Introduction to Section 1
This section introduces you to one of the most important parts of being a successful teacher - planning a lesson.
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[bookmark: ch27]Planning a Lesson
Welcome to Planning a Lesson.  
This section introduces you to one of the most important parts of being a successful teacher – planning a lesson.
Before you read on, spend a few minutes noting down some reasons why lesson planning is important.
[bookmark: ch28]Why Plan a Lesson?
Your idea of fun might be to stand in front of a group of students, with no idea of what you need to teach or how you are going to teach it – but we definitely would not recommend it!
No matter how well you believe you can teach without preparation, your students will be aware of the difference in quality between a planned and an unplanned lesson.
To understand why a lesson plan is key, we can use the analogy of a tour guide who doesn’t know the route.
Imagine you have booked a two-day tour of Paris. On the itinerary are visits to the Louvre, the Eiffel Tower, Montmartre and the Arc de Triomph – all places you are excited about seeing.
You arrive in the city and find your appointed tour guide.
You set off on foot to visit the Louvre but find yourself at a food market.
You follow this with stops at an elite boutique on the Champs Elysees, an art exhibition at a local gallery and a two-hour trip on the metro, which whizzes past several places you were supposed to visit.
Do you think the tour guide bothered to plan their route? Certainly not!
They clearly couldn’t bring you to any of the listed places because they had no route to follow.
Think of yourself as a language guide for your students. How can you bring them through your list of language “places” if you haven’t planned your lesson?
The answer is, you can’t.
Of course, even the best tour guide has to make a detour from time to time due to circumstances such as traffic, queues and unforeseen delays.  Similarly teachers sometimes do deviate from their plans – perhaps because of questions from the class, a fire alarm going off half-way through a lesson, or students finding a particular topic more tricky than expected. 
Having a plan allows you to be confident enough to take a detour, safe in the knowledge that your “map” for the lesson is there when you are ready to return to it.
Put simply:
If you fail to plan, you plan to fail.
On the other hand, if you really think about what you are going to teach, decide how you will structure your lesson, and ensure you have the resources and materials that you need in advance, then you are well on the way to delivering a great lesson.
Knowing exactly what you are going to do when, (and having a few extra ideas up your sleeve in case things don’t quite go to plan), is also a great way of helping conquer those nerves about standing in front of a class for the first (tenth / hundredth) time.
So let’s get started …
[bookmark: ch29]Creating a Lesson Plan
We have established that planning a lesson is important. So, how do you go about it? 
The best way to start is by creating a physical plan for your lesson – either on paper, or electronically.  It gives you a useful structure to think through how the lesson will work and helps you check that you have prepared all the materials that you will need.
You can find a couple of examples of lesson plans in Putting Planning into Practice later in this section.  However, it is worth noting that there is no set format for a lesson plan.  You may find that your school wants you to lay it out in a particular way – or, as you improve as a teacher, you may simply develop an approach that works for you.  As long as your plan is clear and easy to follow, it does not particularly matter what it looks like.
What is important is that it includes all the points that you need to deliver a well-structured lesson.
Specifically, a good lesson plan will set out:
1.  The context for your lesson
This is the background for your lesson, and will determine what you are actually going to teach.  It should include:
· Who you are teaching (including age, level, size of class and students’ background)
· Practical information, such as the timings and place of the lesson
· The aims of the lesson
· Any anticipated problems and ideas for overcoming these.
2.  The structure of your lesson
The second part of your plan will set out what you will be doing in the lesson. It should relate directly to the context, and include:
· The timing for each part of the lesson
· The topic / stage you are covering in each part of the lesson
· The specific activity / activities that you will be delivering for that stage
· Who will be involved in each activity (eg students working in groups)
· The resources that you will need to deliver each activity.
Section contents
In this section we will look at each of these elements in more detail.
We start with two knowledge modules:
· Initial Lesson Planning, which explores the context for your lesson
· Structuring a Lesson, which will help you think through how to create a balanced and interesting lesson.
This is followed by:
· Putting Planning into Practice: Setting out practical examples and ideas for lesson planning
· Check Your Knowledge: Planning, with self-check quizzes to help you review what you have been taught
· End of Section 1 Test.
Enjoy this section, and remember to look at the links to articles we suggest throughout the module - the more you investigate each subject area, the better prepared you are going to be when teaching.
Initial Lesson Planning
This module explores the first stage of lesson planning: the context for the lesson.
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[bookmark: ch30]Introduction
This module explores the first stage of lesson planning: the context for the lesson. 
It can be tempting to jump straight in, and start planning activities for your class without considering the context.  After all, why waste time? 
However, before you decide to skip this module, just think:
· Will a brilliant activity for a large class of eight-year olds really be as effective with a small group of advanced level adult businessmen?
· If you don’t know the aim of your lesson, how can you decide what activities you should include?
· If you’ve not considered how long your lesson will last, or where it will take place, how will you know if there is enough time or space to include that fantastic activity which involves students running around picking things up off walls?
· And what about problems that you might come across - wouldn’t you feel better heading into the classroom knowing you have a few strategies up your sleeve?
Put simply: the context for your lesson determines what you teach and how you teach it. Making time to reflect on the context for your lesson before you start planning activities will make the rest of the planning process – not to mention the lesson itself – run much more smoothly.
What to Include?
The first page of your lesson plan should clearly set out the context for your lesson, namely:
· Practicalities of the lesson: where, when and for how long will you be teaching?
· Who you will be teaching: age group, level, size of class, preferred learning styles of your students and any other relevant information, such as students’ backgrounds or why they are learning English
· Aims of the lesson
· Any anticipated problems plus ideas for dealing with these.
This module explores each of these elements in turn.
Enjoy the module, and remember to look at the links to articles we suggest throughout the module - the more you investigate each subject area, the better prepared you are going to be when teaching.
[bookmark: ch31]Practicalities of Your Lesson
The first pieces of information to set out on your plan are:
· The time of the lesson
· The length of the lesson
· Where the lesson is being held.
This provides the boundaries for your lesson.  You should already have this information.  However, setting it out on your plan:
· Means that you can check that you do have all the information that you need
It is better to realise now that you don’t know where the venue is, than five minutes before you are due to teach there.
· Reminds you to choose suitable activities for your lesson
For example, it can be good to have a lively and interactive opening activity if you are teaching straight after lunch, when students can be in a bit of a lull. Alternatively, if you are tight on space, you may select activities that are mainly desk-based.
· Helps you to refer back to the material in the future
As your teaching career develops, you will start to build up a range of different lessons and activities.  Having a clear plan, with all key information set out, enables you to easily identify if a given activity may be suitable to use with another class.
[bookmark: ch32]Who Are You Teaching?
The second set of information to note down on your plan is who you are teaching.
More specifically, you need to consider:
· What age are your students?
· What level are your students?
· What size is your class?
· What are your students’ preferred learning styles?
· Relevant background information, such as whether all your students have the same native language, and why your students are learning English.
Your answer to each of these questions will impact on the way you structure your lesson, and the activities that you include.
Before you move on, spend a few minutes thinking about why each of these points matter.
· Age of students
· Level of students
· Size of class
· Learning styles
· Other background information
Now let’s look at each of these areas in more detail.
[bookmark: ch35]Levels of Students
There are eight main levels that you might come across in TEFL: 
	Level
	Ability

	Beginner
	Knows no English 

	False beginner
	Has encountered English, but has very limited ability to speak basic phrases 

	Elementary
	Can form very basic phrases; limited ability 

	Pre-intermediate
	Knows the basic structures of the language; has a wider range of vocabulary 

	Intermediate
	Able to tackle more complex structures but may still struggle to form these correctly 

	Upper-intermediate
	Extended ability and knowledge of structures 

	Advanced
	Much more accurate use of structures and more depth in their use and understanding 

	Proficiency
	Near native speaker level 


 
Different Levels
Have a go at this quiz looking at what is appropriate to teach at the various levels presented above.
Different Levels
[bookmark: ch37]Grouping Levels
To make life a little easier we can group these levels into three broad categories: Beginners, Intermediate and Advanced.
Before you read on, spend a few minutes thinking about the differences in the lessons you would teach each of the following levels.
· Beginners
· Intermediate
· Advanced 
Click to reveal
Beginners
Beginners are on a steep learning curve. This means that you can see progress within each lesson, as vocabulary and grammar take root.
However, it is important to remember that students can find language learning difficult and may have unrealistic expectations.  This can mean that beginners give up quite easily.  It is therefore important for you to plan and structure lessons to help keep students’ confidence and motivation high.
When you are planning a lesson for beginners:
· Ensure that they will leave the class having learnt at least one new thing – whether this is an item of vocabulary, a new phrase or how to conjugate a verb.
· Include quick reviews and activities to help students see the progress they are making.
Intermediate
Intermediate level students have already accumulated the knowledge that they need to speak English. However, they need to learn to manipulate it in order to move onto the next level. 
Learning at this level is less obvious than with beginners who can leave the classroom able to point to specific things that they have learnt. Intermediate students can feel that they have reached a plateau and are no longer progressing.  As a result, more students give up at this level than at any other.
A key element of your job at this level is to keep your students motivated and feeling like they are continuing to learn.
When you are planning lessons for intermediate level students:
· Use a clear structure, showing what you will be teaching each week, month, term and year.  This will help students to see where they are going, and reflect on how far they have progressed.
· Set your students challenges: give them short tasks to see if they have learnt enough to analyse and manipulate a piece of language.
Advanced
Advanced students are trying to get to the heart of the language.  You need to help them to explore the depths of meaning and the subtleties of the language, such as turns of phrase, inflections in the voice, colloquial expressions and inference in what people say and write.
The students have already developed the basic skills; your job is to show them how to use them.
When you are planning a lesson for advanced students:
· Spend time exploring their interests. You can then build quite complex activities around these areas. For example, you could set up a political debate, review a specific piece of medical research, or discuss whether a player should move to a new football team.
· Use sound recordings and film to introduce students to a range of different accents and colloquial expressions.
[bookmark: ch38]Teaching Mixed Level Classes
To a certain extent, all classes are mixed levels – you are highly unlikely to find yourself in front of a class where every student is at exactly the same level.
However, in reality, students within a recognised range of ability are thought of as being at the same level. For example, a beginner group would consist of students who all have limited English ability.  Some students may be able to count to ten and have a vocabulary of 40-50 words, whilst others may literally speak no English. However, everyone in the group is pretty much starting from the beginning.
In a class that is defined as mixed level however, you will have students in the group who are from different categories of level. For example, your class might be made up of 70% beginners and 30% intermediate.
There are a number of reasons why a school might have mixed level classes.  It could be a simple question of numbers. Small schools may not have sufficient students to form two distinct groups – and hope that the differences are not too large for the teacher to manage. Alternatively you may be teaching in a secondary / high school where students are grouped by age rather than ability.
Whatever the reason, it’s likely that at some stage you will face a mixed-level class. So how can you deal with this?
Let’s look at a few possible approaches you can build into your planning process.
Mix it up
First you need to identify the stronger and weaker students in the class.  Once you have done this, you can use different materials for different groups of students.
For example, you could have an elementary group working on a sheet that requires knowledge of the Past Continuous whilst the beginner groups are working on a task sheet about colours.
Same house - different floors
In some situations, you can use the same material with different levels of students, providing that you adjust the outcomes to suit the level.
For example, you could create a task exploring what happened to students yesterday.  Lower level students would be expected to produce a sentence using a Simple Past structure such as "I was in the cinema."  At the same time, higher level students would be required to produce sentences using the more complex Past Continuous structure, such as "I was leaving the house when..." in order to meet the task target.
What are friends for?
A different way to approach the problem is to use students to help each other. Here, you would set up tasks which enable the stronger students to help the weaker ones.
This works best in short bursts to avoid strong students feeling that they are being used at the expense of their own development.
Mixed Classes Quiz
[bookmark: ch33]Teaching Different Age Groups
You might think it’s a great idea to teach a group of adults a nursery rhyme or present a class of six-year olds with a discussion on the latest political debate.  However, most experienced teachers would disagree!
So how do we, as teachers, deal with teaching different age groups? 
Before you read on, spend a few minutes thinking about different ways you might approach lessons for each of the following age group:
· Young children
· Teenagers
· Adults
Click to reveal
Young children
In many countries children start learning English as a second / foreign language from the age of three. This may sound young, but it does mean that teachers benefit from the natural ability of children to pick things up quickly.
Children will not usually think about learning language consciously. Instead, they want to actively participate in the things they see around them and then learn language as part of that process. If you tell a child a word for something they are interested in, you will find that they quickly start to use it to communicate.
Children usually learn well when they are active, and will invest considerable effort in learning if it is part of a game.  For example, include activities based around actions, songs, movement and/or story-telling.
When you are planning for this age group, you need to ensure that your lesson will be:
· Varied, fun, bright and interactive
· Fast paced
· Include lots of different material as young children tend to have very short attention spans
· Highly organised. If you are feeling lost, children will quickly realise and take advantage. Any teacher who’s had a class of four-year-olds run rings around them doesn’t forget it in a hurry!
In the classroom
Have a look at our video of a (very) Young Learners' class:
Teenagers
This can be a very challenging age group to teach (to put it mildly!). However, with the right approach, you are likely to have some of the most enjoyable classes you’ll ever come across.
Teenagers want to take responsibility for their own lives and will form views about their education.  Treat teenagers with respect, and they will usually thrive. 
Teenagers can also be very self-conscious and worry about how they appear. This can make teenage students anxious about making mistakes.  As a teacher, it is important to focus on positive feedback and never single out an individual for making a mistake.
When you are planning for this age group, you need to ensure that your lesson will:
· Give students responsibility and independence (eg allow them to develop their own set of classroom rules, or decide what topics to cover in future lessons)
· Have lots of opportunity for the class to demonstrate their knowledge of the world and what’s of interest to them
· Acknowledge that students are likely to have a whole host of things going on in their lives that you have no idea about, and may be prone to occasional mood swings, shyness and over-exuberance.
In the classroom
Compare our Teenagers class with the Young Learners:
Adults
In general, adults will have longer attention spans than younger students and are likely to be more focussed on studying - after all they will probably be paying for the classes themselves.  They will also have a greater range of life experience to bring to the class than teenagers or children.
However, adults can be embarrassed about making mistakes, making them reticent to produce new or difficult language. They also can get frustrated when they are not able to say exactly what they intended.  It is also worth being aware that adults will have had previous learning experiences – both positive and negative – and these are likely to impact on their attitude. 
Adults generally like to learn through discovery (although this can vary between individuals).
When you are planning for this age group, you need to ensure that your lesson will:
· Provide a supportive and encouraging learning environment (you’d be surprised how many people forget this!)
· Include activities that are relevant to their lives 
· Deliver information to confirm or reassess their knowledge
· Offer ways for them to further their knowledge, and follow up on areas that are of particular interest.
Activities for Different Ages
Whatever age you teach, spend time getting to know and understand each student in your class.  Many new teachers focus on what they are teaching and how they will teach.  Of course, this is important.  However, investing time in finding out about each person individually can really help to get your class on side. Of course in a group of 35 this can take some time but every little bit of effort will be rewarded.
[bookmark: ch39]Class Size
There are three main sizes of class you are likely to teach:
· One-to-One
· Small groups
· Large groups.
Before you move on, think about the difficulties and opportunities you may have teaching each of these different sizes of classes.
Click to reveal
One-to-One
One-to-one lessons are a growth area in the ELT industry, and can be a way to earn extra money.
However, one-to-one is often challenging work, as you are the only person the student has to work with. This limits the types of activities that you can do, and means that you will often need to directly participate in them.
Of course, an individual lesson also means you have only one student to deal with at any one time so you don’t have to switch hats too often.  This does make classroom management easier!
When you are planning one-to-one lessons:
· Shape the lesson content directly around the individual student’s needs
· Identify and focus on topics which are of interest to the student
· Create more material than for group lessons, as you will cover it faster
· Use activities that are suitable for one or two people only
· Give the student 100% of your attention all the time.
Small groups
Small is a relative term. Depending on where in the world you go to teach, a small class could vary from as few as three to as many as eight or ten.
Students often like smaller groups as they feel it is a “safer” environment in which to practise language. They are able to get to know each other well and so develop trust more quickly. This means that they can feel more confident and comfortable trying out new language structures.
Management of a small group is also considerably easier than a large group – there are fewer people to keep your eye on, fewer individuals to bring into every practice, and fewer names to remember!
However, there are some types of large-scale, interactive activities that aren’t suitable for small groups. It can also be easier for one student to dominate the class, and it’s more common for the group as a whole to have an off day!
When you are planning lessons for small groups:
· Make the most of having only a few students, planning activities that will allow you to give more attention to individual students
· Ensure you have additional material and make lessons more diverse than in large classes as you will cover ground faster
· Take steps to stop an individual student dominating (eg by calling on students by name, or allocating passive and active roles for a task).
Large groups
Large groups can be very challenging to manage – but also can be enormous fun to teach.
As above, size is relative.  However, it’s not uncommon to encounter classes of 30-35 and you may even find yourself teaching a group of up to 50 students!
Led well, a large group can deliver an incredible energy and dynamic to language learning. There is no shortage of different people for each member of the class to practise their English with and you can pretty much guarantee a broad range of views, interests and learning styles.  This means that it is both necessary and enjoyable to use as many different approaches to learning as you can.
When planning a lesson for large groups:
· Create activities that will allow you to give each student some time from you, however little. This may mean something as simple as asking the student a question or quickly checking something they have written
· Choose activities that are appropriate for the space that you have.  Remember, students may not have enough room to move around
· Check frequently during the class to ensure that students can hear and see everything that is going on
· Use group / pair activities. For very large classes you could even appoint group leaders to manage activities / report back / take notes, etc
· Make use of group worksheets, where students work together and complete the task as a group. This will let you move around the groups, checking students have understood the task and are completing it in the way intended. Effectively this breaks one large class into several smaller ones.
Pros and Cons of Different Class Sizes Activity
[bookmark: ch40]Learning Styles
Understanding how your students learn best will help you to plan effective lessons for your class.
There are many different theories around learning styles – and you may well have come across a number of these yourself. However, a simple approach is to think about three core types of learning styles:
1. Visual
Visual learners learn through seeing things.  This can be pictures, charts, presentations or demonstrations of how something is done.
For example, a visual learner can see a picture of an apple, be told it’s an apple and then remember this for the future.
Within this category, there are two subsets of visual learners:
· Visual-spatial learners prefer pictures and diagrams to text
· Visual-linguistic learners respond well to reading based tasks and enjoy making notes.
2.  Auditory
Auditory learners learn through listening and speaking. They usually enjoy reading out loud and listening to recordings of text.
You can bring out the best in auditory learners by including lots of listening, speaking and music activities in the classroom. 
3.  Kinaesthetic
Kinaesthetic learners learn through doing. They bore easily if there is no physical stimulus to maintain interest and will take notes in lessons just for the sake of moving their hands.
Doodling, jotting things in the margin, highlighting and drawing pictorial representations are all part of this learning style.  Kinaesthetic learners will also scan reading material quickly and then re-read to focus in on the important details.
[bookmark: ch41]Identifying Learning Styles
When you start working with a new class, it is useful to explore the different learning styles amongst your students.
Before you read on, note down a few approaches you could take to find out the learning styles in your class.
Click to reveal
There are a number of approaches that you can take.  For example, you could:
· Include a number of short activities in your first lesson, based on different learning styles.  Observe how your students engage with each, and ask them to feed back
· Have a short discussion about learning styles with your students.  You can give a few examples to explain each.  This is more likely to be appropriate with higher level students
· Carry out a short learner styles activity, such as a questionnaire, to identify the various learning styles within your class.
Make sure you note down the styles that you identify. This information will help you to plan lessons that are shaped to the particular class of students and help you to recognise when individual students are likely to be more or less engaged in a task.
What is your learning style?
It is also useful to identify your own learning style.  This will have influenced your experience of learning at school and as an adult.  It may also impact on how you instinctively approach lesson planning.
Spend a few moments now thinking about the following questions:
· What learning style do you prefer?
· How do you think this impacted on your learning at school and as an adult?
To help you reflect further, complete the following brief questionnaire.  You can also use this in your classes to help identify your students’ learning styles.
Learning style questionnaire
Read each question and choose one option that is most like you (a, b or c). Then click to reveal what learner style it relates to. When you have revealed your learner style for each question count up how many you scored for each learner style. This will tell you what type of learner you are.
Question 1
a. I prefer lessons where we can discuss things.
b. I prefer lessons where there is something to look at or something to draw.
c. I prefer lessons where we can do something practical – or at least move around.
Click to reveal
a. Auditory
b. Visual
c. Kinaesthetic
Question 2
a. I often fiddle with things in class.
b. I often sing or hum to myself.
c. I enjoy taking notes in class.
Click to reveal
a. Kinaesthetic
b. Auditory
c. Visual
Question 3
a. When learning a new skill, I just prefer to get on with it.
b. When learning a new skill, I prefer someone to explain to me how to do it.
c. When learning a new skill, I prefer to watch someone else show me how to do it.
Click to reveal
a. Kinaesthetic
b. Auditory
c. Visual
Question 4
a. When the adverts come on the telly – I like to watch them.
b. When the adverts come on the telly – I get up and do something.
c. When the adverts come on the telly – I like to sing along with them.
Click to reveal
a. Visual
b. Kinaesthetic
c. Auditory
Question 5
a. I would prefer to listen to a story.
b. I would prefer to see a comic strip of a story.
c. I would prefer to act out a story.
Click to reveal
a. Auditory
b. Visual
c. Kinaesthetic
Question 6
a. I use my hands a lot when I am talking.
b. When I am discussing something, I sometimes use words my friends don’t know.
c. When I am discussing something, I like to doodle.
Click to reveal
a. Kinaesthetic
b. Auditory
c. Visual
Question 7
a. If I could be famous, I would be a sports-person (or dancer).
b. If I could be famous, I would be a film-star.
c. If I could be famous, I would be a singer.
Click to reveal
a. Kinaesthetic
b. Visual
c. Auditory
Question 8 
a. The type of puzzle I would prefer is ‘spot the difference’.
b. The type of puzzle I would prefer is ‘name that tune’.
c. The type of puzzle I would prefer is a ‘rubik’s cube’.
Click to reveal
a. Visual
b. Auditory
c. Kinaesthetic
This quiz may well have shown that you use different learning styles in different situations. In fact, this is normal: although most people will have a dominant learning style, they also draw on elements of other styles.
This makes teaching a class easier. Whilst you need to ensure you incorporate activities for each learning style, your class can still stay engaged throughout the lesson.
Choosing activities
When you are planning one-to-one lessons, you can shape your activities fully around your student’s preferred learning style. However, in most classes, you will find that you have students who fall into each category of learning style.  This means that you need to ensure your lesson has a range of activities for each.  Whilst some students may engage more with certain parts of the lesson, you can be confident that each has had some teaching which has been directed towards their needs.
Before you read on, spend a few minutes noting down a few activities for each of the three main learning styles we’ve been looking at.
· Visual
· Auditory
· Kinaesthetic
Learner styles activities and tasks
[bookmark: ch42]Students' Background
The topics and types of materials that you use are likely to vary, depending on your class.  In particular, it is important to recognise:
· Why your students want (or need) to learn English, as this can impact on the focus of your lessons
· The impact that your students’ native language (L1) may have on their learning.
A good teacher will adapt activities and resources to reflect the needs and interests of the class.
Reasons for learning English
Look at each of the group descriptions below in turn, and think about what their needs might be.
Example 1: a class of adult students
Scenario
You have a group of students who have been sent to study English by their company, a hotel in the city of Lisbon, Portugal. The group includes receptionists, waiters, room attendants and junior managers.
The hotel owners have received complaints that floor staff cannot understand hotel clients, most of whom are British business people attending conferences in the city.
Needs (click to reveal)
Given their line of work and positions within the company, it is fair to assume that most of your students will be dealing verbally with hotel clients.  They are therefore likely to benefit from lessons providing plenty of listening comprehension and speaking, such as sample conversations, activities based around giving information, and role plays. There is plenty of material from the hotel and catering sector which you could adapt, such as menus, timetables and check-in / check-out processes.
You may find some students require practice in form filling, to help with the check-in/out processes. Generally however written English is likely to take a back seat, as the group needs to focus on their immediate skill weaknesses and, of course, the reason why their employer is paying for their training.
Example 2: a group of sales agents
Scenario
Your class is a group of sales agents. They have been sent by their company to your school in order to improve communications in English before the start of a major online sales push into the US market. The students will be responsible for answering email queries from potential business affiliates in the USA.
Needs (click to reveal)
As the students will need to answer queries by email, you will need to focus on reading and writing skills.  You could consider developing activities that require the students to “send” and “receive” emails across the classroom – perhaps even do this for real, if you have the technology available!
As the campaign is aimed at the US market, it may also be required of you to look at the differences between US and non-US spellings and vocabulary (eg elevator / lift).
It would also be useful to cover US business culture. Americans are polite people but may not seem so, as they can be direct. Sensitise your students to the culture and they will have a much easier time of it.
Example 3: a group of twenty 15-year olds
Scenario:
You have a group of 15-year old students who all need to pass their national school exams next summer. All learn English at school.
Needs (click to reveal)
These students will need their classes to cover all four skills (reading, writing, speaking and listening) – although the balance may vary, depending on the requirements of the country you are in.
Taking a class like this means constant readjustment and reassessment of the students’ needs throughout the year. Some will learn more quickly than others. Some will show signs of being stronger in some areas than in others. This is a challenging but always interesting type of class to teach.
Impact of students’ first language (L1)
L1 refers to a student’s first language – ie Spanish for Spanish people, Thai for Thais and so on.
Many teachers (and schools) have an English only policy in class.  This keeps the focus on English, and avoids the danger of you trying to use your students’ L1 when you are not really proficient in it.  In reality, your students will use their L1 from time to time. However, the key is to ensure that all your activities are centred around encouraging students to listen, speak, write and read in English.
However, there is another side to L1 that will affect your lessons, irrespective of any rules you set about its use in the classroom.  This is the impact that a student’s native language has on their ability to produce English effectively.  This can appear in all aspects of language, from pronunciation to grammar and word order to spelling.
Each language has a slightly different impact on learning English.  For example, a student whose native language doesn’t use the Roman alphabet is going to find reading and writing English particularly challenging.  Equally students whose first language doesn’t include certain sounds (eg “h” or “r”) can find some aspects of pronunciation extremely difficult.
When you are planning your lessons, it is important to consider the particular difficulties that your students may have.  You can then create appropriate activities that address the specific needs of your class.
As you can see, the question of who you are teaching is not to be taken lightly. 
It might seem like you have an awful lot to think about when you are just trying to plan a single lesson.  However, the important thing to remember at this stage is that knowing who you will be teaching will help you decide how you should plan and deliver a lesson.
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Once you have established who you are going to teach, the next crucial question is: what do you want your students to learn? In other words, what is the aim of your lesson?
Every lesson plan should have a clearly stated aim.  This will determine the content and activities that you include in a lesson.
Before you read on, make a list of some possible aims for a lesson.
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Defining Aims
Lesson aims can cover a range of different areas, such as:
· Introducing a grammatical point / vocabulary
· Developing reading / listening / writing / speaking skills
· Improving students’ pronunciation.
You should try to make your aim as clear and specific as possible.  This will help ensure that you develop suitable content for the lesson – plus know whether or not you have achieved the aim at the end of the lesson.
For example, you might state a lesson aim as:
In this lesson students will learn four new colours: blue, green, black, and grey, and practise them with the colours learned in the last lesson: yellow, red, and orange.
Many lessons will have a secondary aim as well as the main aim. For example:
· In this lesson students will learn four new colours: blue, green, black, and grey, and practise them with the colours learned in the last lesson: yellow, red, and orange.
· They will also learn four new words for classroom furniture, and practise saying what colour these are.
In some cases, the lesson aims will be determined by the school’s course book or syllabus (ie what you are required to cover within your teaching course or year).  In other situations, you will have more freedom to decide your own aims.
Even if you are following a course book, you should still review the aim and decide whether it is suitable for your class. For example, you may decide that the students should be able to do more or less than the course book states and adapt the aim accordingly. 
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A key part of successful teaching is anticipating problems.  If you think in advance about how to deal with issues that might come up, then you are in a far better position to deal with these if they do arise.
When you are planning a lesson, it is useful to reflect on issues that might arise and how you could deal with them.  Note down these approaches on your lesson plan – it can be a really useful prompt if / when you need to use them!
What kind of problems?
Problems can come in many shapes and sizes – it’s not just a matter of worrying how to manage the class itself.  For example:
· A new student to the class.  You might need to think about how to find out his/her level of skills, plus integrate him/her into the class.
Example approaches:
-       Set up a short activity at the start of the lesson, that provides an opportunity for all students to introduce themselves
-       Give the new student a “go to” partner, who can provide him / her with practical information and support for the first few lessons
· A class that is weak in listening skills.
Example approaches:
- Allow more time for listening activities
- Include more listening activities in your plan
· You have an accent that students find quite difficult to understand
Example approaches:
- Use recordings, music and/or short films, to help the students hear different voices
- Write down key points on the board, so that students can see what you are saying.
Before moving on, spend some time thinking about problems you might encounter in the classroom and possible approaches for dealing with these.
We will look at classroom management in more detail in Section 3: Helping Students Learn.  
[bookmark: ch45]Summary and Further Reading
In this module we have explored a range of factors that will impact on how you structure your lesson:
· The practicalities of the lesson (when, where and for how long you will be teaching)
· Who you will be teaching (students’ age, level and background, plus class size)
· The aims of your class
· Anticipated problems, plus ideas for dealing with these.
As we said at the start of this module, spending time thinking about these elements gives you a great foundation for creating a well-structured and relevant lesson.
In the next module, we will move on to look at how to build on this material, in order to create a balanced lesson plan.
However, first spend time looking at the following articles – the more time you invest now, the easier it will be when you start your first teaching job.
Further Reading
English for large classes
Lots of practical ideas for teaching large classes
One to one teaching
Four articles about the advantages of teaching one-to-one
Lesson Planning
What a lesson plan should contain
Teaching EFL to Children
6 teachers from around the world share their top tips for teaching children
You might also find it useful to find a copy of Learner English by Swan and Smith.  This book explores the pronunciation and grammatical challenges experienced by students with a wide range of different L1s. 
Structuring a Lesson
This module looks at the remainder of your lesson plan: the elements that make up the lesson itself.
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In the last module, we explored the context for a lesson. As we discussed, this forms the first part of your lesson plan, which should set out:
· When, where and for how long you are teaching
· Who you are teaching
· Lesson aims
· Anticipated problems and approaches to deal with these.
In this module, we will turn to the remainder of your lesson plan, which will set out the lesson itself.
We will look at the main stages of a lesson, and consider the different methodologies and techniques on which these are based.  We will also consider the resources that you can use to support the delivery of your lesson. 
By the end of this module, you will have learnt about:
· How to structure a lesson
· Teaching methodologies and techniques
· Stages to include within a lesson
· Resources to use in the classroom
Once you have completed this module you will be able to create a well-structured lesson plan.
[bookmark: ch47]Structuring a Lesson Plan
The purpose of a lesson plan is to give you a clear structure for your lesson.  It should provide you with the information that you need, to ensure that your lesson can run smoothly.
Before you read on, spend a few minutes thinking about what you might include in your lesson plan.
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Your lesson plan needs to clearly set out the activities that you will be doing, divided into logical stages. 
For each stage, you must include the following information:
· What the stage is
· How long the stage will last
· The specific activities that you will be delivering
· The interaction for that stage / activity (eg presentation by the teacher; students working in small groups)
· The resources that you will need to deliver the activities 
Some teachers also like to include additional information in their plans, for example:
· What you want to get out of each activity
· Potential problems related to each stage of the lesson
· How the actual lesson went (useful for reviewing and learning from your lessons)
Layout of your plan
Most lesson plans set out the information in a table, with a separate row dedicated to each stage of the lesson.  You may need to use a lesson plan layout provided by your school. 
Otherwise, as we said in the last module, the layout that you use is not particularly important as long as the information is clear.
Here is one option:
	Lesson plan item
	 Time
	Stage
	Activity
	Interaction
	Resources

