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MODULE F2

Planning for the Year, Term, Week and Day

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.

Planning is very important when using the CAPS because the 

teacher has to schedule these activities over 5 days, ensuring 

progression and logical sequencing. 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. 
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TEACHER ACTIVITY 1

U nit F2 takes teachers through the steps they need to follow when 

planning for the year, term, week and day.  It focuses on elements 

such as: 

 • using themes to integrate the teaching of reading; 

 • using the Rope Diagram (Scarborough 2002) and the 

Reading Wheel to ensure that all components of reading 

are covered; 

It gives templates and examples of term plans and weekly plans 

and offers teachers opportunities to plan for these various blocks of 

time.

REMIND YOURSELF OF PLANNING PRINCIPLES

In your groups: 

Before you start the planning process, think back to the 
previous unit and remind yourself of some of the principles 
of planning which were presented there.

Share your ideas with the rest of the class, creating a list 
on the board/fl ip-chart.

1.1  Principles of planning

Here are some of the important principles. You may have 

remembered others.

1. Start with the big picture (macro planning) – work your 

way down to weekly and daily details (micro planning)

2. Work with FP colleagues for macro-planning

3. Work with grade colleagues for micro-planning
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TEACHER ACTIVITY 2

4. Use assessment results, rope model and reading wheel

5. Check your resources

WHEN WILL YOU DO YOUR PLANNING?

In your groups: 

Remembering that year planning should be done with all 
teachers from the FP, but that term and week planning 
should be done with your Grade colleagues, and day 
planning usually on your own, discuss in groups when the 
best time and place would be for:

1. Planning for the year;

2. Planning for the term;

3. Planning for the week;

4. Planning for the day.

Share your ideas with the rest of the class, writing your 

conclusions on the board/fl ip-chart.

1.2  Planning for the year 

Year planning should be done together with teachers from the 

whole of the Foundation Phase. All Foundation Phase teachers 

should be in agreement about the following:

1. Term dates, and the days / hours available per term. Each 

teacher should mark these on a calendar.

2. The School timetable, which should have been worked 

out by school management, specifying assemblies, break 

time, meals. This gives you the amount of teaching time 

per day.
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3. Calendar events: public holidays, school events, exams, 

national and global literacy days (e.g. International Literacy 

Day 8.9.2016), ANAs. Each teacher should mark these on 

her/his calendar.

4. All teachers need to agree on the time allocation for HL 

and FAL in the timetable (refer to CAPS to decide on this).

5. At the end of your planning meeting, each teacher should 

have:

•	  a school calendar for the year on which term / 

holiday dates are marked, as well as other events 

(see 3);

•	  teaching days / hours per term noted on the 

calendar;

•	  a school timetable, marked with the times for 

assemblies, periods, breaks, etc.;

•	  time allocation for HL and FAL in the Foundation 

Phase noted on the timetable. 

1.3  Planning for the term (by grade)

Appendix 1 offers a template to assist you with your term planning.

Meet with the other teachers in your school who teach the same 

grade as you do. Cover the following topics in your planning:

1. Refer to CAPS for what must be covered in HL and FAL each 

term; map out what will be covered during each week.

2. Map out phonics week by week.

3. Transfer important events from year plan to the term plan 

and include other significant dates, e.g. learners’ birthdays

4. Note formal assessment tasks and decide when they 

should be done. Remember that you need to plan for 
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TEACHER ACTIVITY 3

baseline assessment and the grouping of learners in 

Term 1.

5. Decide on themes for the term; think about how to 

integrate HL and FAL around these themes.

6. Use assessment results from the previous term to identify 

anything that needs to be revised

7. Identify resources you will need for the term.

1.4   Weekly planning (by grade/
individual teacher)

Weekly planning is very important when using the CAPS because 

you have to schedule literacy activities over 5 days, ensuring 

progression. At the same time, you have to ensure that there is a 

logical sequence of activities each day. 

Using themes to integrate the teaching of reading will help you to 

provide coherence from one activity to the next. 

You will also need to plan transitions from one activity to the next 

and put routines in place to ensure that transitions are effi cient.

REFLECT ON YOUR CURRENT WEEKLY TIMETABLE

Answer the following questions individually:

1. Is your weekly timetable displayed for your learners?

2. Are your learners familiar with the routine?

3. Are the various reading activities (including paired / 

independent reading) scheduled for HL and for FAL?

Share your answers with the members of your group and 

discuss them.

Schedule verb 
arrange or plan 
(an activity) to 
take place at a 
particular time

Theme noun an 
underlying topic 
or an idea which 
is repeated again 
and again across 
a number of 
activities

Integrate verb 
combine one thing 
with another to 
form a whole
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You will need to carry out weekly planning together with other 

teachers teaching your grade, or in some cases, on your own. 

You will need to spend time developing a general weekly plan, 

which gives an outline of the weekly routine (what will happen on a 

regular basis). This becomes your weekly timetable. Appendix 3 

gives an example of a weekly Grade 2 timetable. 

You will also need to plan every week, filling in the details for the 

coming week. The weekly planning template in Appendix 2 may 

be helpful.

Here are some steps to follow:

1. Using your term plan, decide what must be covered in HL 

and FAL during the week; decide how you will link FAL to 

HL

2. Using your weekly timetable, decide what you will cover 

in the time available for each CAPS activity (e.g. shared 

reading, group guided reading, phonics, vocabulary) each 

day. Appendix 4 shows how you can plan across with 

each activity.

3. Plan how and when you will assess learners (formal and 

informal assessment)

4. Think carefully about how you will manage time; you 

need to make sure that you don’t run over time in any of 

the activities

5. Remind yourself which group you are seeing for group 

guided reading each day

6. Decide which learners you will informally assess during 

group guided reading each day and how you will do this

7. Plan activities for learners who are not doing group 

guided reading each day

8. Collect together resources e.g. choose Big Book, identify 
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TEACHER ACTIVITY 4

graded readers for each group and letter cards for phonics, 

make fl ash cards, etc.

9. Set up the theme table for the week; identify any books 

in the reading corner that link to the theme

PLAN HL AND FAL ACTIVITIES FOR TWO DAYS

In small groups or pairs:

Plan HL and FAL activities for two days.

1. What is the theme of the lessons for these days?

2. What texts will you use?

3. Which skills will you focus on from the Reading 

Wheel? Make sure that the skills you teach are text-

based.

4. How will you build on the reading in the HL to teach 

reading skills in the FAL?

1.5   Daily planning

Your weekly plan outlines what will be done each day, but you still 

need to plan every day:

 • to supply details and 

 • make adjustments resulting from the way your learners 

have coped with /responded to the activities of the previous 

day.

Here is a routine to follow in your daily planning:

1. Review your weekly plan and remind yourself of what you 

are going to do the following day.
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2. Reflect back on what happened during the current day – 

did anything unexpected happen which you need to take 

account of in your planning for the next day?  Are there 

any adjustments you need to make to your weekly plan?

3. Think about how you will build on what you’ve just done 

and make links to it the following day.

4. Make sure you know what resources you need for the next 

day and where they are.


