
Teacher training session plan template 
 

Trainer: James Fuller  

 

Session title Evaluating coursebooks for their suitability for your teaching context – The 
external-internal model  

Profile of 

target group 

1 teacher, DoS with eight years teaching experience however zero experience in 
evaluating coursebooks (is looking to evaluate coursebooks for next year’s courses)  

Time 
120 minutes  

Resources 
Handout 1 – Coursebook metaphors activity  
Handout 2 – Coursebook consequences activity  
Handout 3.1/3.2  - Factors to consider before choosing a coursebook  
Handout 4 – Internal-External model gap fill  
Handout 5 – External evaluation  
Handout 6.1/6.2 – Internal evaluation  
Handout 7.1/7.2 – Overall evaluation  
 
Copy of Guess What! Pupils book 1 (Available online at Cambridge Teacher) [This is 
one of the CB he has in mind for the coming academic year] 

Session 

learning 

outcome(s) 

- Teacher will be better able to analyse their context in preparation for 
coursebook evaluation using a certain set of criteria 

- Teacher will be better prepared to evaluate coursebooks for their teaching 
contexts   

- Teacher will be able to use the Internal-External evaluation (McDonough, 
Shaw & Masuhara (2013)) model to evaluate coursebooks in use and 
coursebooks for future courses 

Session 
outline 

Stage aim Procedure Interaction 

  

Time 

To get teacher to 
reflect on their own 

beliefs with regard 
to what makes a 
good coursebook is 
in relation to its 
use.  

Trainer states aims for the session 
 

Trainer asks the question: What is a coursebook? 
Teacher responds, trainer notes down responses.  
 
Trainer gives out handout 1 and teacher completes 
individually, then talks through their answers with 
trainer.  

Discussion    15 minutes 

To encourage 
teacher to think 
about the 
consequences of 
coursebook choices.  

Trainer gives out handout 2 and discusses with 
teacher problems teachers have with coursebooks 
that have been chosen with little forethought.  
 
Teacher then completes handout collaboratively 
with trainer.      

Discussion  10 minutes  



To encourage 
teacher to reflect on 
their teaching 
context and identify 
what criteria 
coursebooks must 

satisfy to be 
considered 
appropriate.  

Trainer explains that in order to choose an 
appropriate coursebook it is essential to 
understand the context in which it is going to be 
used.  
 
Trainer asks: What factors does a school, DoS, 

manager, etc. need to consider when trying to 
understand the context in which the coursebook 
will be used?  
 
Teacher completes handout 3.1.together with 
trainer. Trainer provide handout 3.2 once finished 
– teacher checks which ideas are the same.  
 

Discussion  10 minutes  

To provide teachers 
with necessary 
information to be 
able to interpret the 
Internal-External 
evaluation 
paradigm; to 
provide teacher an 

opportunity to 
consolidate 
information learned 
about the external 
evaluation.   

Trainer gives out handout 4, teacher completes. 
Trainer gives correct answers.  
 
Trainer gives out handout 5. Teacher completes 
external evaluation of Guess What! collaboratively 
with trainer.    

Discussion  20 minutes  

To provide teachers 
with necessary 

information to be 
able to interpret the 
Internal-External 
evaluation 
paradigm; to 
provide teacher an 
opportunity to 
consolidate 
information learned 
about the internal 
evaluation.   

Trainer gives out handout 6.1. Teacher 
brainstorms questions to complete table. Trainer 

gives out handout 6.2 once finished.  
 
Teacher conducts internal evaluation of units from 
Guess What! collaboratively with trainer.  

Discussion  35 minutes  

To provide teachers 
with necessary 
information to be 
able to interpret the 

Internal-External 
evaluation 
paradigm; to 
provide teacher an 
opportunity to 
consolidate 
information learned 
about the overall 
evaluation.   

Trainer gives out handout 7.1, teacher completes. 
Teacher answers questions from overall evaluation 
regarding Guess What!  
 