	What information to include
	Start and finish time or length of activity
	The part of the lesson you are covering
	What you will actually be doing
	Who will be involved in this part of the lesson
 
	What you will need to deliver this activity


 
Setting out the lesson plan in this way will help you to check that:
· You have organised the material into a logical structure that students will be able to follow easily
· You are using a range of different types of activities, reflecting the different learner styles of your class
· You know exactly what materials and resources you will need to have prepared
You can find a number of template lesson plans in Putting Planning into Practice. As you will see, these use a slightly different format, showing you alternative approaches to setting out the plan.
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Once you have chosen a basic layout for your plan, you need to determine the stages that you will include in your lesson. To do this, you need to choose an appropriate teaching methodology around which to base the lesson.
Teaching Methodologies
Over the last 200 years, a wide range of teaching methodologies have been developed in the search for the perfect way to teach a language.  To date, there is no agreed “best way to teach”.  As you develop as a teacher, you will find that you develop your own style, and draw on different approaches depending on the situation.
However, it is useful to be aware of the main methodologies – not least so you can sound knowledgeable when you speak to prospective employers!
Here is a brief overview.  You can find links to more detailed explanations of each in the Further Reading section at the end of this module.
	Method
	What is involved?
	Additional information

	Audio-Lingual Method
 
	· Based on the idea that humans learn best through a series of habit-forming exercises
· Uses drills / pattern practices (eg students listening then repeating what they hear; students completing structured phrases / sentences)
· Focus is on use of grammatical structures, rather than grammar itself
	Widely used around the world, eg in language labs where rows of students listen to recordings and repeat the language they hear
 

	Direct Method
 
	· Based on the idea that students will learn best if the target language is used actively in the classroom
· Lessons cover both oral and aural skills, and are taught using the target language
· New points of language are introduced orally, with vocabulary taught through association of ideas or demonstration
· Carefully graded exchanges are used to build oral skills
· Accuracy (including correct pronunciation) and grammar are emphasised 
	Popular form of teaching, which is used by the Berlitz language school chain

	Communicative Approach
	· Emphasises interaction, and aims to reflect what will happen in real-life situations
· The basis of learning is seen as communication, rather than activities such as translation or rote learning
· Allows both social and linguistic context to be explored
	Can have a very positive effect on student motivation, as their desire to communicate is given prime position
 

	Natural Approach
	· Emphasis is on communication, rather than conscious study of grammar
· Learning is based around students’ needs and uses activities that are likely to be relevant / stimulating for them
· Focus on maximising learner self-confidence and reduction of stress
	An example of the Communicative Approach, which usually also borrows from other methods
 

	Total Physical Response (TPR)
	· Aims to teach oral proficiency to beginners
· Focuses on co-ordinating speech and action, linked to the belief that the more often something is repeated, the easier it is to recall
· Students are taught through rote repetition which can be combined with a physical activity 
	Only usually used with beginners and children, and is normally combined with other methodologies
 

	Grammar-Translation Method
	· Students are usually taught in their first language
· Students analyse and learn grammar rules and use this knowledge to translate texts into and from the target language 
	Popular in the past, but not generally used by TEFL teachers today
 

	Community Language Learning (CLL)
	· Based on counselling techniques and aims to have a holistic approach to learning
· Involves techniques such as analysis, group work, recording, translation, free conversation, reflection, transcription and listening
	Teachers using this method need to be familiar with counselling skills, and have specific training
 

	The Silent Way
	· Based on the idea that the teacher should remain as silent as possible in the classroom, with students encouraged to produce language themselves
· Students aim to learn by discovery and association with physical objects, and use problem solving to help their learning
· Involves use of “Cuisenaire rods” – coloured rods developed by Georges Cuisenaire to teach mathematics 
	Fairly uncommon approach to language teaching


 
And finally …
The Eclectic Approach
In reality, most EFL teachers today will have an eclectic approach. In other words, you are likely to draw on a range of appropriate methodologies rather than trying to shoehorn every lesson into a “one size fits all” approach.
For example, a class of eight-year olds may learn enthusiastically and effectively when you use TPR to get the class hopping around the room whilst teaching commands.  However, try this same method with a stony faced group of senior executives learning English for business and you may get rather different results! 
Throughout this course we will suggest a range of activities that you can use in different situations.  These draw on a number of the above teaching methodologies. As you develop your own teaching style you will probably find methods that work best for you. However, don’t close your mind to other styles of teaching. They can add colour to what you do and make your classes a lot more enjoyable.  Take time to read, learn and practise different approaches.  This will give you a great foundation to build from when creating varied lessons – and allow you the flexibility to respond to different situations. 
Applying the Methods
[bookmark: ch49]Teaching Techniques
In addition to the teaching methodologies themselves, there are also a number of teaching techniques that you can use to introduce new language to a class.
Presentation, Practice and Production (PPP)
PPP is a relatively simple and logical way of structuring your lessons.  You can combine it with other teaching techniques to produce a full lesson adjusted to your specific students’ needs. 
As the name suggests, a PPP lesson has three key stages:
1. Presentation: the teacher presents an item of language in a clear context to get across its meaning
2. Practice: the lesson moves onto a controlled stage, in which students have to repeat and practise appropriate items, to ensure that they are using it correctly
3. Production: in the final stage, students carry out activities designed to help them explore and use the taught language in a much freer way. 
Task Based Learning
Task Based Learning uses tasks as the basic units for planning and teaching. Instead of being taught predefined language items, students are given problems to solve.  Language is then provided in response to their needs.
For example, you could give your students a train timetable and ask them to find out the fastest way from Point A to Point B.  In order to complete the task, they must work with other students. You, as the teacher, provide individual support with language during the task plus group feedback at the end. This means that the language the students learn is determined by what happens during the task.
It is worth noting that, in practice, Task Based Learning is usually applied in a modified form.  For example, the teacher may provide a model of someone doing the task followed by tasks that help them develop useful language or strategies.
Text Based Learning
Text Based Learning is based on learning a language through the use of a single text, usually a book.
However, this doesn’t mean that your students simply read a text.  You need to be creative: bring the text to life with activities, vocabulary and structures linked to the topic. It is also important to involve your students in the choice of the text, as they need to be sufficiently interested in it to keep learning.
Guided Discovery
Guided discovery is a technique in which you, as the teacher, provide examples of a language item and help the learners to find the rules themselves.  You will usually set students activities aimed at discovering the rules.
For example, you might ask students certain questions, give prompts or throw out provocative statements in order to start a discussion.
Test,Teach,Test
In a Test, Teach, Test lesson, you first ask your students to complete a task without any help.  Whilst the students are carrying out this activity, you monitor the class and identify your students’ language needs.  You then plan and present language, based on the needs you have identified. Finally, the lesson ends with a repeat of the initial activity, which students should now be able to complete successfully. 
Advantages and challenges
There are advantages and challenges to using each of the above techniques.  Spend a few minutes thinking about what some of these might be.
	Technique
	Advantages
	Challenges

	PPP
	  
	 

	Task Based Learning
	 
	 

	Text Based Learning
	 
	 

	Guided Discovery
	 
	 

	Test, Teach, Test
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	Technique
	Advantages
	Challenges

	PPP
	· Simple and logical way of structuring lessons
· Enables you to use a range of different activities to meet your students’ needs
· Helps students to know what stage they have reached in an individual lesson
· Helps builds students’ confidence, as learning is in controlled stages
 
 
	· Lessons are usually structured around specific areas of language.  This leaves less opportunity for students to freely explore vocabulary
· There can be a fair amount of teacher-led time in a lesson. However, this can be overcome by incorporating a range of interactive-type activities into your lessons

	Task Based Learning
	· Very interactive / engaging for students
· Students gain confidence from trying to find new language
· Vocabulary is learnt in a more natural way, in response to need
· Language is not limited to a predetermined set
 
	· Lessons need to be prepared and managed well, to ensure they stay on track
· Students can lose motivation if they don’t have the language that they need to carry out the task successfully
· Learning is unsystematic. Students can miss out on important pieces of vocabulary / language, simply because they do not arise in the task 

	Text Based Learning
	· Consistent and frequent use of vocabulary
· Real language is being used in a real context – it’s not graded or selected 
	· Students can get bored with using the same text in every lesson
· Vocabulary can be limited and restrictive 

	Guided Discovery
	· Encourages independence
· Can increase motivation, as students become confident in their abilities
· Makes learning more memorable
· Can be a good interactive task, if the discovery is carried out in groups
 
	· Students can lose motivation if they can’t identify the language points
· The focus on “discovery” can lead to students talking in their native language
· Lessons need to be well-planned to ensure that students are able to learn the intended points 

	Test, Teach, Test
	· Students immediate language needs are identified and addressed
· Students can easily see the progress that they have made during the lesson, by comparing the outcomes of the first test to the one they complete at the end of the lesson
· Can be particularly useful for addressing specific language problems at intermediate level or above
· Can be useful to identify individual objectives in mixed level classes 
	· You need to be very flexible in order to respond to a range of possible needs
· Students can become frustrated and/or bored at not completing the initial task
· Students can lose motivation when they can’t complete the initial task


As with the teaching methods, in reality you are likely to draw on a number of different techniques to create lessons that are suitable for the class and topic you are teaching. 
As you move forward in your teaching career it is worth spending time experimenting with different approaches, to build up your understanding of what works for you. You can then incorporate appropriate methods and techniques into your plan for a specific lesson / class.
[bookmark: ch50]Defining Stages for Your Plan
As we have just seen, there is a wide range of methods and techniques that you can use to underpin your lesson plan.  As you become more confident as a teacher, you will find that you draw on a number of approaches to ensure your lesson is as appropriate as possible for the topic and students.
 As a new teacher however, it is useful to have a clear structure to get you started.  One good option is to use the PPP model as the basis of your plan.
To recap, a PPP lesson has three key stages:
1. Presentation: the teacher presents an item of language in a clear context to get across its meaning
2. Practice: the lesson moves onto a controlled stage, in which students have to repeat and practise appropriate items, to ensure that they are using them correctly
3. Production: in the final stage, students carry out activities designed to help them explore and use the taught language in a much freer way. 
These elements form the heart of a PPP lesson, with introductory and ending activities added in to give the lesson a clear shape.  A PPP lesson could therefore have the following stages.
	Stage
	What does this involve?

