
How to Talk about Team-Teaching: A Guide 
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**************************************************************************************** 

(1) Introduction: 

Communication is an essential part of any successful team-teaching 

relationship. By holding regular meetings with JTEs, ALTs can demonstrate their 

interest in having an active role in the classroom. In addition, meetings provide 

an opportunity to decide on common goals and strategies for team-taught 

lessons. Over the course of the school year, JTEs often become very busy and it 

may be difficult to schedule a regular meeting time. Holding a beginning-of-year 

meeting in April or September can help ALTs to lay the groundwork for a 

successful team-teaching relationship and to request a more regular meeting 

schedule throughout the year.    

 

***************************************************************************************** 

(2) Requesting a Meeting: 

 At the beginning of the school year, it is a good idea to give your JTEs a 

letter indicating that you’d like to meet and talk about team-teaching. You can 

send this letter to your JTEs by email or fax at schools you visit, leave the letter 

on their desk if they are away, or give it to them in person. Below is a template 

that you can use to make your own Self-Introduction/Meeting Request Letter. 

 

Dear (name(s) of JTE(s))-sensei, 

 

Hello! My name is (your name), and I am (school name)’s ALT from (your 

hometown or country). I have learned that we’ll be working together in (class 

name) this year, so I wanted to send you a message and say that I’m looking 

forward to working with you. 



 

Would it be convenient for you to meet with me sometime soon? I think it would 

be good for all the teachers to meet when the new school year begins to talk 

about team teaching, so let’s set up a meeting time. Please tell me your 

available dates and times, and I will adjust accordingly.  

 

Thank you very much, 

(your name)  

 

******************************************************************************************* 

 

(3) JTE Communication Form 

 At your beginning-of-year meeting, it’s important to get as much 

information as possible from your JTEs about their goals for the year and their 

expectations for your team-teaching relationship. Below is a form you can go 

through will your JTEs to address common team-teaching problems and 

questions. (Please note that “Part 2 – About the Class” is not relevant for April 

meetings, as JTEs have likely not met the new students yet either. However, it 

will be relevant for anyone who starts at a new school in September.) 

 

Teacher Name:     Class: 

1 - Number of ALT lessons in the next month:  

 

2 - About the class 

Please choose the average ability level/behavior for the class.  1 is low, 5 is 

high.  

 

Listening   1 2 3 4 5  

Speaking   1 2 3 4 5 

Writing    1 2 3 4 5 

Reading   1 2 3 4 5 

Willingness to speak  1 2 3 4 5 

Willingness to participate 1 2 3 4 5 

Ability to take instructions 1 2 3 4 5 

 

Any behavioral notes: 



 

 

 

3 - About the course 

Please explain what the class is currently learning in their regular lessons, or 

what major topics will be covered in class throughout the year. 

Grammar points: 

 

 

 

Vocabulary: 

 

 

 

4 - Expectations for ALT involvement 

I would like the ALT to assist with (please check options):  

O  Planning and teaching activities for part of class   

O  Regular (textbook) lessons 

O  Other (please discuss with ALT)  

 

Type of lessons I would like ALT to assist in creating (please check options): 

O  Games (bingo, Jeopardy, etc) 

O  Cultural lessons (holidays, etc) 

O  Projects 

O  Presentations/skits 

 Other (please discuss with ALT) 

 

5 – Meeting time* 

I would like to meet with the ALT to talk about team-taught lessons (please check 

one option): 

 Weekly  

 Biweekly  

 Monthly 

Day of Week:_____________________  

Period:__________________________ 

*If possible, it is a good idea to choose a day and period when all JTEs can join 



in the conversation. 

 

 

 

6 – Additional Questions 

What are your team teaching goals for the school year? 

 

 

 

 

 

What has worked well for you in past team teaching lessons? 

 

 

 

 

Do you want to use the textbook in team teaching lessons? If not, what materials 

do you want to use? 

 

 

 

 

If students speak out of turn in class, how should we tell them to quiet down? 

 

 

 

 

When no students volunteer to answer a question, who should call on them? 

How should they be called on? 

 

 

 

 

 

 

******************************************************************************************* 



(4) Setting Common Goals: Learning Targets 

 

Writing learning targets together (or having the JTE write their own to share with 

the ALT later) is a great way to make sure that JTEs and ALTs are on the same 

page about the intended outcomes of a unit or lesson.   

