attitudes.

The structure of the lesson and how the lesson is actually going to 
be taught is the most important part of the lesson plan.  This should 
include how the teacher is planning to teach the knowledge, skills, 
values and attitudes.  This should be written in such a way that anyone 
else could pick up the lesson plan and see how to teach the lesson.

Teachers need either an informal or formal assessment method to 
determine whether teaching and learning was e�ective in the lesson.  
This may be in the form of homework, a couple of questions asked, 
a quiz or any other method that may help the teacher to determine 
whether the learners understand the content and can carry out the 
skills taught.

In every class, there are going to be learners who grasp the concepts 
and skills quicker than others.  These learners need to be kept busy 
so that they do not become a behavioural problem, or become bored 
and lose interest.  These extension activities or processes need to be 
determined.  Similarly, learners who take longer to grasp the concept 
or acquire the skills of the lesson may need additional support. 

Re�ection should be done after the lesson.  This allows teachers to 
make notes on what didn’t work and consider possible improvements 
to avoid making the same mistakes when repeating the lesson or 
similar lessons. This should only be a couple of rough notes rather 
than a long, time-consuming process.

Lesson time should be divided up into 4 sections:

 • Contact time: the time indicated on the timetable.
 • Logistics time: This is the time taken up for logistics, discipline, settling down, etc.
 • Interactive time: This is the actual time spent on teaching and learning where the teacher 

interacts with learners.
 • Action time: This is the time spent by learners carrying out tasks or discussing concepts 

(often forms part of interactive time).

How to teach the 
lesson

How to assess the 
lesson

Di�erentiation

Re�ection

1

2

3

4

5



LESSON PLAN TEMPLATE

Subject:      Grade and  
       class: 
   

Date:     Teacher: 
   

Aim of the lesson: 

   
Methodology                                 Assessment

Estimated                        What is going to be done:
      time    

    Di�erentiation

Extension activities and processes Support activities and processes

 

 

 Homework    Re�ection

 
   

    Additional notes

This is essential to 
remind the teacher 
of what they want to 
achieve in the lesson 
(the purpose).

This includes both 
formal and informal 
(put a star next to 
any formal tasks to 
identify these tasks 
clearly).

These activities and 
processes must be 
planned for even 
if not needed and 
used.

Use this as a future 
reminder of what 
worked or didn’t 
work in the lesson.

This is a good reminder 
of what the learners were 
given for homework.

This section is the 
most important, and 
includes teaching 
methodologies, ac-
tivities and planned 
interaction.

This allows one to 
structure the timing 
of the lesson care-
fully.  Be practical 
when planning this.

Look at the subject-speci�c lesson plans in Sections 6 and 7 
for an alternative way of structuring your lesson plans.

This is a useful sec-
tion to add aspects 
like interventions for 
certain learners, who 
might have been 
absent and what 
was possibly not 
completed.
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ASSESSMENT: THE BASICS

What goes into a teacher’s �le?

 • Annual teaching plan
 • Assessment plan
 • Formal Assessment tasks
 • Memoranda
 • Indication of textbooks and other 

resources
 • Record sheets with learners’ marks
 • Informal notes or any interventions that are 

planned to assist learners

What? 
 • Can be a box, �le, folder or any other 

suitable storage system

But
 • Formal tasks must be clearly marked or 

indicated
 • Must be available at all times on request

Grade Subject Time 
Allocation

Assessment 
Weighting Term 1 Term 2 Term 3 Term 4 Total Progression 

and Promotion
Total 

Hours

10 - 11

Home Language 4.5

25% CASS: 
75% EXAM

4 2* 3 3* 12

Codes 1-7 
Promotion:
Obtain at least 
40% (3) in Home 
Language
Obtain at least 
40% (3) in 
any two other 
subjects 
Obtain at least 
30% (2) in any 
three other 
subjects

27.5

First Additional 
Language 4.5 4 3* 3 3* 13

Mathematics or 

Mathematical Literacy
4.5 2 2* 2 1* 7

Life Orientation 2 2(1PET) 2*(1PET) 2(1PET) 2*(1PET) 8

Subject Choice 1 4 2 2 2 1* 7

Subject Choice 2 4 2 2 2 1* 7

Subject Choice 3 4 2 2 2 1* 7

12

Home Language 4.5

25% CASS: 
75% EXAM

5 3* 1*or 2 2* 11 or 12

First Additional 
Language 4.5 4 4* 3* 2* 13

Mathematics or 

Mathematical Literacy
4.5 3 2* 2* 1* 8

Life Orientation 2 2(1PET) 2*(1PET) 2*(1PET) 6

Subject Choice 1 4 2 2 2 1* 7

Subject Choice 2 4 2 2 2 1* 7

Subject Choice 3 4 2 2 2 1* 7

SOME POLICY FACTS:

1. Promotion of learners to the next grade 
should be based on recorded evidence in 
formal assessment tasks. 

2. Teachers are not required to record 
performance in informal or daily 
assessment tasks. 

3. The teacher must submit the annual formal 
programme of assessment to the School 
Management Team (SMT) before the start 
of the school year. 

4. Failure by the teacher to maintain a �le of 
formal assessment tasks constitutes an act 
of misconduct

5. Learners who absent themselves from 
the end-of-year �nal examinations or 
scheduled school-based assessment tasks, 
or practical assessment tasks, for no valid 
reason, must not be permitted to write the 
�nal end-of-year examination.

Formal assessment
 • Speci�ed by CAPS documents
 • Used for promotion

The di�erence between formal and informal assessment

FE
T 

PH
A

SE

Informal assessment
 • Ongoing re�ection on learner’s knowledge and abilities
 • Used for improvement and development



ASSESSMENT TECHNIQUES

This is an excellent example of 
how learners can be observed and 
assessed while working in a group. 

1. Watch the learner working in a group 
2. Listen to the learner explaining what he/she thinks 
3. Reading the learner’s evaluation of his/her own work
4. Any other activity that provides evidence of the learner’s learning. 

Watching a learner work in a group
1

Taken from Oxford Successful Tourism Grade 11 Learner’s Book 

There is a wide variety of 
methods to achieve this 
ongoing awareness.
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Listening to the learner explaining what he/she thinks
2

Taken from In Search of History Grade 11 Learner’s Book 

Taken from In Search of History Grade 11 Learner’s Book 

This is an excellent 
example of how 
learners can 
be evaluated 
(both written 
and verbally).  
A learner’s 
understanding 
of a concept can 
only be completely 
assessed when they 
are asked to give 
their opinion.



Reading the learner’s evaluation of his/her own work
3

Taken from Oxford Successful Business Studies Grade 11 Learner’s Book

When learners are asked to critically look at and evaluate their own work, they are forced to 
re� ect and identify where they understood concepts and where they could improve.  This 
will provide a very good indication of how well they have grasped the concept or skill.  This 
can be used for both informal and formal assessment tasks.

Examples of formal assessment tasks 
can be found in all Oxford Learner’s 
Books and Teacher’s Guides.

Oxford Successful 
Business Studies 
Learner’s Books 
provide exam 
guidelines and skills 
on how to answer 
case studies and 
data response 
questions.

Examples of Formal Assessment 
techniques:

 • Orals
 • Presentations
 • Tests
 • Examinations
 • Projects
 • Investigations
 • Case studies
 • Experiments
 • Research tasks
 • Practical application tasks 

There are many other assessment techniques used 
in formal assessment tasks.  These are stipulated in 
the CAPS policy document for each subject.  When 
setting up these tasks, teachers must ensure that 
they include assessment on all cognitive levels.
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PRACTICAL IDEAS FOR INFORMAL  
ASSESSMENT

DESK EMOTIONS  

 • Get each learner to create their own 
happy/sad face

 • During the day ask learners to adjust 
their faces when they understand the 
concept

GROUP BOARDS  

 • Each group has sticky notes and a 
group number

 • A question is asked
 • Groups think about the answer and 

reach group consensus 
 • They have 2 minutes per question
 • Each group identi�es a runner
 • Runner comes up and places sticky 

note on correct space 
 • Notes are folded in half
 • Scores will be allocated
 • The winning team receives a prize

TPS: THINK PAIR SHARE
 

 • Learners THINK about the scenario / 
information and formulate you own ideas 
and opinions

 • They PAIR up with someone else / other
 • They SHARE their ideas and opinions and 

listen to each others ideas and opinions

TRUE/FALSE CARDS  

 • Each participant has two cards (true 
and false)

 • A question is asked
 • Participants think about the answer 
 • When indicated to, hold up the correct 

answer

FINGER TIME  

 Learners use a show of �ngers as a 
scale, with 1 being the lowest and 5 
the highest.

 5.  I know it so well I could EXPLAIN it 
to anyone.

 4.  I can do it ON MY OWN.
 3.  I need some HELP.
 2.  I could use MORE PRACTICE
 1.  I’LL GET THERE 

THUMBS UP  

Learners indicate their understanding  
with a:
 • Thumbs up: fully understand can 

move on
 • Thumbs sideways: need a little 

support and possibly more time to 
grasp information

 • Thumbs down: please explain again

ASSESS THE LEARNERS WHILE 
THEY ARE HAVING FUN!



Taken from In Search of History Grade 11 Teacher’s Guide

The Teacher’s Guide provides activities 
and ideas to support the learning 
process as well as guidelines for 
implementation for those learners that 
may be struggling.

REMEDIAL SUPPORT

Identify what they are actually 
struggling with.

Time management 

Losing concentration

Understanding basic concepts

Application of concepts

Doesn’t understand instructions

Break the task down into smaller tasks. Give them an 
indication of how long it should take them to complete 
each smaller task.

Find out what is distracting them.  It might be other 
learners.  Ask them where they would like to sit to 
complete the task.  Break the task down into smaller 
tasks.

Collect some worksheets from the grade below on the 
appropriate topic.  Spend two minutes explaining the 
concept using as many diagrams and pictures to the 
learner individually.  Ask another learner to explain the 
concept.  Practice and guidance is important until the 
concept is understood. 

Ensure that the learner understands the concept.  
Explain the concept to the learner using a di� erent 
teaching method and provide application examples 
that are relevant to the learner.

Explain the task by breaking the task down into smaller 
tasks. Check on the learner after each step.

Diverse teaching methodologies 
support the learning process.

Providing extra support
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EXTENSION
Learning should be interesting and fun, and should challenge learners to think.  If the learning process is not 
challenging and interesting to the learners, they will not be motivated to learn.  They will become bored and 
may even become a disruption to the others.  The method of teaching as well as the materials and resources 
used to teach, should be diverse and su�  cient to keep even the brightest learners motivated.

Requiring your learners 
to think creatively and 
critically stimulates 
interest and motivation.

NOTE:
More of the same 
thing does not 
stimulate a learner’s 
creative thinking!

Taken from In Search of Geography Grade 12 Teacher’s Guide 

Taken from Headstart English Grade 11 Learner’s Book 



PREPARING YOUR FET LEARNERS FOR 
THEIR FINAL EXAMINATIONS
Share these tips with your learners well before exams are on the horizon.

Four tips to �nding the right place and 
time to study

Find a quiet place to study, away from noise and 
other distractions.

The room should be well lit to avoid eyestrain,  
and well ventilated so that you breathe in fresh  

air to keep you alert.

Sit at a desk rather than lying on the �oor or on 
your bed – these positions are too relaxing and 

will make you lose concentration. A desk or table 
is the best surface for writing your study notes and 

summaries, and answering revision questions.

Study when you are fresh and alert. Studying at 
night just before you go to bed is probably not the 

best time. Rather make time for studying in the 
afternoons after you have had something to  

eat and, if possible, a rest.

Stay healthy

 • Get enough sleep – at least 8 hours a night. 
Your brain cannot work at its best when you 
are tired.

 • Eat well – breakfast is essential, and it is also 
very important to eat healthy snacks while 
you are studying to keep your energy levels 
up.

 • Exercise to improve your circulation and 
reduce tiredness – it will help you to study 
more e�ectively.

 • Reduce stress by making time for relaxation 
– listen to music or go for a picnic with some 
friends.

