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Class Planning & Layout Guide

Overview:  The purpose of any class (as opposed to a briefing) is to educate the students about the topic at hand.  To do this effectively every teacher needs a plan that addresses the five stages of teaching.  Since few of us are professional educators, this guide has been developed to help you in making your class excel.  Using this guide will help you focus your ideas and probably won’t involve much more time than you would have used planning a class anyway!

The Five Phases: There are five phases to delivering a class/presentation.  Each phase is dealt with individually below.

Phase One: 
Preparation – This is where you pick a topic, research a topic, and develop your outline


Phase Two: 
Explanation – This is sharing your knowledge with your students.

Phase Three: 
Demonstration – Many people learn differently.  In this phase you “show” how to do what you have just explained.

Phase Four: 
Performance – This is where the students perform an act that helps them understand the topic better.

Phase Five: 
Evaluation – This is where the students demonstrate mastery of the topic (quiz, project, etc…)
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Phase One – Preparation

Answer the following questions to help you plan.

1. What is your topic?

2. Identify between three and five main points that you wish to get across to your students

a.

b.

c.

d

e.

3. What do you want your students to be able to do/know at the end of the class?

Phase Two – Explanation

4.
On a separate sheet of paper, take your main points from #2 above and develop an outline.  REMEMBER!  Each main point should have at least two supporting subpoints.  Also write down any important statistics or numbers you will need.

5.
Now write an introduction for your outline.  You may end up not using it for the actual class, but it’s good to have one.

6.
Now write a conclusion for your outline.  This will conclude the Explanation Phase.  Next we move to Demonstration.
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Some people learn better by seeing the instructor demonstrate the idea rather than hearing lecture.  This phase is aimed at helping those students!

7. From #3 above, identify the main goal of your class.  Now think of a way to demonstrate this.  Examples might be having an experiment for an Aerospace principal, finding an ELT, filing a flight plan, etc…
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8. What materials will you need for this activity?  Remember AV equipment, tools, papers, etc…

9. Do the students need to bring anything?  If so, what?

Phase Four – Performance

10. Have the students either repeat what you did above, or develop something they can do.  Example:  if you taught about airplane parts (explanation), then took a tour of the plane (demonstration), you could have a some model planes and have the students in groups place labels on the parts.  Develop something and describe it here:

11. What materials will you need for this activity?  Remember AV equipment, tools, papers, etc…
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Phase Five – Evaluation

Now you need to see what they have learned.

12.
Select an evaluation method for the students.  Develop it.  These don’t have to be long or involved and can be written, oral, a task, or a takehome assignment.
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And now you’re done!  All that’s left is to go out there and teach.  But be sure to do a few practice run throughs before you hit the stage!  Thanks for helping make a difference!
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