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Introduction 

Within TOTA we are creating a culture in which 

we value and respect learners efforts to make 

meaning and to have sincere human 

connections and experiences in life. As 

teachers and trainers, we commit to delivering 

engaging lessons for our students. We 

recognize the fundamental human desire to 

make meaning of our experiences and 

acknowledge that many cultures do this in 

different ways. 

Our cultural ambition is to bring the multiple 

descriptions of meaning, linguistic and cultural, 

to our learners in the hope that such cultural 

and linguistic awareness in a meaning driven 

world creates a greater sense of commonality 

as human beings. 
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Teaching Skills

When we teach it is important to know what our standards should be and how we will be measured. The 

competencies listed below highlight the  skills for teachers who work with TOTA. The competencies are

adapted from the Cambridge assessment criteria for CELTYL and the YL Extension to CELTA. 

Planning for effective teaching of young learners by: 

• preparing an appropriate lesson plan, based on materials provided, including details of stages and timings

• identifying appropriate learning outcomes, relevant to the age and the stage of the course and in

relation to the materials provided

• plan effectively for the learner-centeredclassroom

• anticipate potential difficulties with language and tasks and plan practical response to ensure all learners

are able to meet the aims of the lesson and course

• Plan for the language rich classroom by selecting language appropriate for the learners, the stage of the

lesson and the overall lessonobjective

• selecting, adapting and using an appropriate range of materials and resources as provided by the center

• adapting materials for the group where and ifappropriate

• present all materials professionally (including any board work), with regard to copyright requirements

Demonstrate classroom teaching skills by: 

• establishing rapport and developing motivation of learners

• adjusting own language to meet the level and needs of learners

• giving clear instructions, including demonstrations and other techniques

• provide clear, accurate and appropriate models of language

• focusing on specific language areas and/or skills through the topics, tasks and activities

• conveying the meaning of new language using a variety of appropriate techniques and in

clear, appropriate contexts

• checking learners' understanding of new language to an appropriate level

• maintaining lesson flow by adjusting pace and groupings to suit the stage and aims

• maintaining discipline and control and ensuring learners have the maximum time on task

• focusing on relevant aspects of the meaning, form and pronunciation of language

• clarifying forms of language appropriate to age and context
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• identify errors and sensitively correct oral and written language

• monitoring and evaluating learners' progress

• integrate additional activities for literacy and other curriculum areas, where necessary, to ensure

all learners meet the overall lesson and course objectives

Demonstrate awareness of the teaching/learning process by: 

• teaching the class with sensitivity to needs, interests and the background of the group

• organizing the classroom to suit the learners and/or the activity

• setting up and managing pair, group, individual and whole classwork

• responding to classroom circumstances by adapting activities where and if appropriate

• adopting a teacher role appropriate to the stage of the lesson and the teaching context

• teaching to help develop learner autonomy and self-awareness, including an appropriate focus on higher- 

order thinking skills relevant to the age of learners and the overall objectives of the lesson

• responding to learners' language performance by adapting activities where and if appropriate

Demonstrate commitment in professional development by: 

• reflecting on lessons and through self-assessment

• seek and respond to feedback frompeers/colleagues

• co-operate with colleagues for the benefit of all (including sharing ideas and insights from own

practice and experience in the center)

• attendance and punctuality
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Teaching Description

Position 

Responsible To 

Primary Objectives 

Teacher

Train The Teacher

To improve as a teacher through rigorous attention to teaching

To help students to learn more, and to become better learners. 

To contribute to the academic and work culture of excellence at TTT & TOTA. 

1 

2 

3 

Performance Expectations 

Key tasks Results expected and how they are measures measured 

To be personally reliable Early and fully ready to teach on time with no absences. 

To pay close attention to 

the TTT & TOTA Teacher
Competencies 

Feedback from academic staff demonstrates implementation of 

competencies as appropriate in teaching. 

To review all existing and 

new material provided by 

Train The Teacher

Lesson planning demonstrates awareness of Box content on how to 

teach. 

To plan and present high quality 

teaching. 

Lessons are planned and well prepared. 

Learning objectives are identified and clearly achieved in lessons. 

A variety of teaching strategies are used to meet learning needs of the 

students. 