 • Reduce stress on the exam day by making 
sure that you know when and where 
your exam is, and ensure you have all the 
materials you need for the exam the day 
before.

Health tips

 • Foods such as nuts, meat, �sh and eggs are 
proteins which feed your brain

 • Pasta, brown bread and fruit contain 
carbohydrates to give you energy

 • Try walking, cycling, swimming or even  
dancing to your favorite music

1

2

3

4

Get organised

 • Organise your study material: ensure that your work is complete and up to 
date, and that it is in the right order.

 • Make a study timetable to ensure that you allow enough time to revise all the 
work you have covered in each subject. Use the photocopiable template on 
page 48 for each subject.

 • Study actively: instead of simply trying to memorise information, use 
techniques such as making mind maps, writing key words on cards and 
practicing drawing and labelling diagrams.

 • Test yourself: practise answering questions from old test and exam papers. 
Invest in good study guides, which contain practice exam papers with 
answers to ensure that you are thoroughly prepared for your �nal exam.

 • Give yourself a break: Don’t study for longer than two hours at a time, and 
take regular breaks of about 10 to 15 minutes every hour.
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QUIZ: ARE YOUR LEARNERS FULLY  
PREPARED FOR THEIR FINALS?

Before the exams start, let your learners complete this checklist to see how well prepared they are:

1. Do I know exactly which work I need to study YES NO SORT OF

2. Is all my work up to date? YES NO SORT OF

3. Have I made a revision timetable? YES NO SORT OF

4. Have I planned how much work I aim to cover in each 
study session? YES NO SORT OF

5. Have I allowed for breaks in between each study 
session? YES NO SORT OF

6. Am I making notes and writing keywords and 
summaries while I study? YES NO SORT OF

7. Have I practised making di�erent types of summaries? YES NO SORT OF

8. Am I keeping to my planned revision programme? YES NO SORT OF

9. Have I worked through revision questions and past 
exam papers? YES NO SORT OF

10. Have I practised answering di�erent types of exam 
papers? YES NO SORT OF

11. Am I getting enough sleep? YES NO SORT OF

12. Am I eating well? YES NO SORT OF

13. Am I doing some exercise every day? YES NO SORT OF

How did your learners do?

If they answered ‘Yes’ to ten or more questions, they have prepared well for the exams.
If they answered ‘Sort of’ or ‘No’ to �ve or more questions, they are not prepared enough.



GETTING THROUGH THE EXAM

KEEP COOL ON EXAM DAY

Encourage your learners to follow these guidelines to minimise their 
anxiety on exam day:

 ✓ Be on time, or if possible, early.
 ✓ Ensure you have the necessary stationery, such as pens, a pencil,  

a ruler and a highlighter.
 ✓ Don’t sit with friends who may be panicking! Reduce stress by 

sitting quietly on your own and staying calm.
 ✓ Don’t try any last-minute cramming. Remember: “Last in, �rst out!”
 ✓ Keep an eye on the time throughout the exam, and work out 

before the exam how much time you should spend on each 
section.

 ✓ Before you start writing, and whenever you start to feel panicky 
during the exam, take a few deep breaths to help you relax.

 ✓ If you go blank, do what you can and then leave the question. 
Come back to the problem area later, when you have built up 
con�dence by answering other questions you �nd easier.

Understanding the 
instruction words (verbs) 
will help the learners to: 
1. Understand what is 

required of them in 
their answer

2. Answer the questions 
at the correct 
cognitive level

UNDERSTANDING EXAM INSTRUCTIONS

The instruction words below are often used in test and exam papers. Learners should ensure that they 
understand what each word means.

Instruction word Meaning

Analyse Look at something carefully, break it up into logical parts, and explain these parts in a systematic and critical way, 
giving strengths and weaknesses.

Apply Use your knowledge on a topic to address a problem or situation. Often in case studies you have to apply what 
you have learnt to the case study as a particular example.

Classify Group together things that are the same in some way.

Compare Describe what is similar and what is di�erent between two or more things

Conclude Give a short interpretation of results or give a summary

Debate Research and then listen to and discuss all sides of an issue. Give and defend your own view

De�ne Give the full meaning of something accurately, as in a dictionary

Describe Give the details and facts of something in full sentences without giving reasons

Di�erentiate Show how something is di�erent to another thing

Discuss Talk or write in detail about something, giving di�erent ideas and arguments about the topic

Evaluate Look at the facts carefully and form your own conclusion

Explain Give the details of something in full sentences and give reasons

Interpret Work out the meaning

Justify Support or prove what you are saying, using reasons and examples

Motivate Show to be true by giving reasons or examples

Outline Give the main points only

Recall Remember and give the information again

State Give, say, or write down the information asked for

Suggest Give ideas, solutions or reasons for something

Summarise/Sum up Give the main points only and in brief, using sentence form, bullets or a visual tool like a mind map

Tabulate Arrange information in columns and rows on a table, using very brief wording
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STUDY TIMETABLE TEMPLATE
Encourage learners to draw up their own study timetable.  The timetable can combine a variety of subjects or 
be for a speci�c subject.

STUDY TIMETABLE TEMPLATE
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12 11 10 9 8 7 6 5 4 3 2 1

NOTE:
It is essential that all learners have a study timetable to:

 
1. Keep them focused 
2. Allow them to prioritise
3. Make sure that they get through all of their work in time to write their exams



THE FET CAPS CURRICULUM

General Changes:

1. Learning areas (and learning programmes) 
now called subjects 

2. Outcomes and Assessment standards now 
called topics and themes 

3. Curriculum statements and Learning 
Programme guidelines replaced by one 
document called ‘CAPS’ (Curriculum 
Assessment Policy Statements)

FET PROMOTION GUIDELINES
CODES 1–7 (GRADES 10–12)

Obtain at least 
 • Obtain at least 40% (3) in Home 

Language
 • Obtain at least 40% (3) in any two other 

subjects 
 • Obtain at least 30% (2) in any three 

other subjects
 
Note
‘No learner should stay in the same phase 
for longer than four years, except under 
exceptional circumstances.’

TIME ALLOCATION

Subject
Time allocation 

per week 
(hours)

Home Language 4.5

First Additional Language 4.5

Mathematics / Mathematical 
Literacy

4.5

Life Orientation 2

Subject Choice 1 4

Subject Choice 2 4

Subject Choice 3 4

Know your POLICY DOCUMENTS

Out with the Old In with the New

•	 National Curriculum Statement Grades R – 12  (NCS) 
•	 National Senior Certi�cate: A quali�cation at Level 4 on the National 

Quali�cations Framework (NQF) 
•	 An addendum to the policy document, the National Senior Certi�cate: A 

quali�cation at Level 4 on the National Quali�cations Framework (NQF), 
regarding learners with special needs (No.29466)

Amended and 
replaced with

•	 National Curriculum Statement Grades R – 12 
(January 2012)

•	 National Curriculum and Assessment Policy 
Statements

•	 National policy pertaining to the programme 
and promotion requirements of the National 
Curriculum Statement Grades R – 12,

•	 Curriculum Statements Grades R – 9 (2002) 
•	 National Curriculum Statements Grades 10 – 12 (2004)

Replaced with •	 National Curriculum and Assessment Policy 
Statements (January 2012)

•	 An addendum to the policy document, the National Senior Certi�cate: A 
quali�cation at Level 4 on the National Quali�cations Framework (NQF), 
regarding the National Protocol for Assessment Grade R – 12, (29467)

•	 National Policy on Assessment and Quali�cations for Schools in the General 
Education and Training Band (29626) February 2007

Replaced with •	 National Protocol for Assessment Grade R – 12 
•	 Government Notice No. 1115 and No. 1116, 

Government Gazette No. 36042 of 28 December 
2012

•	 Government Notice No. 1114 Government 
Gazette No. 36041 of 28 December 2012.

•	 Subject Statements, Learning Programme Guidelines and Subject Assessment 
Guidelines for Grades R – 9 and Grades 10 – 12 

Repealed and 
replaced with

•	 National Curriculum and Assessment Policy 
Statements for Grades R – 12 (January 2012)

ASSESSMENT CHANGES

All grades will use 7 point scale
Foundation, Intermediate, Senior 
and FET Phases

Grades 3, 6 and 9: external annual 
assessment

Set externally and marked 
internally. Moderated by 
districts and sample marked and 
moderated by National.

CTA’s replaced with Annual 
National Assessments (ANA)

Maths, HL and FAL set externally 
and marked internally

Weighting of CASS

Grades R-3: 100% CASS
Grades 4-6: 75%: 25%
Grades 7-9: 40%: 60%
Grades 10-12: 25%: 75%
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FROM NCS TO CAPS: CHANGES IN FET  
SUBJECT CONTENT

SUBJECT OUTLINE OF CHANGES

Accounting

New content added in Grades 11 and 12
Some content more detailed in Grade 10
(GAAP, Salaries and wages principles, Value-Added Tax, 
Cost accounting, Budgeting, Indigenous bookkeeping 
systems, Ethics, Internal control, Reconciliations, 
Fixed assets, Final accounts and �nancial statements, 
Inventory, Bookkeeping)

Agricultural 
Management

Content reorganised into 11 new topics and some 
content adjusted and upgraded.

Agricultural 
Sciences

Soil Science; new content in Grade 10, more detail in 
Grade 11 Plant Studies; new content Grade 11
Agricultural Economics; new content in Grade 10, more 
detail Grade 12 
Basic Agricultural Chemistry; more detail Grade 11 
Agro-ecology; new content in Grade 10

Agricultural 
Technology

Content reorganised into 9 new topics and some 
content adjusted and upgraded.
(Safety, Structural materials, Energy, Construction 
processes, Tools and equipment, Irrigation and water 
supply, Communication, Drawings, Measurements, 
Calculations and calibrations)

Business 
Studies

Shift of content from Grade 11 to 10 (Forms of 
ownership and Entrepreneurship)
Careers in Business removed (Grades 10, 11 and 12)
Content updates with SA Acts (Forms of Ownership)
Topics in more detail

Consumer 
Studies

New subtopics in Grades 10, 11 and 12 in Food and 
nutrition, Fibres and fabrics, Clothing, Housing, 
Entrepreneurship, Food production, Soft furnishing, 
Knitting and crocheting, Patchwork quilting by hand

Dance
Three main topics with some content changed (Dance 
performance, Dance composition, and Dance history 
and literacy)

Dramatic Arts

The content has been reorganised into Personal 
resource development, Acting and performance, 
Performance texts in context, Theatre and/or �lm 
production

Economics

New content added under these topics:
Basic economic problem (Grade 10), Business cycles 
(Grade 10), Dynamics of markets (Grade 11), Money 
and banking (Grade 11), Economic redress (Grade 10), 
Labour relations (Grade 10)

Electrical 
technology

The content has been divided into more subsections 
and there are many more topics. Some content has 
been adjusted.

English Home 
Language

Three skills sets:
Listening and Speaking, Reading and Viewing (includes 
Literature) and Writing and Presenting,
Grammar and language are integrated into all three.

English First 
Additional 
Language

Reading and writing are the focus
New content: Film in literature study

Geography

Some topics removed (The signi�cance of water 
masses, Ecosystems, People and their organisations,
People and their needs)
New topics included (Water resources, The atmosphere 
and hydrosphere, Geomorphology, Resources and 
sustainability, Economic geography of South Africa)

SUBJECT OUTLINE OF CHANGES

History

Topics have been changed to have more appropriate 
headings.
More detail has been added to many topics:
European expansion and conquest in the 15th and 16th 
centuries replaces Impact of conquest, warfare and 
early colonialism: mostly new content
New content and topics:
Colonial expansion after 1750, The South African War 
and Union, the end of the Cold War and a new world 
order: 1989 to present

Hospitality

New content included in the following topics:
Kitchen and restaurant operation (Grade 10), Food 
commodities (Grades 10, 11 and 12), Food and 
beverage service (Grades 10 and 12), Hygiene, Safety 
and security (Grades 10 and 12), Hospitality sectors and 
careers (Grades 11 and 12), Nutrition, Menu planning 
and costing (Grade 12)

Life 
Orientation

Content is organised into 6 topics and many new sub 
topics have been introduced.