Trainer asks: Do you think this coursebook is 
suitable for your school and learners? Why/Why 
not?  
 
Teacher explains their reasoning.  
 

Discussion  15 minutes  



To provide an 
opportunity for 
teacher to reflect on 
content covered in 
the session and to 
allow for feedback.  

Trainer boards the following:  
- Before beginning a coursebook evaluation, 

it is vital to…  
- External evaluation is…  
- Internal evaluation is…  
- What I will take away from today is…  

- Questions I still have are…  
 
Teacher completes and shares answers.  
 
Trainer answers any other questions teacher has.  
 
Trainer ends session.  

Discussion  15 minutes  
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Responses to questions:  

 

Why is there just one participant? Do the teachers have no voice in terms of choosing CBs? Very 
difficult to impose a CB on teachers when they are not involved in the evaluation process.. 
 

These are good points. The academy in which the training is taking place runs a small team of four teachers. Next 
year there will be a whole new team as the pandemic has made it difficult for the teachers that were here to stay 

(they wanted to be home with their families and will not be returning [all of our teachers were from overseas]). 

Teachers have given feedback on the coursebooks from this year, and the incoming teachers will be involved in the 

on-going coursebook evaluation.  
 



Handout 1  
  

 
Taken from Materials Evaluation and Design for Language Teaching, McGrath, 2002, pp. 8.  

 

Handout 2  

 
Taken from Materials Evaluation and Design for Language Teaching, McGrath, 2002, pp. 13



Handout 3.1 
 

You are the director of studies and need to choose a new suite of coursebooks for the institution where you work. What 
factors do you need to take into consideration? Brainstorm here.  
 

Learner factors  
 

Learner’s needs  Teacher factors  Institution and 
programme factors  

Socio-political factors   

Age range  

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 

Dialect (e.g. BrE vs. 

AmE) 

Language competence  Level within the 

educational system 
(e.g. secondary)  

Aims of education in 

the country and area  

 

 
 
 

 



Handout 3.21  
 

You are the director of studies and need to choose a new suite of coursebooks for the institution where you work. What 
factors do you need to take into consideration? Brainstorm here.  
 

Learner factors  
 

Learner’s needs  Teacher factors  Institution and 
programme factors  

Socio-political factors   

Age range  

Proficiency level 
First language  
Academic and 

educational level  
Socio-cultural 
background  

Occupation (if 
relevant)  
Reasons for studying  

Attitudes towards 
learning  
Previous language 

learning experience 
Language-learning 
aptitude  

Expectations  
Specific wants  
Preferred learning 

styles  
Sex distribution  
Interests 

Dialect (e.g. BrE vs. 

AmE) 
Language-skill 
emphasis  

Contexts and 
situations of use  
Subskills 

Notions  
Functions  
Language-system 

emphasis  
Language forms  
Will language systems 

be used productively, 
receptively or both?  
Attention to mechanics 

Language competence 

Familiarity with target 
language culture  
Methodological 

competence and 
awareness  
Ability to adapt 

coursebooks  
Experience with 
teaching learners that 

will be taking part in 
the course  
Attitude to teaching 

and to learners  
Time available for 
preparation  

Beliefs about teaching-
learning, teaching 
styles and methods  

Level within the 

educational system 
(e.g. secondary)  
Public or private sector  

Role or target 
language  
Time available to study 

target language  
Timetable  
Class size  

Physical environment  
Additional resources 
available to teachers 

and to learners  
Aims of the 
programme  

Syllabus  
Evaluation  
Freedom given to 

teachers regarding 
decisions about 
content 

Aims of education in 

the country and area  
Language policy and 
the role of the target 

language in the 
country and area  
Aims of language 

education in the 
country and the area  
Cultural and religious 

considerations  

 

Micro-level factors 

Macro-level factors 

 