 

School Year Learning Targets 

- These are broad, overarching goals for the students for the entire course, 

especially in relation to the ALT’s role in the classroom 

- These are designed to help guide your planning and teaching 

- It is okay if these have to do with attitudes and behaviors 

 

Good Examples: 

- Students will be able to converse on simple topics in English. 

- Students will be unafraid of making mistakes in spoken English. 

- Students will demonstrate an interest in learning about other 

countries/cultures and/or traveling in the future.  

- Students will be able to enunciate words in a way that is intelligible to native 

English speakers.   

 

Bad Examples: 

- Students will earn an average of 80% on year end exams. 

 This is a perfectly adequate goal to keep in mind, but it is a bad learning 

target because it is not focused on students’ actual abilities.  

Remember: learning targets are used to guide planning and teaching.  

This target doesn’t help with that at all.   

- Students will have fun learning English. 

 Also a perfectly good goal, but way too broad to serve us well as a 

learning target. 

- Students will be able to verbally give directions to locations around town in 

English. 

 This is actually a great learning target, but it is too specific for a school 

year learning target.  It would, however, be great as a unit or lesson 

learning target.   

 

 



Unit/Chapter Learning Targets 

- These should be more specific than school year learning targets and should 

deal with what exactly you want students to know, understand and be able 

to do by the end of the unit/chapter 

- These should not generally be related to attitudes or behaviors 

 

Good Examples 

- Students will be able to confidently introduce themselves and share basic 

facts about themselves in English.  

- Students will be able to verbally give directions to locations around town in 

English. 

- Students will be able to understand and follow basic classroom instructions 

given in English.   

- Students will be able to consistently write sentences that correctly use the 

past participle in English.  

 

Bad Examples 

- Students will make posters and share with the class. 

 This is a bad learning target because it describes the lesson process, 

not the lesson goals.  What do you want students to know, understand, 

or be able to do in relation to them making posters? (Or, if the posters 

are a means of assessment, what skills are you assessing?) 

- Students will know what the words ‘left’, ‘right,’ and ‘straight’ mean. 

 This one is borderline okay because it is specific about what you want 

students to know, but it helps to build in how you intend to check 

understanding/assess student learning if at all possible.  Better 

options might be: ‘Students will be able to define the words ‘left’, ‘right’, 

and ‘straight’’ or ‘Students will be able to use the words ‘left’, ‘right’, and 

‘straight’ to direct others to a location.’ 

- Students will earn an average score of 70% on the end of unit/chapter test 

/worksheet / whatever. 

Same as in the school year examples, this is an outcome and it doesn’t tell us 

anything about what students should know, understand, or be able to do by the 

end of the unit. 

 

******************************************************************************************* 



 

(5) Learning and Team-Teaching Targets Worksheet 

 

You can use the following worksheet to set common goals with your JTEs. It’s 

important to discuss both your goals for the students (Learning Targets) and your 

ideas about the flow of the lesson (Team-Teaching Targets) at team-teaching 

meetings.  

 

Learning Targets (Can do list) for the Year 

 

School Year Learning Targets (what you want students to know, understand, or 

be able to do by the end of the school year) 

 

 

1. Students will : 

 

 

 

2. Students will :  

 

 

 

3. Students will :  

 

 

 

4. Students will :  

 

 

 

5. Students will : 

 

 

 

6. Students will :  

 



 

 

7. Students will :  

 

 

 

8. Students will :  

 

 

 

9. Students will : 

 

Learning Targets (Can do list) for Each Unit/Lesson 

 

Unit/Chapter Learning Targets (what you want students to know, understand, or 

be able to do by the end of the unit/chapter) 

 

1. Students will :  

 

 

 

2. Students will :  

 

 

 

3. Students will :  

 

 

 

4. Students will :  

 

* * * 

 

Unit/Chapter Team Teaching Targets (how team teaching will flow for the 

unit/chapter) 

 



 

How will the time be broken down for the unit/lesson? 

 How much time will be used to explain/check homework? 

 

 

 How much time will be devoted to grammar? 

 

 

 How much time will be devoted to vocabulary? 

 

 

 How much time will be devoted to the unit/lesson theme? 

 

 

 What are the expectations for ALT involvement? 

 

 

 

What is the target grammar? 

 

 

 

What is the target vocabulary? 

 

****************************************************************************************** 
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