Life Sciences

New content added in Grade 10 (support and transport 
systems in mammals and plants)
New content added in Grade 11 (photosynthesis, 
animal nutrition, respiration, gaseous exchange, 
reproduction in plants)
Content in more detail under each topic

Mathematics

New content added for all grades
Paper 3 work is now included in CAPS curriculum 
(Geometry and Probability)
There is some new content added for Trigonometry, 
Statistics, and Algebra
Linear programming, Transformational Geometry and 
Recursive Sequences have been removed

Mathematical 
Literacy

Maths Literacy is divided into two papers; Basic Skills 
(from previous curriculum) and Applications.
Some content and skills have been added into 
Finance, Measurement, Maps and plans and other 
representations of the real world, data handling and 
probability

Mechanical 
Technology

The content has been reorganised into 5 topics. These 
represent concepts rather than processes and skills sets 
(in the previous NCS).

Physical 
Sciences

Grade 10; some content removed (geometric optics), 
some new content added (reactions in aqueous 
solution, stoichiometry) and some split between grades 
(global cycles)
Grade 11; some content removed (longitudinal waves 
and atmosphere)
Grade 12; new content added (acids and bases) and 
some content removed (production of colour, colour 
spectrum and electronics)

Tourism

New content added to the following topics:
Tourism sectors (Grades 11 and 12) Map work and tour 
planning (Grade 11), Tourism attractions (Grades 10,11 
and 12), Sustainable and responsible tourism (Grades 
10,11 and 12), Domestic, regional and international 
tourism (Grades 10,11 and 12), Culture and heritage 
tourism (Grade 12), Foreign exchange (Grades 11 and 
12), Communication and customer care (Grades 10,11 
and 12), Marketing (Grade 11)

Visual Arts
The four learning areas have been made into 3 topics.
“Making” LO2 and “Management and Presentation” LO3 
have been integrated into one topic.
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CHOOSING THE BEST TEXTBOOK FOR  
YOUR CAPS CLASSROOM

When selecting a textbook, there are two important aspects to consider.  While the learner’s book is the most 
important, the teacher’s guide contains valuable information and guidelines on planning, methodologies, 
assessment and subject related tools.

Use the checklist below to select the best textbook.

Learner’s Book   

Structure and layout
 • Is it visually attractive?  
 • Is it appealing to the learners? 
 • Is the font size appropriate for the grade?
 • Is it easy to �nd things in the book?
 • Does it have a contents page?
 • Does it have headings and subheadings?

Content and language 
 • Is the level of language used appropriate?  
 • Can the weaker learners understand the 

language?
 • Is the level of language appropriate for the 

stronger learners?
 • Does the language used support the learning 

process?
 • Is all of the main CAPS content, concepts and 

skills included?
 • Is the content structured from known to 

unknown? 
 • Is the content written in an interesting way?
 • Does the content enable learners to apply 

concepts and skills in di�erent situations?
Illustrations:
 • Are the illustrations clear?
 • Do the illustrations support the text?

Activities:
 • Are the activities clear?
 • Are there enough activities for each lesson for 

each day?
 • Do the activities show progression through the 

year?
 • Is there a variety of activities?
 • Are the activities sca�olded for the weaker 

learners?
 • Are the activities on the appropriate level for the 

grade?
 • Do the activities exclude any bias?
 • Do the activities stimulate critical thinking?

Teacher’s Guide   

Structure and layout
 • Is there a contents page? 
 • Does the Teacher’s Guide correlate directly 

with the Learner’s Books?
 • Is there progression from one term to the 

next?
 • Is the terminology the same as in the CAPS 

document?
 • Are there su�cient guidelines for teachers 

on how to complete the assessment tasks?
 • Are there model/suggested answers for all 

of the questions?
 • Are there su�cient guidelines for 

assessment?
 • Is the weighting of the assessments 

according to CAPS?
 • Are there guidelines on teaching 

methodologies?
 • Are there planning guidelines?

Extras
 • Are there additional ideas that can be used 

in your teaching? 
 • Are there formal assessment tasks included 

that could save you time setting your own?
 • Is the planning comprehensive and does it 

follow CAPS guidelines?
 • Are there su�cient additional activities for 

those learners that struggle with di�cult 
concepts?

 • Do the teaching guidelines give you new 
ideas for your teaching?

 
Some hints: 

1. A thick book is not necessarily a  
better book! 

2. Good illustrations make a di�erence.
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AM I ON THE RIGHT TRACK?
 A checklist for every teacher

HAVE I INTEGRATED THESE AIMS  
INTO . . . PLANNING TEACHING 

METHODOLOGY ASSESSMENT
HOMEWORK 

AND  
PROJECTS

Identify and solve problems in which responses 
demonstrate that responsible decisions using 
critical and creative thinking have been made.

Work e�ectively with others as a member of a 
team, group, organisation and community.

Organise and manage myself and my activities 
responsibly and e�ectively.

Collect, analyse, organise and critically evaluate 
information.

Communicate e�ectively using visual, 
mathematical and/or language skills in the modes 
of oral and/or written presentation.

Use science and technology e�ectively and 
critically, showing responsibility towards the 
environment and health of others.

Demonstrate an understanding of the world as a 
set of related systems by recognising that problem-
solving contexts do not exist in isolation.

Re�ect on and explore a variety of strategies to 
learn more e�ectively.

Participate as responsible citizens in the life of 
local, national and global communities.

Be culturally and aesthetically sensitive across a 
range of social contexts.

Explore education and career opportunities.

Develop entrepreneurial opportunities.
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HOME LANGUAGES: AN INTRODUCTION

The English Home Language CAPS documents provide guidelines on how much time should be spent on 
each topic and what content should be covered in that time.  The CAPS documents provide an outlined 
annual teaching plan, which indicates the topics per term, in sequence and how much time should be spent 
on them.

Two week planning units are used according to the CAPS requirements.

English for 
Success provides 
guidelines on 
how learners 
can develop the 
necessary skills.

Taken from English for Success Grade 11 Teacher’s GuideTaken from English for Success Grade 11 Learner’s Book

Resources required to e� ectively teach FET English Home Language:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade

Subject-speci� c resources
 • Language in Education Policy
 • Dictionary (monolingual, bilingual, multilingual, thesaurus)
 • Prescribed literature genres
 • A variety of media materials: newspapers, magazines, brochures, � yers, etc.
 • Access to audio/visual aids to be used in the classroom
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PLANNING AND ASSESSMENT FOR 
HOME LANGUAGES

The English for Success 
Teacher’s Guides provide 
teachers with planning 
and assessments.

Detailed weekly planning is 
included in the Teacher’s Guide 
to assist the teacher with 
various options.

Assessment tools are given 
as a resource for the teacher 
and learner.

Taken from English for Success Grade 11 Teacher’s Guide

Taken from English for Success Grade 11 Teacher’s Guide

Taken from English for Success Grade 11 Teacher’s Guide
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HOME LANGUAGES: UNPACKING  
A HOT TOPIC

CAPS topic: Writing and presenting 
Content: The literary essay

Vocabulary 
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read the text containing the new words, make sure that you draw attention to them in context. 
This will help learners to grasp the new concepts and enhance their understanding thereof. 
Encourage learners to use the new words in their own sentences too. 

What is a literary essay?
 • A literary essay is neither a summary nor a synopsis of the plot of the ‘story’.  It is an 

expression of the insights to which one has come about the narrative, supported by 
appropriate quotations and references, in order to make a particular point.

 • Generally the essay topic will be presented in the form of a statement or question. Usually, 
one would be asked to respond by constructing an argument in which one either agrees or 
disagrees with that statement.

 • Literary essays are not creative essays so one must be careful to include only what the essay 
topic requires and omit all irrelevant detail.

A well-crafted literary essay
Learners draft the response to a literary essay, using the knowledge that they have gained from 
the preceding analysis, following the �ve steps below:
 • Drafting Step 1: Determine, beyond doubt, whether the topic wants you to discuss a 

statement, or agree/disagree with a statement.
 • Drafting Step 2: Write an arresting, dramatic, provocative opening sentence. This sentence 

should unmistakably connect with the topic.
 • Drafting Step 3: Restate the topic using di�erent words, and state clearly what your main 

position/viewpoint with regard to the topic will be.
 • Drafting Step 4: Identify 3–4 reasons why you take this position/viewpoint. Write these down 

as Reason 1, Reason 2 and so on.
 • Drafting Step 5: Substantiate each of the reasons given in Step 4 by identifying at least 

one reference in the text to support it. Write these references down next to the respective 
reasons they substantiate.

Writing the response to a literary essay
Writing the response is accomplished using three steps:
 • Writing Step 1: Combine Drafting Steps 2 and 3 into one paragraph. This will form the 

introduction to your essay. Reword and edit as needed.
 • Writing Step 2: Reword and rephrase the information you have selected in Drafting Steps 

4 and 5. Keep like information together in separate paragraphs (viewpoint 1 goes with its 
reasons, viewpoint 2 with its reasons and so on). These paragraphs form the body of your 
essay. Edit what you have so that it reads smoothly and makes sense.

 • Writing Step 3: Restate what your main point is (this will basically be your introduction) and 
draw all the pieces together using a coherent sentence. Make the claim that you have done 
what you have set out to do.
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HOME LANGUAGES: UNPACKING 
A HOT TOPIC

Time to analyse: 
You need to be able to read, appreciate and analyse literary texts. This is often a huge challenge, 
but it needn’t be. Let’s look at some basic steps to follow, and see how we can analyse this poem.
(Refer to page 58 of the Learner’s Book)

Write your own literary essay:
Following the notes above, write your own literary essay of 150–200 words based on a topic 
given to you by your teacher or the one below: Discuss how Anthem for Doomed Youth is a typical 
example of a Petrarchan sonnet. Discuss the poet’s use of form, imagery and diction and how he 
conveys his meaning.

(Activity from page 58 of the English for Success Grade 10 Learner’s Book)



HOME LANGUAGES: A LESSON PLAN

Date:     Grade: 10  Term: 1 
Chapter: 4   Unit:     Contact time: 
Content/Concept:  Activity:  Resources required:
Writing a literary essay   A poetic voice in his  Teacher’s Guide, Learner’s Book 
    time (page 57 of  and an Oxford Dictionary
     Learner’s Book)

Expected learner background/Links with previous knowledge or activities:
 • Critically analyse the poem Anthem for Doomed Youth.
 • Understand the style and structure of sonnets.

Learning intention (what we want learners to learn):
 • Learn how to write a literary essay.
 • Read a critical analysis.
 • Learn how to analyse the results.

Teaching plan
Introduction:
 • Today we are going to learn how to write a literary essay. 
 • We all know what an essay is, but what is a literary essay? Literary means ‘relates to literature’ and 

a literary essay can be written about any literature genre that you have studied thus far. 
 • The basic structure and rules that are applicable to writing a literary essay are the same for all 

genres. 
 • Today, we are going to use a poem as an example.

Guidelines to implement activity:
 • Re-read the poem Anthem for Doomed Youth which was studied in the previous lesson.
 • Go through the features of this poem.
 • Refer learners to the critical analysis of the poem which can be found on page 57 of the Learner’s 

Book. Draw speci�c attention to the sonnet structure, di�erent types of sonnets and the purpose 
of the octet, sestet and rhyming couplet.

 • Once learners are familiar with all these aspects, ask them if they know what a literary essay is.  
 • Take learners through teaching tips 1–3. Emphasise that the literary essay is never a re-telling of 

the plot of the setwork.
 • Take learners through steps 1–5 of the drafting process.
 • Take them through steps 1–3 of the writing process.
 • Referring to page 58 again, learners should attempt to write their own literary essay as 

instructed. 

Assessment: 
Assess the literary essays that are produced by using the rubric on page 88 of the Teacher’s Guide. 

Lesson plan: Writing a literary essay
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NOTES



 ENGLISH FIRST ADDITIONAL LANGUAGE: 
AN INTRODUCTION

Graphics and other visuals are 
excellent tools to use when 
explaining a concept or process.