 
1 Taken from Materials Evaluation and Design for Language Teaching, McGrath, 2002, pp. 19 – 21.  



Handout 42  
  

The Internal-External model for evaluation of coursebooks 
 

external preliminary selection internal 

classroom implementation feedback evaluation 

flexible checklists Complex process 

 
Materials _______ can be carried out in two complementary stages, which can be called 

the _______ and _______ stages. These stages each have essential criteria that need 
to be completed in order to make pertinent judgements with reference to ELT materials 
in order to make a _______. This particular model should be _______ enough to be 

used in ELT contexts worldwide, as it avoids long _______ of data and can operate 
according to the purpose the evaluator has in evaluating materials in the first place. 
Having said this, materials evaluation is one part of a ________ and that materials, 

once selected, can only be judged successful after _______ and_______.  
 
 

 
Taken from Materials and Methods in ELT – A teacher’s guide – Third Edition, McDonough, Shaw and Masuhara, 2013, 
pp. 58.  
  

 

 
 
 
 
 
 
 
 
 
 
Answers 

 
Evaluation / internal / external / preliminary selection / flexible / checklists / complex /classroom 
implementation / feedback 

 
2 Adapted from Materials and Methods in ELT – A teacher’s guide – Third Edition, McDonough, Shaw and Masuhara, 
2013, pp. 62.  



Handout 53 
 

The External evaluation  
 
The aim of the external evaluation is basically that of examining the organization of the 

materials as stated explicitly by the author/publisher by looking at 
• the ‘blurb’, or the claims made on the cover of the teacher’s/students’ book 
• the introduction and table of contents 

that should enable the evaluator to assess what Tomlinson (2003c: 16) calls 
analysis in that ‘it asks questions about what the materials contain, what they 
aim to achieve and what they ask learners to do’.  

 
Blurb and introduction analysis: Guess What!  
 

Analyse the following blurb, book introduction and table of contents/book map. Answer 
the following questions:  

- What is the intended audience?  

- What is the proficiency level of the material?  
- What context is the coursebook designed for?  
- How has the language been presented and organized into teachable unit/lessons? 

- What is the author’s view on language, methodology, the learning process and the 
learner? 

 

 
When you have finished, write a list of other questions you could ask in the external 
evaluation?  

 
3 Adapted from Materials and Methods in ELT – A teacher’s guide – Third Edition, McDonough, Shaw and Masuhara, 
2013, pp. 54.  Content taken from Guess What! resources, Cambridge University Press, 2020   



 
 

 
 
  

  



 
 

  



 

 
 

 



Handout 6.14 
 

The Internal evaluation  
 

The essential issue at this stage is to analyse the extent to which the aforementioned factors in the external evaluation stage 

match up with the internal consistency and organization of the materials as stated by the author/publisher – for strong claims 
are often made for these materials. In order to perform an effective internal inspection of the materials, we need to examine 
at least two units (preferably more) of a book or set of materials to investigate the following factors: 

 
 Factors  Questions  

The presentation of the 

skills in the materials.  
 

 

The grading and 
sequencing of the 

materials. 

 

Reading and discourse 

skills  
 

  

Listening skills     

Speaking skills   

Internal tests   

Learning styles   

Engagement    

What questions could you ask for each of these factors?  

 
 
 

 

 
4 from Materials and Methods in ELT – A teacher’s guide – Third Edition, McDonough, Shaw and Masuhara, 2013, pp. 59 - 60.  



 
 

Handout 6.2 
 
 Factors  Questions  

The presentation of the 
skills in the materials.  

 

How are language skills 
covered? 

Is this coverage appropriate 
and proportionate for your 

context and learners?  
Are the skills treated 

discretely or in an integrated 
way?  

Does the presentation conflict 
with our own thoughts on 

teaching of skills?  
If they are integrated, is this 

integration natural? 

The grading and 
sequencing of the 

materials. 

Are materials graded 
appropriately? Too much?  

Is there a linear progression 
of grading throughout the 

coursebook?  
Does this grading suit your 

learners? 

Reading and discourse 

skills  
 

Is there much in the way of 

appropriate text beyond the 
sentence? 

