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How to Write a Teaching Research Record: Fill in the

Three Blocks of Theme, Comments and Conclusion

Many teaching research records read like a minute-by-minute transcript of a
meeting, and the useful parts get buried. A qualified record only needs to fill in
three blocks: the discussion theme, the key points of teacher comments, and the
research conclusion. Set up these three headings before the meeting, and the on—-site

notes will have a skeleton.

The first block is the discussion theme. Write the theme as one specific question
instead of a broad subject name. For example, narrow language research down to how
narrative writing expresses true feelings, or narrow math research down to how to
demonstrate the steps of reading a word problem. A specific theme gives the comments
and the conclusion a shared target, so people stop talking past each other. Pick the
theme from a real problem that recently appeared in classrooms, not from a

fashionable slogan.

The second block is the key points of teacher comments. Do not transcribe every

word; extract the one or two most valuable sentences from each speaker and write them
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as an argument plus its evidence. One teacher may point out that flat essays come
from stories without a turning point, while another may cite an example of
ineffective classroom questioning. Put the speaker name in brackets so the note can
be traced later. If the session includes a lesson demonstration, describe its basic
information and its most striking feature in three or five sentences before the

comments begin, so readers who were absent can still follow the discussion.

The third block is the conclusion and the improvement suggestions. The conclusion
must answer two questions: what consensus the discussion reached, and what to do
next. Write the suggestions as actionable items, noting who is responsible and
roughly when things should happen. After the three blocks are filled in, the record
is objective and still carries a viewpoint. Do one simple check before submitting:
reread the record a week later, and if it lets you rebuild the scene and see the

follow—up actions clearly, the record holds up.
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