Taken from Headstart English Grade 12 Learner’s Book

Taken from Oxford Successful English Grade 12 
Teacher’s Guide

Resources required to e� ectively teach FET 
English First Additional Language: 

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and 

language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material 

suitable for the grade

Subject-speci� c resources
 • Language in Education Policy
 • Dictionary (monolingual, bilingual, multilingual, 

thesaurus)
 • Prescribed literature genres
 • A variety of media materials: newspapers, magazines, 

brochures, � yers, etc.
 • Access to audio/visual aids to be used in the classroom

The English First Additional Language CAPS document 
provides guidelines on how much time should be spent on 
each topic and which content should be covered in that time.  
The CAPS documents provide an outlined annual teaching 
plan, which indicates the topics per term, in sequence and 
how much time should be spent on them. 

Taken from Headstart English Grade 12 Teacher’s Guide
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PLANNING AND ASSESSMENT FOR 
ENGLISH FIRST ADDITIONAL LANGUAGE

The Oxford Successful English and 
Headstart English Teacher’s Guides 
all provide teachers with full 
planning and assessments.

Extra assessments 
have been placed in 
the Headstart and 
Oxford Successful 
books so that 
teachers have 
various options.

Taken from Oxford Successful English Grade 12 Teacher’s Guide

Taken from Headstart English Grade 11 Teacher’s Guide 



ENGLISH FIRST ADDITIONAL LANGUAGE:  
UNPACKING A HOT TOPIC

CAPS topic: Reading and viewing 
Content: How to do a summary 

Vocabulary
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read text containing new words, make sure that you draw attention to them in context. This will 
help learners to grasp the new concepts and enhance their understanding thereof. It is also very 
important to explain key instruction words (exam words) so that learners understand what they 
have to do in activities.

Teaching tips:

 • First collect all the information available from the question: 
 – What form must the summary take (e.g. point form, paragraph form, speech, newspaper 

article)? For FAL, you will be required to write in point form.
 – How many words are allowed?
 – Should a title be provided and should this be included in the word count?

 • Extract the main ideas: 
 – Read the passage once. Skim and scan to get a brief idea of what the passage is about.
 – Read it a second time, extracting the topic sentence (main idea) from each paragraph. 

Use full sentences for your points.
 – Read the list of main points which have been extracted to check if they are conveying 

exactly the same message as the original text. 
 – Now look at the question again: What form must the summary be in?

 • If the summary must be in point form:
 – Check how many points are allowed, how many words are allowed and whether a title 

should be provided.
 – Count the number of points you have and add or subtract to reach the required number. 
 – Then count the number of words you have used. Add or subtract words if necessary.
 – Read your points and check if they are telling the reader exactly the same thing as the 

original does.
 – If you are 100% satis�ed, write out a neat copy for submission. 
 – Remember to include the correct word count at the end and to include a title if one is 

required.

 • If the summary needs to be in paragraph form:
 – Read your points and check if they are telling you exactly the same thing as the original 

passage does.
 – Join your points with suitable conjunctions to form a �owing and sensible paragraph.
 – Count the number of words in your paragraph and add or subtract to get to the required 

number.
 – If you are 100% satis�ed, write out a neat copy for submission. 
 – Remember to include the correct word count at the end and to include a title if 

necessary. 
 – Be honest! Markers do actually count the number of words used to check if learners have 

indeed adhered to the speci�ed word count.

 • Note: Remember to cross out all draft work or planning. 
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ENGLISH FIRST ADDITIONAL LANGUAGE: 
UNPACKING A HOT TOPIC

(Activity from the Headstart English Grade 12 Learner’s Book)



ENGLISH FIRST ADDITIONAL LANGUAGE:  
A LESSON PLAN

Date:     Grade: 12  Term: 2 (weeks 13 and 14)
Chapter: 7   Unit:     Contact time: 
Content/Concept:  Activity:  Resources required:
Interviews and integrity   4 (page 89 of    Learner’s Book and Teacher’s 
    Learner’s Book)  Guide

Expected learner background/Links with previous knowledge or activities:
 • Understand what topic sentences are.
 • Discuss summary writing tips.

Learning intention (what we want learners to learn):
 • Know how to write a lucid and accurate summary.

New vocabulary to teach:
skimming, scanning, topic sentence, word count

Teaching plan
Introduction:
 • In pairs, tell your partner what you did over the weekend.
 • Tell your partner about a movie you have watched recently.
 • We constantly summarise our daily activities as we speak to those around us.
 • How long did it take to tell your partner these things? Compare that to the actual time frame you 

were referring to. 
 • Why do you think that you could tell it so much quicker? Notice that we only include the most 

important points.
 • After we give the account, the listener knows exactly what happened without any unnecessary 

information. This is what a summary is. 
 • The summary question in the exam is worth 10 marks. It is therefore vital that you master the 

skill and are able to score those full 10 marks.

Guidelines to implement activity:
 • Refer learners to page 89 of the Learner’s Book.
 • Read the interview out to them.
 • Read and discuss the teaching tips about point-form summaries.
 • Allow learners to practise following the steps as you walk them through the scenario.   
 • Ask learners to read their summaries to themselves and, once they are satis�ed, to exchange 

them with their neighbours.
 • Learners should conduct a peer assessment of their neighbour’s summary. 
 • Now refer learners to page 90 of the Learner’s Book to complete the activity. 

Support and extension: 
Do Activity 2 on page 96 of the Learner’s Book for extra support.

Assessment: 
 • This activity is meant for informal assessment. 
 • It is important that learners master the skill of doing a summary as this counts 10 marks in the 

National Exam.

Lesson plan: Interviews and integrity
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NOTES



LIFE ORIENTATION: AN INTRODUCTION

The Life Orientation CAPS document provides guidelines on how much time should be spent on each 
topic and what content should be covered in that time.  The CAPS documents provide an outlined 
annual teaching plan, which indicates the topics per term, in sequence and how much time should be 
spent on them.

Taken from Oxford Successful Life Orientation Grade 12 Teacher’s Guide

Resources required to e� ectively 
teach FET Life Orientation:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, 

content and language level
 • Teacher should be familiar with the 

content taught
 • Access to a variety of reading books 

and visual material suitable for the 
grade

Speci� c subject resources
 • Appropriate media, newspaper 

articles, books, videos
 • Games
 • Magazines
 • Apparatus and equipment for 

physical education tasks
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PLANNING AND ASSESSMENT FOR 
LIFE ORIENTATION

Taken from Oxford Successful Life Orientation Grade 12 Teacher’s Guide

Taken from Oxford Successful Life Orientation Grade 12 Teacher’s Guide

Clear guidelines and ideas for Physical 
Education Tasks (PET) are provided.

The Oxford Successful Life Orientation 
Teacher’s Guide provides teachers with full 
planning and assessments.



LIFE ORIENTATION: UNPACKING  
A HOT TOPIC

CAPS topic: Study skills  
Content: Study skills, study strategies and study styles  

Vocabulary
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read text containing new words, make sure that you draw attention to them in context. This will 
help learners to grasp the new concepts and enhance their understanding thereof. Encourage 
them to use the new words in their own sentences too. 

Teaching tips
 • It is very important to explain all concepts and new words to learners as per CAPS 

requirements.
 • Explain that good study skills and strategies will help learners manage their school work.
 • Explain that the study skills learnt in Life Orientation are techniques which apply to all their 

subjects: listening, reading, concentrating, remembering, organising study resources and 
e�ective time management.

 • Explain that study strategies refer to the way in which study skills are best used and include 
studying regularly, setting up a study routine, setting goals, not procrastinating, blocking o� 
time each day to study, starting with the more di�cult work, studying in a quiet place and 
study groups.

 • Explain the examination writing skills and process of assessment, time management skills 
and annual study plan, goal-setting skills and personal development goals (e.g. academic, 
health and �tness). 

 • Explain the importance of comprehending what is being studied. Comprehension means to 
understand something and comprehension skills include:
 – using your knowledge to analyse
 – making sense of what you are reading 
 – understanding the words linked to your subject’s content
 – looking at the context of what you are reading
 – checking di�cult words in a dictionary
 – concentrating (focusing and paying attention in the classroom)
 – �nding out what distracts you and then �nding ways to deal with distractions (e.g. 

switch o� your cellphone and radio, ask people not to disturb you, study a di�erent 
subject every hour or two).

Reading for meaning activity
 • Learners should read through the information on written tasks for assessment purposes.
 • Read and discuss the information with the class before they begin the activity.
 • Explain all di�cult words and concepts before learners start the assessment tasks.
 • Set reasonable timeframes for submission of any formal assessments.
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LIFE ORIENTATION: UNPACKING 
A HOT TOPIC

(Activity from the Oxford Successful Life Orientation Grade 11 Learner’s Book)



LIFE ORIENTATION: A LESSON PLAN

Date:     Grade: 11  Term: 2 (weeks 1–4)
Module: 2   Unit: 1   Contact time: 
Content/Concept:  Activity:  Resources required:
Study Skills, study strategies 4 (page 69 of Learner’s Teacher’s Guide, Learner’s Book and
and study styles   Book)   resources on study styles and strategies

Expected learner background/Links with previous knowledge or activities:
In Grade 10 learners were taught study skills, study methods and how to draw up an annual study 
plan. Revise these with the learners.
Learning intention (what we want learners to learn):
 • Learn to apply own study skills, styles and study strategies.
 • Examine how learning takes place and re�ect on the e�ectiveness of various study skills.
 • Compare study styles and identify preferred ways of approaching tasks.
 • Learn study strategies.
 • Learn examination-writing skills.
 • Improve time management and draw up an annual study plan.
 • Practise goal-setting skills.

New vocabulary to teach:
 • study skills: techniques that you can learn and apply to all your subjects
 • study styles: methods of studying
 • study strategies: ways in which study skills are best put to use

Links with next activity:
This activity is applied throughout the year as learners prepare for their assessment.

Teaching plan
Introduction:
Ask learners to explain their studying habits to the class or what study skills they learnt in Grade 10. 
This will set the tone for the lessons and provide a baseline assessment of learners’ progress.

Guidelines to implement activity:
 • Explain all concepts to learners as per the CAPS requirement.
 • Discuss how learning takes place.
 • Discuss the mind map entitled ‘How does learning take place?’ on page 66 of the Learner’s Book.
 • Working with others who study the same subjects, learners should come up with study 

strategies for their chosen subjects.
 • Learners should read through the information on written tasks for assessment purposes or you 

could read the information to the class before they begin the activity.
 • Learners should write down their answers to the questions. 

Assessment: 
 • For suggested answers refer to page 68 of the Teacher’s Guide.
 • Answers will vary from learner to learner depending on their subject choices and study styles.
 • Support learners who struggle with ideas by pairing them according to subject choice.
 • For the marking tool for this activity refer to page 72 of the Teacher’s Guide. 

Teacher re�ection:
This will depend on how learners understood the content.

Lesson plan: Study skills

2   FET Phase Teacher Toolkit             69



70 2   FET Phase Teacher Toolkit

NOTES



 ACCOUNTING: AN INTRODUCTION

The Accounting CAPS document provides guidelines on how much time should be spent on each topic and 
which content should be covered in that time.  The CAPS documents provide an outlined annual teaching 
plan, which indicates the topics per term, in sequence and how much time should be spent on them.

Taken from Oxford Successful Accounting Grade 11 Teacher’s Guide

Oxford Successful 
Accounting provides 
step-by-step examples 
of how to apply the 
necessary skills.

Resources required to e� ectively teach FET Accounting:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade

Speci� c subject resources
 • A calculator
 • Learners should each have one Cash Journal exercise book, one General Ledger 

exercise book and a normal exercise book
 • Learners should have a normal exercise book
 • Teachers should have a textbook with a Teacher’s Guide
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PLANNING AND ASSESSMENT 
FOR ACCOUNTING

Extra assessments 
have been placed in 
Oxford Successful 
Accounting so 
that teachers have 
various options.

Worked examples are 
given for the teachers.

Oxford Successful Accounting 
Teacher’s Guide provide 
teachers with full planning, 
assessments and teaching 
guidelines.

