
PROGRESS SHEET  
REPORTGUIDELINES

For Regular Teachers



Hi, teachers! Below are some important reminders when filling-out 
your  regular student progress sheets.

Keep in mind that the students (and their parents) check them 
regularly (weekly) so  please make sure that you input the proper 
information and that you  accomplish them on time (every weekend).

Please accomplish them diligently and properly.

We are checking your sheets regularly and will continue to give 
comments  until you get things right.

Once you get this right, the following updates would be much easier.



PLEASE TAKE NOTE OF THE FOLLOWING:

A. Please input ALL necessary information if possible:
1. STUDENT NAME

2. SEX

3. AGE

4. LOCATION

5. TEACHER NAME

6. LEVEL TEST DATE

• NOTE: PLEASE INPUT ALL THE NEEDED INFORMATION.

• We will check this until you do so. (sample below)



B. When giving scores and comments, please take note of the

following:

• Avoid giving very high scores as this hinders students to want to learn

more.
• For juniors, 1-3 is recommended.

• Try not to give over a score of 7 to students.

• Give a score for each English area indicated (6 areas), add them and 
divide the  total score by 6 to get the overall score; if your total has a 
decimal point, don’t  include it.

e.g. 2.7 is just 2; 3.9 is just 3.



Please refer to the notes below for the level system:

Level 1: Super Beginner:

• Can follow the alphabet and simple words but mostly answers with one or two

vocabulary.

Level 2: Beginner:

• Can make simple complete sentences but have pronunciation and grammar mistakes.

Level 3: Elementary (IELTS 3.0-4.0 equivalent):

• Can make complete sentences and has little pronunciation and grammar mistakes

Level 4: Pre-Intermediate (IELTS 4.0-5.0 equivalent):

• Can make complete sentences but not in formal English.

Level 5 Intermediate (IELTS 5.0-5.5 equivalent):

• Can make complete sentences and can understand 80-90% of the content and what the
teacher says.



Level 6 Upper-Intermediate (IELTS 5.5-6.5 equivalent):

• Can understand almost everything and can have a natural free conversation with the

teacher.

Level 7 Pre-advanced (IELTS 6.5-7.0 equivalent):

• Has full knowledge of Formal and Business English.

Level 8 Advanced (IELTS 7.0-8.0 equivalent):

• Almost native level.

Level 9 Proficient:

• Native and can communicate quickly and verbally or give speeches; they can also 
answer unfamiliar topics or abstract questions clearly and in detail.



For juniors and teenagers, we recommend giving scores between 1-3.

For adults, we recommend giving scores between 1-5.

For advanced level, we recommend giving scores between 5-7.

For the comments section, please input a comment for each English 

area instead of just giving a general overall comment. You may include  the 

strengths and points of improvement of your students in this part.



Follow the sample provided from the photo attached below:

(We check this every week and we will ask you to edit it until you get it right so please make sure you 

do it properly.)

NOTE: ALL INFORMATION IN THE SAMPLE IS NECESSARY.



OTHER SECTIONS

All other sections should be accomplished on a weekly basis.

OVERALL SAMPLE: Your progress sheet should look like this:



a. Organize the dates per week.
Do this to make your progress reports neat and easier to understand.



b. Input the class start and end time.

Always add AM/PM or use the 24-hour format to be specific.



c. Input complete information re: the topics you have discussed 
in class.  Make sure to input the ff:
• Book: Title of Material

• Student Book: Specific Lesson Unit Number/Pages (always specify the pages)

• Workbook: for homeworks of Oxford courses (sample below)

A.GENERAL MATERIAL – not applicable so just put “/” on the “Workbook” section

B.OXFORD MATERIAL – input the pages given as homework in the “Workbook” section or put
“No Homework” if that is the case.

NOTE: If you cannot finish a unit in 1 class, it’s totally fine and you may just continue it next class or until
when you can finish depending on student’s level, participation, and interest.



Remark – optional but you may input additional information here like:

• Present/Absent

• Late for [number of minutes]



d. Weekly Progress Report

Input your overall comments for the student on a weekly basis.

• You can input things like their behavior in class, English skill improvements, points to work
on, and even encouraging messages.

NOTE: PLEASE WRITE ONE SENTENCE (or continue on the next row if your
sentence does not fit the line) PER LINE SO THE STUDENTS AND THEIR PARENTS
COULD UNDERSTAND IT EASILY. (sample below)



e. Create a new tab for reports every 2 months to avoid congesting one 
tab with  too much information.



Please take note of the guidelines when accomplishing your

progress sheet reports. Again, the students and parents check this

part regularly and they are expecting clear and detailed comments.

If you made mistakes in your previous reports, please edit and correct them as soon as you can.

We recommend filling them out right after the class to avoid them piling up and being difficult for you 

to accomplish. We always check everything regularly so make sure to update them on time.

We look forward to your updates.

NOTE: This is part of your duty as a Regular Teacher. If you fail to accomplish this properly even after
constant reminders from the Teacher Support Team, we have the right to put your regular teacher incentives
and bonuses on hold.

Thank you and stay safe,

25Hoon English TS Team


