MODULE 2

Timetabling

Rationale

Designing an appropriate timetable for a multigrade situation can be a chal-
lenging task. '

For the multigrade teacher, however, a well-planned timetable is crucial for
the efficient use of instructional time, matérials-and resources. It also sets
the tone for, and reflects the educational philosophy of, the school.

Without a timetable, there would be chaos and many of the values inherent
in education would be lost; values that relate to times of work; types of
skills; attitudes; resources; national and societal goals; and culture.

Objectives

Need for

Teachers should be able to:

(1)  list reasons for timetabling;

(2) identify factors to be considered in designing a timetable, and briefly
state how they affect the design;

(3) discuss different approaches to designing a timetable;

(4)  explain the differences between timetables based on the weekly for-
mat, and the day format;

(5) design a timetable for a given situation and be able to justify the choice.

timetabling

A timetable is the means by which resources - teachers, teaching areas, fi-
nance and time - are marshalled to provide the greatest possible educational
opportunities and alternatives for pupils, in the most cost-effective manner.
In the developing world, the emphasis on cost-effectiveness cannot be over-
stated. The more effectively resources are utilised, the better the education
for the greater number of children. Decisions expressed by the timetable af-
fect the entire school population and reflect the educational programme
and philosophy of the school.
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In the multigrade situation, as well as the single-grade one, the timetable is
essential for several reasons:

(i) it helps teachers, as well as students, to ‘pace’ themselves;

(ii) it enables teachers to plan lessons so that the syllabus stipulated by
the ministry, or the school itself, is completed in the available
time; and

(iii) it enables students to prepare themselves mentally for what happens
next, as the routine or pattern makes them comfortable and also fa-
cilitates learning.

A well-designed timetable provides opportunities for meeting students’
needs, by taking account of their age, attention span, abilities, interests and .
ambitions. Other important factors that must be considered are class size

and teachers’ skills and competencies.

The timetable is also needed for the teacher, especially in the multigrade
situation, in order to manage resources, space and time effectively.

The timetable must also accommodate the ministry’s directives on contact
time, subjects to be taught and their allocation.

In essence, a timetable should be pupil-centred to maximise learning oppor-
tunities.

Factors to consider

In order to prepare an appropriate timetable, the following should be consid-
ered: '

(1)  the total amount of contact time available;

(2)  the subjects to be incorporated and the weight to be given to each
subject (as stipulated by ministry policies and directives);

(3)  the kind of flexibility that should be incorporated in the timetable;

(4)  the arrangement of subjects, given students’ preparedness and levels
of concentration, at different times of the day;

(5) the available resources, for example, space and facilities, and also
which subjects can be taught simultaneously;

(6) the topics that may be infused;

(7)  teacher competence and skill, for example, in the subjects of music,
p P
physical education, reading, science, as well as teacher availability;
and



(8) attitudes of students, teachers and community.

Teachers may have other considerations but the above will help in design-
ing an appropriate timetable. Preparing a timetable may be time-consuming,
but it is worth investing the time to develop an appropriate one.

Teachers can appreciate the importance of the timetable but must also rec-
ognise that there are times when it is necessary to deviate from it. If, how-
ever, this is happening too often, then it may be necessary to modify the
timetable to better reflect the changes that are being made.

Contact time

The amount of teaching time the teacher spends with his/her class class is
called ‘contact time’. The school day is usually broken down into periods.
The length of a period varies from school tq school. However, there are few
periods that are less than twenty minutes long or more than forty-five min-
utes long. The decision on length of period is made by the ministries or indi-
vidual schools.

Time spent with pupils is maximised through careful planning beforehand.
Alexander et al. (1992) suggest that there should be a more equitable distri-
bution of non-contact time and that individual schools need to monitor
their non-contact time within the ministry guidelines.

Teachers are expected to use time for quality instruction and for helping stu-
dents develop skills through individual teaching, group teaching or whole
class teaching. Most teachers would, at some point of the day, have em-

ployed the use of all three methods.

Subjects taught

The subjects to be taught, and the weight given to each subject, is usually
stipulated by the ministry. Generally, the subjects include reading, English
language or language arts, mathematics, science, social studies, music, physi-
cal education, and in some cases religious education.

Often, more weight is given to reading, language arts and mathematics. For
instance, the teacher may be required to teach ten periods of mathematics

per week and three periods of science.