	Introduction to the lesson
	Welcome the class; set out the aims and briefly outline the content of the lesson 

	Warmer
	A quick activity to get the class engaged and in the right frame of mind for the lesson 

	Presentation
	Explanation of the new language / topic being covered in the lesson 

	Practice (sometimes called controlled practice)
	Activities giving the students a chance to practise the topic in a controlled way 

	Production (sometimes called free practice)
	Activities giving the students a chance to explore the topic in a freer way 

	Summary & review
	Bring the class back together to review the outcomes of the activities and summarise the learning points  

	Cooler & next steps
	A quick activity to end the class on a positive note, plus any reminders about the next class / homework 


The Stages
We will now explore the main stages of this structure in more detail.  You can also find practical ideas and activities in Putting Planning into Practice.
Remember that for each stage, your plan should show:
· What the stage is
· How long the stage will last
· The specific activities that you will be delivering
· The interaction for that stage / activity
· The resources that you will need to deliver the activities.
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Warmers and coolers are short activities that are used at the beginning and end of a lesson.  They should be:
· Relevant to the lesson
· Quick (no more than five-ten minutes, maximum)
· Topical
· Fun.
You can use games, film clips or even a short discussion as a warmer or cooler.  However, do make sure that your activity is quick and has a clear focus and structure.
Your lesson plan should set out the specific warmer / cooler that you have chosen.
Warmers
Warmers set the scene at the start of a lesson and should be relevant. They “warm up” the class.  This means that a warmer will generally either focus on language learnt in the previous lesson, or introduce the topic of the current lesson.
A good warmer will:
· Engage students’ interest
· Raise the energy levels in the room
· Involve all the students
· Get students thinking in English.
Warmers can also be a productive use of time whilst you are waiting for latecomers to arrive – and also can be a good ice-breaker if you have new students in the class.
In addition, some teachers like to use warmers as an unobtrusive way of assessing individual student’s weaknesses and strengths.
Coolers
Coolers are activities used at the end of a lesson to recap on learning and help draw the lesson to an end.  They “cool down” the class at the end of the lesson.
A good cooler will:
· Sum up your lesson
· Provide a final reminder of the new language that students have learnt
· Calm down over-excited students, if a lesson has become over-heated
· Ensure students leave on a positive note.
Warmers and Coolers Quiz 
Here are some ideas of warm up activities. Look at each one, and decide if it would be more appropriate for a lower or a higher level class.
Rate your day
Ask students to rate their day on a scale of 1 to 10, where 1 = bad and 10 = fabulous.
Next find out the class average, and then ask students to work in pairs / small groups to discuss what makes for a “10” day (or a “1”, “2”, “3” … day).
Bull’s eye
Draw a picture of a face on the board, or stick on a cut-out picture of a face.
Next, blindfold a student, and turn them around a few times a few feet from the board. Then ask the rest of the students to give the blind folded student instructions for reaching the board.
Once the student has reached the board, tell the rest of the class to give instructions for tracing the face on the board.
Vocabulary bingo
Before the lesson, create bingo cards for each member of the class.  Each card should have words that are part of different matching sets of vocabulary (eg one card could have “term” and another “semester” or one card could have “apologising” and another “I’m sorry”). 
During the lesson, tell students to circulate round and compare the words that they have.  When they find a match to a word on their card, this can be crossed off.  The first student to mark off all words in a row and shout “Bingo!” wins.
Note: you can decide what types of words to use for this activity, depending on the topic for the class.  For example, students could match opposites (eg high / low; big / small), or categories of words (eg colour / blue; flower / daisy).
Bizarre photos
Ask your students to bring in some strange pictures of animals or people to the class.
Cut each picture in half, mix them up and then put them face down on the desk.  Next, ask each student to pick up a piece and then find a partner with the matching half.  Once they have done this, ask each pair to make up a brief story about their picture. 
Telling a story
Put a picture up on the board.
Divide the class into pairs or small groups, and tell each group they have three minutes to make up a short story about the picture.
Once the time is up, ask each group to tell the story to the rest of the class (or to another group, depending on numbers).
Pictionary
Before the class, create a set of cards with different words of phrases on each.
During the lesson, divide the class into groups.  Students should take it in turns to pick a card, and then draw or describe the word to the rest of their group.  The other students need to guess what the word is.
Noughts and crosses
Draw a noughts and crosses grid on the board and write a vocabulary word in each box.
Divide the students into two teams.  In turn, each student must pick a word and either use it correctly in a sentence or define it. If the team is correct, they can put their team’s name in the appropriate box. The first team to connect three squares in a row (or get the most squares) is the winning team.
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These are all excellent examples of appropriate lower level warm ups.
Even more activities
Now look at these activities, and decide what level you think that they are appropriate for.
Proverbs
Write a well-known English proverb on the board.
Ask students to think of circumstances or stories which might illustrate the truth of the proverb.
Some examples you could use:
· It’s no use crying over spilt milk
· Absence makes the heart grow fonder
· The more you have, the more you want
· Let sleeping dogs lie
· Don’t put the cart before the horse
Liar game
Tell your students four things about yourself.  Of these statements, three should be true and one a lie.
Your students then can ask you questions about the statements in order to guess which one is the lie.
Dice activity
Write on the board, “Tell me a _____ story”
1. Funny
2. Happy
3. Love
4. Frightening
5. Sad
6. Recent
 Ask students to take it in turns to roll the dice and tell an appropriate story.  The number of the dice dictates what type of story they should tell (eg if a student rolls a three, then he / she should tell a love story). 
Encourage students to use their imagination and remember that the story does not have to be true!
Question mixer
Ask students to write down a number of questions on individual pieces of paper.  These can either be about themselves or related to a particular topic. 
Gather up the pieces of paper, mix them up and then redistribute them to the students.
Students should walk around the classroom, and ask each other the questions that they have been given. 
Chain story
Write five to eight words on the board.
Divide students into pairs or small groups.  Tell each group to make up a story using as many of the words as possible within a time limit.
Once the time is up, ask students to read out their stories. 
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These are excellent examples of appropriate higher level warm ups.
[bookmark: ch52]Presentation
The aim of the presentation stage of the lesson is to explain the topic / language that you are teaching.  Your lesson plan should set out what you will be presenting, the approach that you will use, and any resources that you will need.
Before you read on, spend a few minutes thinking about different ways in which you could present the topic.
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Here are a few techniques that you can use.
Use visual aids
Presenting language does not need to simply involve you standing at the front of the class and speaking to your students.  You can use a range of materials to help illustrate your points such as flashcards and short clips of film.
The most obvious visual aid that you have is your board.  You can use it to:
· Write down key points / vocabulary.  Seeing the language in its written form can help students grasp the points you are putting across
· Put up pictures to help convey the meaning of what you are teaching.
The key to good board-work is to develop your own board format and be consistent.  Students will become used to the way your board is laid out and will be able to use it as a point of reference during the course of the lesson.
This short film shows a teacher using her board to help students understand how new words are pronounced.  Note also the interaction between the teacher and her class.
Involve your students
Involving students directly in the presentation helps to keep them engaged.
One approach you can use is elicitation.  Elicitation simply means getting your students to produce language / answers, rather than you telling them everything.  Used well, it can keep lessons moving at a lively pace, whilst increasing student talk time and reinforcing learning.
Elicitation can be done in many ways but often takes the form of short quick-fire questions. Some teachers also like to use extra materials such as pictures, props, movement, and / or facial expressions to add meaning to the question and so facilitate rapid accurate responses from students.
To help understand how eliciting works, watch these two short films of TEFL teachers using the technique.
Elicitation quiz
Keep explanations simple
Whatever approach you decide to take, do remember to keep your explanations simple.
Most new teachers tend to talk too much and use colloquial phrases. However, short and simple explanations are likely to be far more effective.
· Think about the level of your students.  Try to avoid using words that are out of their vocabulary range.
· Be conscious of the slang and colloquial expressions that you use in everyday speech. Don’t use them if the students are unfamiliar with them. Instead, use plainer expressions.
· If you can’t avoid using a complex word, due to the context of the lesson, be aware that it may cause confusion, so have a clear and simple explanation ready.
Putting Planning into Practice sets out a range of practical ideas and activities that you can draw on to help plan the presentation section of your lesson.
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The next stage of your plan should set out how your students will practice the language that you have presented to them.
As the name suggests, controlled practice is an activity that is “controlled” in some way by the teacher. It usually involves the teacher setting a task for students that uses clearly defined language and targets.
In controlled practice activities, students:
· Have clear, easy to follow instructions
· Do not need to produce new or unknown language or worry about new / different vocabulary
· Have a “safe” environment in which to practise the language.
This means that students focus on achieving the goals of the exercise without worrying about finding the right word or structure.
Before you read on, spend a few minutes thinking about activities that you could use for controlled practice.
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Here are a few controlled practice teaching techniques that you can use.
Chorusing
Chorusing is simply the repetition of words and expressions.  You, as the teacher, first say a new word or phrase.  Your students then repeat it back to you. 
It is important at two levels:
1. It gives students a clear model of how a word is pronounced or stressed
2. It helps students memorise new vocabulary.
You can use chorusing with the whole class, or ask individual students to repeat a word back to you in turn.
CIC
When we speak English, we do not say each word in a sentence in isolation.  Instead, words get run together. This running of words is called “liaison”.
CIC stands for Chorus, Isolate and Confirm. It is a method of chorusing entire sentence structures to help students produce sentences more fluently.
In CIC you:
1. Chorus the entire sentence once
2. Go back through the sentencing chorusing individual sounds, rather than individual words, until you have built it back up into a complete sentence
3. Chorus the entire sentence again.
You should notice a marked improvement the second time the sentence is chorused.
Drilling    
Drilling is a very controlled practice exercise. In drilling activities, the teacher and students repeatedly go through a process, until the students can use the taught language perfectly.
For example, you might teach the question, “What's your favourite …?” and use a variety of pre-taught vocabulary for the noun, such as “fruit”, “animal”, “country”, or “TV show”. In drilling you repeatedly ask the question, and elicit responses from the students, until they have fully got the structure.
Watch these two short films.  Each shows an example of drilling and chorusing, but in rather different teaching environments.
Worksheets
Controlled practice does not need to be oral.  When you are planning a lesson, it is useful to bring in different approaches, to reflect the range of learning styles in your class.
Worksheets can be a good alternative for controlled practice, allowing you to focus on specific pieces of language.
For example, you could develop a worksheet with a gap-fill exercise.  This could set out a paragraph, sentence or set of phrases with a number of gaps in the text relating to the language that you have taught.  Students need to correctly fill in the gaps.  If you want to make the task easier, you can provide a set of options and ask the students to pick the correct word.
You can be creative in the activities that you use.  However, make sure that the tasks are clear and focus very specifically on the target language.
Putting Planning into Practice sets out a number of different activities and materials that you can draw on.
[bookmark: ch54]Production
The next stage you should set out in your plan is the production stage.  This is also known as “free practice”.
And what’s free practice about? You guessed it! This is where the stabilisers come off. Of course, you will still be there but the aim of this stage is to let your students explore their language skills and to practise a more natural form of communication.
This is a really important part of the lesson, which will usually take up about 20-30% of the time. Once you have started your students off on an activity, you need to take a back seat.  It can be easy to talk too much, but your role at this stage is to facilitate and monitor: students should be talking for about 90%. After all, they need the practice, not you!
In reality, this stage is a continuation of the practice activities, but in a freer form. You can be creative: try out different types of activities to find what works for you / your students; and try to shape the tasks to match your students’ interests. 
Before you read on, spend a few minutes thinking of production activities that you might use in a lesson.
Click to reveal
Here are some techniques that you can use. 
Role-plays
Role-plays are a great way to get students talking freely.  Briefly describe a situation, allocate characters to students, and then get them to act it out.
As an extension to this activity, you could use the practice stage to start the students thinking about the dialogue.  However, do make sure that students do not use cue cards as they need to practise using the language freely.
Debates
Debates are an excellent productive activity for higher levels.
For example, write a provocative statement up on the board (eg “women are better than men”) and then divide the class into groups to debate it.   Alternatively, you can base a debate around a scenario.  For example, tell students that they are Prime Minister of the UK and need to create four new laws.  The class than can debate which laws they would bring in.  
Quizzes / games
Games are always a good way to get students interacting more freely. 
For example, create a simple board game with dice.  Tell students to roll the dice in turn and move around the board.  Students then have to answer a question or talk about a topic related to the square that they land on. If you do not have time to produce a board game a simpler version is to just use the dice.  In this scenario, each number relates to a topic / question.  Another alternative is to use playing cards, with questions relating to each card (perhaps also with a joker in the pack, that requires students to carry out a short task).
Ranking
Another option for the production stage is to give students a ranking activity.
For example, divide students into small groups and ask them to discuss a question such as “what would you buy if you won the lottery?”.  You can then ask them to give reasons for their choices and rank the order of their hypothetical purchases.  Another option is tell them to choose ten items that they would take to a desert island, and rank them in order of importance.
Planning a task
Asking students to plan a task is a useful way of relating the lesson to activities that they may carry out in real life.
For example, tell your students that their goal is to “plan a picnic together for next weekend”.  Students may already know phrases such as "where do you live?" or "the pen is near the table". However, they will need to use their language skills to develop this into "where should we go?” or “what should we eat?".
Writing
Not all activities have to be oral – writing is also a productive activity. Whilst it is usually good to keep writing activities in class short, you could ask the class to compose an email to find out about a holiday or apply for a job.  You could even ask them to email it to you, so that you can review their work.
As you can see, there is a wide range of possible activities.  However, whichever you choose, do remember to give students the time they need to effectively produce the language – and remember that some may be daunted by the prospect of playing an active role whilst thinking in another language.
Finally, always bear in mind that the point of this stage is to encourage students to use the English you know they have, so resist the temptation to interrupt students and complete their sentences.
Putting Planning into Practice sets out a number of different activities and materials that you can use for developing this stage of your lesson.
[bookmark: ch55]Ending the Lesson
Once you have completed the production stage, your lesson will almost be complete. 
However, it is important to set out on your plan how you will end the class.  This should include:
· A brief review of any points that have come out of the practice stage.  For example, if you noted any common errors then this is a great time to go through them as a group
· A recap of the language that you have covered, to ensure it is correctly embedded in students’ memories
· A clear summary of any actions you want students to take – for example homework that they need to complete.
You can then use a suitable cooler to round off the lesson, and send students away on a positive note.
We have included examples of activities for each stage of the lesson plan in Putting Planning into Practice.
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We have been looking at the stages of your lesson, and considered types of activities that you can include for each stage.  But where can you find the material for specific activities?
Course books
Course books can be a great source of material, and are particularly useful when you are new to teaching.  Whilst there are many course books on the market, your school will usually have chosen the book that they prefer. Your job will be to evaluate and adapt the material, to ensure that it is appropriate for your class.
Course books will normally contain plenty of material for presenting new language, as well as covering the four skills of listening, reading, writing and speaking. Good books will set out a wide range of activities, including listening exercises and vocabulary building, in a carefully staged manner.
Students also often feel “safe” with a course book to follow. They can see what is coming, and can look back and revise work they have done before.
In fact, the only real danger in using a course book is that you become over-reliant on it.  This can make for dry and predictable lessons. With some good planning and adaptation of the suggested activities however you can ensure that content is relevant to your group and reflects their needs and their interests.
What’s in a course book?
You will usually find that a “course” book is in fact a set of three books:
1. The course book itself. This is the book that the students will use. It will contain texts and activities for the student
2. A workbook, that provides extra activities and materials to build on the learning.  Some also have online links, to help promote further learning
3. The teacher’s book, which will usually provide suggestions and ideas for the lesson, as well as the answers to questions and transcripts of any listening material in the course book.
Choosing a course book
Use this quiz to help you identify what you should look for in a good course book.
Choosing a course book
What happens if you don’t have a course book?
From time to time you will come across a school that doesn’t have a course book.
Whilst this can feel like a scary prospect, it will allow you to get your creative juices flowing. It also prevents you from being tempted into slavishly following everything the course books tells you to do!
In some cases you may have a syllabus but no course book. Here you know what language you are expected to cover but will need to find a range of resources to deliver each class. For many teachers this is their favourite sort of teaching as it gives a real sense of freedom.
If you don’t even have a syllabus (perhaps you are teaching private one-to-one classes) it’s important that you work with your students to agree aims, and then plan a series of logical steps to deliver and achieve these.  Again this gives you free rein over what materials you use, with activities limited only by your imagination.
It can be time consuming and challenging - but when you use materials you have created yourself and find that they work, the feeling is unbeatable.
Creating your own materials
During your teaching career, you are likely to need to develop a range of additional materials to supplement those available through your school – regardless of whether there is a course book to draw on.
Whilst some schools are prepared to invest in buying new materials, these can be prohibitively expensive. It is therefore useful for you to create some of your own.
Look at this teacher making effective use of realia.
Which of the following do you think you could use in the English language classroom?
	Poems
	YouTube / films / DVDs
	Bingo / other games
	Dance

	Rhymes
	Newspapers
	Family photos / flashcards
	A recording of scary sounds

	Chants
	Songs
	Tongue twisters
	A restaurant menu

	Christmas cards
	Empty food packets
	Items of clothing
	The contents of your kitchen drawer


Answer (Click to reveal)
If you answered All of these then well done!
The only limitations in the class are your imagination and the local culture (for example, Christmas cards may or may not go down well in a culture where Christmas is not celebrated. Use common sense and if in doubt ask your Director of Studies or another teacher).
This means that there is an endless source of material you can bring into the classroom to make lessons engaging, fun, interactive, and an effective learning experience.
You can also draw on activities developed by other teachers or even the students themselves.
Look again at the activities and materials. On a piece of paper, write one way you imagine you could use each in a classroom.
	 