Complete coverage of TTT & TOTA course requirements achieved. 

To assess student achievement. Appropriate assessment undertaken with students. 

Feedback to students is prompt, accurate and 

constructive. Spidergraphs or reports are completed if
required. 

To evaluate programmes and 

courses. 

Appropriate participation in evaluation of all programmes/

courses undertaken by peer teachers

To keep ahead of current 

teaching practices and 

knowledge in the subject area. 

New teaching/learning strategies reviewed and considered on a regular 

basis. 

Specialist knowledge and activities shared with colleagues. 
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Working Environment Guidance for Teachers

Our aim on our course is to have the best learning in the world. To achieve this we must be as reliable 

as the sun :)
Technology reliability is one of the two biggest factors in parent and child satisfaction. (The other 

biggest factor is teacher reliability). Being diligent about your technology setup and practicing as 

much as you can is the first step to great learning. 

Internet connection speed test (takes 20 seconds) 

Test your internet connection speed so you know your speed is fast enough for good 

communication. Your speed should be less than 300 ms http://www.meter.net/ping-test/ 

A ping test uses your internet connection to send out some packets of data to a specific address. 

These packets are then sent back to your computer. The test 

records the amount the time it took for the packets to reach 

the address, and whether or not any packets were lost in the 

process. 



If you have our Logitech HD 1080p you won’t need a headset. 

If you are using your laptop integrated camera, you will need a 

headset with closed cups for sound quality 



We recommend headsets, so please check before you use or buy one.

Headsets with microphones often come with two plugs that are only suitable if you get a 

two-to-one jack adaptor. 



Internet connection is faster with a land cable. (WiFi gets 

micro interruptions). 
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Teacher Lesson Checklist

Before the lesson, please take a few minutes to go over the checklist and keep these factors in mind in 

the lesson. Regardless of how many students you have, start exactly on time. 

Before Class Tick 

Login and review your lesson in Classin 1 hour before class, check for updates. 

Check sound quality, microphone, camera and recording functions on Classin 20 

minutes before the lesson. Immediately report any quality issues.  

Depending on the height of your table and chair, we recommend you have your 

laptop 3 inches higher on the table to provide optimal face place on screen 

Get an earphone so you can hear comments if you have a coach. 

Have a big desk so you can have props on it, and can access them easily without 

leaving the screen. 

Place your face on screen: entire head and shoulders should be visible on screen, and 

ensure there is space on either side for gestures. 

Make sure your face is well-lit so your image on the screen is clear and sharp. 

Practice clicking, dragging and resizing screens before the lesson. 

Avoid 

 Having other apps/email accounts etc. running while you are tutoring

 Having other computer or operating systems too near as this will cause loud

feedback

 A high back on your chair – it makes you trapped and immobile.

In Class: Manner & Interaction with Children Tick 

Keep your voice bright with a big pitch range. 

Keep facial expressions animated (smile a lot) to keep children engaged. 

Stand, talk and move as much as possible while remaining in screenshot. 

Hold gestures for 5 seconds so children can notice them. Wait for verbal replies; an 

audio delay of 4 to 5 seconds is not unusual. 

If you can’t sing, lip sync. 

Keep teacher talking time to a minimum and be conscious of not talking over the 

children. 

Drag your own image to the center-screen for more personal contact 

with the children. 

When you drag kids in, don’t cover the word prompts. 

When you drag yourself in, this needs to be portrait, not landscape so it doesn’t 

consume too much screen space and hide words. 

Drag children’s face to screen to greet individual child. Dragging children center 

screen to greet them at the start of the lesson makes them realize it is not TV, and 

they are not observers; they are participants. 

Give trophies, but only when the answer is correct. 

Drag each child center-screen and say goodbye to each child at the end of the class. 

Leave the lesson with the Goodbye song playing. 

8



Lesson Feedback: Tick (or comment) 

Make your own notes on 

what you can improve 

on. 

Comment on any technology related issues, be as specific as you can. 

 Audioquality

 Sharpness of

studentimage

 Technology

challenges

studentshad

 Technology

challenges you

had

Comment on any lesson 

design and delivery 

issues (non-technology). 

After Class: Reporting Tick 

Complete Report if and when required.

Send feedback as necessary on lesson delivery 
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