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WORKSHOP OBJECTIVES

• To reflect on why a syllabus is useful

• To analyse what is most useful in a 

syllabus 

• To think about how learning outcomes 

inform a syllabus

• To analyse your College’s syllabus and 

potentially make improvements
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INTRODUCE YOURSELF

Tell your group your:
• Name and position

• What programs are being run at your 

College

• What you think about your current syllabus 

documents
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WHY HAVE A SYLLABUS?

• Consistency in course delivery 

• Avoid overlapping materials

• Clear guidance to teachers, including:

• Co-teachers (parallel or shared classes) – both teachers get 
good materials

• Relief teachers

• Educative function, especially for teachers new to the course

• Transparency to students – content, assessment

• Transparent to receiving institutions to promote pathway agreements

• Protection for centre/teacher e.g. if results queried

• Clear basis for continuous improvement and course review:

• Compare with teaching records – where change is needed –
look at what has changed between plan and actuality

• Facilitates teacher input and feedback

• Keep changes from being overlooked
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WHY CAN’T I JUST USE A 

COURSE BOOK?

• No matter how good a textbook is, it won’t cover everything

• Will need to supplement for: 

• Student desire for (quite) local content, e.g. transport, local 
area, attractions

• Needs of different student cohorts, e.g. different balance of 
macroskills

• Consolidation and extension

• Assessment in textbooks

• Needs to match marketing claims

7



SYLLABUS DESIGN

• What factors 

might impact 

on how a 

syllabus is 

designed?

• No one way to design a syllabus - various formats can be effective

• Depends on course, centre, teacher profile

• Less detail needed with:
• experienced, highly qualified teachers 
• established, long term course

• More detail needed with:
• Inexperienced teachers
• High teacher turnover
• New course
• Broad focus course (e.g. GE) to ensure consistency
• Short course with explicit outcomes
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WHAT MAKES A SYLLABUS 

USEFUL FOR TEACHERS?

What are the features of a syllabus that you find useful?

NB: Needs of teachers are not identical with needs of the ELT centre: 

• Easy to use

• Makes the job of teaching, assessing and reporting easier

Otherwise it will be ignored

• Key information easy to find: 

• Succinct

• Well organised and consistent

• Clear layout and formatting, e.g. dot points 

• Explicit outcomes related to macroskills – easy to internalise

• Activities identified / suggested 

• Clearly  referenced resources

• Enough work for a full week

• Flexibility
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• Providing more than enough resources
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WHAT SHOULD A 

SYLLABUS LOOK LIKE?

➢What do you think 
works well in the 
different syllabus 
samples?

➢What do you find 
not useful?

➢What might be 
more useful? 

➢ more useful? 
➢ in the different syllabus samples?

➢ What do you find not useful?

➢ What might be more useful? 

Check for:

• Organised by macroskill / sequential / daily? – depends on context

• Enough work for a whole week

• Clear learning outcomes / sub-skills

• Activities

• Referenced materials for all activities

• Supplementary materials

10



• Guidance for lesson planning

• Usable learning outcomes

• Teaching materials signposted

• Guidance for assessing

• Progress reporting

WHAT DOES NEAS 
RECOMMEND?

Notes

• Guidance for lesson planning – should be a living document, important 

responsibility of AM or Head Teacher, need to make sure it’s always up 

to date and provide lots of choice, should include homework

• Usable learning outcomes

• Teaching materials signposted – even if you have to say, ‘the third shelf 

in the red cupboard’

• Guidance for assessing – should be in document clearly linked to 

material, also should state how much assessment is worth

• Progress reporting – put when teachers have to speak to students in the 

document
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THE NEAS SYLLABUS 

TEMPLATES

Notes

• Layout can be adapted to different contexts:

• List LOs by macroskill where there is one teacher per class or 
macroskill

• For text-based course, list in order of activities

• Break into days for tightly organised programs

NB: We’ve seen well organised syllabuses that don’t follow this format, 
but NEAS would expect a syllabus document to cover all the 
aspects included in this template
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• White space and dot 

points 

• Selective use of bold 

text and italics 

• Acronyms for 

resources 

• Consistent ordering

• Align horizontally, 

separate with lines

LAYOUT TIPS

Notes

If you want teachers to use a syllabus, they have to find it useful 

• Make information easy to locate on the page

• Make it easy to track development of key skills from one week to the next

• Bold and italics can clarify course organisation, identify key information
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LEARNING OUTCOMES

Receiving providers 

Progress reporting 

Notes

Sample learning outcomes:

• The CEFR is more than the global statements and makes a useful 
place to begin in developing LOs

• Stress that these are samples only – others might make different 
choices based on the same CEFR descriptors.

• Important to develop own in own context

• Examples to modify:

• I-S2 Can narrate a story or relate the plot of a book or film and 
describe own reactions (Business English? EAP?)

• U-S4 Can give a clear, systematically developed presentation, 
highlighting significant points and responding to audience 
comments. (OK for EAP, Business English – but for GE?)
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LEARNING OUTCOMES

Receiving providers 

Prgress reporting 

Notes

Sample Learning Outcomes

• From NEAS QLS presentation 2014 

• Learning outcomes can be teased out in more detail 

• Note key terms used to identify level (blue highlights added):

• Simple
• Familiar
• Supported 
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WHAT MAKES A GOOD 

LEARNING OUTCOME?

Measurable

Specific

Comprehensible to stakeholders

Enables teaching to align with assessment

Manageable in number

Active verbs

Notes

• Specific: tease out details in performance criteria / marking rubrics

• Specify an observable behaviour (can understand)

• Specify criteria for acceptable performance

• Include conditions for demonstrating learning

• Readily assessable – avoid double barrel LOs (eg skimming 
and scanning)
(“and” can be problematic – e.g. Handout 1a)

• Limited in number (4-6 recommended in the literature) i.e. 

• not too detailed 

• consistent across whole course – weekly outcomes are like 
marking every village and dirt road

NB: Schools may be familiar with ca 15 band scale statements per 
macroskill, which teachers are used to internalising.
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• Enable assessment to align with teaching

• ‘Can critically read a text’ – too complex, needs to be unpacked: eg. 
can recognise one sided texts, can recognise emotional language, 
can recognise personal bias

16



OVER TO YOU

What does your 

syllabus look like?

Work with the NEAS 

syllabus template and 

your core text book to 

create a one week 

syllabus. 
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WORKSHOP FEEDBACK

We value your feedback. Please take a 
moment to fill out this short survey on 

this new workshop. 

https://www.research.net/r/X5BTTNL

Many thanks!
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THANK 

YOU
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