Some educational researchers warn against doubling periods (for some
grades and classes) as this may result in less learning taking place:

The 40 minute period fits well with recent research, that the atten-
tion span of the average secondary student begins to decline after
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30/40 minutes. Double periods of 80 minutes reduce the amount of
work for timetables, but their durability must be carefully considered,
taking into account the amount of project and practical work in a sub-

ject. (Better Schools, Module 4, p 10.)

This is especially true for the primary student who has an even shorter atten-
tion span. Teachers therefore, in designing the timetable, should take these
factors into consideration, and plan so that the aims and objectives of their
daily instruction will be achieved.

Flexibility

Timetables are not engraved in stone and should never be treated that way.
They should be used as guides for subject divisions and arrangements that
enable teachers to cover the curriculum for each grade in the most effeetive
way.

Teachers should have flexible arrangements and opt for choices that will en-
able them to spend an adequate amount of contact time with each of the
grades or groups.

One way to do this is to put topics that require a lot of teacher time to-
gether with subjects that require less. For example, one class nay work at a
topic in mathematics while the other works at language arts irom a textbook.

The textbook work will require less teacher time in that after the initial in-
troduction and explanation, the children can work on their own while the
others are taught a new concept or skill in mathematics.

Another way is to put the same subjects together, but teach a different con-
tent. The degree of flexibility that can be incorporated into teaching will
vary in accordance with the way the timetable has been prepared.

According to the findings of the UNESCO publication Synthesis of Case
Studies on Single Teacher Schools and Multigrade Schools (1996, p 18), flexible
timetables for pupils demands the following:

e careful work preparation;

e good management of activities and presence in the class;

e a management of activities which avoids periods of inactivity and
lack of time to complete tasks;

e the arrangement of class space: permanent and temporary space,
furniture, aisles; and

e the provision of reading materials so that pupils can work alone.



Flexible timetabling is especially important in the ‘thematic approach’. This
methodology involves organising the school day around a theme/topic, for
example, ‘communication’ or ‘animals’. This approach is very useful because
it can be infused into any timetable and has the potential to cover all or al-
most all of the subjects without making any major changes.

It is very useful for project work. The activities developed through a theme
can often be carried out using materials from the environment.

A timetable which offers maximum flexibility often reflects a combination
of subject groupings. It makes allowance for easy manipulation and adapta-
tion while taking into account the type of subject, curriculum weighting,
time of day and other relevant factors, It also gives the teacher scope to
make maximum use of time, space and other resources, in a way which will
produce the best and most desired learning outcomes.

- -

Arrangements of subjects

Students’ levels of preparedness, degree of alertness and interest level vary
throughout the day.

Some teachers observe that students are at their best early in the morning,
and thus ‘core’ subjects like mathematics, language arts and reading are time-
tabled for these times, and more practical or activity-oriented subjects are
timetabled in the afternoons, for example, art and craft, physical education,
science.

However, in timetabling teachers should note that all subjects incorporate
both mental and physical activity.

Another consideration in looking at subject arrangements in the timetable
is to sequence subjects of differing demands. For example, physical educa-
tion - requiring much physical activity, followed by reading - requiring quiet
individual seat work, followed by science - requiring group investigations,

followed by singing - requiring whole class participation.
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Ti me schedule

In many developing countries time specifications for school hours is decided by the Minis-
try of Education or the local authority on education. Such reduction or increasing of
school hours needs special approval. The total number of school hours per week remains
the same for a school in a multigrade situation as for an age-grouped primary school.
There is need for flexible scheduling of time for each subject per day, provided that offi-
cially allocated time for each subject per week remains unchanged. In this way teachers
can determine how much time is needed for a specific class organisation.

Time allocation for different learning activities may vary according to need. For each
|earn|ng actlwty, tlme has to be allocated for commencement, monitoring, reinforce-
ment, evaluation and recording. Use of time vis-a-vis curriculum content and learning
outcomes needs to be examined. Development of a number of time-filling games and
Iearnlng activities w;th specnflc outcomes in view will minimise idling time and provude
opportunmes for the teacher to attend individually to the pupils with special needs (slow
: Iearners glfted chlldren) Tlme could be blocked out in unequal blocks to suit the overall
' T 'ntact time for the lower primary should be planned for the morn-
vmg hours Ther sho 1d be time spent with the whole school, shared time between teach-
ers and puplls (mdlv:duals and groups), and between puplls in one grade or across grades.

» Source: UNESCO (1996) Inter-reglona| workshop on smgleoteacher schOols and mu!tlgrade classes Final re-
::port Box2 . : profisi e Sr :

Note that many educators consider the ideal start to the teaching day is
with a class assembly, so that the students can feel a sense of unity.