	IDEA
	 
	IDEA
	 
	IDEA
	 
	IDEA

	Poems
	 
	YouTube / films / DVDs
	 
	Bingo / other games
	 
	Dance
	 

	Rhymes
	 
	Newspapers
	 
	Family photos / flashcards
	 
	A recording of scary sounds
	 

	Chants
	 
	Songs
	 
	Tongue twisters
	 
	A restaurant menu
	 

	Christmas cards
	 
	Empty food packets
	 
	Items of clothing
	 
	The contents of your kitchen drawer
	 


 
There are of course a huge number of other activities and resources you can use. In Putting Planning into Practice you will find a range of ideas for practical activities and materials that you can use.
Don’t be afraid to try out new and different things. As long as there is a logic to what you are doing and you can link into your core lesson aims, then it’s worth experimenting - the key of course is to plan what you are going to do.
[bookmark: ch57]Making the Lesson Work
In Section 3 of the course we will explore how to deliver your lesson in the classroom.  However, here are a few points that you should consider at your lesson planning stage.
Instructions
Giving instructions is an important teaching skill that few teachers practise or perfect. However, if you give unclear instructions your students will feel confused about what they are supposed to do. This can destroy the pace of your lesson and ultimately lead to frustration or boredom.
To help avoid this mistake, prepare instructions before the lesson, checking you are using clear and simple language.
A good approach is to have a set of “instruction vocabulary” that you use for everyday activities. You may want to teach these words at the beginning of the course, although usually it will become apparent what they mean. You can use gestures to help convey the meaning too.
Common instruction-giving words include:
· Stand up
· Sit down
· Listen
· Repeat
· Ask me
· Answer
· Go
· Stop
· Open your book
· Look at the board.
Watch these two short films, showing teachers using gestures to help understand an instruction.
Modelling
For more complex topics, verbal explanations can be long and difficult to understand.
In modelling, you provide an example in order to explain the point. This can help make the subject matter easier for students to understand.  When you are planning your lesson, consider if it would be helpful to use modelling to help you introduce an activity.
For example, you could work through an activity or example with one or two students. The rest of the class will watch what is happening, and see how they would put it into practice themselves.
Watch these two short films, demonstrating the use of modelling to a class.
CCQs
At each stage of your lesson, it is important to check that your students have correctly understood the points you have been communicating.
CCQs stands for Concept Checking Questions. These are questions that you use to check your students’ understanding. This is more effective than simply asking “do you understand?” – as it avoids the possibility that students will say “yes” even if they haven’t really grasped the concept.
For example, if you have been teaching colours, you might ask students to take actions such as: “put your hand up if you are wearing a blue top” or “point to something in the classroom which is red”.
CCQs do require some planning however to ensure that they are appropriate, so make sure you build them into your lesson preparations.
Using the board
As we saw when we looked at the Presentation stage, boards can be a useful visual aid in the classroom.
In fact, boards can be used for a wide range of purposes – from setting out the class aims, to putting up pictures to help explain a topic, to interactive games.  When you are planning your lesson, do think about using your board to support the activities.
Nowadays, most schools have whiteboards. If you are lucky, you may even be in a school with interactive boards linked up to a PC. However, in some areas you may still find that you are faced with chalk boards.
Rather than complain about the resources (or lack of) you have, be prepared for different types of boards – and use whatever you have to the full!
Using the board
Dictionaries
Before you read on spend a few minutes thinking of some advantages and disadvantages of using dictionaries in the classroom.
Dictionaries, used well, are a great resource for students.
However, the last thing you want is for students to be translating everything on their electronic dictionary rather than participating in class. Equally, the skill of determining an unknown word’s meaning from context is one every student should learn.Dictionaries can inhibit this skill.
When you are planning a lesson, decide when (if at all) you are going to let your students use dictionaries.
[bookmark: ch58]Top Tips for Lesson Planning
To finish this section of the course, here are some of our top tips for lesson planning:
· Abbreviate “teacher” to “T” and “students” to “Ss” – it takes up less room on your plan!
· Use WALT (we are learning to) and WILF (what I’m looking for) to check each part of your lesson is relevant.
· Ensure your lesson is varied. Remember students will have different learning styles. Have you included a range of different activities?
· Make sure every lesson has a warmer and a cooler. Make these relevant to what you are teaching and make them fun!
· Know your presentation material. Be very clear about what and how you are presenting the new language.
· Include concept checking questions (CCQs) - write them on your lesson plan to remind you.
· Think about how to make your material as interesting as possible. Can you get your students to do the activities without the worksheets? Will your students be motivated if you make activities into competitions? Can you use realia in your lesson? How can you personalise the worksheets (eg change all the names to students in the class)?
· Think of a few ideas for quick additional activities.  Sometimes you can find that you go through your lesson more quickly than planned. Knowing you have a few extras up your sleeve will enable you to deal with this easily.
· If you are going to allow dictionaries in the classroom, plan in a short session to make sure they are being used correctly.   It is important that students understand that a word for word (literal) translation does not usually work well.
· Get to know your students. One of the best pieces of advice is to learn your student names and use them.  Creating a personalised atmosphere in class will help you, and your students, to relax.
· Involve your students.  Get them to ask you, and other students, questions.  For example, what do they want to learn? What don’t they understand?
· Step back and allow things to happen. If you are flexible and observant, you will be able to see what is engaging for your students, and what is not.  If they are moving away from your lesson plan but using English in a constructive way, then so be it.
· Watch other people teach. This is one of the best ways to develop as a teacher. By observing your colleagues you can get some good ideas about what to do (and maybe even what not to do!).
· To tackle first day nerves (or any pre-class nerves) imagine you are hosting a party rather than a lesson. As the host it is your job to make sure all the guests are comfortable, relaxed and having a good time. If some of your guests are shy introduce them to other guests and get them speaking.
[bookmark: ch59]Summary and Further Reading
In this module you have learnt about:
· How to structure a lesson
· Teaching methodologies
· The different stages of a lesson
· Where to find materials for your lessons.
You should now be able to create a clear and well-structured lesson plan.
In a moment, we are going to look at some practical examples of lesson plans, as well as ideas of activities and materials that you can include. 
Before doing this however, take a few moments to review what you have learnt so far and look at the additional material set out below.
Further Reading and Resources
Ideas for warmers
Over 70 essential warmers every TEFL teacher should know
Teaching Without a Course Book
The pros and cons of using course books
Designing materials for the classroom
6 factors to consider when designing your own teaching materials
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[bookmark: ch60]Introduction
In the knowledge modules you have learnt how to effectively plan a lesson.
This part of the section sets out practical ideas and examples to help you develop great lesson plans.  It is designed to give you real materials that you can use as you start your teaching career.
In Putting Planning into Practice you will find:
· Examples of lesson plans
· Ideas for warmers and coolers
· Ideas for activities you can include within lessons
· Examples of materials you can use or adapt
· Tips for working with teenagers.
[bookmark: ch61]Examples of Lesson Plans
Template lesson plan
Here is a blank lesson plan. You can use this as a template for planning your lessons and/or adapt it to a structure that will work for you.
Lesson Plan Template
Sample lesson plans
Here are two examples of lesson plans plus the material used with this lesson.
The first example uses the PPP approach, to teach a lesson on illness.  This gives you a good idea of how a completed lesson plan can look in practice.  You can also use this as a template for your own lessons.
Sample Lesson Plan - Illness
Illness Lesson Material
The second example uses a different lesson structure – but using the same lesson planning template.  As you develop as a teacher, you should think about how to introduce different approaches into your plans.  You can use this example as a template to help build your own lessons.
Sample Lesson Plan - Writing Competition
Writing Competition Lesson Material
[bookmark: ch62]Tips for Working With Teenagers
Before we look at ideas for activities and materials, it is worth spending a few minutes thinking about one particular group that can often prove challenging - teenagers!
Are you “cool”?
In fact, no matter what we think, as teachers we’ll never be “cool” in our teenage students' eyes. However, we can still try to make our lessons appealing to this audience.
The trick, if there is one, is to be approachable, open and non-judgmental. Take an interest in what their interests are and let them teach you about these whilst you are teaching them English.
Here are a few of our tips:
Ask students about their lives
Teenagers often want respect and recognition for being their own person.  What better way to show this than to take an interest in their lives? For example, ask questions such as:
· What do they think life was like when their parents were young?
· What’s the difference?
· Is it better or worse?
· What’s the toughest thing about being a teenager these days?
Listening closely to the answers will help students to feel that you are interested in them and their lives.
What’s more, if you listen carefully they will divulge enough information to give you a year’s worth of lesson topics.
Spend a few minutes at the start of the lesson talking about a topic of interest to students.
It could be last night’s football game, the latest environmental catastrophe, or the Milan fashion show - whatever happens to be current and relevant. This sets a good tone for your relationship with the students. They will feel that you are interested in them as individuals, and not just as a class to be bossed about.  This can help your lessons run far more smoothly.
Plan activities that let students express themselves
Bring in activities which will allow teenage students to express themselves and their opinions.
Discussions and debates (particularly where you as the teacher are NOT driving the answers!) all aid in developing student ability as well as identity.
Get students involved in projects
Write a class newspaper or perhaps find out if your school would like the class to create a monthly newsletter in English.
You can ask the class to rewrite a news article they disagree with or write reviews on music, sports or other areas of interest to them.
Use music
Songs can be the basis for excellent activities. However, try to use music that appeals to your students, rather than what you like.
You might not particularly enjoy the songs your teenage students listen to but that’s not important. A lesson with a gap fill, language activities and then a discussion around the topic of the latest hit song with your teenage group is much more likely to inspire and engage your students than something from your teenage years!
[bookmark: ch63]Warmer and Cooler Ideas
There are literally hundreds of great ideas for warmers and coolers.  One of the joys of teaching is coming up with your own activities and building on those of others.
Here are a few ideas to get you started.
Remember, you do need to consider the age and language level of your class before selecting a warmer / cooler. Most activities can be amended to match a range of ages and skill levels.
Find someone who …
This activity takes a little preparation, but it's worth it.
Give each student a list of five or so things that the people in your class may have done / like / don’t like.  It is important that you think carefully about your topics, to ensure that the list is relevant to your class.
Now ask your class to circulate and talk to each other (in English!) in order to find at least one person who fits with each statement. You can make it into a fun competition by telling the students that the aim is to finish first.
Whilst the activity is going on, try to monitor the use of English and note any areas to focus on in the review section – for example, correcting question formation.
For example: Find someone whose favourite colour is blue, who doesn’t like pasta.
Charades / mime
Ask a student / group of students to mime an action to the group (eg what they did last night, their favourite movie). The rest of the class must then try to guess what it is.
This is very easy to adapt for a range of levels and age groups. It can be a fun way to get your class enjoying language, and interested in the lesson.
Try to ensure that the topics you choose will elicit vocabulary / language relevant to the lesson you are about to teach (or taught in the last lesson).
Picture dictations  
Put your students into pairs.  Tell student A to describe a picture / scene and student B to draw the picture being described. Students should then compare the original picture with the final drawing.
This is a simple activity that can be easily adapted to a range of language levels – but remember, it’s not an art class so don’t expect or ask for any artistic masterpieces!
Word association games
There is a huge number of word games that can be used effectively and quickly in the classroom. 
For example, you can ask students to find related words, or words starting with the final letter of the word before, or even lexical sets (ie words from the same vocabulary group like colours, verbs, adjectives...).
Activities can be done in small groups or around the class as a whole – the world really is your oyster with activities like this.
20 Questions
Nominate one person in the class to think of a person, place or animal.  The rest of the group then has 20 questions to work out who or what they are.
You can use multiple variations of this. The most common is to allow only “yes / no” questions (ie a question to which only yes / no answers are possible) – but you can vary this to meet the needs of your students and the lesson.
Odd word out
Give the students groups of words, such as “an orange, a tomato, a strawberry”, then ask them to identify the odd one out.  If their language level is appropriate, also ask them to explain why. You can then ask students to make up their own sets.
Keep the pace high, and choose words or topics that are relevant to your class and their level.
Word prediction
Tell students the topic and title of a film or article, and ask them to guess what words might appear.  Note down their responses on the board.
Next watch or read the material and tell students to shout out when they find words that they have guessed correctly.
Lists
Divide students into small groups and tell them to choose one person to be the scribe.
Tell the groups a topic and give them two - three minutes to brainstorm and write down as many words as they can relating to that topic.
Once the time is up, ask all groups to count up their words. The group with the longest list of correct words wins.
Buzz in
Write some vocabulary on the board.
Divide the class into small groups.  Tell the students that you will read out words from the board and they need to “buzz in” (eg hit the table) if they can give you the definition. 
You can also do this activity in reverse (ie provide the definitions and have students give the words).
Picnic game
Arrange the students in a circle. Tell the students that they will all go on a picnic and that everyone has to choose an item to bring along. The name of the item must begin with the same letter as their name.
For example, if your name was Sue, you could begin the sequence by saying “I’m going on a picnic and I’ll bring a sandwich”.
An addition to this is that students have to remember all the previous items as well as thinking of their own. 
Show and tell
Ask one student a week to bring in something and talk about it for three - five minutes. The other students can ask questions about the object.
[bookmark: ch64]Ideas for Activities
Realia
Realia are objects from real life that you use in the classroom.
They make your classes more interesting and can provide the basis of many easily planned lessons.  In other words, they are essential tools to help you bring your lesson to life.
English realia is easy to get in English speaking countries but surprisingly hard to get abroad. It is a good idea to think about what you can take with you before you travel.
Here are some ideas for using realia in the classroom.
Newspapers
Hand out a short article on American cities and ask students to list the names of all the cities they can find in one minute.
This develops the students’ ability to scan read.
At a lower level students are unlikely to be able to understand everything in a high level reading piece such as a newspaper. However, this should not stop them scanning the article to find specific pieces of information – in this case, names of American cities.
At a higher level, an article reporting a murder case could be used to begin a discussion on capital punishment or prison terms. Or how about the weather report being used to lead into a debate on global warming? Or a sports review for a gap fill exercise on verbs in sport?
Food packets
Providing they are clean(!), food packets are good authentic materials to use in your lesson.
What about setting up a shop and have students buy and sell the “food”?  It’s far more interesting to do this with real packets and boxes than pretending or using bits of paper!
Also, if you use packets from home, students can find it interesting to see the sort of things / packaging used in your own country.
Family photos
Your students will love getting to know all about you. You are, after all, a stranger in their country. You are also a living breathing example of an English speaking culture – wherever you may be from.
Talking about your family is a great way to revise all the family vocabulary you’ve been teaching without students even being aware they are revising. And let’s face it – revision is usually a boring task for most students!
The contents of your kitchen drawer
Preferably minus any sharp objects – although you could bring in plastic knives and forks if these are permitted by your school.
There are numerous ideas you can use here.  For example, you could set up a lesson on kitchen vocabulary. Or perhaps get students to write a short story using the names of everything in the drawer.  Maybe this could lead into revision of verbs to do with cooking, from a previous lesson, and then on to students writing their favourite recipe for you …
A restaurant menu
Food again! It’s usually a great topic to get students talking.
A menu could be used to practise food vocabulary – you could even ask students to write a recipe. It could also provide lots of practice in requesting / offering in a role play or pair work set in a restaurant.
Don’t forget, the prices will probably be in a currency students are not familiar with.  This means that there’s an opportunity to revise numbers, money and names of coins or you could simply adapt the materials and use the local currency (after all we’re teaching English, not necessarily how to recognise Pounds, Euros and Dollars!).
Items of clothing
The obvious one here is to name items of clothing.
However, you could use clothes to practise colours, or use of adjectives such as large, small and medium for sizes – and follow this with a role play set in a clothes shop.
Again, the only limit is your imagination.
Christmas cards
The scenes on the front of the cards provide lots of language practice.  For example, names of the animals, weather, temperatures, describing people ... the list is long.
You can of course set a whole class or series of classes around the theme of Christmas if it’s appropriate! If you are teaching in a country where Christmas is celebrated you could spend time finding out about local traditions.
If you are in a country where Christmas is not celebrated, your students may still be interested. However, be sensitive to the culture in which you are teaching, as this could be inappropriate - and indeed could cost you your job!
[bookmark: ch65]Flashcards
Flashcards are simply cards that you can show students quickly to elicit language. They may have pictures of people, animals, places, food or any other relevant grouping on them. They may contain words, phrases or expressions to which students have been introduced.
Many schools will have a supply of flashcards in the staff room - but these have a habit of disappearing, or never being there when you need them. However, you can easily make flashcards for just about any purpose.  If you have access to a computer you can use clip art for quick flashcards on a topic such as food or download them from the Internet.  Alternatively, use your own photos as flashcards.
Here are a few ideas for using flashcards.
Vocabulary recognition
Use your flashcards to drill and recycle language (eg hold up a card and say “what’s this?").
Matching cards to the written word
Divide the class into two groups.  Give each student in the first group a card with a different written word on it. Give each student in the second group a card with a picture on it.  The students have to find their “match”.
Stories
Distribute cards to small groups and allow your students to make up a story using the images they have.
Hunt the flashcard
Hide cards around the classroom and have students hunt for each word you say.
Memory test
Place a selection of cards face up on the floor.  Give students two minutes to look at the cards, then cover them up and see how many they can remember. 
You can use this as either an oral or written activity.  It can also be fun for students to work in groups – perhaps even having a competition for who can remember the most items.
Opposites / related vocabulary
Hold up a flashcard and ask students to produce a word that is related to the flashcard (or the opposite of the flashcard). The only limit here is your imagination and the level of your students.
[bookmark: ch66]Music, Film and Sound
An English language lesson does not need to simply involve your speaking voice.  Introducing music, film and other sounds into the classroom can break up the lesson and make it more engaging for the students.
As with all activities, do make sure that your material is appropriate for the level, topic and background of your students – and then imagine away!
Here are a few ideas to get you started.
Songs, rhymes and chants
Children love songs, rhymes and chants, and most children’s course books contain plenty of them. You can, and should, bring some with you when you move abroad if you know you are going to be teaching young learners.
Songs / rhymes / chants all help to teach the intonation, rhythm and stress of the English language. You can also use them to help develop listening skills by having students fill in blanks in song lyrics as they listen to you or a recording.
Be careful however to integrate these activities with the aims of the lesson and not just overuse them in the lesson.
Students can be put off by activities that make no sense to the rest of the lesson – it’s far better to finish a lesson on colours with a song that’s about colours than a random song / chant about something else entirely.
However, with young learners you’ll also find that they may quickly develop a favourite song or rhyme and you may want to use this as a reward at the end of a lesson for a bit of fun.
Adults too can enjoy these activities but you do need to set these up well. Adult students may be more reticent about singing along in front of peers but much is often down to each individual class.
Just remember to make whatever you are doing with songs, rhymes and chants relevant not only to the language you are presenting or practising, but also to your students – and don’t expect them necessarily to have the same musical tastes as you!
A recording of scary sounds
Here’s a nice one for an October class on culture.  Many students have seen Halloween in movies and love to learn about it. A recording of scary sounds can be a great opener for a different type of activity.
Sounds can be used to practise adjectives about how people are feeling: scared, frightened, terrified, cold….
Or perhaps you could use the recording to practise tenses, by asking the students what they think is happening.  Alternatively, how about getting the students to describe the person making the sounds?  Or make their own Halloween story from the sequence of sounds?
Dance
How can dance possibly help students practise their English?
What about dancing to instructions from the teacher?  For example, “put your left leg out, your left leg in. Turn around. Take two steps left and three steps right”.
This may not be to everyone’s taste but some students will love it and, done with enthusiasm, you can bet that a group of young learners are going to want to repeat this again and again.
Remember, there’s no need for you to always be controlling everything in the class – why not ask a student to lead the dance and say what to do?
It’s a great way to practise language and have fun at the same time!
Tongue twisters
Tongue twisters provide practice in forming sounds that may or may not exist in your students’ native language.
If the sounds do exist they may not normally occur in the same order as they do in English.
They’re also GREAT fun and usually end up with your students walking home muttering rapidly and laughing to themselves.
Many English language students have met the “sea shells” twister (She still sells sea shells on the sea shore for sure).  However, native speakers and learners alike can find it challenging.
There are plenty of others you can use too, for example:
Red leather, yellow leather
Betty and Bob brought back blue balloons from the big bazaar
A cheap ship trip
Chop shops stock chops
Fat frogs flying past fast
Red lorry, yellow lorry.
YouTube / films
More and more classrooms around the world these days have PCs and a link to a screen / interactive whiteboard.  This means that you can play clips from the Internet to your heart’s content.
Films, or short parts of them, can be a wonderful way to teach. Students love the idea of watching a film in class but do ensure there is a very clear reason to watch a film.
It’s rare that you would watch a full length movie in class.  Instead, find short clips that demonstrate and feature the aim of your lesson. For example you may be working on “complaints” and find a great clip of someone complaining online.  You can then show this to the class, elicit the vocabulary used, discuss whether they thought it was a good way to complain, how they would do it, etc.
It also means that students hear different accents and voices, which helps to add a different dimension to the lesson.
Theoretically you can find almost anything you need for a class on YouTube or similar sites.
However, like any other resource, make sure that they are relevant and appropriate for your students’ age and level, and steer away from anything that may cause offence (and if in doubt err on the side of caution!)
As an alternative to using other people’s broadcasts, why not see if your students would like to make a film of themselves singing a song you have taught them, or maybe practising those fun tongue twisters?
Use this quiz to help think of some good ideas for using film in the classroom:
Video Examples
Poems
Many teachers avoid using poems because they feel the language and culture are expressed in a way which is simply too difficult for ELT students to comprehend or derive any real use from.  However, poems can be a great way to introduce a topic or theme.
For example, you could use a simple scary poem for Halloween, or a love poem for Valentine’s day, and so on. As long as you choose a poem that is appropriate for your students’ language abilities, it can be an excellent tool for further investigation into vocabulary, similes, metaphors and idioms.  Poems can also provide an interesting way to practise different elements of pronunciation and the rhythm of a language.
[bookmark: ch67]Games
Games are a great way to get your students engaged and learning, without them even realising it!  Be as imaginative and creative as you like.
What about “Call my Bluff” for higher levels of any age? Or “Simon Says” for any level? This is a great game and kids just love it.
However, always remember that a game should be used to practise elements of the language. It should not be used just to fill time at the end of a class or term. You are being paid to teach English so make sure what you do has a purpose.
Here is a selection of our favourites.
Bingo
The first thing that comes to most teachers’ minds when they think of Bingo is “this is a great way to practise numbers”. It is. There are, however, lots of other ways to use Bingo.
What about having food cards to practise food vocabulary? Or letters, colours, adjectives …?
Try Bingo as an alternative to dull rote revision.  For example, give students a card with the simple past tense of a verb; you call out the present tense; students mark off the corresponding verb on their card. Immediately you’ve transferred what could be a very dull experience into something engaging and fun – and more likely to stick!
Vocabulary games
Pretty much anything works here from “I-Spy” and ‘”20 Questions” to memory games, such as “I went shopping and I bought an apple; I went shopping and I bought an apple and a pear …”.
Think of all the word games you played as a youngster, or even still do, and amend them for the level and age group you are teaching.
Board games
Board games are great as you can use them to practise language in a really fun way. There are lots of ready-made board games for English teaching or you can even create your own using a template or your imagination!
Introducing a competitive element always gets students talking. However, to make sure the game is as communicative as possible, you can incorporate cards that require students to ask questions of someone else in the class.
Spot the difference
A great way of practising detailed descriptions is a picture difference task.
In this activity, pairs are given the same image with a few slight differences, or big ones depending on the level of your class, and they have to find them and describe what they are.
[bookmark: ch68]Problem-Based Discussions
Problem-based discussions are really useful for practising ways of presenting personal opinions, as well as agreeing and disagreeing politely and compromising.  
Divide up your class into groups.  Next, introduce a “problem” – which can be anything from what to take to a desert island, to ranking the importance of certain statements or ideas.  The groups then are told to discuss the problem raised.
You will need to go around the class observing and supporting, and occasionally joining a group to stimulate discussion if necessary. It’s important not to dictate though, as you want students to address the problem for themselves.  
Here are some useful worksheets you can use for problem-based discussions in class.
A Good Friend
Stranded on a Desert Island
Newspaper Rules Discussion
The Secrets of Happiness
[bookmark: ch69]Adapting Materials
We have been looking at a number of different types of materials and activities that should help you in the classroom.
However, an important skill for any teacher is the ability to adapt material.  You may have found, or been given, a worksheet that you want your students to do.  But, is just handing out a worksheet really enough?  Are there others ways to use it that would help to stimulate your students more?
We will now look at three types of material that you are likely to come across.  We have included some ideas for how you might adapt each, but do spend time coming up with your own ideas too.
[bookmark: ch70]Gap-Fill Worksheets
A gap-fill worksheet is a way for your students to practise new language. It usually sets out a number of sentences with a gap in each.  Students are required to complete the gap with the appropriate word and / or in the correct form. For example:
1. My dog won’t hurt you, he’s quite _______________.                               (harmless)
2. She resigned __________ her job when they gave her a pay cut.           (from)
Before you read on, spend a few minutes thinking of ways in which you could adapt gap-fill worksheets to make them more appealing to your students.
Now take a look at some of our ideas (Click to reveal)
Gap-fill gamble
Before the lesson starts, cut up a few pages of scrap paper.
Divide your class into pairs, and give each pair a bundle of pieces of paper to keep on their table. Explain that they are going to compete against their partner to win as many bits of paper as possible.
Next read out a sentence with a gap in it. When you come to the gap, say “beep”.  Each student must write down the missing word on one of the pieces of paper without their partner seeing and then turn their paper over.
Set a five second time limit and then say, “Okay, turn over”.  Students must turn over their papers at the same time and compare answers with their partner.  If both students in a pair have either the correct or wrong response, they put their pieces of paper into the middle of the table to accumulate. When one student is right and the other wrong, the student who is right wins all the accumulated bits of paper from the table.  The piles start again on the next question.
Find your partner
Before the lesson starts, write out a number of different sentences on different sheets of paper, each with a gap. On a second set of sheets, write out the missing words from each sentence.
In the lesson, divide the class into two.  Give each student in the first group one of the sentences with a gap, and each student in the second group a sheet with a missing word. Students then have to mingle, and find the person with the gap / word that matches their own.
When all students have found their correct partner they then present their sentence in the correct form to the rest of the class.
Challenge your students
Divide your students into pairs, and give each a sheet with missing words (or put it up onto the whiteboard).
Each pair has to identify the missing word, and complete it using the correct form.
Tell the class that it’s a competition to see which pair can identify the most number of correct words within a time limit.
Pairs
Before the lesson create a set of cards.  Each card should have either a sentence with a gap, or one of the words to fill the gap.
In the class, spread the cards face down on the table.  Students then take turns trying to find pairs of cards that match. When they believe they have found a matching pair they have to make a correct sentence using the correct form. If they are correct they keep both cards. The player with the most set of cards at the end is the winner.
[bookmark: ch71]Word Lists
Word list(s) are lists of vocabulary, usually grouped by topic or part of speech. For example:
Animals                                                                      Adjectives
Dog                                                                             Thin
Cat                                                                              Beautiful
Pig                                                                               Ugly
Horse                                                                          Black
Lion                                                                             Clever
Before you move on, spend a few minutes thinking of ways that you could turn word lists into interesting activities.
Now take a look at some of our ideas (Click to reveal)
Matching
Before the lesson, create a set of cards.  Half of the cards have words on them, and the other half have corresponding pictures.
In the class, divide students into pairs or small groups and tell them to match up the words and pictures.
You can make this a competition, for example by seeing who can find the most matches within a time limit.
Find it
Before the lesson starts, put up pictures of different objects (or adjectives, verbs, etc) around the room.
During the class, say the name of the object or hold up a card with the word written on it.  Students then have to run and stand next to the appropriate picture.
If you want to make this activity more competitive, you can tell students to grab the picture. The student with the most pictures at the end is the winner. Make sure all students start from the same place though - otherwise you may find some cheating!
List words
Divide students into pairs or small groups.
Ask each pair / group to list as many objects they can think of in a particular category (eg colours, animals, objects that are big).
Opposites pelmanism
Before the lesson, create a set of cards.  Each card should have either an adjective or its opposite on it.
During the class, spread the cards face down on the table. Students should then take turns trying to find pairs of cards. When they have found a matching pair they keep both cards, and the player with the most set of cards at the end is the winner.
You can make this activity more challenging by telling students that they have to create a sentence using one or both adjectives in order to keep the cards.
Human Simon Says
Tell all your students to stand up.
You then say a number of statements that are true for some of the members of your class, for example, “stay standing if you have fair hair”.  All students with fair hair should then remain standing, and the rest sit down.
You then say a different statement, such as “stay standing if you are tall”.  Again all students that are tall stay standing and the rest sit down.
Keep going until only one student remains standing. That student can then have the role of ‘Simon’.
Find someone / something who…
Either set out different pictures of objects and / or people around the classroom, or divide students into groups and hand each group one set of pictures.
Read a description using different adjectives (eg beautiful, tall girl; dirty, old car). Students have to find the picture in the classroom or find it out of their set of pictures and hold it up.
To make it competitive, you can give a point to the first group to find the correct picture. The group with the most points at the end are the winners.
[bookmark: ch72]Reading Texts
A reading text is simply an article you want your students to read.  It could be from a course book, a newspaper, the Internet or even something you have written yourself.
You will use these texts to develop reading skills and / or introduce new language.
Before you read on, can you think of ways in which to get your students to read in a more stimulating and interesting way?
Now take a look at some of our ideas (Click to reveal)
Matching
Before the lesson, cut up the article so you have the paragraph titles and articles on separate pieces of cards.
In the class ask students (either in pairs or individually) to read each article and match the title to the text. You may need to amend the articles to make sure the paragraph title does not appear in the text.
You can also do this with pictures – students match the picture to the related article.
Missing words
Before the lesson, re-write an article omitting key words.
Divide the class into pairs or small groups, and tell the students that they have to guess what the missing word is.
You can make this easier by supplying students with a choice of words to choose from.
Running dictation
Choose an article and put it up on the wall (or, if you have a large class, put several copies up on the wall).
Divide the class into pairs, with one student acting as the writer and the other as the runner.
Each of the runners has to go to the article, read it, and then relay what they remember back to the writer. The writer has to write down what they hear.
Runners can go back to the article as many times as they need in order for the writer to write down the completed article.  Alternatively, if the article is long, then sound a bell mid-way to indicate the reader and writer should swap, so the reader now becomes the writer and vice versa.
You can also make this a competition to aid motivation – the first pair to correctly write down the full article wins.
Physical comprehension questions
Put an article up on the classroom wall.
Divide the class into pairs or small groups.   Students then take it in turns to run to the article, skim it and answer the question the teacher reads out loud.
If you have a large class or there is little room to run then give each group the article. In this case, you should read the question out loud, then tell students to skim the article and shout out the answer when they find it.
The group that answers the most questions correctly first wins.
[bookmark: ch73]Additional Resources
There are numerous sources of material you can use to help you teach: look at course books, ask your colleagues, use the Internet, follow blogs and join professional organizations, to mention just a few.
Most importantly, never forget your own creativity – and start developing activities of your own.
Further Reading
Look at the following links for more examples and ideas for the classroom.
Newspapers in the classroom
11 fun activities for using newspapers in class
Teaching with songs
Lots of ideas for using songs in the classroom
A Balanced Lesson
Things to consider when planning a balanced lesson
Video in the classroom
12 creative ways to use video in class
Printable and editable games
A huge range of fun games and activities
Check Your Knowledge: Planning
Here are a few self-check quizzes to help you review what you have learnt in this section.
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[bookmark: ch74]Introduction
You have now almost completed the Planning a Lesson section of the course.
In a moment, you will take the end of section test.  This does not count towards your final score. However, you do need to gain at least 80% in the test in order to move on in the course.
Before you take the end of section test, here are a few self-check quizzes to help you review what you have learnt in this section.  Try to complete these without looking back at the material you have just covered.
[bookmark: ch75]Aims and Assumptions Quiz
Here are the aims and assumptions part of a PPP lesson plan (click on the link to download and/or print it).
Aims and assumptions part of a PPP lesson plan
The class information and aims has been completed. Using the information given, complete the plan with assumptions and difficulties you would expect.
You can check your aims and assumptions against the sample PPP lesson plan in the previous section.
[bookmark: ch76]Warmers and Coolers Quiz
1. Write three reasons why we use warmers.
2. Write three reasons why we use coolers.
Click to reveal
Warmers
· We may need to provide an ‘ice-breaker’ for a new student in class. A simple name game works well for a situation like this.
· It may be necessary to get students to focus at the start if, for example, they are still talking about last night’s football game in their own language.
· The teacher might like to assess individual student weaknesses and strengths; listening and making notes unobtrusively as the activity takes place.
· Introduce a new language theme or topic. Perhaps reviewing known vocabulary such as hot/cold/warm before introducing the new theme of ‘The Weather’.
· Refresh language learned in the previous lesson. This may or may not link in with the topic of the lesson but either way will provide the teacher with valuable information as to how effective their teaching has been.
Coolers
· The teacher may want to deflect attention from a subject that was proving too difficult for students and causing confusion and frustration. Not a good lesson outcome!
· The class may be coming to an end and the teacher would like to review/revise how well the students picked up the target language (that is - the new language from the lesson).
· Students may have worked hard and learned well so the teacher decides to finish the lesson on a high with a fun activity that is well removed from the target language.
· The lesson may have become contentious (A debate that got a little too heated, for example) and the teacher wants to cool things down (literally!) by changing student focus.
[bookmark: ch77]Teaching Techniques Quiz
Teaching Techniques quiz
[bookmark: ch78]Lesson Plan Review Quiz
Lesson Plan Quiz
Warmers and Coolers Quiz
1. Write three reasons why we use warmers.
2. Write three reasons why we use coolers.
Click to reveal
Warmers
· We may need to provide an ‘ice-breaker’ for a new student in class. A simple name game works well for a situation like this.
· It may be necessary to get students to focus at the start if, for example, they are still talking about last night’s football game in their own language.
· The teacher might like to assess individual student weaknesses and strengths; listening and making notes unobtrusively as the activity takes place.
· Introduce a new language theme or topic. Perhaps reviewing known vocabulary such as hot/cold/warm before introducing the new theme of ‘The Weather’.
· Refresh language learned in the previous lesson. This may or may not link in with the topic of the lesson but either way will provide the teacher with valuable information as to how effective their teaching has been.
Coolers
· The teacher may want to deflect attention from a subject that was proving too difficult for students and causing confusion and frustration. Not a good lesson outcome!
· The class may be coming to an end and the teacher would like to review/revise how well the students picked up the target language (that is - the new language from the lesson).
· Students may have worked hard and learned well so the teacher decides to finish the lesson on a high with a fun activity that is well removed from the target language.
· The lesson may have become contentious (A debate that got a little too heated, for example) and the teacher wants to cool things down (literally!) by changing student focus.
SECTION 2 LESSON CONTENT
Introduction to Section 2
In this section we look at the content of your lesson – rather essential to teaching!
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[bookmark: ch80]Introduction
"Tell me, I’ll forget 
Show me, I’ll remember 
Involve me, I’ll understand "
                                                                   Confucius, circa 450BC
Welcome to Section 2 of the course – and congratulations for all the work you have done to get this far.
You have now learnt how to plan an effective lesson, and explored a range of teaching techniques plus practical ideas for activities.
In this section, we look at the content of your lesson.  This probably requires very little introduction – after all, if you don’t have any content in your lesson, then you will find it rather tricky to teach!
However, the key questions are: what should you teach, and how should you teach it?
Before you read on, spend a few minutes thinking about the main topics that you might cover in your lessons.
Click to reveal
There are three key areas that you will cover in your lessons:
1. Vocabulary
2. Grammar
3. Skills (ie reading, writing, listening and speaking).
Lesson Content
In this section we provide an overview of each topic (just in case your knowledge is a bit rusty!) and explore how to turn this understanding into great lessons.
We start with three knowledge modules:
· Teaching Vocabulary
· Teaching Grammar
· Teaching the Four Skills.
Each of the modules includes a blend of theory and interactive elements such as quizzes and short film clips.
This is followed by:
· Putting Lesson Content into Practice, in which you will find a guided observation of a real life lesson, plus practical ideas and activities to take into the classroom
· Check Your Knowledge: Lesson Content, with a range of self-check tests to help ensure you have fully absorbed the material that we cover
· End of Section 2 Test. 
Enjoy the section!
Teaching Vocabulary
Students need to know and understand English words in order to communicate. This module explores how to develop an effective vocabulary lesson.
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[bookmark: ch81]Teaching Vocabulary
Welcome to Teaching Vocabulary. 
Vocabulary is at the heart of TEFL.  If students don’t know or understand the words that are being used – ie the vocabulary – they will be unable to communicate. In fact, it is believed that students require a receptive vocabulary of approximately 3,000 high frequency words in order to be independent users of the language.
You will usually find that your course book and/or course syllabus sets out the vocabulary that you need to teach.  This will provide you with a good foundation when you are planning your lesson and deciding what materials to use.
This module explores the different aspects of vocabulary in more detail and provides you with some techniques for teaching vocabulary in the classroom.
The module is divided into two parts:
Part A: Teaching Vocabulary sets out the different elements of vocabulary (meaning, form and pronunciation).  It then turns to look at how you can structure and deliver a vocabulary lesson.
Part B: Introduction to Phonology provides a brief overview of phonology (ie how words sound). You are unlikely to need detailed understanding of phonology as a new teacher. However, it is important to be aware of the basics and know how to find out more, should you need it.
At the end of the module, you will find a series of top tips plus links to further reading.
By the end of this module, you will have learnt about:
· The three different elements of vocabulary (meaning, form, pronunciation)
· Presenting vocabulary
· How to check students understand what you are teaching them
· Supporting students to remember and produce vocabulary
· The basics of phonology.
[bookmark: ch82]Part A: Teaching Vocabulary
MFP
There are three key aspects of vocabulary that you will need to teach:
Meaning
Form
Pronunciation.
Let’s start by exploring what you need to teach for each of these topics.
[bookmark: ch83]Meaning of Words
There are four categories of words that you will need to teach.
1.  Concrete words
These are the easiest to teach, as you have a specific object, animal or person to refer to.
For example, if you are teaching the word “table” you can point to the table; or for “dog”, you could show pictures of dogs (or even bring in a toy dog). 
2.  Abstract words
Abstract words require a bit more thought, in order to convey the meaning – and may call on your acting skills.
For example, to teach the word “happiness” you might start by showing happy faces (through film, pictures or your own expression), or for “exaggerate” you could show actions / objects which are exaggerated, and then not exaggerated (eg walking, the size of an object, a smile).
3.  Words with more than one meaning
Many words have more than one meaning.  At beginner level, you are unlikely to teach different meanings of words to your students. However, once you move up the levels, it is important that students are aware of the different meanings. You will need to help them to work out the meaning from the context.
4.  Generic terms
Some words can have a more general meaning than others. For example the word “vehicle” covers a wide range of vocabulary items, whereas “car” and “bus” are more specific.
You will need to teach students both generic and specific words, and help them understand the difference between each.
Different Meanings
Before we move on, let’s spend a few more minutes thinking about one of these topics in more detail - namely how we sometimes use the same word to convey more than one meaning.
Here are a couple of tasks to help you reflect on the range of meanings that students might encounter.
Task 1: use of “see”
What do you think of when you are presented with the word “see”?  For many people, the obvious meaning relates to “sight”.
Now look at the following sentences.  How many of them use the word “see” in this way?  How else might you express each of the sentences?
	A. I see what you mean.
	B. Is she seeing him?
	C. My dog will see off the burglar!

