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1.   Introduction

A teacher who is qualified to teach in the Foundation Phase is not 

necessarily familiar with the process of planning for the Foundation 

Phase Curriculum and Assessment Policy Statement (CAPS), which 

was introduced in 2012. Module F gives guidance to such teachers, 

focusing on planning a reading programme.  

In the CAPS curriculum for Home Language, there are a number of 

short literacy activities which should be carried out each day (or in 

some case, 3 days a week), usually for 15 minutes:

 • Listening and speaking, which includes learners listening to 

stories read aloud (15 minutes)

 • Shared Reading (15 minutes)

 • Phonics (15 minutes)

 • Handwriting (15 minutes)

 • Group Guided Reading, paired and independent reading (15 

minutes x 2); 

 • Writing (15 minutes)

The First Additional Language curriculum requires all the same 

activities except Handwriting. For FAL, Group Guided Reading is not 

introduced until Grade 2.

Weekly planning is very important when using the CAPS because 

the teacher has to schedule these activities over 5 days, ensuring 

progression. At the same time, the teacher has to ensure that 

there is a logical sequence of activities each day. Using themes to 

integrate the teaching of reading helps to provide coherence from 

one activity to the next. The teacher also needs to plan transitions 

from one activity to the next and put routines in place to ensure 

that transitions are efficient.

Logical sequence 
adj+noun any 
order of events or 
things that makes 
sense.

Coherence noun 
the situation 
when the parts 
of something 
fit together in 
a natural or 
reasonable way

Transition noun 
the process of 
changing from one 
state or condition 
or activity to 
another
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The Zenex Literacy Project has developed a strategy of ‘planning 

across’ and ‘planning down’. When planning across, teachers focus 

on how they will develop an activity such as phonics over 5 lessons 

in a week, with assessment at the end of the week. When planning 

down, teachers focus on coherence and efficient transitions.  

Unit F1 asks teachers to think about:

 • What planning is;

 • Why planning is important;  

 • The principles of planning. 

It gives an overview of the planning process.
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TEACHER ACTIVITY 1

2.   What is planning?

Planning refers to the forward organisation and preparation of 

work to be covered within a certain period of time. In schools, 

this involves planning for: 

 • the year, 

 • for each term, 

 • for each week and 

 • for each day. 

Macro planning involves bigger plans for longer periods, giving a 

summary of areas to be covered within a year or a term. 

Micro planning requires careful attention to small details and 

involves planning for the week and for daily activities within 

each week. 

WHY IS PLANNING IMPORTANT?

Discuss in your groups why it is important to plan your 

work for the year, term week and day.

Report back to the class and discuss this question, referring 

to the notes below.

Macro planning 
adj+noun creating 
a big-picture view; 
coming up with the 
curriculum for the 
term or year

Micro planning 
adj+noun a 
detailed plan for 
one specifi c lesson 
based on one 
target, or for a 
series of lessons 
held over a week
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2.1  Planning is important

Planning for the teaching year is important because it:

1. helps to make sure that you cover the curriculum;

2. helps you to use the resources which you have in the 

most efficient and effective way; 

3. makes you aware of the relationship between the whole 
and the parts (the bigger picture of what the curriculum 

requires and how the details fit into the bigger picture);

4. allows for reflection and consolidation;

5. helps you to make sure that you teach the HL and the FAL 

in a balanced way; 

6. allows for differentiation in teaching; 

7. helps you to know what to assess and when;

8. helps you to maximise teaching days and teaching time; 

9. ensures that ALL language and literacy skills are taught 

in a balanced way.

2.2  Planning principles 

Here are some useful tips to keep in mind when planning:

1. Always start with the bigger picture (macro planning) 

and then work your way down to the weekly and daily 

details (micro planning).

2. Do macro planning together with all your colleagues in 
the Foundation Phase.

3. Do micro planning together with colleagues at your grade 
level (e.g. all Grade 1 teachers). You may find that you 

need to do daily planning on your own.

4. Check your resources: know what resources you’ve 

got when you move from the macro to the micro level 

(planning for the term, the week and the day).

Reflection noun 
serious thought 
or consideration 
of what has 
happened in 
the past (e.g. 
previous lessons)

Consolidation 
noun the process 
of combining a 
number of things, 
or learnings, into 
a single, stronger, 
more effective or 
coherent whole

Balanced adj 
arranged to 
include things of 
different kinds 
(e.g. HL and FAL 
activities) in the 
right amounts; 
fair

Differentiation 
noun a wide 
variety of teaching 
techniques and 
lesson adaptations 
that educators 
use to instruct a 
diverse group of 
students

Maximise verb 
make the best use 
of
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5. Analyse assessment results for further planning. Take 

your ANA results into account when you plan for the year; 

check your term assessment results when you do weekly 

and daily plans for the following terms. 

6. Keep a copy of the Rope model (the different decoding 

and comprehension strands) and the Reading Wheel 

(the different components of reading) next to you do the 

weekly and daily planning, to make sure that you cover all 

components in your planning.

Figure 1: The rope model of reading

The image, courtesy of the author, originally appeared in the following publication: 
Scarborough, H. S. (2001). Connecting early language and literacy to later reading 
(dis)abilities: Evidence, theory, and practice. In S. Neuman & D. Dickinson (Eds.), 
Handbook for research in early literacy (pp. 97–110). New York, NY: Guilford Press.
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1.
Storybook 
reading

2.
Vocabulary, 

morphology and 
spelling

3.
Phonics and 

phonetic 
awareness4.

Word 
recognition

5.
Writing

6.
Oral reading 

fl uency (ORF)

7.
Text 

comprehension

Figure 2: The Reading Wheel
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Use this diagram when you plan, working from the bottom up.

DAILY (teacher)

• Detailed teacher and 
learner activities

• Class needs

• Learners’ needs

• Refl ection

WEEK (Grade/teacher)

• Time allocation

• Schedule Reading and Writing 
Activities

• Weighting of Skills

• Text

TERM (Grade)

• Formal Assessment Tasks

• Themes

• Resources (HL & FAL)

• Phonics Plan

YEAR (Whole Phase)

• Calendar of events

 - Public Holidays

 - School Events

 - National & Global Literacy Days

 - ANAs

 - WCED Systemic Dates

• Determine teaching time for year

Figure 3: Steps of planning
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TEACHER ACTIVITY 2

PLAN FOR NEXT YEAR/ TERM/ WEEK/ DAY

Go back to your school and begin your planning, starting at 
the point where you are at the moment: 

1. e.g. if you are coming to the end of a year, you can 
begin planning for next year, 

2. but if it is now August, it may be more appropriate 

to begin with week planning.

Continue with this work as you work through the next two 
units.
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