Approaches to designing a timetable

A number of different approaches may be used by the multigrade teacher to
design a class timetable. Two of these are the subject staggering approach
and the common subject approach.

(a) Subject staggering

In a multigrade school, the teacher will have to teach at least two or more
year grades. Sometimes, the teacher will have to teach all the children in
the school, especially if it is a one-teacher school in a remote area.

In such cases, it may then be necessary to arrange the timetable so that each
grade is taught a different subject at a specified time. That is, from 9:00 a.m.
to 9:30 a.m., if three grades are involved, one grade will do mathematics, an-
other grade science, and the third grade language arts. This kind of arrange-
ment is called subject staggering. This arrangement allows the teacher to
work with one grade, while the others work on their own, from the pre-
scribed text or from worksheets. This timetable is illustrated in the follow-
ing example:




(b)

Time Grade 4 Grade 5 Grade 6

9:00-9:30 - Mathematics Science ‘ Langg'ag”e,zArts
9:30-10:00. ‘Mathematics Art and Craft Reading
10:00-10:30  Language Arts Art and Craft Science

In any case, the teacher will either have prepared worksheets or games, iden-

tified pages, or placed material within access of the grade groups who are to

use them. These activities must have clear and simple instructions which
the students can follow independently.

The teacher groups the students and may introduce measurement in mathe-
matics to Grade 4 and pre-made reading comprehension cards to Grade 5,
while Grade 6 do a research activity in social studies to Grade 6.

If it is a one-teacher school, the preparation for the remaining classes would
be: Grade 3, paired reading; Grade 1, colouring shapes in mathematics;
Grade 2, artwork. In this way, the teacher will have successfully staggered

five subjects: mathematics, reading, social studies, art and craft, and lan-
guage arts.

Common Subjects

In some multigrade schools the timetable will show that all the grades
taught by one teacher are doing the same subject at the same time, but each

grade will be working at a different topic. This is what is called common sub-

ject arrangement. For example, the grades may be assigned the following ac-
tivities in maths.

Example 1: Grade 1 Fractions
Grade 2 Odd and even numbers Maths o
Grade 3 Measurement

This arrangement allows the teacher to work with one group while the oth-

ers work alone, or spend time with each group while they all work from
workbooks or work cards.

Also in the common subject arrangement all children may be working on
the same topic but at different levels.

Example 2: Grade 1 Colouring half of a number of objects

Grade 2 Addition of fractions with like terms

Grade 3 Problems - John had 54 marbles. He gave
away 1/6 of them. How many did he give away



An example of this type of timetable is given below:

)d  Grade1 Grade2 Grade 3 Grade 1 Grade 2 Grade 3
1 Maths  Maths  Maths P.E P.E. P.E.
e Reading Reading Reading Soc. Studies Soc. Studies Soc. Studies
3 Science  Science  Science Reading Reading Reading
Break Break
4 Music Music Music Lang. Arts Lang. Arts Lang. Arts

In some cases all the children can work from text or worksheets while the
teacherg actyas facilitator. Most often teachers use this time to teach new
ideas or a particular skill to one of the grades. For example, the teacher may
introduce a new concept in maths to Grade 2 while Grades | and 3 work
from the text book.

The common subject approach might also involve subject grouping discussed
below.

(c)  Subject Grouping

In this approach ‘whole class’ teaching is done and is most effective if the
year groups are close. A single subject is taught to all the children. Art and
craft, physical education, music and creative writing can be taught in this
way.

This method can place tremendous stress on the teacher if the year groups
are too large. The multigrade teacher has to be creative in order to manage
the whole class effectively.

The main advantages of this approach are:

(i) the teacher will be teaching/facilitating a single subject instead of two
or more;

(i) the students can also be involved in peer teaching; and

(iii) the social interaction will be greater in a ‘whole class’.
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Available resources

Infusion

The availability of resources such as space, facilities, resource personnel and

community input, can impact negatively or positively on the timetable, and
in fact can determine its design.

Teachers therefore need to be aware of the resources available, which must
also include suitable local substitutes, in designing an appropriate timetable
for their situation, be it multigrade or otherwise.

Infusion is the teaching of the elements of one subject through another sub-
ject.

When planning the timetable, it is necessary for the multigrade teacher to
consider which subject areas can be infused.

Infusion is discussed in greater detail in the module on curriculum.

Teacher competence, skill and availability

Attitudes

Single-class teachers generally do not receiveqﬁ training. The training for
teachers in single teacher schools is usually the same as for normal schools.