Taken from Oxford Successful Accounting Grade 11 Teacher’s Guide

Taken from Oxford Successful Accounting Grade 11 Teacher’s Guide

Taken from Oxford Successful Accounting Grade 11 Teacher’s Guide



ACCOUNTING: UNPACKING A HOT TOPIC

Content: Asset disposal

Progression from Grade 10 to Grade 12
 • Tangible assets were introduced in Grade 10. Learners were required to calculate 

depreciation on assets using both straight line (cost price) and diminishing balance 
methods. The exposure ended with the acquisition of assets and relevant asset notes to the 
�nancial statements.

 • Grade 11 learners learn about disposal of assets, ethics and internal control relating to assets.
 • Analysis and interpretation of tangible assets are explored in Grade 12.
 • The basic knowledge shared in Grade 10 and 11 is therefore of utmost importance to ensure 

successful mastering of the subject in Grade 12 and thorough revision of Grade 10 work 
(calculations, ledger accounts and Note 3 on tangible assets) should be done at the start of 
Grade 11 before continuing.

Tips and teaching guidelines
 • This is often a di�cult section for learners so take time to ensure that they understand 

concepts, calculations and how to record depreciation in the General Journal and Ledger.
 • Use the ‘Test your knowledge’ exercise in the Learner’s Book to determine learners’ prior 

knowledge and revise relevant topics afterwards.
 • Explain topics as simply and practically as possible by using real-life situations.
 • Use T-accounts to explain di�erent depreciation calculation methods and use disposal of 

assets (with examples) where cash, credit and trade-in methods are used.
 • The best way to show learners the note to �nancial statements is to use ledger accounts 

because it is easy to �ll in the note from there.
 • Make sure learners can calculate pro rata depreciation.
 • Conclude the explanation by indicating the e�ect of asset disposal on the Accounting 

Equation.

Use the following steps to record asset disposal

DOUBLE ENTRY

Account debited Account credited

Step 1
Update the depreciation from the previous �nancial 
year until date of disposal

Depreciation Accumulated depreciation

Step 2
Remove the cost price  of the disposed asset from the 
books

Asset disposal Asset account

Step 3
Remove the accumulated depreciation of the 
disposed asset from the books

Accumulated depreciation Asset disposal

Step 4

Record how the assets are disposed of:
Cash
Credit 
Trade-in 
Donation
Owner takes for private use

Bank
Debtors control
Creditors control
Donations
Drawing

Asset disposal
Asset disposal
Asset disposal
Asset disposal
Asset disposal

Step 5
Determine pro�t or loss:
Debits > credits = loss on asset disposal
Debits < credits = pro�t on asset disposal

Loss on sale of asset
Asset disposal

Asset disposal
Pro�t on sale of asset

Taken from Oxford Successful Accounting Grade 11 Teacher’s Guide
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ACCOUNTING: UNPACKING A HOT TOPIC
(Activity from page 96 of the Oxford Successful Accounting Grade 11 Learner’s Book)

(Suggested answers from page 65 of the Oxford Successful Accounting Grade 11 Teacher’s Guide)

ASSET DISPOSAL

20.9
Mar

31 Vehicles GJ 21 000 20.9
Mar

31 Accumulated 
depreciation: vehicles

GJ 6 720*

Pro� t on sale of asset GJ 1 700 Debtors control GJ 16 000

22 720 22 720

Calculations:
*Asset disposal:   30 June 20.8: 20/100 x R21 000 = R4 200
   31 March 20.9: 20/100 x (R21 000 – R4 200) x 9 /12 = R2 520
Depreciation on 30 June 20.9:
Old: 20% x ((R90 000 – R21 000) – (R33 000 + R2 520 – R6 720)) = R8 040
New: 20% x R90 000 x 9/12 = R13 500
New: 20% x R120 000 x 3/12 = R6 000

Tangible assets Vehicles Explanations

Cost price 90 000

Accumulated depreciation (33 000)

Carrying value (begin) 57 000 90 000 – 33 000

Movements

Additions at cost 210 000 90 000 + 120 000

Disposals at carrying value (14 280) 21 000 – 6 720

Depreciation (30 060) 2 520 + 8 040 + 13 500 + 6 000

Carrying value (end) 222 660 57 000 + 210 000 – 14 280 – 30 060 or 279 000 – 56 340

Cost price 279 000 90 000 + 210 000 – 21 000

Accumulated depreciation (56 340) 33 000 + 30 060 – 6 720

General Ledger of Rolo Stores



ACCOUNTING: A LESSON PLAN

Date:     Grade: 11  Term: 1 (weeks 4–6)
Chapter: 3   Unit: 1   Contact time: 12 hours in total
Content/Concept:  Exercises:  Resources required:
Fixed assets      Teacher’s Guide, Learner’s Book and
       newspaper advertisements and articles

Learning intention (what we want learners to learn):
 • Record the acquisition of �xed assets in the General Journal, General Ledger and notes to 

�nancial statements.
 • Calculate and record depreciation using the cost and diminishing balance methods.
 • Calculate and record �xed assets for cash/credit/trade-in.
 • Identify and apply internal control measures and ethical behaviour pertaining to tangible assets.

New vocabulary to teach:
 • scrap value: estimated residual value at the end of an asset’s useful life
 • depreciable amount: cost price less scrap value
 • obsolescence:  the asset ceases to be of use; it is no longer usable
 • residual amount: the full amount of an asset cannot be written o� as long as it is in the business’s 

possession; the carrying value is kept at R1
 • useful life: the period of time that the business is expected to use a depreciable asset
 • asset disposal: the selling price or scrapping of an asset
 • redundant: the asset is no longer usable; it should be dispensed with

Links with next activity:
Financial accounting of partnerships

Teaching plan

Before starting to teach this unit (asset disposal of �xed assets), check that learners:
 • can identify the di�erent methods of depreciation 
 • can calculate depreciation for the year
 • can make entries in the General Journal and post to the General Ledger
 • can complete the asset register
 • understand the ethics and internal control measures that are applicable to �xed assets. 

Content:
 • Periods 1–4: Acquisition of and depreciation on �xed assets
 • Periods 5–12: Disposal of assets

Remedial:
 • Learners should only complete part of an activity before checking their answers, highlighting 

problem areas and asking for further explanation if required.
Extension:
 • Research successful partnerships in South Africa and provide feedback.

Assessment: 
Give the learners a class test.

Teacher re�ection:
Note: If you mark an activity with learners and they do not understand, give them more activities in 
order to practise.

Lesson plan: Fixed assets
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NOTES



 BUSINESS STUDIES: AN INTRODUCTION

The Business Studies CAPS document provides guidelines on how much time should be spent on each 
topic and which content should be covered in that time.  The CAPS documents provide an outlined annual 
teaching plan, which indicates the topics per term, in sequence and how much time should be spent on 
them.

Taken from Oxford Successful Business Studies Grade 10 Teacher’s Guide

Oxford Successful 
Business Studies 
provides step-by-step 
examples of how to 
apply the necessary 
skills.

Resources required to e� ectively teach FET Business Studies:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade

Speci� c subject resources
 • A calculator
 • Learners should each have one Cash Journal exercise book, one General Ledger 

exercise book and a normal exercise book
 • Learners should have a normal exercise book
 • Teachers should have a textbook with a Teacher’s Guide
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PLANNING AND ASSESSMENT FOR 
BUSINESS STUDIES

Taken from Oxford Successful Business Studies Grade 10 Teacher’s Guide

Taken from Oxford Successful Business Studies Grade 10 Teacher’s Guide

Taken from Oxford Successful Business Studies Grade 10 Teacher’s Guide

Formulae are 
written out 
step-by-step 
with help 
the teaching 
and learning 
process.

Oxford Successful 
Business Studies 
Teacher’s Guides 
provide teachers 
with full planning 
and assessments.



BUSINESS STUDIES: UNPACKING  
A HOT TOPIC

CAPS topic: Forms of ownership 
Content: Pro�t companies

Teaching guidelines: Companies and share capital
 • It is important that you, as the teacher, become familiar with the Companies Act 71 of 2008.
 • Learners need to understand what share capital is and how it works in order to fully 

understand how companies operate.
 • Make sure learners clearly understand the di�erence between capital and share capital.
 • Remember that once a company receives money from shares sold to the public, it does not 

have to do anything more for the shareholders other than report to them at the AGM and 
paying them dividends.

 • However, the shareholders buy and sell their shares on the JSE according to how well the 
company is doing �nancially.

 • Use newspapers, especially the Sunday papers, to examine how companies report their 
�nancial information. Newspapers can also be used to practise calculations.

Teaching guidelines: Pro�t companies
 • It is important that learners understand how the shareholders and the company interact 

with each other.
 • The shareholders only have a voice at the AGM.
 • It is the responsibility of the board of directors and the management of the company to 

ensure that the shareholders receive a good return (dividend) on their investment (shares 
that they have purchased).

 • The amount of pro�t is the reward for the shareholders investing their money.
 • With the rise of labour unions, many workers do not understand this concept and think 

that all the pro�t should be put into wages and salaries without any regard for the risk the 
investors or shareholders have taken.

 • You will notice that a public company may be formed by one person, but a minimum of 
three directors is required.

 • Also, a public company must place their shares on the stock exchange for the public.
 • This seems a contradiction of terms as a single owner is unlikely to want to o�er shares to 

the public, but this is as it stands in the Companies Act and so it is how it must be taught. 
Only discuss this with learners if they ask you about it, otherwise it will create a distraction.

 • Learners may query why Denel, which is a state-owned company, is not shown as Denel SOC 
Ltd on page 119 of the Learner’s Book. Denel (Pty) Ltd was incorporated in 1992 in terms of 
the Companies Act 62 of 1993 and it was only the Companies Act 71 of 2008 that introduced 
the requirement for state-owned companies to have the ‘SOC’ behind their names.
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BUSINESS STUDIES: UNPACKING 
A HOT TOPIC

 (Activity from the Oxford Successful Business Studies Grade 10 Learner’s Book)

(Suggested answers in the Oxford Successful Business Studies Grade 10 Teacher’s Guide)

1.1 Shareholder – the owner of shares in a private or public company
1.2 Legal person – a business that is treated by law as though it is a person
1.3 Dividend – the portion of pro� t in a company that is paid to a shareholder
1.4 (Pty) Limited – a private company
1.5 Limited liability for debts – the owner’s responsibility for business debts is limited to the 

amount he or she invested in the business
2. A personal liability company has all the characteristics, advantages and disadvantages of a  

private company. The memorandum of incorporation must state that it is a personal  
liability company. The personal liability company is not a legal person and the shareholders  
are jointly and severally liable for the debts of the business.

 A private company is a legal person and the shareholders are only liable for the amount  
owing on the shares purchased. The shareholders have limited liability for the debts of the  
business.

3. Advantages of a public company:
 – A public company can obtain large amounts of capital by selling shares to the public.
 – The company can attract excellent sta� , as a successful public company can pay high 

salaries.
 – It gives small investors an opportunity to share in the pro� ts of large companies.
 – Shareholders’ liability for debts of the business is limited to the amount they invest in the 

company.
 – The company is a legal person and has continuity apart from the shareholders.

4. Advantages of state-owned companies: 
 – The cost of essential services to citizens is lower as the company can obtain funds from 

the government to assist it. 
 – State-owned companies are legal persons that can sue and be sued in a court of law.



BUSINESS STUDIES: A LESSON PLAN

Date: Week 6   Grade: 10  Term: 2
Module:    Unit: 4   Contact time: 4 hours (4 lessons of  
       30 minutes)
Content/Concept:  Exercises:  Resources required:
Personal statement of net worth 3 and 4 of Learner’s Teacher’s Guide, Learner’s Book,
    Book   business section of newspapers and  
       magazines such as Entrepreneur

Expected learner background/Links with previous knowledge or exercises:

Learning intention (what we want learners to learn):
Learn about pro�t companies: examine private, personal liability, public and state-owned companies 
that operate with the main purpose of making a pro�t.

