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Preface

Classroom Teaching Skills was written with the belief that both preservice and
practicing teachers can benefit from a text that presents essential teaching
skills in a concise, easy-to-read fashion. Organized around a comprehensive
model of teaching that includes planning, implementation, and evaluation
components, the skills addressed in this volume are common to instruction at
all grade levels and in all subject areas. Taken together, these skills may be
thought of as a minimum repertoire that all teachers should acquire.

Because this book is brief, affordable, and self-instructional, it can be
used as a core text for skills-oriented general methods courses, as a supple-
mentary text for elementary and secondary methods courses, or as a handy
reference for in-service seminars and workshops with a practical skills focus.
It also makes an ideal reference volume for individuals wanting a skills
refresher prior to taking state or national competency exams.

% Pedagogy

The text has been carefully designed to maximize instructional flexibility and
to model established principles of instruction. Each chapter begins with spe-
cific learning objectives that helps focus the reader’s attention. Student appli-
cation activities and Internet Web activities are included in most chapters to
enhance concept understanding. The reader’s understanding of key concepts
is then checked by a series of self-tests that appear at the end of subsections
within the chapters. End-of-chapter answer keys provide immediate feedback
on how well the chapter objectives were met.

& New to This Edition

There have been a number of refinements and additions to the sixth edition.
All chapters have been updated with new information and several have been
modified to reflect the latest educational issues and theory. A new chapter on
accountability has been added.

A number of modifications have been made to individual chapters:

* Chapter 1, The Teaching Process, has been expanded to include sections
on No Child Left Behind (NCLB), class size, and teacher testing.

 Chapter 2, Establishing Accountability, is a timely new chapter.
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Chapter 3, Planning for Diversity, has been modified to include material
on gifted and talented and English as a second language (ESL).

Chapter 4, Writing Objectives, has been modified to include material on
constructivism.

Chapter 5, Selecting Instruction, and Chapter 6, Designing Instruction,
have been reorganized into a more student-friendly format and updated
to include learning communities and service learning.

Chapter 7, Communication, has been expanded to include material on
intercultural communication.

Chapter 8, Reinforcement, has been updated to include material on
intrinsic process motivation and the constructivist classroom.

Chapter 10, Establishing a Supportive Environment, has been expanded
to address the responsive classroom.

Chapter 11, Classroom Management, has been reorganized and updated
with germane new materials on bullying, harassment, and school violence
and with new material on getting the school year started.

Acknowledgments

A textbook represents the cooperative efforts of many individuals who have
helped to shape its form and content.

I would like to express my gratitude and appreciation to the many stu-

dents who have used past editions, to teachers and colleagues who continue
to share their ideas, and to many others who have contributed to past editions.

xi1

Kenneth D. Moore



About the Author

Kenneth D. Moore is Dean of Teachers College at Henderson State Univer-
sity. He received his Ed.D. degree in Curriculum and Instruction from the
University of Houston. Dr. Moore has been involved in teacher education for
more than 30 years at both the public school and higher education levels. He
has authored three books, numerous journal publications, an ERIC mono-
graph and has presented many papers at regional and national conventions.
Dr. Moore has also served as Director of the Southwest Regional Association
of Teachers of Science, President of the Oklahoma Association of Teacher Edu-
cators, President of the Oklahoma Association of Colleges for Teacher Educa-
tion, and President of the Arkansas Association of Colleges for Teacher
Education. Dr. Moore is presently involved in educational reform and educa-
tional technology and serves on the NCATE Board of Examiners (BOE).

x11i



Brief Contents

Preface xi

Setting the Stage for Effective Teaching 1
CHAPTER 1 The Teaching Process 2

CHAPTER 2 Establishing Accountability 31

Planning Instruction 49

CHAPTER 3 Planning for Diversity 50

CHAPTER 4 Writing Objectives 75

CHAPTER 5 Selecting Instruction 101

CHAPTER 6 Designing Instruction 123

Implementing Instruction 169

CHAPTER 7 Communication 170

CHAPTER 8 Reinforcement 197

CHAPTER 9 Questioning 218

CHAPTER 10 Establishing a Supportive Environment 239
CHAPTER 11 Classroom Management 263

