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Warm-up 1: What do you think he should have done to avoid his 

stress? Think for 2 minutes and make notes.  

 

 

 

 

 

After you finish, see the commentary.   

The final is exam is 
over….But, this is killing 
me!  

Course report! Oh dear! 
Which task is for which 
CLO! ….It takes too long 
to match!!  

I just hate 
this!  
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Warm-up 1: Commentary 

The best thing he could have done is plan ahead of time. He should have made a task-alignment 

plan long before the final examination. This could have reduced his stress a great extent.  

 

Take me back to the Table of Contents  
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Warm-up 2: Compare these two instructors. Take 2 minutes to 

think and make comments. 

  

After you finish, see the commentary.  
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Warm-up 2: Commentary 

The one sitting on our left is stressed-out and not very professional, but may be sincere, honest 

and dedicated. He thinks that course report writing is an important job. Probably, this idea is 

stressing him out.  

What about the one on our right? There can be two reasons why he is so happy. First, he may 

be very professional and organized. Second, he may think that this CR task is not very 

important. He keeps on downplaying this course report job saying, “No one will read this. This is 

nonsense! I did it!”. So, he did it leaving most of the boxes blank. He just filled in the form with 

marks, grades, names, section etc.  

Whether someone will read this or not is none of my business. The most important thing is – 

We have to do the job properly.  The one sitting on our right does not realize the fact that his 

CR will someday return to him causing a sleepless night.  

 

Take me back to the Table of Contents  
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What to do? 

 Be proactive.  

 Work ahead of time and start planning at the beginning of or in the middle of the 

semester (Or, at least two or three weeks ahead of the final exam).   

It means that you have to start working on the course report ahead of time. We often start 

working on it right after the result, which is a serious mistake and therefore results in a stressful 

situation.   

 

 

Take me back to the Table of Contents 
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Stress caused by the people involved  

The picture below metaphorically shows what the relationship between a coordinator and an 

instructor can be like.   

 

 

 

 

 

 

 

 

 

 

An instructor you are working with can be a troublemaker by not being available most of the 

time. As the coordinator, you have to chase him all the time.  

However, you should not always blame an instructor. You, as a coordinator, can be oppressive 

as well by burdening things you perhaps could handle alone.  

 

 

 

 

 

 

 

Take me back to the Table of Contents 

Your course 
report, please!  

Sorry, I’m 
busy.  

I don’t have 
time to 

answer your 
emails. 

Send them back to me 
tomorrow, please. 
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The relationship between the coordinator and the instructors SHOULD NOT BE like the one 

below.  

 

 

 

 

 

 

 

 

It SHOULD BE like the one below. Coordinate, cooperate, help and support etc.  
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Stress related to alignment 

TASK: Image that you have designed the following quiz. Read the CLOs and the quiz questions. 

How and why do you think this quiz may stress you out at the end of the semester? Think for 2 

minutes and make notes.  

 

 

 

 

 

 

 

 

 

 

After you finish, see the commentary.  

 

 

 

 

 

  

Quiz 1: Circle the correct answer. 
 

 

1. Phonetics has two/three/four 

branches.  

 

2. Alveolar ridge is a passive/ an active 

articulator.  

 

3. /p/ is a voiceless 

bilabial/alveolar/velar stop. 

 

4. /e/ is a short/long vowel.  

 

5. IPA stands for International 

phonetic Alphabet/International 

pronunciation apps.  
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Quiz 1 

Part 1: Circle the correct answer. 

1. Phonetics has two/three/four branches.  

2. … 

3. … 

4. … 

5. … 

Part 2: Circle the correct the answer. 

6. Lower lip is an active/passive articulator.  

7. … 

8. … 

9. … 

10. ... 

TASK: Commentary  

 

 

 

 

 

 

 

 

 

A single task is aligned with too many CLOs. This will stress you out while you are filling in the 

“assessment results” boxes in the CR.  

 

What to do?  

 

 

 

 

 

 

 

Design a quiz based on a single CLO or a maximum 

of two. Doing this will lessen your stress.  

 

OR 

Quiz 1: Circle the correct answer. 

 

1. Phonetics has _______ branches. 

A. Three  B. two  C. four 

2. Articulatory phonetics deal with… 

A. How speech sounds are produced. 
B. How to spell words. 
C. How to pronounce correctly.  

3. Acoustic phonetics is about … 

A. … 

B. … 

C. … 

 

4. …. 

Quiz 1: Circle the correct answer. 

 

 

1. Phonetics has two/three/four 

branches.  

 

2. Alveolar ridge is a passive/ an active 

articulator.  

 

3. /p/ is a voiceless 

bilabial/alveolar/velar stop. 

 

4. /e/ is a short/long vowel.  

 

5. IPA stands for International 

phonetic Alphabet/International 

pronunciation apps.  
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How many quizzes or assignments per semester? 