	D. See you later.
	E. I can’t see a thing in this fog!
	F. Life’s a see-saw.


Example answers (Click to reveal)
	A. I understand what you mean.
	B. Is she dating him?
	C. My dog will chase the burglar away!

	D. Goodbye.
	E. I can’t see a thing in this fog!
This is the only one that uses “see” in the sense of “sight”
	F. Life has its ups and downs.


 
That’s quite a range of meanings, isn’t it?
Task 2
Write as many sentences as you can for each of the following words, using a different meaning each time.
· Charge
· Set
· Point
· Run
· Make
Once you have finished, count how many meanings you have managed to convey through those sentences.
It gives you a real idea of just how much thought you need to put into presenting new words!
[bookmark: ch84]Form
The form of a word is the way it is set out or structured.
You are more likely to use the form when you are teaching grammar. However, it can impact on vocabulary too.  There are two main aspects to consider.
1.  Position and use in a sentence
The meaning of a word can change, depending on where it is within a sentence and the way in which it is used. 
For example, the word “cross” could be used as an adjective (eg “he’s a cross man”) or as a verb (eg “cross over the road”) or as a noun (eg “put a cross beside the item you want”).  As you can see, the meaning of the word varies, depending on its position and use within each sentence (ie its form).
2.  Prefixes and Suffixes
Adding a prefix (at the start of a word) or a suffix (at the end of a word) will alter the meaning of a word.
For example, the word “employ” can be changed to “re-employ” by adding the prefix “re” or “employer” by adding the suffix “er”. 
[bookmark: ch85]Pronunciation
The way we say a word can help to show its meaning.  Reflecting on how you say a word, can improve your ability to teach its correct meaning to a class.
There are two main ways in which pronunciation impacts on meaning.
Stress
The meaning of a word can change, based on the part of it that is stressed.
For example, read the following sentences out loud and listen to how you stress the word “record”.
1. He has a large record collection.
2. Can you record this programme for me?
Did you notice how you changed the stress in order to convey a different meaning in each sentence? In the first, where “record” is used as a noun, you stressed the “re” syllable.  In the second, where “record” is a verb, you stressed the “cord” syllable.
Sounds
A word can have different meanings based on the sounds we use to say it.
For example, read the following sentences out loud and listen to the different sounds you use to say the word “minute”.
1. That is a really minute particle.
2. Can you wait a minute? I’m almost ready.
Did you notice how you used different sounds in each case, to convey the different meanings of the word?
Phonology
There is a whole science built around phonology (ie how words sound), including a phonetic alphabet. 
Whilst it is important that you can teach your students correct pronunciation, you are unlikely to need an in-depth knowledge of phonology as a new teacher.
However, it is important to be aware of the alphabet and to know how to find out more, should you need to use it within a particular teaching job.  Part B: Introduction to Phonology gives you an overview of the subject, and provides links to further material.
Pronunciation activity
Before you move on, spend a few minutes thinking about how pronunciation affects the meaning of words.
Use the tasks below to help you with this.
Task 1
Say the following words twice, the first time as a noun, and the second as a verb.
· Combat
· Conduct
· Envelope
· Export
· Subject
Answers (Click to reveal)
These are the stress patterns with noun first and verb second.
Noun     /   Verb
COMbat / comBAT
CONduct / conDUCT
ENvelope / enVELope
SUBject / subJECT
Task 2
Write a sentence containing two different meanings of the same word:
· Excuse
· Polish
· Wind
· Minute
Example sentences (Click to reveal)
Excuse
Excuse me while I think of an excuse.
Polish
The Polish man must polish the brass candlestick.
Wind
Wind the handle if you can in this wind.
Minute
Minutes become minute when you’re older.
[bookmark: ch86]Structuring Your Lessons
Now that we have identified what you need to teach, let’s turn our attention to how you can teach it.
As we saw in Planning a Lesson, it is important for your lesson to have a good structure.
Using the structure that we explored in the last section, a vocabulary lesson could have the following stages:
· Introduction and warmer, adapting warmers from the examples that we set out in Planning a Lesson
· Presentation stage:
· Present the new word using techniques such as mime, realia or context
· Ask concept questions to ensure understanding
· Practice stage:
· Model the word and drill it with the class to ensure correct pronunciation
· Activities to help students record and remember the words.
· Production stage:
· Activities using the new vocabulary
· Review and cooler, drawing on coolers that we set out in Planning a Lesson.
You can then reinforce learning by bringing it into activities in future lessons.
Vocabulary lesson stages activity
Use this quick quiz to help refresh your knowledge about the stages of a lesson.  If you struggle with this task, we’d suggest that you go back and look at Section 1 again before reading on.
Vocabulary Activities Quiz
We will explore how you would shape each of the main stages of a vocabulary lesson in turn.
[bookmark: ch87]Presenting Vocabulary
The approach you take to presenting vocabulary will vary, depending on the level of your students.
Before you read on, spend a few minutes thinking of ways in which you could present new vocabulary to lower and higher level students.
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Presenting Vocabulary to Lower Levels
Lower levels of students do not yet have an extensive body of vocabulary that you can build on to teach new words. This means that you are fairly restricted in the activities you can use. 
However, there are still a number of useful techniques for this level.   
Realia
As we noted in Planning a Lesson, realia are objects from everyday life that you can use in your lessons.
They are particularly useful when teaching beginners, as you can simply show the object to the class and then tell them the word for it.
Pictures and flashcards
Similar to realia, you can use flashcards or pictures of objects to get the meaning across and/or to reinforce students learning later on in the lesson.
It is important to make sure that any pictures or images you use are clear and unambiguous.
Activity
Look at the following pictures. Which do you think would convey the word “boat” better?
              

Picture 1 is less confusing. The boat is in the foreground and there is nothing next to it. In Picture 2 a boat could be the harbour, the wharf, the buildings…
Contrast
You can teach a word by contrasting it with another. 
For example, you could teach the word “boy” by pointing out boys in the class, and then contrasting it with “girl” (point out all the girls).
Mime and gesture
Mime and/or gestures can be really useful for lower level classes.
For example, you can easily mime words such as run, jump, skip, laugh, sad or happy without too much risk of misinterpretation.
You can also encourage students to join in, which helps to reinforce the learning – although you should judge this on the age and make-up of the class!
Enumeration
Enumeration can be helpful when you are teaching generic terms.
For example, to teach the word “animal” you might list out a set of different animals.
Explanatory examples
Explanatory examples involve teaching a word by giving examples of how it could be used. They are useful for students who already know some English.
For example, you might want to teach your students the word “ice”.  To do this, you would start listing different examples about ice, such as “it’s very cold” (pause), “we put it in drinks” (pause), “we make it in the freezer” (pause), “the north pole is made of this”.  You keep going until the students get the meaning.
[bookmark: ch88]Presenting Vocabulary to Higher Levels
With higher level students you have more flexibility when presenting vocabulary.
You can still use the techniques we looked at for the lower levels. However, you can also bring in additional activities that build on your students’ existing vocabulary.  
Here are a number of additional techniques that you can use with higher level students.
Simple explanations
A higher level class already has built up a reasonable level of vocabulary.  This means you can sometimes simply explain the new vocabulary, using language that they have already learnt.
This can be livened up in a classroom, by using film or discussion as a means of exploring the topic in more detail.
Discovery activities
Discovery techniques allow the students to “discover” new language.  This involves the students more than if you simply present the language to the class, and adds variety to your lesson.
For example, here is a simple activity using the discovery approach.
Figure 1 below shows a simple low level use of discovery.
Use your dictionary. Label the boxes with the words below.
House / Water / Chairs / Grass / Man

A word of warning: you will have noticed that this activity requires students to use a dictionary.  This is fine in the context but, as we have mentioned already, it is important that students do not rely on dictionaries in the classroom as this can inhibit learning.
An alternative approach is to use this activity as a refresher exercise.  In this situation, students will not be allowed to use a dictionary but instead could work in pairs to complete the task.
Working out meaning from context
Working out meanings from context can be an excellent activity for many levels of students. It provides a challenging and interesting way for students to discover new vocabulary without using a dictionary.
Here are a few activities that you can use.
· Unknown words: Students read a text in pairs and underline all the unknown words as they go.  They then try to work out the meaning of each of the unknown words, based on the rest of the text.
· Ignore and score: Students read a text and cross out any words they don’t know. Without checking the meaning, ask them to answer comprehension questions so that they can see the importance, or lack of importance, of those words in the text.
· Vocabulary in context: Read out a sentence that includes one or more new words of vocabulary.  As a group, ask the students to try to guess the meaning from the context of the sentence.
· Vocabulary pair check: Assign pairs and tell students to read alternate paragraphs and / or sentences and quiz each other about difficult vocabulary items.
Teaching Vocabulary Task
[bookmark: ch89]Checking Understanding
After you have introduced new vocabulary to your students, it is important to check that they have understood it correctly.
In Planning a Lesson we noted that concept checking questions (CCQ) are a useful way to check understanding. 
Let’s look at an example of how we could use CCQs to check understanding of vocabulary.
CCQ Example
You are teaching the word “witty”. 
You give a statement to the class: “John is such a witty person”.  You then ask the class number of CCQs about the statement, such as:
	CCQ
	Class Response

	Is witty a positive or negative word?
	Positive

	Does he make people laugh?
	Yes

	Would he be a good guest at a dinner party?
	Yes

	Is that because he’s clever or silly?
	Clever

	How does he make other people feel?
	Happy

	What does he make other people do?
	Laugh

	Do you like witty people? (why? / why not?)
	Yes/no with appropriate explanation

	Do people think you are witty?
	Yes/no with appropriate explanation

	Can you think of a witty person?
	Name of person

	What kinds of things do they do / say?
	Appropriate examples


As you can see, this will give you a much better idea of whether the class understands the term “witty” than simply asking “do you understand?”.  To make this work however, it is important to plan your CCQs in advance, so do remember to include them in your lesson plan.
CCQs Activity
Write three CCQs for each of the following words. Don’t worry too much about the level of students when writing these. The important thing is that you grasp the idea and can begin to create effective CCQs for yourself.
1. Shuffle (Verb)
2. Watch (Noun)
3. Flat (apartment / bedsit) (Noun) 
Here are a few examples.  You don’t need to have matched our answers, as long as you have got the general idea.
Click to reveal
1) Shuffle
     A. Is this a way of walking?
     B. Do you shuffle quickly or slowly?
     C. Do you lift your feet when you shuffle?
2) Watch
     A. Why do you use a watch?
     B. Do you put a watch on the wall?
     C. Where do you usually wear a watch?
3) Flat (Noun)
     A. Is it a place you can sleep?
     B. Is it a house?
     C. What’s another word for a flat?
[bookmark: ch90]Practising and Remembering New Vocabulary
The aim of the next stage of the lesson is to help students to remember the new vocabulary and access it for future use.
A useful approach here is to use drilling. You can do this both as a full class (choral drilling) or individually (individual drilling). This repetition helps to reinforce the word, and ensures that the students are pronouncing it correctly.
Once students have practised the word, you should ask them to record it in a way that will help them to access it easily in future.
Before you read on, can you think of any approaches that your students could use to effectively record words?
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There are a number of approaches you can use.
1. Vocabulary notebook
A vocabulary notebook is an easy way for students to note down and keep track of the words that they have learnt.
Vocabulary notebooks can be organized in a variety of ways, such as by topic or by parts of speech.  As well as writing the definition of a word, you could encourage students to write a short sentence using the word.
2. Word spider / memory map
A memory map is a more visual approach to setting out vocabulary, and provides links between related words.
For example, a word spider of “houses” might look like this.