Assessing Instruction 297

CHAPTER 12 Planning the Evaluation 298

Appendixes

Appendix A PRAXIS, INTASC, and Text Alignments 344

Appendix B State Teacher Certification Addresses and Web Sites, Alternative Certification,
and Reciprocity 349

Glossary 351
Index 358



== e Sl R T L i o i e e P RO e e

Contents

Preface xi

Teaching 1

CHAPTER 1 The Teaching Process 2

Objectives 2

Teaching 3
Roles of a Teacher 3
A Definition of Teaching 5
Reflective Teaching 5

The Teacher as Decision Maker 6

Theoretical Knowledge 7
Active Knowledge 8

Specific Teaching Skills 8

Generic Teaching Skills 9
Preinstructional Skills 9
Instructional Skills 11
Postinstructional Skills 12

School Organizational Patterns 14
Continuous Progress Education 14
Self-Contained Classrooms 14
Departmentalization 15
Teaming 15
Flexible Block Scheduling 17

The Curriculum 18
The Explicit Curriculum 19
The Hidden Curriculum 19
The Integrated Curriculum 19
Extracurricular Activities 20
Curriculum Selection 21

vi

LU Setting the Stag me——

Strategies for School Improvement 21

No Child Left Behind (NCLB) 21

Parent and Community Involvement 22

Class Size 23

Teacher Testing 23
Summary 25
Activities 27
Answer Keys 28
Theory and Research 29
References 29

CHAPTER 2 Establishing
Accountability 31

Objectives 31

Educational Standards 32

Student Expectations and
Standards 32

Teacher Standards 33

Licensure/Certification 36

Supporting New Teachers 37
Self-Assessment 37
Mentoring 37

Educational Law 39

Student Rights 39

Child Abuse and Neglect 40

Student Privacy 41

Corporal Punishment 42

No Child Left Behind (NCLB) 42

Teachers’ Rights 42

Tort Law 43



Ethical Considerations 44
Summary 44
Activities 46
Answer Keys 47
Theory and Research 47

References 47

U4 IW Planning Instruction 49

CHAPTER 3 Planning for Diversity 50

Objectives 50

Student Learning Style 51
Processing Information 52
Cognitive Style 53
Identifying Learning Styles 53
Learning Theories and Teaching Styles 56
Multiple Intelligences 57
Exceptional Students 60
Students with Disabilities 60
Gifted and Talented Students 65
Multicultural Education 66
Limited English Proficiency (LEP) 67

A Multicultural Classroom 68
. Summary 70
Activities 71
Answer Keys 72
Theory and Research 73
References 73

CHAPTER 4 Writing Objectives 75

Objectives 75

Value of Objectives 76

Goal and Objective Specificity 77
Educational Goals 78

Covert Versus Overt Behavior 79

Well-Stated Objectives 80
The Performance 80
The Product 81
The Conditions 82

The Criterion 82

Informational and Instructional
Objectives 84

Classification of Objectives 86
Cognitive Domain 86
Affective Domain 87
Psychomotor Domain 88

Domain Taxonomies 88
Levels of Cognitive Learning 89
Levels of Affective Learning 90
Levels of Psychomotor Learning 91

Communication of Objectives 92

Constructivism 94
Summary 96

Activities 97

Answer Keys 98

Theory and Research 99
References 99

CHAPTER 5 Selecting Instruction 101

Objectives 101
Categories of Learning 102

Teaching Concepts 103
“Concept Learning 104
Planning for Concept Teaching 106
Teaching Thinking Skills 108
Responsibility 108
Thinking Skills 109
Categories of Thinking 110
Critical Thinking 111
Creative Thinking 111
Thinking-Skills Instruction 113
Thinking-Skills Activities 115
Learning Communities 117

Service Learning 118
Summary 119
Activities 120
Answer Keys 121
Theory and Research 121
References 122

vii



CHAPTER 6 Designing Instruction 123

Objectives 123

Planning Instruction 124
Grouping for Instruction 124

Selection of Instructional Materials 126
Real-Life Objects and Models 128
Mock-Ups, Simulations, and Games 129

Videodisc and Interactive Video
Technology 129

Computers 130
The Internet 132

Technology in the Schools 133
Course Planning 135

Unit Planning 137
The Unit Plan 138

Weekly Plans 143

Daily Lesson Plans 144
Set Induction 145
Delivering Instruction 147
Methodology Selection 148
Procedures Selection 154
Closure 157
Team Planning 158
Teacher-Student Planning 159

