Checklists for teachers

Teacher’s checklist 1: Planning and preparation
	Tasks
	Completed

	Read the internal assessment feedback forms (Form 3/IAF) from previous examination sessions.
	

	Read recent geography subject reports.
	

	Look at any threads about internal assessment on the OCC.
	

	Refer to the current syllabus and correct internal assessment criteria.
	

	Make copies of the internal assessment criteria for students.
	

	Explain the weighting of the internal assessment component and interpret each of the criteria.
	

	Provide exemplar materials for students to examine and evaluate.
	

	Set deadlines for internal submission.
	

	Select an appropriate topic and location.
	


Teacher’s checklist 2: Fieldwork organization
	Tasks
	Completed

	Devise a fieldwork question with the students.
	

	Discuss methods of information collection.
	

	Organize groups and allocate work and equipment.
	

	Discuss time management for fieldwork.
	

	Ensure that students are fully equipped and have maps.
	

	Explain the importance of safety and weatherproof clothing.
	

	Make sure that all members of the group are fully involved in information collection.
	

	Stress the importance of responsibility and of working as a member of the team.
	


Teacher’s checklist 3: The follow-up work
	Tasks
	Completed

	Check that the students have completed their checklists.
	

	Check that all students have met the formal requirements including the word count.
	

	Mark the work using the criteria.
	

	Submit the marks to the IB and this list will then generate the details of the sample to be sent for moderation.
	

	For the sample: complete Forms 3/CS and 3/IA; student signs Form 3/CS.
	

	Make sure that each student submits an extra copy of the report to be kept in school.
	

	Make sure that all other originals are held in school in case additional samples are required.
	

	Ensure that samples are sent to reach moderators before the deadline.
	