Does the material allow for 
learners to use learned skills 

on extended reading passages 
or pieces of discourse?  

Listening skills    Do listening texts contain 

features of spontaneous 
speech?  

Have dialogues been made 
specifically for the level? 

Speaking skills  Do speaking materials 
incorporate what we know 

about the nature of 
real interaction or are artificial 

dialogues offered instead? 

Internal tests Does the material include 

tests that match with the 
learners’ needs and content 

taught in the course?  
Where are these? 
Are these tests appropriate?  

Learning styles  Do you feel that the material 
is suitable for different 

learning styles? Is a claim and 
provision made for self-study 

and is such a claim justified?  

Engagement  Are the materials engaging to 

motivate both students and 
teachers alike, or would you 

foresee a student/teacher 
mismatch? 

How does the material frame 
teacher-learner interactions 

and the teacher-learner 
relationship.  

 
 



Handout 7.15 
 

The Overall evaluation  
 

Once both the external and internal evaluations have been conducted, we can then 

move on with the overall evaluation. At this stage we hope that we may now make an 
overall assessment as to the suitability of the materials by considering the following 
factors: 

 
 Factors  Questions  
The usability factor  

 
 

The generalizability factor   
The adaptability factor   

The flexibility factor      

 
Complete the table above the following information:  
 

 
 
 

 

 
5 from Materials and Methods in ELT – A teacher’s guide – Third Edition, McDonough, Shaw and Masuhara, 2013, pp. 60 - 
61.  

How far the materials could 
be integrated into a 
particular syllabus as ‘core’ 

or supplementary.  
 
For example, we may need 

to select materials that suit 
a particular syllabus or set 
of objectives that 

we have to work to. The 
materials may or may not 
be able to do this. 

 

Is there a restricted use of 

‘core’ features that 
make the materials more 
generally useful?  

 
Perhaps not all the material 
will be useful for a given 

individual or group but some 
parts might be. 
This factor can in turn lead 

us to consider the next point. 
 

Can parts be 
added/extracted/used in another 
context/modified for local 

circumstances? There may be 
some very good qualities in the 
materials but, for example, we 

may judge the listening material 
or the reading passages to be 
unsuitable and in need of 

modification. If we think that 
adaptation is feasible, we may 
choose to do this. 

 

How rigid is the 

sequencing and grading? 
Can the materials be 
entered at different 

points or used in 
different ways? In some 
cases, materials that are 

not so steeply graded 
offer a measure of 
flexibility that permits 

them to be integrated 
easily into various types 
of syllabus. 

 



Handout 7.2 
 

The Overall evaluation  
 

Once both the external and internal evaluations have been conducted, we can then 

move on with the overall evaluation. At this stage we hope that we may now make an 
overall assessment as to the suitability of the materials by considering the following 
factors: 

 
 Factors  Questions  
The usability factor  

 
How far the materials could be 

integrated into a particular syllabus as 
‘core’ or supplementary.  
 

For example, we may need 
to select materials that suit a particular 
syllabus or set of objectives that 

we have to work to. The materials may 
or may not be able to do this. 

The generalizability factor  Is there a restricted use of ‘core’ 

features that 
make the materials more generally 
useful?  

 
Perhaps not all the material 
will be useful for a given individual or 

group but some parts might be. 
This factor can in turn lead us to 
consider the next point. 

The adaptability factor  Can parts be added/extracted/used in 
another context/modified for local 
circumstances? There may be some 

very good qualities in the materials but, 
for example, we may judge the 
listening material or the reading 

passages to be unsuitable and in need 
of modification. If we think that 
adaptation is feasible, we may choose 

to do this. 
The flexibility factor     How rigid is the sequencing and 

grading? Can the materials be entered 

at different points or used in different 
ways? In some cases, materials that 
are not so steeply graded offer a 

measure of flexibility that permits them 
to be integrated easily into various 
types of syllabus. 

 
 