Suggested plans 

Quiz/Assign 1 
2.5 

Quiz/Assign 2 
2.5 

Quiz/Assign 3 
2.5 

Quiz/Assign 4 
2.5 

Total 
10 

Quiz/Assign 1 
2.5 

Quiz/Assign 2 
2.5 

Quiz/Assign 3 
05 

Total 
10 

Quiz/Assign 1 
05 

Quiz/Assign 2 
05 

Total 
10 

Quiz/Assign1 
03 

Quiz/Assign 2 
07 

Total 
10 

Quiz/Assign 10 Total 
10 

 

√√√  = Excellent 

√√ = Very good 

√ = Good, but difficult to cover the CLOs 

√??? = acceptable, but problematic. Your calculation might be difficult (e.g. SPSS) 

X = not good at all and should not be practiced 

  

 

 

 

 

 

 

 

 

 

  

√√√ 

 

 

√√ 

 

 

√ 

 

 

√??? 

 

 

X 
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Your entire alignment plan can be like this (Phonetics). 
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Your entire alignment plan can be like this (Listening 1). 
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Measuring the CLOs under the three domains 

 

 

 

 

 

 

 

 

 

 

 

 

 

Direct assessment that includes quizzes, assignments and regular examinations only measures 

the CLOs under “Knowledge” and “Skills” domains. But the “Values” domain is somewhat 

different by nature.  We should keep it isolated and opt for indirect assessment.  A Survey in 

this case can help.  

    It all comes down to why we should keep it isolated from our regular assessment. There is a 

potential problem if we do not. Imagine you want this survey to affect their grades.  In that case 

you have to tell them the truth. Once they know this will affect their grades, the data will be 

erroneous or equivocal. They will check the best options. If you want to get the accurate data 

having the same policy (incorporating survey results with the grades) in mind, you should tell 

them that this is not a test, just a survey. Eventually, you are adding the points to their grades. 

In this case, you are betraying your students by framing them.  

    So, it is safer to measure the “Values” separately – just for filling in the Course Report.  

Take me back to the Table of Contents 

100 marks 

Regular 

assessment 

(Midterm/Final

/Quizzes/ 

Assignments) 

100 points 

For the Course 

Report only. 
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Stress related to test design 

Here is how you plan and start working on a test.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Look at your plan, read 
the CLOs and start 
working by designing the 
template/format. 

Keep on updating by 
filling in the 
template.  

Print, proofread and 
photocopy.  

Exam date  

Relax  
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If you are the coordinator, share your exam format with the instructors through a Google 

document. Here is how.  

    The main advantage of this is that the instructors make comments directly at their 

convenience in a single document, and you can check regularly what they are trying to say. 

When it is done, you have a look at a single document. You don’t need to read separate emails.   

 

 

  

2 

3 

4 

5 

1 

6 

7 
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Now read the CLOs and start designing your main test. Below is an example. (Phonetics 

Midterm 1)  

 

 

 

 

 

  

5 items 

5 items 

2 items 

10 items 
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What to do about “Values”?  

 

 

 

 

 

A survey is a good idea. Below is a sample.  

  
Instructors will read 
these instructions before 
they conduct this survey.  
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You may download a sample form and the calculation method. 

 

Take me back to the Table of Contents   

The instructor will hand 
this form to the students.  

Calculation.  

https://drive.google.com/file/d/1vXbsBJH4wQSs3nRpx30O99hD_sN9U1TD/view?usp=sharing
https://drive.google.com/file/d/1VGWswyu8l8NNnQ9UljHxuaBuTAfAsoVi/view?usp=sharing
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Common mistakes we make 

As an instructor 

 Working on the course report right after the exam result. 

 Always agreeing with the coordinator. 

 Not reading the emails from the coordinator carefully. 

 Measuring “Values” using direct assessment (quizzes, assignments). 

 

As a coordinator 

 Designing tests without reading the CLOs.  

 Working on the report right after the exam result. 

 Sending a “blank” Course Report form to the instructors after the final exam. 

 Designing a single task with various items (i.e. focusing on many CLOs). 

 Measuring “Values” using direct assessment (quizzes, assignments). 

 

Take me back to the Table of Contents  
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Your stress reduction policy 

If you are the coordinator 

• Fill in the common boxes (CLOs, assessment methods, N/As etc.) in the CR 

template/form and send it to the instructors in advance (at least two or three weeks 

before the final exam starts). 

• ask them to keep on working/ editing on a regular basis until the final submission.  

• ask them to conduct the survey to measure “Values” during the course and fill in the 

appropriate boxes with the figures (e.g.75%).  

• provide them with calculators (Excel) to make their tasks easy.  

But, avoid 

• sending a bank CR form. 

• burdening the instructors with things you can do easily alone.  

• dominating.  (I’m the coordinator! This is my decision!)  

 

If you are an instructor 

• Share your best practices with the coordinator (because you may be a coordinator for 

another course or may have been a coordinator before). 

• Read emails carefully before you reply/give feedback. 

• Act promptly and on time.   

But, avoid 

• letting the coordinator chase you. Be available.  

• always agreeing with her/him (“It’s good. Thank you.”) when he/she asks you for 

feedback. Instead, praise her/him and provide practical feedback.   

• criticizing her/his work. Instead, correct her/him politely if necessary.    
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If you are a coordinator, instead of sending the instructors a blank form, you should send the CR 

after doing the following. 

• Make the boxes green which you need the 

instructors to fill in or edit.  

• Fill the form in with the common information. 

(CLOs, Assessments methods etc.)   

• Email it. 
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 Conclusion 

• Always work ahead of time and be proactive.  

• Avoid burdening the instructors with tasks you can do alone if you are the coordinator.  

• Be always available if you are an instructor.  