New vocabulary to teach:
 • Memorandum of Incorporation: a document that must be registered to establish a company
 • private company: in South Africa it is treated as a separate legal entity that has to register as a 

taxpayer
 • public company: a limited liability company that is able to advertise the sale of shares to 

members of the public
 • state-owned company: a business that is completely or partially owned and managed by the 

government for the bene�t of its citizens

Links with next activity:
Non-pro�t companies and co-operatives

Teaching plan

Before starting to teach this unit (asset disposal of �xed assets), check that learners:
 • Examine pro�t companies with learners.
 • Check that learners  can di�erentiate between capital and shared capital.
 • Check that learners know the basics of the Companies Act No. 71 of 2008. 

Content:
One week to explain and di�erentiate between pro�t companies.

Remedial:
Compare and explain the di�erent forms of ownership. 

Extension:
Learners should use the business section of newspapers to compare shares.

Assessment: 
Activity 4 on page 119 of the Learner’s Book can be used for assessment purposes.

Teacher re�ection:
Make sure learners can explain and di�erentiate between the di�erent pro�t companies. Use real-life 
situations.

Lesson plan: Personal statement of net worth
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NOTES



 ECONOMICS: AN INTRODUCTION

Taken from Oxford Successful Economics Grade 12 Learner’s Book

Oxford Successful Economics provides 
graphs and calculation examples of how 
to apply the necessary skills.

Resources required to e� ectively teach FET Economics:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade

Speci� c subject resources
 • A calculator
 • Learners should each have one Cash Journal exercise book, one General Ledger 

exercise book and a normal exercise book
 • Learners should have a normal exercise book
 • Teachers should have a textbook with a teacher guide

The Economics CAPS 
document provides 
guidelines on how much 
time should be spent on 
each topic and what content 
should be covered in that 
time.  The CAPS documents 
provide an outlined annual 
teaching plan, which 
indicates the topics per 
term, in sequence and how 
much time should be spent 
on them.
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PLANNING AND ASSESSMENT FOR 
ECONOMICS

Formulae are written out 
step-by-step which helps the 
teaching and learning process.

Extra assessments 
have been placed 
in the Oxford 
Successful books so 
that teachers have 
various options.

Oxford Successful 
Economics Teacher’s 
Guides provide teachers 
with full planning, 
assessments and 
teaching guidelines.

Taken from Oxford Successful Economics Grade 12 Teacher’s Guide

Taken from Oxford Successful Economics Grade 12 Learner’s Book

Taken from Oxford Successful Economics Grade 12 Teacher’s Guide



ECONOMICS: UNPACKING A HOT TOPIC

CAPS topic: Macro-economics
Content: Circular �ow 

Vocabulary
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read text containing new words, make sure that you draw attention to them in context. This will 
help learners to grasp the new concepts and enhance their understanding thereof. Encourage 
them to use the new words in their own sentences. It is also very important to explain key 
instruction words (exam words) so that learners understand what they have to do in activities.

Teaching tips
 • Learners need to understand why economics is important, how economic decisions are 

made and where economics �ts into their lives: all over the world and every minute of every 
day, people are a�ected by how economics are organised and what they achieve.

 • Macroeconomics is one of the two main branches of Economics and is concerned with 
things like the output of an economy, total import or export and national employment. 

 • Learners need to understand that the South African national budget is a macroeconomic 
document and that HIV/AIDS is a macroeconomic problem.

 • Use the following questions to assess learners’ prior knowledge:
 – What do you know about the economy of South Africa?
 – Why is it important to understand economic a�airs?
 – What is the interest rate?
 – Why do South Africans pay tax?
 – What is in�ation?

 • Most of these topics are headlines in the newspapers each day and a�ect all South Africans. 
It is very helpful to use sources like newspaper and magazine articles and the internet to 
demonstrate the extent to which economics a�ects us all every day. 

Teaching tips for teaching circular �ow
 • Learners must be able to use an economic model to describe the working of the economy 

and explain how the economy functions. 
 • Ensure that learners understand each stage in the economic �ow diagram before you 

continue to the next stage. Learners must begin to apply the knowledge and theory they 
acquired when learning about ‘Basic economic concepts’ and ‘The economic problem’.

 • Revise all the many terms, concepts and de�nitions that the learners’ are supposed to know 
and provide a helpful reference tool by handing out (and/or displaying in the classroom) a 
list of all the words that will be regularly. 

 • Use di�erent strategies to ensure that learners memorise and understand these de�nitions 
as they are fundamental terms. You could ask di�erent learners to recite one of two of the 
de�nitions every day and/or give learners short, informal tests at the start of each period to 
de�ne the economic concepts that you have already covered. 
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ECONOMICS: UNPACKING A HOT TOPIC
(Activity from the Oxford Successful Economics Grade 10 Learner’s Book)



ECONOMICS: A LESSON PLAN

Date: Week 6   Grade: 10  Term: 1
Chapter: 3   Unit: 1   Contact time: 
Content/Concept:  Activity:  Resources required:
Work with circular �ow diagrams 1 (page 47 of Learner’s Teacher’s Guide, Learner’s Book and
    Book)   websites (see Learner’s Book)

Expected learner background/Links with previous knowledge or activities:
 • Resources or factors of production are scarce and choices have to be made.
 • The economic processes are production, exchange and consumption.
 • Economists use models to explain economic processes.

Learning intention (what we want learners to learn):
 • Understand the way that the economy works: the �ow of the factors of production, goods and 

money in the economy. 
 • Discover how the economy is measured by using the national accounting aggregates called the 

Gross Domestic Product (GDP) and the Gross National Income (GNI).

New vocabulary to teach:
 • �ow: the movement of goods and services, factors of production and money (income and 

expenditure) in the economy
 • foreign: of, in or from another country
 • revenue: another word for income, especially the total income the government gets from taxes
 • VAT: value-added tax which is an indirect tax paid on a range of goods and services

Exam words to teach:
interpret: explain the meaning of something
design: lay out in a clear and visual way; draw up a plan for something; make a model

Links with next activity:
Participants in the circular �ow

Teaching plan

Guidelines to implement activity: 
 • Revise all the terms and de�nitions learned.
 • Ensure that learners understand each stage of the economic model. 
 • Search the internet (Google images) for more examples of economic circular �ow diagrams  (e.g. 

www.en.wikepedia.org/wiki/Circular_�ow_of_income; www.econforkids.com/CE-Lesson7.pdf; 
www.unc.edu/depts/econ/byrns_web/Economicae/Essays/Circular_�ow-diagram.htmm; www.
econperspectives.blogspot.com/2008/04/circular-�ow-diagram.html)

Challenge activity: 
Design and make a poster of the circular �ow by using pictures from di�erent sources.  

Assessment: 
 • The activity is meant for informal assessment to check learners’ progress. 
 • Refer to page 28 of the Teacher’s Guide for the answers and the marking tool.
 • Use this rubric from page 29 of the Teacher’s Guide to mark the challenge activity out of 15.

Lesson plan: Circular �ow

0–1 2–3 4–5

Layout Very untidy Reasonably neat and clear Very neat and clear

Creativity No or little creativity Some good and creative ideas Very creatively presented

Information Much information missing Information is complete as in book Additional information given
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NOTES



 MATHEMATICAL LITERACY: 
AN INTRODUCTION

The Mathematical Literacy CAPS document 
provides guidelines on how much time 
should be spent on each topic and which 
content should be covered in that time.  The 
CAPS documents provide a full programme 
of assessment, which indicates the type and 
number of tasks to be completed every term 
for the formal assessment programme

Taken from Oxford Successful Mathematical Literacy 
Grade 10 Teacher’s Guide

Taken from Oxford Successful Mathematical Literacy 
Grade 10 Teacher’s Guide

Resources required to e� ectively teach FET Mathematical Literacy

General Resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade
 • Calculator
 • Protractor
 • Appropriate resources that are required for practical tasks and demonstrations
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PLANNING AND ASSESSMENT FOR 
MATHEMATICAL LITERACY

Oxford Successful 
Mathematical Literacy 
Teacher’s Guides provide 
teachers with full planning 
and assessments.

Oxford Successful 
Mathematical 
Literacy Learner’s 
Books provide 
examples to support 
the teaching and 
learning process.

Taken from Oxford Successful Mathematical Literacy Grade 10 Teacher’s Guide

Taken from Oxford Successful Mathematical Literacy Grade 10 Teacher’s Guide 

Taken from Oxford Successful Mathematical Literacy Grade 10 Teacher’s Guide 

Taken from Oxford Successful Mathematical Literacy Grade 10 Learner’s Book



MATHEMATICAL LITERACY: UNPACKING  
A HOT TOPIC

CAPS topic: Probability
Content: Probability  

Vocabulary: 
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read text containing new words, make sure that you draw attention to them in context. This will 
help learners to grasp the new concepts and enhance their understanding thereof. Encourage 
them to use the new words in their own sentences. It is also very important to explain key 
instruction words (exam words) so that learners understand what they have to do in activities.

Teaching tips
 • Aim to deliver content in simple and accessible language and use step-by-step instructions 

to ensure that e�ective learning takes place. 
 • In Mathematical Literacy worked examples play an important role as they provide clear and 

simple guidance on how to tackle the problem/challenge. 
 • Revision exercises at the end of each chapter are important as these provide opportunities 

for learners to assess their knowledge and practise their skill. When learners are preparing for 
their �nal exam, encourage them to work through exercises and worked examples often.

 • As Grade 12 is the �nal year of the FET phase, remember that the majority of the work is 
based on knowledge gained in Grades 10 and 11. Revise this with the learners and ensure 
that they have a good understanding of the content.

Golden guidelines for learners to successfully complete a task
 • Read the instruction to understand what you are required to do before you start.
 • If the task is to be assessed, be clear about how marks will be allocated in the assessment. 
 • Write the due date for the task in your diary and start as soon as you receive the information. 
 • Plan your progress carefully and keep in mind that if you are working within a group, the 

timeframes should be acceptable to each member of the group.
 • Read the instructions again and underline the key words or phrases. In this way you will 

know exactly what to focus on when compiling your solution. 
 • Break the task down into several smaller parts and thereafter plan how to approach each of 

the smaller sections. 
 • Allow enough time to read through and edit your full task solution before your submit. 

Probability 
 • Learners must understand that the chance of an event occurring does not change the more 

it is repeated (e.g. when tossing a coin, at every toss the probability of getting heads remains 
50%). 

 • Learners must understand the di�erence between experimental (relative) and theoretical 
probability. The easiest way to determine all the possible outcomes is to draw a tree 
diagram. 

 • For the topic to be relevant, learners need to realise that many things in our daily lives are 
based on di�erent choices and the outcome of many events can be based on probability. 

 • Learners need to be familiar with the words which describe the probability of an event (also 
referred to as ‘expressions of probability’), e.g. certain, very likely, likely, �fty-�fty (even).
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MATHEMATICAL LITERACY: UNPACKING 
A HOT TOPIC

(Activity from the Oxford Successful Mathematical Literacy Grade 10 Learner’s Book)



MATHEMATICAL LITERACY:  
A LESSON PLAN

Lesson plan: Probability

Date: Week 6   Grade: 10  Term: 2
Chapter: 10   Unit: 1   Contact time: 3 hours 
Content/Concept:  Exercise:  Resources required:
Probability   1 (page 236 of Learner’s Learner’s Book and Teacher’s Guide
    Book)

Expected learner background/Links with previous knowledge or activities:
 • Be able to work with fractions and percentages.
 • Be able to classify events as certain, likely, even, unlikely or impossible.
 • Understand weather predictions.

Learning intention (what we want learners to learn):
 • Use words to describe the probability of an event happening.
 • Recognise the di�erence between an event and an outcome.
 • Predict an event happening by using words and percentages.

