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elcome to the Educator’s Field Guide! The EFG has been compiled
particularly as a resource for student teachers and beginning teachers,
though as a desk reference it may be a valuable volume to keep close at hand
in your professional library. The four units that we have assembled here,
focusing upon Instructional Organization, Classroom Management, Instruction,
and Assessment, encompass the primary duties of any professional educator. In
this edition of the EFG you will find both the classic research in these areas of
your work as a teacher as well as up-to-date discussions and explanations of
key topics such as student diversity, special needs, lesson planning, instructional
techniques, and assessing your students’ academic progress. If you are facing
student teaching (or hosting a student teacher), are in your first years as a
professional teacher, or simply want a source you can go to as a refresher on one
topic or another, the EFG is your book.

THE ORGANIZATION OF THE BOOK ■
There are several aspects to the organization used in the EFG that we want to
point out to you. As mentioned already, the book is structured into four units.
They are sequenced in the order in which you might need them most, though
we understand that good arguments (even some of our own!) could be made
for a different arrangement. We have placed an indexing mark along the edge
of each page so that you can quickly go to the unit you need by either looking
at the edge of the book or while thumbing through. Once again, the units are as
follows:
••
••
••
••

Unit I: Instructional Organization
Unit II: Classroom Management
Unit III: Instruction
Unit IV: Assessment

At the beginning of each unit you will find an outline to help you zero in on
the topic you need and also a concept map to help you see the bigger picture of
what the unit discusses. And while we are mentioning it, the Table of Contents
beginning on page v lists the major headings and subheadings found in the text
as a quick reference.
Need a refresher on some of the terms used in education these days?
Anything we use in the text that has been identified as a key term shows up in
the glossary at the back of the book.
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HOW TO USE THE EFG
Each of the units is organized in the same manner: First, Second, Now,
Tomorrow, and Finally. You can go directly to the level of information that you
need based on these category headings. The sections with the heading “First”
are intended to give you the background information, the “whys and
wherefores” of the topic. This section is not intended to tell you what to do in
class tomorrow but instead is the foundation information that teachers should
have to be professional educators.
In the sections titled “Second,” you will find what we will call transition
information. That is, these sections start to bridge the gap between the
foundation material found in the previous section and the very practical
information to be found in the next section. For instance, in Unit I: Instructional
Organization, the First section discusses long-range planning. You may well be
required to do this, but it probably isn’t what you are most concerned about
doing with your students tomorrow. The next section, Second, however, talks
about short-range planning—and that’s all about what is going to happen in
your room tomorrow.
“Now” is the section that tells you what to do, well, now. For instance, in
Unit II: Classroom Management, Now is a detailed exercise in developing your
own classroom-management plan. It begins with writing a mission statement
and works its way all the way through to assessing your plan and reflecting on
the results.
Preparation on a particular topic should be pretty well under control if you
have gone through the previous sections (at least the Now section), so
“Tomorrow” explains how to take what you’ve prepared and implement it. In
Unit IV: Assessment, Now helps you to prepare strong assessments for your
students to complete and Tomorrow tells you how to analyze the results of
those assessments.
And “Finally.” We hope that you are feeling pretty confident about your
work by this point. However, in the world of teaching and working with other
people’s children, there is always something else to mention, and that’s where
Finally comes in. Sometimes it’s a reiteration of things discussed in the unit.
Other times—for instance, in Unit III: Instruction—it’s a reminder to all of us in
education of a little item that can often get lost amid the hustle and bustle of
getting it all done: take the time to enjoy your profession!
We have enjoyed putting this guide together for you and hope that you will
find the EFG to be a useful resource and, perhaps, an anxiety-reducer when you
are faced with a task that might require just a little bit of back up. And don’t
forget the words of Nobel Peace Laureate Nelson Mandela, “Education is the
most powerful weapon which you can use to change the world.” We wish you
the very best in your work—go out and change the world!
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