Summary 162
Activities 165
Answer Keys 165

Theory and Research 167
References 167

e e RS
L]

Instruction 169

CHAPTER 7 Communication 170

Objectives 170

Verbal Communication 172
Verbal Learning 172
Vocal Learning 173

Nonverbal Communication 175
Facial Lanquage 175

viii

Body Language 176

The Language of Space and Motion 177

The Language of Time 177

The Language of the Voice 178
Intercultural Communication 178
Community and Parental Links 180
Listening 185

The Attention Process 185

The Understanding Process 186

The Evaluation Process 187
Reflective Listening 188

Feedback 190

Summary 191

Activities 192

Answer Keys 193

Theory and Research 195
References 195

CHAPTER 8 Reinforcement 197

Objectives 197
Reinforcement Theory 198
Classical Conditioning 198
Connectionism 198
Operant Conditioning 200
Intrinsic Process Motivation 201
Intrinsic Reinforcement 201
The Constructivist Classroom 201

Positive Versus Negative
Reinforcement 202

Types of Reinforcement 203
Verbal Reinforcement 203
Nonverbal Reinforcement 203
Vicarious Reinforcement 204
Delayed Reinforcement 204
Qualified Reinforcement 204

Reinforcement Systems 205

Reinforcement Schedules 206

Selecting Reinforcers 210

Misuse of Reinforcement 211



Encouragement 212
Summary 213
Activities 215
Answer Keys 215
Theory and Research 217
References 217

CHAPTER 9 Questioning 218

Objectives 218

The Art of Questioning 219

Levels of Questions 219
Convergent and Divergent Questions 220
Mental Operation Questions 222

Types of Questions 226
Focusing Questions 226
Prompting Questions 226
Probing Questions 228

Questioning Techniques 229
Redirecting 230
Wait Time 230
Halting Time 231
Listening 232
Reinforcement 232

Questioning Guidelines 234

Summary 235
Activities 236
Answer Keys 236

Theory and Research 237
References 238

CHAPTER 10 Establishing a Supportive
Environment 239

Objectives 239

Classroom Climate 240
Leadership Styles 240
The Responsive Classroom 243
Classroom Choice 244
Time in Schools and Classrooms 244

Management Models 248
Assertive Discipline Model 249

Noncoercive Discipline Model 249
The Behavior Modification Model 250

The Teacher Effectiveness Training
Model 250

Positive Classroom Discipline Model 251
Cooperative Discipline Model 252

Positive Discipline in the Classroom
Model 254

Discipline with Dignity Model 255
Summary 259
Activities 260
Answer Keys 261
Theory and Research 261
References 262

CHAPTER 11 C(Classroom
Management 263

Objectives 263
Motivation 264

Intrinsic Versus Extrinsic Motivation 265
Motivation Guidelines 278

Control Techniques 281
Room Arrangement 281
Setting Limits 283
Getting Started 284
Ripple Effect 286
Criticism 286
Rewards 286

Management Guidelines 287

Parents as School Disciplinarians 288
Summary 293
Activities 294
Answer Keys 295
Theory and Research 296
References 296

CHAPTER 12 Planning the
Evaluation 298

Objectives 298

1X



Evaluation Types 299 Authentic and Performance

Diagnostic Evaluation 300 Assessment 332

Formative Evaluation 301 Authentic Assessment 332

Summative Evaluation 301 Performance Assessment 332
Measurement Accuracy 302 Portfolios 333

Reliability 302 Summary 338

Validity 303 Activities 339

Answer Keys 340
Theory and Research 342
References 342

Information Sources 304
Cumulative Record 304
Personal Contact 307
Analysis 313

Appendixes
Open-Ended Themes and Diaries 313 Appendix A PRAXIS, INTASC, and Text
Conferences 314 Alignments 344
Testing 315 Appendix B State Teacher Certification

Evaluative Instruments 318 Addresses and Web Sites,

Standardized Tests 318 Alternative Certification,
Teacher-Made Tests 319 and Reciprocity 349
Rating Scales 327 Glossary 351