Many multigrade teachers also have no formal teacher-training, and col-
leges prepare trainees primarily for the monograde teaching situation.
Hence, the multigrade teacher might not feel competent in all of the sub-
ject areas demanded by the school timetable. In schools where help and su-
pervision are not available, the multigrade teacher might be tempted to
devote most of the teaching time to his or her preferred subjects, and ne-
glect other needed/required subject areas. This practice disadvantages the
students.

In many multigrade situations, only one (or two) teachers deal with all the
students. It sometimes may be physically impossible for all the required sub-
ject areas to be taught as stipulated by the ministry. In these situations, the
teacher must employ such approaches as subject staggering, common subject
and infusion. This mix will allow a coverage of the curriculum and reduce
the heavy physical and mental demands on the teacher.

Teacher attitude is especially critical in multigrade situation. The authors of
Better Schools (Module 4, p 13) note that negative attitudes "can militate
against the innovative use of resources which would add to the school’s effi-
ciency such as how the school hall is used and the time of registration and

79



assembly." In the multigrade situation, particularly where the school is
small, teachers need to ensure careful management of time and use of re-
sources, especially those which have to be shared so that learning is not se-

verely interrupted.

Some teachers resist change and insist that certain subjects must be taught
at specific times during the day. For example, mathematics, language arts

and reading must be done during the morning session while science, social
studies and art are timetabled for the afternoon session. In multigrade situ-

ations this rigidity is not practical.
Environmental factors must also be considered in timetabling subjects.

Planners of timetables for Caribbean multigrade schools need to bear in
mind when allocating subje¢ts_that certain school days may be significantly
affected by local circumstances. This suggests the need for further flexibility
in timetabling arrangements. )

The integrated day

The integrated day as a teaching approach is also useful in multigrade situ-
ations. Taylor (1972, p 51) explains that the integrated day is "essentially, a
form of organisation in which the child exercises a greater degree of choice
about what he is going to do and when he is going to do it." She stresses,
however, that it is the teacher’s responsibility to ensure that learning takes
place in whatever activity the child chooses.

When using this approach there is "the abandonment of formal timetables
and the substitution of an informal change as and when groups or individu-
als complete the work they have in hand" (Badcock, et al., 1972, p 65). The
teacher has to monitor activities to ensure that at the end of the day or the
end of the week each student has participated in all the set activities. ~




In an integrated day approach there could be set times for radio broadcasts
and for using resources (such as those for physical education). There are also
times when the students will gather as a whole class for such activities as
planning some visit or for receiving general instructions from the class

teacher.

hough a variety of teaching methods may

Boydell (1987) points out that, alc
idual work is most popular.

be used in an integrated day, indiv

The integrated day approach has been found to have both advantages and

disadvantages.

Advantages
(1) It enables students to assume responsibility for their own learning.
(2) It is mainly tailored to meet individual needs.

3) Students have freedom to select the order in which they want to do

activities.
It helps the teacher to easily identify the students’ interest, rate of

work and concentration span.

4)

Disadvantages
(1) If not properly organised it can result
of the students.

It can be very exhausting for the teacher and much time can be wasted
necessary) on

in low achievement on the part

(2)

if the student spends too much time (more than is
one activity.
One approach that fits in well with the integrated day is the thematic ap-

proach.

Thematic Approach
This has more to do with lesson planning than timetabling. This is ex-
plained in more detail in the module on scheduling.

»es of timetable
Different timetable arrangements can be used in multigrade schools. Here
we will only discuss two types: the weekly timetable and the day timertable.

The weekly timetable

This is the most common type of timetable and the example shown on page

23 is typical.
217




Note that within this timetable are examples of the subject staggering, com-
mon subject and other teaching approaches discussed earlier in the module.

The day timetable

In this case, the day timetable is not ‘tied’ to a particular day of the week
and can give grater flexibility, in some cases, than the weekly timetable.

For example, whenever a day is missed, say, for a national holiday, sports or
national disasters, then the day following is treated as the next day of the
timetable.

One benefit of this arrangement is that activities regularly occurring on a
particular day (for example, staff meetings) do not result in particular sub-
jecf always losing contact time.

The school timetable gives information on teaching staff and class distribu-
tion, and subjects taught, and at what times of the day.

The timetable should serve the needs of all categories, intellects and apti-
tudes of the students.

The type(s) of timetable chosen should be the most appropriate in reflecting
the ethos and philosophy of the school, and should be prepared with con-
sultations, so that all relevant data are collected and utilised.
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