As you can see this is a very clear way to organise vocabulary and it allows students to add items later should they need to.
3. Word box
A word box is a box which has new vocabulary written on cards with pictures or descriptions on the back.  You can have class word boxes, or students can make their own.
A class word box also can provide a useful basis for revising vocabulary.  For example, you can pull out several cards at the start of a class and use these for eliciting vocabulary.
4. Word banks
Word banks are a variation on word boxes, with vocabulary grouped around particular topics.
To create a word bank, tell your class to come up with as many words as they can around a particular topic.  Next write these all down to create a word bank on that topic.  Then set up a corner of the classroom where you keep all the word banks.  Students can visit the word bank to review vocabulary they have learnt in previous lessons.
[bookmark: ch91]Producing Vocabulary
We saw in Planning a Lesson that the production or free practice stage is a key part of your lesson.
In a vocabulary lesson, this means including activities to help your students to actively use the new words you have taught. This is a really important part of learning vocabulary: it helps to ensure students have not only remembered the word but understand how to use it effectively and appropriately.
Before you read on, can you think of any approaches that you could use to help your students produce vocabulary?
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As we saw in Planning a Lesson you can be creative in this part of the class – from heated debates to games.  Here are a few ideas to get you started.
1. Use realia
The aim of the production stage is to get your students using vocabulary freely in context.  Shaping activities around realia can be a great way of bringing your lesson alive.
For example, give your students maps and tell them to ask for / give directions to specific places.
2. Role play
Role play is a really useful approach to producing vocabulary.  You can set up a scenario around pretty much any topic you teach.
3. Debates
Debates are a good approach for higher level students.  The approach you take will depend on your class, and the topic you are covering – from full-class, open debates, to pair work where the student is told to argue for / against a particular point.
4. Film
Short film clips can be a brilliant resource.  Students like the novelty of watching TV during class time, and it also gives them a chance to hear other accents and voices.
For example, give the class a film title and/or play a short clip, and then ask the students to imagine what would happen next. Alternatively, play a short clip, and then ask the students to describe a particular character or the storyline so far.
[bookmark: ch92]Developing Activities
Before you move on to the phonology part of this module, spend some time thinking about how you could develop suitable activities for a vocabulary lesson.
Use the tasks below as a starting point.  Note that you can use the same text to develop activities for both the controlled practice and production stages of a lesson.
Producing vocabulary activity
Look at the following piece of text.  After reading it carefully, decide how you would use it to teach / review food vocabulary for your class. Think about:
· Activities which would help your students to practise and produce new words
· Approaches you could take to help your students increase their knowledge of food words.
Text
It seems that we’re invited to a party or family get-together every other night in the weeks before the holidays. Unfortunately, most of the dishes that are brought to those events are not exactly healthy. We all tend to overindulge during the holiday season, tempted by all the unhealthy treats around. But to be honest with you, I get tired of all the rich and fattening food rather quickly and welcome a healthy fresh alternative.
This is your year to shine with that healthy dish the next time you are asked to bring something to a holiday party. Here are a few ideas to get you started. 
1. Veggies and Dip
Just cut up some fresh veggies. Good choices are celery, broccoli, cauliflower and cucumber. Add some baby carrots and grape tomatoes. Serve it with a low fat ranch dip and you’re good to go.
2. Fruits and Dip
Serve some fruit that’s in season in bite size chunks with a side of low fat vanilla yogurt. Wash some strawberries, peel and cut up some apples, pears, cantaloupe and even some fresh pineapple for a sweet treat that’s actually good for you.
3. Cheese and Crackers
Make a platter of several low fat cheeses and get a box of whole-wheat crackers. To make it even more fun, use some holiday cookie cutters and cut shapes out of the cheese. Just arrange everything on a platter and take it to the party.
4. Bring A Salad
A salad of mixed greens with some other veggies mixed in always makes for a great side dish and will go with any other foods that are served. Start with some basic mixed greens, preferably dark greens. I like to mix baby spinach with some other dark greens. Dice up some red and yellow peppers for colour and some slices of cucumber for crunchy texture. Top it off with some grape tomatoes and you will have a colourful and yummy salad. I like to bring several ready-made low fat dressings from the grocery store to serve with the salad.
Go ahead - give one of these ideas a try. You’ll be surprised how well received your healthy dish will be. Plus you’ll know there will be at least one dish at the party you can fill up on that is actually good for you and your health.
Happy Holidays!
Here are a few ideas for activities that you could use.
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Activity 1
Look at the letters below.  Each one contains the name of a food, but the letters have been mixed up. Can you arrange them so they make the names of food?
Evegigs
Failurecowl
Spear
Alpinepep
Tip:
You could have pictures of the food displayed on the board or even some fruit and vegetables in the class if you think this might help the students.
Activity 2
Find the missing words in the text below.
1. Veggies and Dip
Just cut up some fresh v……. Good choices are celery, broccoli, c…….. and cucumber. Add some baby carrots and grape tomatoes. Serve it with a low fat ranch dip and you’re good to go.
2. Fruits and Dip
Serve some fruit that’s in season in bite size chunks with a side of low fat vanilla yogurt. Wash some strawberries, peel and cut up some apples, p….., cantaloupe and even some fresh p………. for a sweet treat that’s actually good for you.
Tip:
Note how the first letter of a word is given. This can help students guess what goes where – particularly if you have quite a number of missing words.
Other Ideas
· Write eight more words that could fit in the text above. Use your dictionary if necessary.
· Make a vocabulary card for your new words. 
· Make a vocabulary spider for fruit and vegetables you like.
· Talk to your partner about food you don’t like.
· Write a recipe for your favourite dish with vegetables.
If you struggled to think of ideas, spend some time looking back at Putting a Lesson Plan into Practice which has lots of activity ideas.  You can also find more ideas in the Putting Lesson Content into Practice towards the end of this section.
Adapting activities for different levels
It is useful to remember that you can adapt the same materials and activities for use with different levels of students.
For example, think about different ways in which you can build an activity around  “odd one out”. 
Here is one approach you could use.
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	Ideas for Lower Levels
	Ideas for Higher Levels

	Give your class (or small groups) a set of three words related to the lesson’s topic.   Ask them to circle the one that they think is the odd one out.  For example:
 
Apple, Orange, Onion
Green, Blue, Tennis
Door, Window, Handle
Rose, Chrysanthemum, Daisy
 
Keep the options fairly clear and straightforward. The task should be sufficient to practise learning at this level. 
	Introduce ambiguity into the options, and use this to lead into a debate.
 
For example, you could ask which is the odd one out of gold, silver and platinum?  Student A might say “platinum” because it is the most expensive whilst Student B might say gold because it is a different colour.
 
Enabling the students to discuss their options allows them to practise the new vocabulary in a way that requires real understanding.


[bookmark: ch93]Part B: Introduction to Phonology
Phonology is all about how words sound.  This includes pronunciation, word stress, sentence stress and intonation.
Phonology can seem a bit daunting, as it has its own alphabet of phonemic symbols. It is useful to be aware of the phonetic alphabet. However, you can teach many aspects of phonology without referring to it.
Before we consider activities you can use, it is important to understand the basic elements that you will need to teach.  To do this, we will look in turn at the phonology of sentences, single words and connected speech. 
[bookmark: ch94]Sentences
At sentence level the main features to consider are:
· Use of intonation
· Use of stress
We are going to look at each of these in turn.
Use of intonation
Intonation is the way your voice moves as you speak. It often conveys the speaker’s feelings. You can use a lot of movement in your voice or hardly any at all, moving across a wide voice range or staying within a narrow one.
Experiment by saying the following as described within the brackets. Which utterances use more voice movement?
1. It’s snowing (with surprise)
2. It’s snowing (without surprise)
1. What time is it? (very politely)
2. What time is it? (in a bored way)
1. I saw Jane yesterday. Did you? (with surprise)
2. I saw Jane yesterday. Did you? (without surprise) 
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Utterances expressing strong feeling usually have the widest voice-range; those expressing boredom have the least.
Basic intonation patterns
Intonation patterns are complex. However, it is important that you cover the following points with your students.
Statements
Pitch can vary throughout a statement, but it usually falls at the end.  If it rises, it will sound like a question.
Questions
There are two types of question, closed and open questions. The intonation usually rises at the end of closed questions and falls at the end of open ones.
Question tags
Tag questions are questions that are added to the end of a statement.  In general, tag questions that expect agreement or are seeking a response to a comment have a falling intonation.
For example: You’re Canadian, aren’t you?
If the tag question is asking for information or the person asking isn’t really sure of the answer, then it has rising intonation.
For example: They speak French in Canada, don’t they?
Being polite
Native speaker listeners often think foreign speakers are being rude.  However, this can often be unintentional – the student just doesn’t have the expected intonation.
Polite intonation should be used for requests, asking for permission and asking for / giving advice.  Polite intonation tends to rise at the end. However, many students think that the higher intonation sounds unnatural and resist using it. It is therefore essential that you teach your students how to use intonation to be polite.
Showing interest
Listeners show that they are paying attention to a speaker by making short responses or using reply questions such as “really?”, with rising intonation.  However, if the intonation is incorrect (ie not rising) the speaker could interpret them as bored or uninterested.
Being interesting
When a speaker has little or no intonation it’s really difficult to remain interested. Native speakers are used to the rise and fall of the voice throughout speech and, if it isn’t there, they tend to switch off. Students need to learn to modulate their voices in a similar way if they want native speakers to listen to them and not fall asleep!
In the classroom
Watch our video on intonation patterns
Intonation Activity
Sentence stress
When we want to signal certain words are of particular importance, we stress those words.
We usually emphasise the most important word in a phrase / sentence.  However, we can sometimes give other words a secondary stress.  
Look at the following sentence:
What in the world are you talking about?
Before you read on:
1. Mark where you think the main stress lies
2. Mark any words that you think are slightly less stressed
3. Identify any words that aren’t stressed at all.
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If we mark out the primary stress in bold and the secondary stress by underlining, the sentence would probably look something like this: 

What in the world are you talking about? or
What in the world are you talking about?
Generally, structural words like prepositions, articles and pronouns aren’t stressed.  This is because they don’t give as much information as content words like nouns or adjectives.
The stress also can change depending on what we think is the most important part of the sentence.
For example, compare these three sentences:
He ran to the park (emphasising who)
He ran to the park (emphasising where)
He ran to the park (emphasising what was done)
[bookmark: ch95]Single Words
With single words you need to consider:
· Word stress
· Unstressed words
Let’s look at each of these now.
Word stress 
For any word with more than one syllable, we place emphasis on one part of the word.
For example, the word “Japan” has two syllables: “Ja” and “pan”.  Here, the correct emphasis is on the second syllable “Japan” not on the first “Japan”. Yet, when we use the adjective “Japanese” the stress transfers to the final syllable “ese” – giving us “Japanese”.
Some words can have multiple meanings, which are shown by the use of stress.
For example, consider the use of “record” in each of these two sentences:
· When I was young I had a large collection of records. Nowadays everybody has CDs or digital collections.
· Get your students to record new vocabulary in a notebook.
In the first sentence “record” is a noun and the stress is on the first syllable.  In the second sentence it’s a verb and the stress is on the second syllable.
However, not all words change their stress when they move from a noun to a verb.  For example, both “control” and “mistake” always have the stress on the second syllable.  There can also be regional variations based on accents and dialects.  This can make it quite hard for students to understand where they should place the stress on new words.
Word stress activity
Word families
Individual words in groups called “word families” can have different stress patterns.
For example, think of: photograph, photographer andphotographic. The stress pattern changes with each word.
However, this is not always the case.  For example, in the case of invention, inventor and inventive, the stress pattern remains the same.
Word patterns
Certain word endings usually have regular stress patterns.
For example, words ending in –ion –id –ish   and –ic usually have the stress on the second-last syllable.  For example:
        occasion           insipid            accomplish            characteristic
However, English loves exceptions.  This means that it’s usually better to teach students the stress pattern for each word as and when they come across it, rather than giving them long lists of word endings and rules which don’t always apply.
Unstressed words
Most words in a phrase / sentence are unstressed. These words are called “weak forms”.
Unstressed words tend to be said faster.  Some short structure words are also pronounced differently when unstressed.  Furthermore, native speakers often link up / merge unstressed words.  This can make it difficult for students to match up their understanding of words with what has actually been said.
Activity
Underline the weak forms in the following sentences:
1. What do you do? 
2. It’s as good as new.
3. When does it open?
4. He should have stopped.
5. We are having fish and chips for lunch.
6. It was much more expensive than I had thought.
7. If it rains, I will probably stay at home.
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1. What do you do?
2. It’s as good as new.
3. When does it open?
4. He should have stopped.
5. We are having fish and chips for lunch.
6. It was much more expensive than I had thought.
7. If it rains, I will probably stay at home.
[bookmark: ch96]Connected Speech
Connected speech is any sequence of words spoken at natural speed. 
In connected speech, many sounds are altered or modified by the sounds coming immediately before or after them.  This is particularly true for the spaces between words.
Read these film titles aloud and see what happens to the sounds in the underlined segment when you say the title at a natural speed. 
The Last Picture Show
My Big Fat Greek Wedding
The Great Dictator
The Green Mile
Stand by your Man
The War of the Worlds
We are Family
You can hear that the sounds run together. If you try to pronounce each sound separately the speech doesn’t sound natural.
Weak or unstressed forms allow native speakers to say the “little words” quickly enough to maintain the rhythm.  However, these weak forms are very difficult for students, especially beginners. When they learn a word, they expect it to always sound the same, but it doesn’t. This is an area of pronunciation with which your students will need help.
Features of connected speech 
There are a number of features of connected speech that you need to be aware of.
Linking sounds
When a word that ends in a consonant is followed by a word that starts with a vowel, the consonant and vowel join together:
This is Joe > “This is” sounds like one word.
Disappearing sounds
When a word that ends in a consonant is followed by a word that starts with another consonant, we often drop the consonant on the first word:
I’ll be just a couple of minutes = The “f” in “of” is often not pronounced.
Changing sounds
When a consonant is followed by another consonant, one or both sounds change. This can either result in one sound becoming more like the other or a completely different sound.
Don’t forget to phone me > The “n” becomes an “m” sound.
Extra sounds added
When two vowels occur next to each other, we often link them with one of three sounds, “r”, “w” or “j”. This happens because it’s difficult to put two vowels together.
He's going to open the shop. > This sounds like to-wopen.
[bookmark: ch97]The Phonemic Chart
For teaching purposes, English sounds are often displayed in the form of a phonemic chart, also known as the International Phonetic Alphabet (IPA).  Here is a copy of the phonemic chart that you can download and / or print to use in class.
The International Phonetic Alphabet
You do not have to memorise the symbols but it is important to be aware of the chart, and to know how to use it if required.
You will need this chart to hand to help you later on in this section so it is worth keeping it open in a separate window.
Consonant sounds
Consonant sounds are formed when the moveable parts of the mouth, including the tongue and lips, obstruct the airflow from the lungs.
Try pronouncing these sounds, and decide where the obstruction is occurring:
/m/ as in man
/v/ as in van
/n/ as in nan
/t/ as in tan
/r/ as in ran
/k/ as in can
As spelling and sounds are different, we use a special script called “phonemic script” to transcribe spoken language. Here are the 24 consonant sounds of standard British English in phonemic script.
	Consonants

	P
pen
	b
bad
	t
tea
	d
did
 
	tʃ
chin
	dʒ
June
	k
cat
	g
get

	F
fall
	v
voice
	θ
thank
thin
	ð
breathe
these
	s
so
	Z
zoo
	ʃ
she
	ʒ
vision
measure

	M
man
	n
no
	ŋ
sing
	h
how
	l
leg
	R
red
rabbit
	w
water
wet
	j
yellow
yes


Many of the consonants consist of “unvoiced” and “voiced” pairs. A voiced sound is made by activating the vocal cords. You can check this by putting your fingers on your throat to feel the vibration. In an unvoiced sound, the vocal cords aren’t used, so there is no vibration.
Vowel sounds
Vowel sounds mainly use the tongue and lips to modify the airflow through the mouth rather than obstructing it. Vowels can be “monophthongs” (single vowels) or “diphthongs” (a glide from one vowel to another). All vowels are voiced.
Here are the vowels of standard British English in phonemic script.
	Vowels
	Dipthongs (two vowels one sound)

	i:
see
green
	ɪ
pink
sit
	ʊ
would
put
	ʊ:
blue
too
	ɪə
ear
 
	eɪ
face
page
	 
	 

	E
red
ten
	ə
sister
mother
	ɜ:
purple
fur
	ɔ:
door
four
	ʊe
tourist
pure
	ɔɪ
voice
boy
	əʊ
nose
know
	

	Æ
black
hat
	ʌ
cup
	a:
farm
arm
	ɒ
orange
got
	eə
hair
	aɪ
wine
eye
	aʊ
mouth
how
	


The schwa
There’s a vowel sound that is so frequent in English that it has its own name: schwa.
The symbol for the schwa is /ə/.
It’s the unstressed, neutral vowel sound and can be represented in spelling by many different letters or combinations of letters. As schwa is such a small sound, many students have difficulty in hearing and saying it. It’s very important that students learn the sound, if they want to have a natural-sounding accent. It can be found at the start, in the middle, or at the end of a word.
Look at the following examples of the schwa. Remember the schwa symbol is /ə/.
Beginning position
agree - əgri:
obstruct- əbstrʌkt
offence- əfens
Middle position
entered - entərd
dinners- dɪnəz
amateur - æmətɜ:
End position
doctor - dɒktə
teacher - ti:ʧə
colour - kʌlə
Using the phonemic chart
To help you get more familiar with the script, look at the words given in phonemic. Using your chart, work out what each word is.
1. keɪk
2. mɑːstə
3. mʌðə
4. θæŋks
5. sɪɡəˈret
6. steɪʃn̩
7. taʊəl
8. krɪsməs
9. ʃʊɡə
10. wɪkɪd
Click to reveal
1. Cake
2. Master
3. Mother
4. Thanks
5. Cigarette
6. Station
7. Towel
8. Christmas
9. Sugar
10. Wicked
[bookmark: ch98]Teaching Pronunciation
Now that we have looked at how native speakers speak English, we need to turn our attention to providing practice for our students. Your course book will probably contain listening exercises and some practice activities. However, you may find you need extra materials to reinforce pronunciation.
The best resource for your students is … you!  What you say and how you say it will have a great influence on your students’ ability to communicate in English clearly and effectively, and to understand others well when they interact with other speakers of English.  However, you can also develop other resources and activities.
Teaching techniques
Here are three main teaching techniques based on the phonemic chart.
1.  Correcting pronunciation
You can use the chart to point out specific sounds if a student mispronounces a word.
For example:
Student: “I leave in a big city”
Teacher: “Not leave” then point to the symbol /ɪ/ on the chart.
2. Presenting a word to the class
 You can use the chart to present the sound of a word to the class.
For example: Hold up a picture of a van and silently point to these symbols on the chart: /v/, /æ/ and /n/.  Next ask the students to sound out the word.
3. Differentiating sounds
You can use the chart to help students differentiate between sounds that are similar.
For example: Hold up a picture of a pear, and say the word “pear” while pointing to the symbol /p/ on the chart.  Next hold up a picture of a bear and say the word “bear” while pointing at the symbol /b/. Continue with the same process using pictures for various words and alternating between pointing at /p/ and /b/. 
Next, ask the students to write /p/ and /b/ on two pieces of paper.  Say the words in a random order, and tell the students to hold up the piece of paper that corresponds to the sound that they hear.
The next few pages cover a number of additional materials you can use to help teach pronunciation - minimal pairs, flashcards, bingo and drills.
Integrating pronunciation into lessons
It is important to think about how you are going to integrate pronunciation into your lessons.
Will you devote whole lessons to it or teach it in discrete portions at relevant times throughout your lessons?  There is no right or wrong answer to this question: as with so much, it depends on the individual class, their level, and the challenges they are facing.
However, most new teachers find it easier to include pronunciation sessions as discrete and regular elements of lessons.  This means that you can try to manage your students’ pronunciation as they progress through a course.
Whatever approach you choose, do make sure that your lesson plans clearly set out which elements of pronunciation you will cover, and the activities you will do to achieve your aims.. Subtle changes in pronunciation, intonation, rhythm and stress can make a huge difference to the ability of your students to communicate effectively, and can actually be a lot of fun.
[bookmark: ch157]Minimal Pairs
Minimal pairs are simply words which differ by just one phoneme.
For example Ship / Sheep or Tree / Three
Task
Write ‘ship’ and ‘sheep’ using the IPA. What is the difference?
Answer (Click to reveal)
The difference is that ship contains /ɪ/ whereas sheep contains /i:/
Students, depending on their first language, can find minimal pairs very difficult to distinguish. In fact so can native English speakers. Think about how often we need to double check whether someone has said 14 or 40, or 13 or 30 when they’re speaking quickly!
Let’s look at a way to practise minimal pairs. The following pattern of practising is one you can adopt for any pronunciation practice.
It follows the same pattern type we looked at in the lesson planning module.
The stages are:
1. Presentation
2. Practice
3. Checks
4. Free Practice
Presentation
Present the new sounds by reading out several minimal pairs. For example:
· Ship / Sheep
· Pip / Peep
· Lip / Leap
· Sip / Seep
· Kip / Keep
Repeat the list and then move on to stage 2.
Practice
Ask the students to repeat after you, reading the list through twice.
Listen carefully to the students' pronunciation.
If they are having difficulty you may want to repeat again or change tack and present the individual phonemes.
Then have students repeat these.
Checks
Now it’s time to see if students have indeed learned to identify the differences between the phonemes. There are several ways you may want to approach this.
One may be to present the class with a list of minimal pairs and to read them ‘out loud’, as a group, in pairs or individually.
Alternatively you may present the same list and as you read each word out the students ‘tick’ what they hear. (Remember you could ask one of the class to read out the words or even better set up the activity to be done in pairs throughout the class as you monitor).
Another may be to present the same list and read just one word from each pair. Students have to listen, identify and then underline or circle the word they hear.
For example:
· Ship/Sheep
· Pip/Peep
· Lip/Leap
· Sip/Seep
· Kip/Keep
The important point here is that the activity allows the students to show they can identify the phonemes and distinguish minimal pairs. It is your opportunity to verify this before moving on to the next stage.
Free practice
This is your students' opportunity to really show that they are getting to grips with what you have been teaching and of course there are many ways in which you could go about setting up free practice depending on the class.
One idea could be to write a series of words that are part of minimal pairs on the board and ask the class in pairs to construct sentences for each other using both words from the minimal pair. As one student speaks, the other must identify which words are being used and vice versa.
As you do this it’s important that you monitor the progress of each group by moving around the class listening to exchanges and offering gentle guidance where needed. You can help with correction as you monitor but also review with the class as a whole on completion of the activity.
In the classroom
Check out this teacher getting her class to practise minimal pairs.
[bookmark: ch158]Flashcards
As we saw earlier in this module, flashcards can be a very useful tool for building student vocabulary.
They can also be a great way to practise pronunciation.
Using a card with individual phonemes can be a great way to practise the IPA without boring the students. A quick two minute revision once or twice a week will have students proficient in the IPA in no time.
You could also use them to present minimal pairs for students to call out. Or perhaps have pictures representing vocabulary with particular sounds you want to practise.
Task
What ‘sound’ do you think the teacher is practising with the following sets of cards?
Set 1
	
	
	


Set 2
	
	
	


Answer (Click to reveal)
Set 1 = /ɪ/
Set 2 = /i:/
[bookmark: ch159]Bingo
Replace words with phonemic symbols and call out either a sound or a word containing the sound. Students mark off the sounds on their cards just as in ordinary bingo.
Example : Phonemic Bingo Card
	
ɪ
	
l
	
ʤ
	
ʊə

	
w
	
b
	
aɪ
	
ð

	
ŋ
	
z
	
ɜ:
	