Index 358

Checklists 328
Questionnaires 329



Setting the Stage
for Effective Teaching

hat is the purpose of teach-
ing? A prospective teacher
should consider this question
carefully. Teaching is a challenge
and is hard work. Part I addresses
the constantly changing field of
teaching and learning. The pur-
pose of this first section is to help
you gain insight into the process
of teaching and learning.
Prospective teachers need to
understand teaching as a profes-
sion. Chapter 1 addresses what
it means to teach. We discuss the
different roles of a teacher and
develop a working definition of
teaching. Since planning forms the
core of the teaching process, a com-
prehensive seven-step planning

model is presented. Various pre-
instructional, instructional, and
postinstructional teaching skills
associated with this model are then
identified and described. Also,
since these factors will impact the
planning process, school organi-
zational patterns, the school cur-
riculum, and strategies for school
improvement are addressed.

On the other hand, because
schools function to bring about
learning, prospective teachers need
a basic understanding of educa-
tional law, expectations and stan-
dards, accountability, professional
standards, and licensure require-
ments. Chapter 2 covers these
essential topics.



The Teaching
Process

Objectives

After completing your study of Chapter 1,
you should be able to:

1. Identify and describe the three major
roles performed by teachers.

2. Define and differentiate between
teaching and reflective teaching.

3. Describe decision making and its
importance to the teaching-
learning process.

4. Differentiate between theoretical
knowledge and active knowledge.

......

5. Identify the teaching skills
necessary for effective teaching
at the elementary and secondary
level.

6. Explain the importance of effective
planning and describe the seven
sequential steps in the planning
process.

7. Identify and describe various generic
teaching skills.

8. Describe the different school
organizational patterns.

9. Define curriculum and describe the
different kinds of curricula.

10. Identify and describe the various
educational proposals for improving
the quality of education.
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One of the proudest and most important moments in the life of a teacher
is teaching that first class. If you are an experienced teacher, that first day
has come and gone and you recall it with fond memories. Or do you? If you
are a novice teacher, you are probably looking forward to that first day with
great anticipation. The years of work and preparation will finally pay off!

Whether you are an experienced teacher or a novice, you probably have
some misgivings and apprehension about the teaching profession. Most likely
you have concerns about being a “successful” teacher, a “good” teacher, an
“effective” teacher.

What makes an effective teacher? Are there certain identifiable skills that
make one teacher more effective than another? Some say that effective teach-
ers are born with the skill to teach. Others scoff at this notion and declare that
it is possible to develop and train someone to be an effective teacher (Carr,
1998; Hunt, Touzel, & Wiseman, 1999). This text identifies with the latter group.

% Teaching

What does it mean to teach? We must answer this question before we can
decide whether someone is an effective teacher. To prepare for developing a
formal definition of teaching, let us look at what a teacher does. What are the
major roles of a teacher?

Roles of a Teacher

Teachers play many roles, some of which interlock and overlap. However,
most of your teaching activities can be divided into three broad categories that
describe what you as a teacher do to bring about desired learning and changes
in student behavior and to enhance student development.

Instructional Expert

The first and most notable role a teacher performs is that of instructional
expert: the person who plans, guides, and evaluates learning. This role, in a
sense, serves as a kind of core role that the others tend to support.

Information constitutes the foundation for learning and thinking. This
basic information must be organized so it becomes the scaffolding or advance
organizer to which students can add more complex information. Thus, infor-
mation must be made meaningful so students remember it and are able to
transter it to a variety of situations. This is one of the major tasks of the teacher
as instructional expert.

As an instructional expert, you must make decisions related to what to
teach, what teaching materials to use, the best method to teach the selected
content, and how to evaluate the intended learning. These decisions will be
based on a number of factors, including state-suggested curricular goals, your
knowledge of the subject, your knowledge of learning theory and motivation,
the abilities and needs of your students, your own personality and needs,
and your overall teaching goals. Effective teaching must go beyond simply
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knowing about a subject or topic to being aware of how it fits in and what it
has to offer. This means being aware of the relationships between the subject
or topic and the rest of the curriculum.

Students will expect you, as an instructional expert, to have all the

answers, not only to questions about your subject but to a multitude of
subjects.