New vocabulary to teach:
 • certain: will de�nitely happen
 • very likely: has a much greater chance of happening than not happening
 • likely: has a greater chance of happening than not happening
 • �fty-�fty (even): equal chances of happening and not happening
 • unlikely: has a greater chance of not happening than happening
 • very unlikely: has a much greater chance of not happening than happening
 • impossible: will de�nitely not happen

Links with next activity:
Prediction and representing outcomes of compound events

Teaching plan

Guidelines to implement activity: 
 • Use this exercise as an introductory exercise to this section of the work. It uses scenarios that are 

common to all and should not present problems to the learners. 
 • First discuss the di�erent expressions that describes the measure of probability in real-life 

situations. 
 • Use the words to describe the probability of something happening in the classroom or in the 

local environment.
 • Once the learners know these expressions, walk learners through the worked example while 

their books are closed. 

Remedial:
Use additional easy examples taken from real-life situations to illustrate the meaning of each 
probability expression again. 

Assessment: 
 • Refer to page 174 of the Teacher’s Guide for suggested answers.
 • This activity can be used for informal assessment to check learners’ progress. 
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NOTES



 LIFE SCIENCES: AN INTRODUCTION

The Life Sciences CAPS document provides guidelines on how much time should be spent on each topic 
and which content should be covered in that time.  The CAPS documents provide a full programme of 
assessment, which indicates the type and number of tasks to be completed every term for the formal 
assessment programme

Taken from Oxford Successful Life Sciences Grade 10 Teacher’s Guide

Oxford Successful Life Sciences Teacher’s Guides 
provide teachers with full planning and assessments.

Resources required to e� ectively teach FET Life Sciences:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade

Speci� c subject resources
 • Pictures
 • Texts
 • Other small resources to explain concepts during activities
 • Equipment needed for various experiments as stipulated in textbook
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PLANNING AND ASSESSMENT FOR 
LIFE SCIENCES

Oxford Successful 
Life Sciences 
Teacher’s Guides 
provide teachers with 
carefully planned 
CAPS compliant 
assessments.

Diagrams illustrate concepts 
clearly and can be used 
during teaching.

Oxford Successful Life 
Sciences Learner’s 
Books provide learners 
with revision activities 
to prepare them for 
their assessment tasks. 

Taken from Oxford Successful Life Sciences Grade 10 Teacher’s Guide

Taken from Oxford Successful Life Sciences 
Grade 10 Learner’s Book

Taken from Oxford Successful Life Sciences Grade 10 Learner’s Book

Taken from Oxford Successful Life Sciences Grade 10 Teacher’s Guide



LIFE SCIENCES: UNPACKING A HOT TOPIC

CAPS topic: The heart

Vocabulary
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read the text containing the new words, make sure that you draw attention to them in context. 
This will help learners to grasp the new concepts and enhance their understanding thereof. It is 
also very important to explain key instruction words (exam words) so that learners understand 
what they have to do in activities.

Teaching tips
 • Draw learners’ attention to the case studies provided in the Learner’s Book as these present 

real-life scenarios and people’s actual experiences. This helps the subject to come alive.
 • Encourage learners to visit appropriate websites as often as possible. These will provide 

additional information and can be very useful when learners need to do research. 
 • Explain the importance of the worked examples and calculations in the Learner’s Book. 

By using a relevant example, they supply helpful information about how to work through 
calculations. This information will encourage learners to work independently. 

 • Group work is one of the strategies that can be used e�ectively in large classes and can 
be adapted for di�erent activities and circumstances, e.g. if you are revisiting a particular 
concept or skill with a group of learners who need extra support, give yourself the time to do 
so by grouping the more able learners together to do an extension activity instead. 

 • Learners need to understand the human circulatory system.
 – Humans require a circulatory system to link cells with one another to supply oxygen and 

nutrients and remove waste products. 
 – Make sure that learners understand the di�erence between oxygenated and 

deoxygenated blood. 
 – Make use of additional diagrams and drawings to explain the double circulatory system.

 • Learners need to understand the internal and external structure of the heart. 
 – Learners need to understand that the heart is divided into a right side that contains 

deoxygenated blood and a left side that contains oxygenated blood.
 – The dissection of the heart is an important practical activity.
 – Mammal hearts can be obtained from your local butcher. 
 – If you cannot get enough hearts for your learners to do the dissection in groups, perform 

the dissection as a demonstration.

Safety tips for the classroom 
 • Familiarise learners with the behaviour that will be required and as well as all safety rules.
 • Learners must be shown how to use the equipment in the dissection kit safely. 
 • If any other equipment is being used to do the dissection, demonstrate how to use that 

safely too.
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LIFE SCIENCES: UNPACKING A HOT TOPIC

(Activity from the Oxford Successful Life Sciences Grade 10 Learner’s Book)



LIFE SCIENCES: A LESSON PLAN

Lesson plan: The heart

Date:     Grade: 10  Term: 
Strand: 2   Unit: 2   Contact time: 90 minutes
       (2 lessons of 45 minutes)
Content/Concept:  Activity:  Resources required:

Expected learner background/Links with previous knowledge or activities:
 • Liquids �ow from areas of high pressure to areas of low pressure.
 • The pressure gradient down which blood �ows is produced by:
 • the pumping action of the heart 
 • the contraction of muscles in the walls of veins and arteries 
 • the contraction of the intercostal muscles during inhalation. This enlarges the chest cavity, 

reducing the pressure inside the cavity, which helps to draw blood back to the heart. 

Learning intention (what we want learners to learn):
Learn about the internal and external structure of the heart

New vocabulary to teach:
 • atria: the two upper chambers of the heart (singular: atrium)
 • ventricles: the two lower chambers of the heart that pump blood out of the heart
 • septum: wall dividing the left and right sides of the heart  

Links with next activity:
Blood vessels: Role and types

Teaching plan

Introduction: 
Revise the human circulatory system. 

Body:
 • Refer to pages 116 and 117 of the Learner’s Book. Use Figures 1 and 2 as a reference to discuss 

the internal and external structure of the heart.
 • Refer to pages 118 and 119 of the Learner’s Book and perform the practical activity.

Consolidation:
After the practical, use Figure 2 to identify the chambers, valves, muscle, blood vessels, atria, 
ventricles and septum.

Assessment: 
 • This activity is designed for informal assessment. 
 • Assess learners’ ability to identify the chambers, valves, muscle and blood vessels of the heart.

 • Internal and external 
structure related to 
functioning

 • Dissection of mammal 
heart

 • Identify chambers, valves, 
muscle and blood vessels

Practical activity 
(pages 116–119 of 
Learner’s Book)

Teacher’s Guide, Learner’s Book, 
mammal heart (sheep, cow or pig) 
obtained from a butchery
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NOTES



 PHYSICAL SCIENCES: AN INTRODUCTION

The Physical Sciences CAPS document provides guidelines on how much time should be spent on each 
topic and which content should be covered in that time.  The CAPS documents provide a full programme 
of assessment, which indicates the type and number of tasks to be completed every term for the formal 
assessment programme.

Taken from Oxford Successful Physical Sciences Grade 10 Teacher’s Guide

Oxford Successful Physical 
Sciences Teacher’s Guides 
provides teachers with full 
planning and assessments.

Resources required to e� ectively teach FET Physical Sciences:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade

Speci� c subject resources
 • Pictures
 • Texts
 • Other small resources to explain concepts during activities
 • Equipment needed for various experiments as stipulated in textbook
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PLANNING AND ASSESSMENT FOR 
PHYSICAL SCIENCES

Oxford Successful 
Physical Sciences 
provides teachers with 
carefully planned CAPS 
compliant assessments.

Oxford Successful 
Physical Sciences 
Teacher’s Guides 
provide clear 
guidelines and 
teaching ideas for 
Physical Sciences.

Taken from Oxford Successful Physical Sciences Grade 11 Teacher’s Guide

Taken from Oxford Successful Physical Sciences Grade 11 Teacher’s Guide

Taken from Oxford Successful Physical 
Sciences Grade 11 Teacher’s Guide

Taken from Oxford Successful Physical Sciences Grade 11 Learner’s Book



PHYSICAL SCIENCES: UNPACKING  
A HOT TOPIC

CAPS topic:  Acid-base reactions

Vocabulary
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read text containing new words, make sure that you draw attention to them in context. This will 
help learners to grasp the new concepts and enhance their understanding thereof. It is also very 
important to explain key instruction words (exam words) so that learners will understand what 
they have to do in the activities.

 Teaching tips
• Physical Sciences investigate physical and chemical phenomena. This is done through 

scienti�c inquiry and the application of scienti�c models, theories and laws in order to 
explain and predict events in the physical environment. Learners need to have a clear 
understanding of what this means.

 • Practical investigations and experiments should focus on the practical and process skills 
required for scienti�c inquiry and problem solving. Learners are scienti�c skills are assessed 
based on their ability to plan, gather information and communicate results and conclusions. 

 • The CAPS document does not require an in-depth study of acids and bases, but rather that 
all previous knowledge of acids and bases be consolidated. 

 • Before you start, recap what was learnt in Grade 9 and highlight the following:
 – The reaction between an acid and a base is called a neutralisation reaction.
 – When an acid and a base react, water and a salt are produced (ask the class for examples 

of salts).
 – A salt is the product that forms when a metal ion (from the base) replaces the hydrogen 

ion in an acid.
 – The overall equation is: acid + base ➝ salt + water.
 – Discuss the use of some common acid-base reactions. Make reference to pit latrines and 

discuss the use of limestone in these toilets.
 • The focus in Grade 11 is on how speci�c salts can be formed from speci�c acids and bases, 

the isolation of salts and some common acid-base reactions.
 • Ask the class for examples of acids, bases, metal hydroxides, metal oxides, metal carbonates 

and hydrogen carbonates.
 • When de�ning acids and bases in Grade 11, it is important to remember that the Bronsted-

Lowry theory is used at school level to describe the behaviour of acids and bases.
 • Remember, there are four types of reactions that can be generalised to that, e.g. almost any 

metal hydroxide and almost any acid will produce water and a salt. 
 • It is important to drill learners to recognise how we can predict which salt will be formed. 

This is one of the subjects in the next unit. 
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PHYSICAL SCIENCES: UNPACKING 
A HOT TOPIC

 (Activity from the Oxford Successful Physical Sciences Grade 11 Learner’s Book)



PHYSICAL SCIENCES: A LESSON PLAN

Lesson plan: Acid-base reactions

Date:     Grade: 11  Term: 4
Module: 7   Unit: 6   Contact time: 90 minutes
       (2 lessons of 45 minutes)
Content/Concept:  Activity:  Resources required:

Expected learner background/Links with previous knowledge or activities:
Revise Grade 9 work: The reactions of acids with metals, metal oxides, metal hydroxides etc.

Learning intention (what we want learners to learn):
 • The three standard acid-base reactions.
 • Using acid-base reactions to produce speci�c salts.
 • Isolating salts form solution.
 • Everyday uses of acid-base reactions. The blair (pit latrines) toilet.

New vocabulary to teach:

Links with next activity:
Acid-base indicators

Teaching plan

Learners must have a thorough understanding of the production of salts. 

Introduction: 
 • Revise Grade 9 work.
 • Write the general reactions of acids with metal hydroxide, acid-metal oxide and acid-metal 

carbonates on the board.

Body:
 • Work through pages 256 and 257 of the Learner’s Book and discuss the acid-base reactions. 
 • Emphasise the fact that speci�c salts can be produced using acid-base reactions. 
 • Discuss Table 1 and the Worked example on page 258 of the Learner’s Book.
 • Discuss the method of isolating salts from a solution shown on page 259 of the Learner’s Book.
 • Refer learners to page 260 and discuss the everyday use of acid-base reactions. Pay particular 

attention to the use of limestone in blair toilets.

Consolidation:
 • Revise the three acid-base reactions. 
 • Revise using acid base reactions to produce speci�c salts.
 • Revise isolating salts from solutions.
 • Revise everyday uses of acid-base reactions (e.g. the function of calcium carbonate in blair toilets). 

Assessment: 
 • This activity is intended for informal assessment.
 • Suggested answers should be discussed with learners.