θ


[bookmark: ch160]Drilling
Drills can be used to present and practise sounds in a given context. Look at the following example and decide what element of pronunciation is being practised.
The teacher shows flashcards. Students listen.
T: What’s this? It’s a pan.
T: What’s this? It’s a man.
T: What’s this? It’s a van.
T: What’s this? It’s a can.
T: What’s this? It’s a lamb.
The teacher now instructs the class to listen and repeat.
T: What’s this? It’s a pan.
C: What’s this? It’s a pan.
T: What’s this? It’s a man.
C: What’s this? It’s a man.
T: What’s this? It’s a van.
C: What’s this? It’s a van.
T: What’s this? It’s a can.
C: What’s this? It’s a can.
T: What’s this? It’s a lamb.
C: What’s this? It’s a lamb.
The teacher now instructs the class to answer the question.
T: What’s this?
C: It’s a pan.
T: What’s this?
C: It’s a man.
……and so on.
This phase allows the teacher to assess the students’ pronunciation and vocabulary base. The element of pronunciation being practised is /æ/.
One excellent resource for pronunciation practice is ‘Ship or Sheep’, published by Cambridge University Press. For lower levels the same publishers offer ‘Three or Tree’.
These books present and practise individual phonemes and minimal pairs in a fun and interactive way and students enjoy the challenges of tongue twister conversations, pair work and other activities.
Resource books such as these make it much easier for you to plan a lesson where pronunciation is the main aim of the lesson, or even just to include pronunciation work as a short activity within a lesson.
Planning a lesson where pronunciation is at the centre can be a time consuming task full of potential pitfalls for the unwary teacher.
Remember it would take only one wrong example word to confuse your students about pronunciation. Better to use well researched and well written professional materials for this. It will leave you free to focus on the task at hand and allow you to concentrate on assessment and correction.
[bookmark: ch99]Top Tips for Teaching Vocabulary
· Give students lots of time to hear and practise the correct way to pronounce words. Remember that some sounds may be unfamiliar to them as they don't appear in their first language.
· Model words effectively and realistically: don’t slow down your speech to the point where it becomes unnatural.
· Remember to model the pronunciation of words if you are using written discovery tasks to introduce vocabulary with your students.
· Use short phrases or a sentence to help students practise and remember the meaning of new words.
· Think about combining techniques to help get your meaning across.  For example, you might show pictures of people / things that are hot (a hot fire, a blazing sun, etc).  You could then combine this with a mime about being hot (eg taking off your jumper).
· Write new words on the blackboard, and mark syllable stresses to help students remember how they are pronounced.
· Remember communication is key: don’t be too critical of slight mispronunciations as long as the meaning is clear.
· Do not highlight an individual student’s challenges in front of the whole class.  Instead, use pair / small group work as an opportunity to gently correct students on an individual level.
· Listen for common errors, and use group activities to help address these.
· Set a limit for how often students can refer to their dictionary during a class.  If a student looks at their dictionary more times than permitted, it is confiscated.
· Keep students confidence high by praising good effort.
· Build short bursts of pronunciation work into all of your classes: the more they practise the better they will get!
[bookmark: ch100]Summary and Further Reading
Vocabulary is at the heart of communicating in English.  Without words, your students will not be able to progress.  Equally, the way words sound is important.  Whilst you are unlikely to use the phonetic alphabet from day one, it is useful to be aware of its existence, and consider how you will integrate teaching pronunciation into your lessons.
In this module we have explored how to teach vocabulary.  We have looked at:
· The three different elements of vocabulary: meaning, form, and pronunciation
· Presenting vocabulary using approaches such as discovery activities and working out meaning from context
· Supporting students to practise and produce vocabulary, including ways of recording vocabulary such as word banks and word spiders
· Concept checking questions
· The basics of phonology.
Before you move on however, spend time looking at the following articles. These set out some useful ideas for teaching vocabulary.
Remember that you will also find practical activities for vocabulary lessons in Putting Lesson Content into Practice.
Further Reading
Teaching vocabulary
Teaching vocabulary
How the corpus has changed vocabulary teaching
Tips on vocabulary learning
7 tips for learning new vocabulary
Working with vocabulary
Key concepts from linguistics
Presenting vocabulary
Ways to present and teach vocabulary
Tips and techniques for vocabulary teaching
Lots of useful tips for vocabulary teaching
Vocabulary notebooks
Learner training and learning strategies
Remembering Vocabulary
Tips and tricks for remembering new vocabulary 
Teaching pronunciation
Teaching Pronunciation Handbook
A detailed report about different approaches to teaching pronunciation
Expectations for Pronunciation
The role of pronunciation in the classroom
Global English and Pronunciation
Global varieties of English and teaching pronunciation
Teaching Pronunciation with Phonemic Symbols
Ideas for using phonemic symbols in class
Pronunciation - the poor relation?
Adrian Underhill makes a case for focusing on pronunciation in class
Pronunciation Matters!
An in-depth look at pronunciation
Integrating Pronunciation into Classroom Activities
Lots of ideas for teaching pronunciation
And here is a film clip of perhaps the most famous ELT specialist in pronunciation, Adrian Underhill: 
Pronunciation video
NOTE: This course uses standard RP for pronunciation work. If you have difficulty in “hearing” the correct sound the following website is an excellent resource:
Phonemic Chart and sounds
Teaching Grammar
Students need to understand how to form sentences in order to use English accurately.  This module explores how to develop an effective grammar lesson.
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[bookmark: ch101]Introduction
Love it or hate it, it’s impossible not to teach grammar. Students need to understand how we form sentences in order to be able to use the language accurately.
It is essential that you know the basics.  Beyond that however, you can review a particular grammatical point before you teach the lesson, rather than trying to remember every element in detail.  To help you with this, we strongly recommend that you buy a good grammar book before you start teaching. You can find a few recommendations in the Further Reading section at the end of this module.
This module is divided into two parts:
1.  Grammar Basics
The first part of this module provides a refresher on the basics of grammar.  If you are already a grammar expert, you can skim through this section.  However, don’t skip it out altogether as it does include information about what parts of grammar you will need to teach.
2. Teaching Grammar
Once you have reacquainted yourself with the fundamentals of grammar, we will move on to explore how to teach it in the classroom.
By the end of this module you will have learnt about:
· Grammar basics
· Structuring a grammar lesson
· Approaches to teaching grammar.
We have also included links to further reading and resources at the end of the module.  
[bookmark: ch102]Part 1: Grammar Basics
Tenses
When teaching tenses you need to teach MFP.  As we saw in Teaching Vocabulary, MFP stands for:
· Meaning (why we use them)
· Form (how we put them together)
· Pronunciation (how we say it).
There are arguably 12 major tense forms in English that can be used to express different meanings. They are:
	Past  
	Present
	Future

	Past simple
	Present simple
	Future simple

	Past continuous
	Present continuous
	Future continuous

	Past perfect
	Present perfect
	Future perfect

	Past perfect continuous
	Present perfect continuous
	Future perfect continuous


Here is an overview of each. 
Present Simple and Present Continuous
	Tense
	Form
	Use
	Examples

	PRESENT SIMPLE
	Verb + s/es in 3rd person
	Facts
	He watches a lot of sport.
Water boils at 100 degrees.

	
	
	Generalisations
	Children like ice-cream.
People enjoy watching movies.

	
	
	Scheduled near future events
	The match starts at 8pm.
The party starts at 7pm on Monday.

	
	
	Events happening now with non-continuous verbs
	I like this cake.
I think so.

	
	Negative
Don’t/doesn’t + verb
	
	I don’t want to go.
She doesn’t come from Turkey.



	Tense
	Form
	Use
	Examples

	PRESENT CONTINUOUS
	To be + present participle (ing)
	To talk about events happening at time of speaking
	I am making dinner.
They are watching TV.

	
	
	To talk about events happening at this time in your life
	I am doing a course.
I am working at Tesco.

	
	
	To talk about near future events that have already been arranged
	I am meeting Tom after work.
I am going to France next week.

	
	
	Repetition that is irritating (with always, constantly etc)
	My neighbours arealways having parties. 
(It is noisy)

	
	Negative
To be + not + verb (ing)
	
	I am not laughing.
We are not getting married.


Past Simple and Past Continuous
	Tense
	Form
	Use
	Examples

	PAST SIMPLE
	Verb + ed or irregular verb
	To talk about an action completed in a past time
	I watched the movie last night.
He went to Spain last summer.
They taught in Spain in the eighties.
He died last century.

	
	
	To talk about a series of completed actions
	I had a bath, watched TV and went to bed.
I cut the onions, fried them and put them in the pan.

	
	
	To talk about past duration
	I worked there for two years.
I married her six years ago.

	
	
	To talk about past habits
	I smoked 20 a day.
I played football every day after school.

	
	
	To talk about past facts
	Krakow was the capital of Poland.
Most of Spain was under Muslim control.

	
	Negative
Didn’t + verb (most verbs)
or
Was/were not for verb to be
	
	I didn’t like him.
They didn’t win.
I wasn’t late.



	Tense
	Form
	Use
	Examples

	PAST CONTINUOUS
	Was/were + present participle (ing)
	Interrupted past action
	I was watching TV when the phone rang.
He was eating dinner when he choked and died.

	
	
	To say what you were doing at a specific past time
	At 6pm last night, I was playing tennis.
This time last year, she was living in Madrid.

	
	
	Simultaneous or parallel actions
	I was drinking a beer and watching the match.
While I was cooking, she was setting the table.

	
	
	Setting the scene or providing atmosphere
	The kids were screaming, the TV was blaring, my wife was shouting and I was going mad.

	
	
	Displaying irritation about past repetitive events using always, constantly etc
	My parents werealways telling me what to do.

	
	Negative
Was/were + not + verb (ing)
	
	She wasn’t sleeping.
We weren’t enjoyingthe film.


Present Perfect and Present Perfect Continuous
	Tense
	Form
	Use
	Examples

	PRESENT PERFECT 
	Have/has + past participle
	Unspecified time before now
Talking about experiences
	I have been to China.
I have driven a truck.

	 
	 
	Change over time
	You have got older.
The weather has become colder.

	 
	 
	Accomplishments
	I have passed my driving test!
He has raised six children alone.

	 
	 
	Multiple actions at different times
	I have been to Europe three times.
He has eaten three times today.

	 
	Negative
Have/has + not + past participle
	Uncompleted actions or something never done
	I haven’t finished yet.
They haven’t won the championship.



	Tense
	Form
	Use
	Examples

	PRESENT PERFECT CONTINUOUS
	Have/has + been + present participle
	Duration from past until now: with for + period of time or with since + specific past time
	I have been living in Spain for six months.
I have been learningEnglish since 2006.

	 
	 
	To say that something has just finished (there should be evidence of the activity having taken place)
	It has been raining!
(The ground is wet)
You have been drinking.
(The person looks drunk or is staggering/singing)

	 
	 
	To give the idea of recently or lately
	I have been sleepingreally well.
I have been workingtoo hard.

	 
	 
	To say that something has happened a number of times in a present timeframe
	The phone has been ringing all morning.
He has been missingpenalties all season.

	 
	Negative
Have/has + not/never + been + present participle
	 
	They haven’t been getting on!
I haven’t been drinking, officer!
She has never seen the sea. 
(NB: This is a state verb so does not have a continuous form)


 Past Perfect and Past Perfect Continuous
	Tense
	Form
	Use
	Examples

	PAST PERFECT
	Had + past participle
	To talk about a completed past action before a specified/understood past event
	I had been to Spain alone before I went with my husband.
I didn't buy milk because I had forgotten to bring any money.

	 
	 
	To talk about duration before a past event with non-continuous verbs
	I had thought he was stupid before he explained himself.
I had liked him until I discovered he was racist.

	 
	Negative
Had + not + past participle
	 
	He was very tired because he hadn't sleptwell.
They hadn’t metanyone like him. 
(NB: Here the past event is understood – they met him)



	Tense
	Form
	Use
	Examples

	PAST PERFECT CONTINUOUS
	Had + been + present participle (ing)
	Duration before a specified or understood past event
	I had been living in Spain for two years before I moved to Portugal.
She had been driving for two hours before she took a break.

	 
	 
	To say that an activity caused an event or situation
	My friend was tired because she had been working all day.
I crashed the car because I had been drinking.

	 
	Negative
Had + been + present participle
	 
	They hadn’t been listeningand couldn’t answer his questions.


Future Simple and Future Continuous
	Tense
	Form
	Use
	Examples

	FUTURE SIMPLE
	Will + verb
	To talk about a voluntary action
	I will help you.
He will make breakfast.

	 
	 
	To promise
	I will always love you.
I will be there on time.

	 
	 
	To predict the future
	I think they will win the league next year.
By 2050, people will travelregularly to space.

	 
	Negative
Will + not or won’t
	 
	They won’t know what to do.
He won’t be there.

	 
	To be + going to
	To talk about a plan
	I am going to open a business next year maybe.
She is going to be a doctor when she grows up.

	 
	 
	To predict the future based on evidence
	It’s going to rain.
(dark clouds)
They are going to win the league. 
(There are only a few games left and they have a big lead)

	 
	Negative
Be + not + going to
	 
	She isn’t going to win.
I am not going to go on holiday this year.


 
	Tense
	Form
	Use
	Examples

	FUTURE CONTINUOUS
	Will + be + present participle (ing) or be going to be + present participle (ing)
	Interrupted future action
	I will be watching the match when you get home.
She is going to be sleeping when he gets in.

	 
	 
	To say what someone will be doing at a given future time
	This time tomorrow, I will be lying on a beach.
At 2pm tomorrow, they are going to be eatingdinner.

	 
	 
	To create atmosphere talking about parallel events
	The birds will be singing, the waiters will be bringing drinks and I will be sitting on the lounger.
My husband will be making the dinner and I will be starting the barbecue.

	 
	Negative
Will not or won’t + be + verb (ing) 
or
Be + not + going to be + verb (ing)
	 
	I won’t be helping him tomorrow.
You are not going to besleeping at this time tomorrow.


Future Perfect and Future Perfect Continuous
	Tense
	Form
	Use
	Examples

	FUTURE PERFECT CONTINUOUS
	Will + have + been + verb (ing)
or
Be going to + have + been + present participle (ing)
	Duration before future event
	I will have been living in America for two years by next Christmas.
They are going to have been governing for 12 years by the next election.

	 
	 
	Cause of a future event
	I will be tired because I will have been workingall day.
She will be very drunk because she will have been drinking for nine hours before the party.
I will be poor because my husband will have been shopping all day.

	
	Negative
Will + not + have + been + present participle (ing)
	
	I won't be invited to the Christmas party as I will not have been workinghere long enough by December.



	Tense
	Form
	Use
	Examples

	FUTURE PERFECT
	Will + have + past participle 
or
Going to + have + past participle
	To say an action will be completed before a given future time
	By this time next year I will have done my driving test.
We will have finished the work by 6pm.
They are going to have built the new bridge before the winter.
They are going to have completed the project two weeks before the deadline.

	 
	 
	Duration before a future time with non-continuous verbs
	I will have been in Spain for two years by 2013
They will have knowneach other for exactly eight years before they get married next week.

	
	Negative
Will + not + have + past participle
or
Not + going to + have + past participle
	
	They will not have been asleep for long enough to stop feeling tired.
They are not going to have completed the project in time.


Recognising the Tenses quiz
[bookmark: ch103]Parts of Speech
Many new teachers know if a sentence is correct or incorrect.  However they struggle to explain it, as they don’t know the names used for different parts of speech.
If you find it difficult to distinguish your nouns from your pronouns, or your adjectives from your adverbs then you’re not alone. But grasping these key concepts is essential to EFL teaching.
Here is an overview of the nine parts of speech (NB. grammar books often cite eight parts of speech, as 'Determiners' are categorised as 'Adjectives'):
	Part of Speech
	Function
	Examples
	A few subcategories

	Adjective
	To describe a noun, a pronoun or part of a sentence 
	Tall, intelligent
	Comparatives (taller), superlatives (the tallest)

	Adverb
	To describe a verb, adjective or another adverb by giving more information about how or when something happens
	Quickly, finally, sometimes, yesterday
	Frequency (sometimes), time (yesterday), manner (angrily), degree (completely), quantity (few), attitude markers (apparently) 

	Conjunction
	To connect a clause, sentence or word
	But, and, so
	Addition (and), condition (since), contrast (yet), purpose (so that), reason (because), result (therefore), time (before) 

	Determiners
	To clarify which noun is being referred to
	This, my, both
	Articles (the), demonstrative adjectives (that), possessive adjectives (his), quantifiers (both) 

	Interjections
	To express a strong feeling (informal, spoken language) 
	Wow, oh no
	Doubt (erm), pain (ouch)

	Nouns
	To name things, people, places, concepts
	Milk, parents, beauty
	Abstract (hope), countable (people), uncountable (sugar), proper (Liverpool), collective (army) 

	Prepositions
	To link a noun / noun phrase / pronoun to another word or phrase
	At, until, throughout
	Cause / effect (due to), contrast (unlike), dependent (wait for), movement (towards), place (under), time (during) 

	Pronouns
	To replace / refer to a noun or noun phrase
	I, him, ours, herself
	Personal (subject and object pronouns), possessive (mine), reflexive (himself), relative 

	Verbs
	To show an action or state
	Walk, believe, try
	Transitive, intransitive, state


In the classroom
Take a look at this class practising countable and uncountable nouns.
Parts of speech Quiz
[bookmark: ch104]Different Types of Verbs
Verbs are not straightforward!  Here is an overview of some of the most common types of verbs with which students can struggle.
Modal verbs
Modal verbs are special verbs which behave differently to regular and ‘conventional’ irregular verbs.
They are used to express likelihood, ability, permission, and obligation. The most simple and most common modal verb is ‘can’.
· I can swim
· She can swim
· Can you swim?
· He can’t swim
Here are a few more examples of modal verbs:
· Should
· Could
· Would
· Might
· May
· Shall
· Ought to
· Will
A few ‘rules’
Modal verbs don’t take the ‘s’ in the third person (he / she / it) - remember in the examples below 'run', 'go' and 'be' are the infinitive without 'to'.
· He can run five miles
· She might go to Spain
· They could be there tomorrow
We use ‘not’ to make modal verbs negative, even in the Present Simple and Past Simple
· She should not be late
· It might not happen
· He should not have done that
Many modal verbs can’t be used in the Past or Future tenses
· He will can go with us – INCORRECT
They make questions by ‘inversion’
· She can go …. Can she go?
· He would like that…… Would he like that?
They are followed directly by the infinitive of another verb (without ‘to’)
· I can (modal) go (infinitive)
· We might (modal) run (infinitive)
· They might (modal) like (infinitive) that restaurant
Now let’s take a look at how we use modal verbs:
Probability
They can be used when we want to say how sure we are that something happened / is happening or will happen. We can call these modals of speculation, deduction, certainty or probability.

For example:
· He’s sweating, it must be very hot outside.
· I have no idea where he is. He must have gone.
· They might be on the bus.
Probability in the present:
· Must – we have a pretty good idea that this is true
· Might – maybe
· Could – maybe
· Can’t – we’re pretty sure this isn’t true.
Examples:
· He must be lost – implies we are pretty certain this is the case.
· He might be lost - we’re not sure but it’s a possibility.
· He could be lost – similar to ‘might’.
· He can’t be lost – we’re pretty certain he isn’t lost, and probably think he is just late, for example
Will / won’t – we use these when we are very sure of something.
Examples:
· He will be there – we are pretty certain he is there.
· He won’t be there - we are pretty certain he isn’t there
Should / shouldn’t – used to make an assumption that we’re pretty certain is true.
· 
·  NOTE: Negative events (ie things we don’t like!) don’t usually use should/n’t, but use ‘will’.
Examples:
· They should be here now – we are pretty certain that if everything was OK they would have arrived.
· They shouldn’t go to Spain - we believe it’s a bad idea for them to go to Spain.
Can – used for something that is ‘generally’ possible or sometimes happens but isn’t used for specific possibilities.
Examples:
· He can be frustrating to deal with – implying that he is difficult to deal with and we know this.
· He can be on the train – INCORRECT, as this is a ‘specific possibility’ we would use: He could be on the train.
Probability in the past
· Must + have + past participle
· Might + have + past participle
· Could + have + past participle
· May + have + past participle
· Can’t + have + past participle
Used to infer the same meaning as in the present but related to past time
Examples:
Where was he yesterday?
· He must have been on holiday.
· He might have been ill.
· He could have got the wrong day.
Will / won’t + have + past participle – used for past certainty.
Example:
· He will have seen it before.
· He won’t have seen it before.
Should + have + past participle – used to make assumptions about things that have probably happened.
Example:
· They should have set off by now.
Could – to talk about a general possibility in the past, not specific possibilities in the past!
Example:
· Life could be difficult in the Victorian era.
Ability
We use ‘can’ or ‘could’ to talk about an ability or skill.
Examples:
· He can cook great Thai food.
· She can speak great English.
· George Best could play great football.
· You can’t fly a plane.
Remember we can use this structure for two forms of skill or ability. General ability, something you have learned and can do at any time you want, e.g. ride a bike, speak a language, cook etc., and specific ability, something you can or can’t do in a particular situation, e.g. find something.
Obligation and Advice
We can use modal verbs such as 'must', 'should', ‘have to’ to say when something is necessary or unnecessary, or to give advice.
For example:
· You must do your homework.
· We have to wear a uniform at work.
· You should stop smoking.
	Have to / don’t have to
	Strong obligation
	No obligation

	Must / mustn’t
	Strong obligation (often based on the speakers opinion)
	Negative obligation

	Should / shouldn’t
	Mild obligation / advice
	Mild negative obligation


Permission
We can use verbs such as 'can', 'could' and 'may' to ask for and give permission. We also use modal verbs to say if something is not allowed.