Manager

The second important job of a teacher is to order and structure the learning
environment. Included in this role are all the decisions and actions required
to maintain order in the classroom, such as laying down rules and procedures
for learning activities. Sometimes this role is viewed as nothing more than that
of disciplinarian, the person who must see that the classroom group and its
individual members stay within the limits set by the school, the limits set by
you the teacher, and the limits set by the tasks at hand. However, in its best
sense, management is much more complex.

Teachers must manage a classroom environment. Therefore, teachers are
environmental engineers who organize the classroom space to fit their goals
and to maximize learning. The way the physical space of the classroom is
organized can either help or hinder learning. Seating must be arranged;
posters hung; bulletin boards decorated; extra books arranged; learning car-
rels and bookshelves installed. You may even want to build or adapt furni-
ture for use in your classroom.

Classroom management also involves modeling a positive attitude
toward the curriculum and toward school and learning in general. Teachers
who reveal a caring attitude toward learning and the learning environment
help to instill and reinforce similar attitudes in their students. The results,
hopefully, will be more self-disciplined students and fewer management
problems.

Finally, teachers are required to manage and process great amounts of
clerical work. There are papers to be read and graded, tests to be scored,
marks to be entered, attendance records and files to be maintained, notes and

letters to be written, and so forth. Sometimes there seems to be little time for
anything else.

Counselor

Nearly all teachers need the basic skills to assume the role of counselor in the
classroom (Kottler & Kottler, 1993). Counseling skills are needed to develop
high degrees of interpersonal sensitivity and to deal effectively with day-to-
day problems. Although you will not be a trained counselor or psychologist,
you should be a sensitive observer of human behavior. You must be prepared
to respond constructively when behavior problems get in the way of student
learning and development. In almost every class there are students who will
look to you for guidance. Thus you must be prepared to assist students and
parents with problems and to work with colleagues in making the school
experience as supportive as possible.
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Remember that teachers work with people: students, parents, adminis-
trators, and colleagues. You must possess good human relations skills and be
prepared to communicate and work with these different factions on a day-to-
day basis, sometimes under unpleasant circumstances. These interactions,
both pleasant and unpleasant, will benefit from a deep understanding of peo-
ple and their behaviors. Finally, you will need a thorough understanding of
yourself—your own motivations, hopes, prejudices, and desires—all of which
will affect your ability to relate to others.

Do you feel overwhelmed by all these aspects of teaching? You may be
surprised to learn that many experienced teachers do too. With these roles in
mind, let us develop a formal definition of teaching.

A Definition of Teaching

Teaching can be defined as the action of a person imparting skill or knowl-
edge or giving instruction; the job of a person who teaches. Clark and Starr
(1986) suggest that teaching is an attempt to assist students in acquiring or
changing some skill, knowledge, ideal, attitude, or appreciation. Bruner (1966)
defines instruction as “an effort to assist or shape growth” (p. 1). These defi-
nitions and the roles that teachers perform imply that teachers need to be con-
cerned with all aspects of student development—physical, social, emotional,
and cognitive. Therefore, a broad definition of teaching might be: the actions
of someone who is trying to assist others to reach their fullest potential in all
aspects of development. This is a tall order. What skills might one need in
order to accomplish this noble task?

Central to the process of learning to teach is the concept of effective
teaching. Trying to define the competencies needed to be an effective teacher
has long occupied the thoughts of professional educators. Some will argue
that effective teachers are those who are effective decision makers. Other edu-
cators feel that effective teachers are those with a superior command of the
subject and the skills necessary to communicate that content.

Reflective Teaching

Recently, new ideas about effective teaching have emerged. Traditional
teacher-training programs have been directive in nature, espousing what prac-
tices prospective teachers ought to be engaging in to be effective. The dynamic
and complex nature of teaching, however, warrants that teacher educators pre-
pare prospective teachers to be self-monitoring individuals. Self-monitoring
requires that candidates have skills that enable self-analysis of teaching
episodes, reflection and focusing on events rather than on personalities, and
systematic observation for patterns and trends of teaching and learning behav-
ior. These new ideas suggest that to be effective, teachers must inquire into
students’ experiences and build an empirical understanding of learners and a
capacity to analyze what occurs in classrooms and in the lives of their stu-
dents. Adapting your teaching to focus on inquiry and problem solving
requires that you change your orientation from a view of teaching as static,