 • The three standard  
acid-base reactions

 • Using acid-base reactions  
to produce speci�c salts

 • Isolating salts from solution
 • Everyday uses of acid-base 

reactions

1 (page 272 of 
Learner’s Book)

Teacher’s Guide and Learner’s Book

isolate: to crystallise the salt out of the 
solution

blair toilet: pit latrine (discuss name) 
identify: �nd, name and mention (exam word)
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NOTES



 GEOGRAPHY: AN INTRODUCTION
The Geography CAPS document provides guidelines on how much time should be spent on each topic 
and which content should be covered in that time.  The CAPS documents provide a full programme of 
assessment, which indicates the type and number of tasks to be completed every term for the formal 
assessment programme.

Taken from In Search of Geography Grade 12 Teacher’s Guide

In Search of Geography Teacher’s Guides provide clear 
guidelines and teaching ideas for Geography.

Resources required to e� ectively teach FET Geography:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade

Speci� c subject resources
 • Wall maps
 • Globe
 • Set of Atlases 
 • Dictionary
 • Magazines and newspapers to use for activities and classwork
 • Try to obtain access to TV/DVD and /or CD player for audio visual presentations
 • Access to Internet for Google Earth and YouTube videos
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PLANNING AND ASSESSMENT FOR 
GEOGRAPHY

In Search of Geography Teacher’s 
Guides provide teaching guidelines and 
additional resources for the teacher.

In Search of Geography books 
provide teachers with carefully 
planned CAPS compliant 
assessments.

Taken from In Search of Geography Grade 12 Teacher’s Guide 

Taken from In Search of Geography Grade 12 Teacher’s Guide

Taken from In Search of Geography Grade 12 Teacher’s Guide



GEOGRAPHY: UNPACKING A HOT TOPIC
CAPS topic:  Tropical cyclones

Vocabulary:
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read text containing new words, make sure that you draw attention to them in context. This will 
help learners to grasp the new concepts and enhance their understanding thereof. Encourage 
them to use the new words in their own sentences. It is also very important to explain key 
instruction words (exam words) so that learners understand what they have to do in activities.

Teaching tips:
 • Learners need to know that Geography is the study of people, places and the environment. 
 • Geography is known as an integrated science because it draws on knowledge from both 

natural and social sciences to understand how the world works and to explore and explain 
the spatial patterns found on it. 

 • Geography’s methods of enquiry (with key questions) are summarised below. Ensure that 
learners master these skills so that they can succeed during the exam.

Tips on how to answer source-based questions during the exam:
Some questions are based on source texts or illustrations. In the practical exam, the source is a 
topographic map which may be accompanied by an orthophoto map or a photograph of some 
kind. Teach learners that before they answer such questions they should do the following:
 • Read the source of the text carefully. 
 • Study the map carefully to identify the main geographic themes.
 • Examine the axes of graphs and keys of all maps, making sure you know what they 

represent.
 • Underline and make notes about key points in the source.
 • Compare information in the sources to what the question is asking you to do.
 • Plan your answer by referring back to the source.

Methods of enquiry Key questions to ask

Observation What is it? What is it like? Who or what is a�ected? 

Description 
Where does it occur? What process is taking place? What 
pattern is evident? How long, wide or high is it?

Analysis and explanation 
What happened or is happening? Why is it there? Why did it 
happen? How is it changing?

Evaluation and explanation What are the e�ects? What is likely to happen next?

Decision-making
Who bene�ts? What decisions must be made? What are 
the costs and bene�ts of those decisions? How should it be 
managed?

Personal evaluation, judgement and response What is my opinion? What action can I take?
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GEOGRAPHY: UNPACKING A HOT TOPIC

 (Activity from the In Search of Geography Grade 12 Learner’s Book)



GEOGRAPHY: A LESSON PLAN

Lesson plan: Map skills 

Date:     Grade: 12  Term: 1
Module:    Unit: 2   Contact time: 
Content/Concept:  Activity:  Resources required:

Expected learner background/Links with previous knowledge or activities:
Ensure that learners are familiar with synoptic weather charts, especially pressure systems. 

Learning intention (what we want learners to learn):
 • Know the areas where tropical cyclones form.
 • Know the factors necessary for their formation.
 • Know the stages of cyclone development.
 • Recognise associated weather patterns.
 • Read and interpret satellite images and synoptic weather maps.

New vocabulary to teach:

Teaching plan
Guidelines to implement activity: 
 • This is an important activity for skills development.
 • Read and interpret the satellite image and synoptic chart of Cyclone Eline.  
 • Ensure that learners are familiar with synoptic weather charts and especially with the interpretation 

of pressure systems. Refer to Figure 1.20 on page 26 of the Learner’s Book.

Suggested answers:
1. Rainfall along the coastline, e.g. see weather station at Beira √; wind direction has changed by more 

than 90° since the leading edge of the cyclone passed over the coastline √; low pressures measured 
over the coastline that are lower than normally expected.√

2. 1008 – 996 = 12Pa √
3. A surface low-pressure trough over South Africa would assist Eline to travel further west- and 

southwards. √
4. Harare is experiencing the leading edge of the cyclone (wind direction is south westerly) √ while the 

wind direction at Beira is caused by the back side of cyclone (easterly). √

Assessment: 
 • This activity is intended for formal assessment, but assess learners informally �rst, using the 

suggested marking memorandum (25 marks). Give feedback on their performance to prepare 
learners for formal assessment.

 • Learners should then submit the completed work for assessment. Give further feedback.

Tropical cyclones 6 (page 28 of 
Learner’s Book)

Teacher’s Guide, Learner’s Book and an 
atlas 

pressure gradient: the rate of change in air 
pressure over the distance between two  
pressure zones 
hurricane: Low-pressure systems in North Atlantic 
Ocean and north-eastern areas of Paci�c Ocean 
typhoon: Low-pressure systems formed in 
southern Indian and Atlantic Oceans
unstable air: air that is warmer than its 
environment and will therefore tend to rise
wind shear: change of wind direction over either 
horizontal or vertical distances. A cold front 

system or an upper level stream of fast-moving air 
are possible causes of wind shear.
Coriolis e�ect: the e�ect on a mass of air which 
results in the path of its movement being 
de�ected to the left in the southern hemisphere; 
caused by the Earth’s rotation
torrential: extremely heavy 
storm surge: the intense low pressure in a tropical 
cyclone passes over the sea and raises sea level, 
causing waves that are much higher and more 
destructive than usual along the shores 
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NOTES



Resources required to e� ectively teach FET History:

General resources
 • Quality notebook
 • Quality textbook suitable for grade, content and language level
 • Teacher should be familiar with the content taught
 • Access to a variety of reading books and visual material suitable for the grade

Speci� c subject resources
 • Wall maps
 • Globe
 • Set of Atlases 
 • Dictionary
 • Magazines and newspapers to use for activities and classwork
 • Try to obtain access to TV/DVD and /or CD player for audio visual presentations
 • Access to Internet for Google Earth and You-tube videos

Taken from In Search of History Grade 11 Teacher’s Guide

In Search of History Teacher’s Guides provide clear 
guidelines and teaching ideas for History.

HISTORY: AN INTRODUCTION

The History CAPS document provides guidelines on how much time should be spent on each topic 
and which content should be covered in that time.  The CAPS documents provide a full programme of 
assessment, which indicates the type and number of tasks to be completed every term for the formal 
assessment programme.
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Taken from In Search of History Grade 11 Teacher’s Guide

Taken from In Search of History Grade 11 Learner’s Book

In Search of History 
Teacher’s Guides 
provide teachers with 
carefully planned CAPS 
compliant assessments.

In Search of History 
Learner’s Books provide 
learners with informal 
assessments and revision 
activities to equip them 
with the knowledge and 
skills for their formal 
assessments.

 PLANNING AND ASSESSMENT FOR 
HISTORY



HISTORY: UNPACKING A HOT TOPIC

CAPS topic: Communism in Russia 1900–1940  
Content: Communism in Russia 1900–1940 

Vocabulary
It is important to teach learners the unfamiliar words that they will meet in a new unit. When you 
read text containing new words, make sure that you draw attention to them in context. This will 
help learners to grasp the new concepts and enhance their understanding thereof. Encourage 
them to use the new words in their own sentences. It is also very important to explain key 
instruction words (exam words) so that learners understand what they have to do in activities.

Teaching tips
This topic is conceptually di�cult and many activities have therefore been provided in order to 
focus on di�erent concepts.
 • Knowledge in History is constructed and the emphasis is on knowledge construction from 

the evidence derived from historical resources.
 • Encourage, assist and allow learners to engage in constructive debate, to confront issues and 

to address current social and environmental concerns. Give them opportunities to analyse 
sources and evidence and to study di�erent interpretations, opinions and voices. This is 
essential for developing critical thinking. 

 • Always bear in mind that History is an excellent preparation for the world of work, where 
open-minded, independent thinkers, problem-solvers, those who can organise their 
thoughts and opinions and those who can prioritise and present information are highly 
valued. 

 • Ensure that learners understand concepts like communism, capitalism, socialism and 
democracy.

 • Remind learners to ask the following questions when analysing any source:
 – What is it about and what kind of source it is?
 – When and where was it made?
 – Who made it and why and how does this in�uence its message or style?
 – How is it expressed?

 • In this topic special focus must be given to learning how to analyse:
 – objectivity and subjectivity
 – persuasive techniques in written and visual sources
 – propaganda
 – primary sources.

 • Let learners practise how to write essays, give peer assessment and create posters.
 • Give learners opportunities to do research tasks.
 • Ask the school/local library to buy books from the list on page 227 of the Learner’s Book.
 • Read the summary at the end of every topic before going to class and use it to structure your 

explanation of the content to learners.
 • At the end of topic, go back to the timeline and put learners into groups to discuss in more 

detail what each entry is about. This will reinforce the content that has been covered.
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HISTORY: UNPACKING A HOT TOPIC

(Activity from the In Search of History Grade 11 Learner’s Book)



HISTORY: UNPACKING A HOT TOPIC

Lesson plan: Communism in Russia 1900–1940  

Date:     Grade: 11  Term: 1 (weeks 1–8)
Module:    Unit:    Contact time: 
Content/Concept:  Activity:  Resources required:

Expected learner background/Links with previous knowledge or activities:

Learning intention (what we want learners to learn):
 • Learn about communism and the Russian Revolution.
 • Learn about Lenin’s political and economic policies.
 • Learn about Stalin’s political and economic policies.
 • Learn about capitalism in the USA 1900–1940.

New vocabulary to teach:
 • bourgeois: middle class, believing in the rights to private ownership, wealth and individualism
 • consumer goods: goods such as food, clothing, furniture and electrical devices
 • denounced: publically announced as being wrong
 • compare (exam word): identify the features that are the same and those that are di�erent

Links with next activity: 
Communism and the Russian revolution

Teaching plan

Introduction:
Explain to learners that during the 20th century the world was dominated by two very di�erent 
economic and political systems: communism and capitalism. Ask learners to de�ne communism and 
capitalism; this will set the tone of the lesson.

Guidelines to implement activity: 
 • Discuss all the concepts, di�cult words and exam words with learners.
 • Discuss the importance of looking at who has made a source and how this in�uences what it says.
 • This activity looks at how the state controlled media and education to in�uence people’s thinking. 

This could lead to a discussion about how and whether this is done by governments today. 
 • The learners could also discuss what else shapes the way we understand the world. 
 • Question 3 focuses on statistics: Discuss the ways that statistics can be useful as sources of evidence 

(e.g. they give a broad overview and show trends, they are based on research and should be 
objective) and in what ways they are limited (e.g. for them to be reliable they need to be based on 
a wide sample, they need to be accurately recorded, they should be based on raw scores and not 
rounded up or down).

Revision and assessment:
 • For revision activities (key issues) refer to page 38 of the Teacher’s Guide.
 • For suggested answers refer to pages 28 and 29 of the Teacher’s Guide. Think about and discuss 

these answers.
 • For a formal assessment test refer to pages 39 and 40 of the Teacher’s Guide.
 • For an essay-writing rubric refer to page 41 of the Teacher’s Guide. 

Teacher re�ection: 
This depends on how learners reacted towards the content. Were they positive or negative? This will 
determine the next steps to take in lesson planning.

Communism in Russia 
1900–1940

2 (page 35 of 
Learner’s Book) 

Learner’s Book and Teacher’s Guide   
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