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Trainers’s Logbook – Piloting the INTER Guide

INTER – A Guide for Intercultural Education

EU Comenius Programme - Year 3 – 2004/5

Desirable uses

Documenting the process by

A
Taking notes on activities

B
Recording who/what/where of feedback from the workplace

C
Recording and capturing other evidence of learning

D
Reflection on your own teaching in the test sessions

E
Recording corrections and improvements to materials

A
Taking notes on activities

B
Recording who/what/where of feedback from the test session

C
Recording and capturing other evidence of learning

Suggested method for notes and information capture

1. Date entry and (where important) note time

2. Record who present, where feedback/incident takes place, what happens, what is said

3. Note any action points – preferably in a separate column or with a box clearly outlining them.

4. Draw a line under the day/incident

Where – note public/private/disrupted/conducive

What was said – exact words (quote if possible)

Record observable behaviours – try to avoid imputing motivation

D
Reflection on your own teaching in the workplace

Reflective pieces should include the incident you are reflecting on, your feelings about your work, what you feel you have learnt from the incident and which can be applied in your practice and your own action plan - what you are going to do to change your behaviour.

You may wish to keep reflective pieces separately – i.e. at the back of the logbook. Remember to date these. 

E
Recording corrections and improvements to materials

The materials are an aid. They are not the syllabus or the method! 

As you react to the needs of your learners you will need to make your own materials and to use what is around you. 

If you use the given materials and improve the way they are used great please record the changes so they can be used by others

If you make your own materials and they work then record this so we can share the good practice.

Confidentiality

The logbook is an aid for you and the programme. Its contents should be confidential. However, to avoid embarrassment there are a few ground-rules you might like to adopt.

Keep the logbook with you on site.

Use initials  rather than full names where possible.

Never name participants or colleagues.

When recording actions or conversations try to be accurate in what was said or done. 

In your reflections avoid personal issues if possible – concentrate on professional issues.