For example:
· Could I leave early today, please?
· You may not use the car next week.
· Can we eat in front of the TV?
Habits
We can use 'will' and 'would' to talk about habits or things we usually do, or did in the past. 
For example:
· When I lived in Thailand, I would usually eat out five nights a week.
· Simon will always be lazy
Transitive verbs
A transitive verb takes a direct object; that is, the verb transmits an action to an object.
For example:
· He sent the letter (letter = direct object of sent)
· She gave the lecture (lecture = direct object of gave).
In some examples, a transitive verb also can have an indirect object that precedes the direct object. The indirect object explains to / for whom the action is done.
For example:
· He sent Robert the letter 
(letter = direct object of sent; Robert = indirect object to whom the letter is sent)
·  She gave her class the lecture 
(lecture = direct object of gave; class = indirect object to whom the lecture was given).
Intransitive verbs
An intransitive verb does not take an object.
For example:
· She sleeps too much.
· He complains frequently.
In these sentences, nothing receives the action of the verbs “sleep” and “complain”.
It is worth noting that many verbs can be either transitive or intransitive, depending on the sentence.
For example:
· She sings every day (no object = intransitive)
· She sings rock 'n' roll tunes (rock 'n' roll tunes receives the action of sings, and so is transitive).
Phrasal verbs
Phrasal verbs combine a verb with a preposition or adverb. For example:
· Find out
· Tell off
· Work out.
These types of verbs don’t exist in many other languages, and so can be difficult for students to understand.  The challenge for students is that phrasal verbs are very common in speech and informal writing, but it can be unclear when they should be used and what they mean.
On the other hand, some phrasal verbs are pretty easy to understand, and can be picked up at an early stage.
A little bit of practice with phrasal verbs
This gives a little insight into the challenges that your students can have with phrasal verbs. 
One useful approach is to think of the phrasal verb as a new word in itself, rather than a logical structure.  You can then teach it in the same way in which you would teach a new piece of vocabulary. 
[bookmark: ch105]More Grammar Basics
Gerunds
Gerunds are words that are formed from verbs but act as nouns. They always end in “-ing”.
For example:
· I love shopping!
In this sentence we are not talking about the action “to shop” but the noun “shopping”. 
Conditionals
Conditionals are sentences that generally consist of two clauses, one which is dependent (conditional) on the other.  
For example:
· If you heat water to 100 degrees, it boils.
There are four forms of conditional: the zero, first, second and third conditional.
The Zero Conditional
These are used for actions that are always true when the ‘conditions’ are satisfied
	If clause
	Main clause
	Examples

	If + present tense
	Present tense
	If it rains, I wear a coat.
If you heat metal, it expands.
If you mix red and blue, you get purple.
If she is tired, she goes to bed early.
If you heat ice, it melts.


The First Conditional
The First Conditional is for future actions dependent on the result of another future action or event, where there is a reasonable possibility of the conditions for the action being satisfied.
	If clause
	Main clause
	Example

	If+present simple
	Future simple (often ‘will’)
	If it rains, I will wear a coat.
If I have extra money, I will invest it.
If I drink too much , I may talk rubbish.
If I am tired, I will go to bed early.
If it’s sunny, I will go to the beach.
If you eat too many chips, you will get fat.


The Second Conditional
The Second Conditional is usually used to talk about imaginary present situations, where we are imagining something different from what is really the case. We can also use it to talk about things in the future that are unlikely to happen, as the condition is unlikely to be met.
	If clause
	Main clause
	Example

	If + past tense
	Would + infinitive
	If I had the time, I would learn Chinese.
If I had extra money, I would invest it.
If I won the lottery, I would give you all the money.
If I played for Man Utd, I would be famous.


The Third Conditional
The Third Conditional is used to talk about an event or action that didn’t happen in the past. The third conditional can be like a ‘dream’ but, as we are talking about the past there is no possibility of it happening.
	If clause
	Main clause
	Example

	If + past perfect
	Would + perfect infinitive (have+past participle)
	If she had asked me out, I would have said yes.
If I had worn a coat, I would have stayed warm.
If you had asked me, I would have helped you.
If I had trained harder, I would have been a footballer.


Slang and idioms
Slang is vocabulary that is generally more playful, vivid and metaphorical than “ordinary” language. It can also refer to vocabulary that is related to a particular class or profession.
Idioms are groups of words that have an accepted meaning that it would be impossible to work out from the individual words.  
For example:
· As easy as pie
· At the eleventh hour
· You’re pulling my leg
· Sleep on it
· Under the weather.
Students can find slang and idioms to be a major challenge – not least because they vary between countries and regions. Realistically, students are only likely to fully pick up slang and idioms if they are living in an English speaking community. However, it is useful to provide an awareness of them to your students, as they are likely to encounter both when interacting with English speakers, music or movies.
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By now, you should have learnt or refreshed yourself on the basics of grammar.
Before you move on, use this quiz to check your knowledge.
Grammar Basics Quiz
[bookmark: ch107]Part 2: Teaching Grammar
The first part of this module has provided you with a refresher of some of the fundamentals of grammar. 
It’s now time to take a look at how we teach grammar in the classroom.
Remember, to learn any language item students need to:
· Be exposed to the language
· Notice when specific parts of language are being used
· Understand the form, meaning and use of an item
· Have opportunities to practise language in a safe and supportive environment
· Use the language
· Remember the language.
Teaching grammar is no different!
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As you develop your experience, you will find different ways of delivering grammar lessons that work well for you and your class.
To start you off, here is a structure you can follow, based on the approach we explored in Planning a Lesson. 
1.  Introduction & warmer
As with all lessons, it’s important to give a clear lead-in to the activities plus a suitable warmer to get the students’ attention.
2.  Present the grammar
There are two main approaches that you can use to present the grammar to the class:
(i) Deductive: you start by presenting a grammar rule, and follow this up by giving examples in which the rule is applied.
(ii) Inductive: you start by giving examples, and support students to use these to work out the grammar rules.
3.  Activity to practise the grammar
At this stage, you want the students to practise the grammar in a controlled way, to check they have correctly understood the rules you have taught.
For example, you could give students a gap-fill activity, requiring them to complete a sentence with the correct form of a verb.
4.  Activity to use grammar independently (production)
During this stage of the lesson, your aim is to get the students to practise the grammar in a situation that resembles real-life.
For example, you could ask students to work in pairs to discuss what they did last night; or what they would do if they won the lottery.
Remember to go round the class, monitoring the students’ progress and providing support as required.
5.  Review and cooler
Bring the class back together to review what they have learnt.  This is a good opportunity to pick up on any common errors that you heard – and also to give the students positive feedback on their work.
This can be followed by a cool-down activity, to round off the lesson.
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Your course book will set out much of the grammar that you need, alongside suitable activities to use.  Many teacher books even have step-by-step guides to teaching specific grammar points.
However, as with all teaching, it is important to adapt your approach and the activities that you use to the class that you are teaching. 
Texts Task
Using Texts to Teach Grammar
Students can quickly lose interest in traditional presentations about rules and form.
One good alternative to talking from the front of the class, is to use an inductive approach to present the grammar, based on a text.
Try to put these stages in a text-based grammar lesson into the correct order.
A. Students check the form of the grammar being taught.
B. Students find and highlight instances of the grammar within the text.
C. The teacher provides opportunities to practise the grammar point.
D. Students read the text, or listen to it if it is an audio text.
E. Teacher checks that they have understood the meaning of the grammar.
Type the number into the input box and click below to reveal the answer.
	Stage
	Letter

	1
	

	2
	

	3
	

	4
	

	5
	


Answer (Click to reveal)
	Stage
	Letter

	1
	D

	2
	B

	3
	E

	4
	A

	5
	C


Explanation:
Stage 1: Students read the text, or listen to it if it is an audio text.
You would ordinarily set this activity up as you would any other reading or listening activity. This doesn't change just because you are looking at a grammatical point!
Stage 2: Students find and highlight instances of the grammar within the text.
You could ask your class to find sentences / clauses that mean / imply the point you are looking to teach, for example something in the future.
Stage 3: Teacher checks that they have understood the meaning of the grammar.
No matter whether you are looking at an inductive or deductive approach, you should always seek to ensure that your students have understood what the aim of the lesson is. Remember to use concept checking questions rather than ‘Do you understand?!’
Stage 4: Students check the form of the grammar being taught and deduce the rules.
Ask the group to try and work out the ‘rules’ of the grammatical point, both in structure and use.
Stage 5: The teacher provides opportunities to practise the grammar point.
As you will have seen throughout the course, it’s vital to provide as much opportunity to practise the language you are teaching. Don’t forget to ‘monitor’ the class, note any problems the class are having and apply correction techniques to address these.
[bookmark: ch110]Shaping Lessons Around Your Students
As we saw in Planning a Lesson, your students’ age, level and interests - plus their reasons for learning English – will all impact on the approach that you take.  Let’s think about how this applies to a grammar lesson.
Age of your students
Imagine standing in front of a class of active five-year olds and trying to talk them through a long description of a grammar rule.  You might strike it lucky, but the likelihood is that you will lose their attention very quickly!
Does this mean that you don’t teach grammar to children?  No – it just means you need to approach it in a different way.  Based on what you have learnt so far, how do you think you could teach grammar to children?
Click to reveal
Many studies have shown that children “acquire” language, rather than learning it. This means that you should present grammar through using it.  For example, try making up short games that involve your students repeating a particular form (eg “who will Helen give the ball to?”, “she’s given it to Peter”, “who will Peter give the ball to?”, “he’s given it to Andre”). 
Older students however may appreciate you presenting rules and form more explicitly – although this can vary between individuals.  The trick is to include a range of different approaches in your classes, and monitor what is working most efficiently with a particular group of students.
The level of your students
The level of the students you are teaching will clearly impact on the way that you teach grammar.  For example, beginners, of any age, are not going to know enough English to understand detailed explanations of rules and form.
Again it’s worth spending time thinking about different approaches you can use to help engage your students.  For example, even in a vocabulary lesson for beginners, you are likely to use a range of grammar.  Presenting students with the correct form can help them to pick it up alongside the vocabulary.  This can be backed up by short activities that give them opportunities to practise the grammar.
Levels task
Before you move on, spend a bit of time thinking of what types of grammar you might teach to these different levels.
· Beginners
· Intermediate
· Advanced
Here are a few points to get you started. (Click to reveal)
	Beginners
	Intermediate
	Advanced

	· Subject pronouns (I, you, he / she…)
· Object pronouns (me, you, him / her…) 
· Verb ‘be’ – present tense (I am, you are…)
· This, that, these, those 
· Basic prepositions (in, at, to…)
· Articles (a, an, the) 
· Singular / plural nouns 
· Possessive adjectives (my, your, his / hers…)
· Possessive ‘s’
· Likes and dislikes
· Verb ‘be’ – present tense questions and negatives
· Present simple (I walk, she walks…) 
· Present continuous (I’m walking, she’s walking…)
 
 
 
 
	· Present perfect versus continuous
· Past simple versus past continuous versus past perfect 
· Future forms: ‘going to’ versus present continuous versus ‘will’ / ‘shall’
· ‘Usually’ versus ‘used to’ 
· Reported speech (“I’m going to the park” > he said he was going to the park)
· Passives (the church was painted by Michelangelo)
· Relative clauses (the girl who is sitting over there…)
· Modals of obligation and deduction (must, may, might, can’t…) 
· Can, could, be able to
· First conditional and future time clauses (if I pass the exam, I’ll celebrate)
· Second conditional (if I was famous I’d give money to charity) 
	· Inversion for emphasis (little did he know that the dog had escaped)
· Linkers (although, nonetheless, whilst…) 
· Mixed conditionals (if her eyesight was better she would have seen the squirrel)
· Cleft sentences (the reason why I’ve come is…, the thing that annoys me most is…)
· Compound nouns
‘So’ and ‘such’ 
· Gerunds and infinitives 
· Phrasal verbs (go up, go in, go out, go on, go for…) 
· Unreal uses of past tenses (it’s time we left, suppose we opened our own shop…)
· Uses of the verb ‘get’
· Participle phrases (the horse, trotting up to the fence, hopes you have a carrot)
· Passive and active voice 


The interests of your students
As with all teaching, your lesson is likely to be more successful if you use topics that interest your students.
The way that you introduce the lesson is particularly important for grammar – as you are likely to encounter students who say that they “hate grammar”.  Obviously with a group like this starting a lesson by saying “today we’re going to look at grammar” isn’t likely to get the best response.
Before you read on, spend a few minutes thinking about how you could introduce a grammar lesson to these students.
Click to reveal
Here are a couple of tips that you can use.
As a first step, don’t call grammar, grammar!  For example, rather than saying “today we’re going to look at the grammatical points concerning talking about the future”, simply say, “today we are going to talk about the future”.
Next, shape your activities around the interests of your students and ensure you include a variety of different types of tasks.  At the end of the lesson, students might not even realise that you’ve delivered a fantastic grammar-focussed lesson. Instead, they are feeling great that they can now talk about the future! 
Reasons for learning English
Students’ reasons for learning English will impact on the level of grammar that you teach them.
Consider these two groups of students:
1. Six builders heading to work on a building site for 12 months in the US.
2. Six aspiring journalists who are moving to the UK for a 12 month internship on an English language newspaper.
Both of these groups will need to learn grammar. What do you think you might teach to each?
· Builders
· Journalists
Click to reveal
	Builders
	Journalists

	The builders will want to understand the basic rules, to ensure that they can communicate effectively.
You are likely to focus on simple past, present and future tenses – and may also want to include a lesson around slang and idioms.
	Budding journalists will need a more detailed understanding of grammar as errors are far less likely to be forgiven in the written word.
You might move into areas such as the passive voice.


The other point to bear in mind is whether your students are going to be sitting English exams.  If so, you may need to spend more time explicitly teaching grammar rules to ensure they can produce the necessary knowledge in the exam room.
[bookmark: ch111]Tips for Teaching Grammar
· Don’t be afraid of grammar: remember it’s simply the way that we use language (which you will already be pretty good at!).
· Know the basics – and then get yourself a good grammar guide to refresh yourself on the more complex areas.
· If you are asked something you don’t know, don’t panic! Try asking if any of your students know the answer, look it up in your trusty grammar guide and/or say that you will cover it in the next lesson (then make sure you do).
· Vary the approaches you use to teach grammar, according to the age, level and interests of your students and use topics that will engage them.
· Ensure you always include opportunities for your students to practise and produce the new language you have taught.
· Integrate grammar into other lessons – after all it is how we put language together and so is relevant to all your classes.
[bookmark: ch112]Summary and Further Reading
You have now reached the end of the Teaching Grammar module.
In this module, you have covered:
· The grammar basics, including MFP and the main parts of grammar that you will teach
· Structuring a grammar lesson, based on the PPP approach we used in Planning a Lesson
· Approaches to teaching grammar, including using texts and shaping your lessons around the needs of your class.
Before you move on, spend time looking at the following articles and resources. They will help to build your learning, and prepare you for the classroom.
Remember that you will also find practical activities for lessons in Putting Lesson Content into Practice.
Further Reading
Grammar Guides
It is always useful to have a good grammar guide. Here are a few that we can recommend from experience.
· A concise grammar for English Language Teachers – Penston
· Practical English Usage – Swan
· English Grammar in Use – Murphy
· An A-Z of English Grammar and Usage – Leech et al.
Background to teaching grammar
All about Grammar
Innovative ideas for teaching grammar
Grammar Matters
The role of grammar in teaching
Teaching Grammar in EFL
Things to consider when teaching grammar
Online Grammar Teaching
Teaching English Grammar
Three golden rules of teaching grammar
Support with teaching grammar
Planning a Grammar Lesson
The theory behind PPP
Teaching Students to Notice Grammar
The difference between implicit and explicit grammar knowledge
Using Texts in Grammar Teaching
Ways of using texts to teach grammar
	Part of Speech
	Function
	Examples
	A few subcategories

	Adjective
	To describe a noun, a pronoun or part of a sentence 
	Tall, intelligent
	Comparatives (taller), superlatives (the tallest)

	Adverb
	To describe a verb, adjective or another adverb by giving more information about how or when something happens
	Quickly, finally, sometimes, yesterday
	Frequency (sometimes), time (yesterday), manner (angrily), degree (completely), quantity (few), attitude markers (apparently) 

	Conjunction
	To connect a clause, sentence or word
	But, and, so
	Addition (and), condition (since), contrast (yet), purpose (so that), reason (because), result (therefore), time (before) 

	Determiners
	To clarify which noun is being referred to
	This, my, both
	Articles (the), demonstrative adjectives (that), possessive adjectives (his), quantifiers (both) 

	Interjections
	To express a strong feeling (informal, spoken language) 
	Wow, oh no
	Doubt (erm), pain (ouch)

	Nouns
	To name things, people, places, concepts
	Milk, parents, beauty
	Abstract (hope), countable (people), uncountable (sugar), proper (Liverpool), collective (army) 

	Prepositions
	To link a noun / noun phrase / pronoun to another word or phrase
	At, until, throughout
	Cause / effect (due to), contrast (unlike), dependent (wait for), movement (towards), place (under), time (during) 

	Pronouns
	To replace / refer to a noun or noun phrase
	I, him, ours, herself
	Personal (subject and object pronouns), possessive (mine), reflexive (himself), relative 

	Verbs
	To show an action or state
	Walk, believe, try
	Transitive, intransitive, state
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Welcome to Teaching the Four Skills.  This is the final knowledge module within Section 2 of the course.
In this module we look at the four skills, namely:
· Speaking
· Listening
· Reading
· Writing.
The vast majority of students you teach will tell you that speaking and listening are the two most important skills for them.  Indeed, if you had £10 for every student who said “I want to improve my English conversation” then you would be on that tropical island sipping a cocktail before you knew it!
As a result, reading and writing can be neglected in some language classrooms. However, it’s the combination of the four skills that makes someone competent in a language – reading and writing must not be forgotten.
In this module we look at each of the skills in turn, exploring practical approaches to teaching.
By the end of this module, you will have learnt about:
· How to structure a lesson / activity for each of the four skills
· Practical approaches to teaching each of the four skills
· Different types of activities and materials to use
· Giving feedback in a constructive way.
As always, do remember to look at the articles we recommend in the Further Reading section at the end.  It’s not compulsory, but it will help – trust us!
[bookmark: ch114]Teaching Students to Speak English
For many students, speaking can be the most daunting part of learning a new language.
Students may have learnt lots of vocabulary and have great technical knowledge about grammar, but still nothing comes out when they open their mouth to speak. This is often due to a fear of “sounding stupid” or making mistakes when they speak.
So, how on earth do we teach students to speak English?
Getting Your Students to Speak
In a moment, we will look at developing the structure for a speaking lesson.  However, even the most well-structured lesson will not be successful unless your students feel comfortable enough to practise their speaking skills.
When you are planning a speaking lesson therefore, you must consider how you will set up an environment which encourages the class to participate.
Creating a Good Environment quiz
Now read on to explore approaches you can use to encourage your students to speak.
Click to reveal
Topic
The topic that you choose is very important. It should be something that:
· The students are interested in and can relate to
· Is appropriate for the culture in which you are teaching
· Your class will be able to discuss, given their level of vocabulary.
If you want a successful lesson, then do not ask a group of beginners to discuss the role of neo-socialism in post-communist Eastern Europe, or a group of Saudi students to talk about their favourite Christmas!
Activities
Your main speaking activity should be something that students will find engaging.
For example, students may find it more interesting to pretend to be the local government and make decisions regarding the closure of the leisure centre rather than talk about their holidays (or vice versa, depending on the group!).
Tools
Students need to have the tools for the job – ie the vocabulary and the grammar that is needed to carry out a speaking activity. You should generally base speaking activities around another area of English that they have dealt with recently, and practise any vocabulary or grammar at the start of the activity.
For example, if you have been looking at the past tense, you could have a speaking activity that asks students to talk about what they did last night.
Positive feedback
Praise and encourage effort, and make it clear that you value everyone’s attempts (no matter how good or bad).  This will help create the right environment to break down the fears that some students will have.
[bookmark: ch115]Structuring a Speaking Lesson
Now that we have thought about the environment, what should a speaking lesson actually look like?
Lesson aim
As we saw in Planning a Lesson, the aim of your lesson is key to determining what you teach.
It is particularly important to remember this in a speaking lesson - it’s not enough to think of a topic and then let your students happily go away and discuss it. Remember, the aim of your lesson (and each activity) should be clear, and the level appropriate and ultimately achievable.
Determining Lesson Aims Quiz
Lesson stages
By now, you should (hopefully!) have realized that your lessons will consist of a series of activities set out in logical stages, all of which clearly relate to the lesson’s aim.
Speaking Tasks - staging the lesson correctly
As your experience grows, you are likely to develop different approaches to structuring your lesson.
However, the basic PPP structure we have looked at previously will give you a good basis when you are starting out.  One point to remember for skills lessons however, is that you will usually spend a higher level of time on the activities section.
Sample lesson structure
1. Introduction
Introduce the lesson / activity and set the scene.
2. Presentation
Introduce or review the language to be used.
This can be pretty much anything from vocabulary to grammar to pronunciation, depending on the aim of the lesson and activity.
3. Practice
Irrespective of the level of your students it’s a good idea to practise the language they will be using.
In speaking tasks, it can also be useful to give your students a bit of time to think of some ideas for what they will be talking about. This can help with the production stage.
4. Checking understanding
Remember to check that your students understand what you are asking them to do. This check can take the form of concept checking questions or even a practice run of the activity.
5. Production
Ask your students to carry out the task.
While your students are engaged in the speaking activity, do make sure that you monitor their progress. You can walk around the group listening to individuals, encouraging and helping as necessary, as well as making any notes for correction and feedback at the end of the activity.
6. Review and Feedback
Once the activity is finished, provide positive feedback, praising the areas that students got right and helping them to develop and practise the areas they found more difficult.  One useful approach is to get the students themselves to model any corrections.
In a moment, we will turn to look at different techniques you can use in your lessons. However, before we do so, it’s worth spending a few minutes on an important point for speaking lessons.
Accuracy versus Fluency
When you are delivering a speaking lesson, you need to be aware of the difference between speaking accurately and speaking fluently (think “flowingly”).  These are both important concepts in language learning.  But which do you think is more important?
The answer is that both are equally important.  You want your students to speak accurately. However, if there is no fluency they will be incoherent. Equally if a student’s language is littered with mistakes they are less likely to communicate their message clearly.
Overall students should have an equal measure of activities to support accuracy and fluency. You may focus on one more than the other within an individual lesson. However, ultimately, the aim must be to improve both.
Getting the balance right
Some activities encourage students to be accurate whilst others focus more on encouraging the students to speak fluently.
Modern teaching philosophy is based around encouraging students to produce language from day one and to learn from their mistakes rather than to avoid making them.  After all, let’s not forget that even native speakers of English make “mistakes” from time to time when they speak (usually in grammatical structure or pronunciation) but still manage to communicate effectively.
As a new teacher, you may find it hard to prioritise fluency over accuracy as it can be tempting to correct every mistake. However, do remember that focusing on communication rather than 100% accuracy has been shown to be very effective.
Having said that, there is of course a time and place in the classroom for both fluency and accuracy work.  A good rule of thumb is to encourage fluency BUT to focus on accuracy as and when mistakes are hampering communication and leading to the message / meaning not being understood.
Accuracy or Fluency? Quiz
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We will now turn to look at some techniques that you can use in a speaking lesson.  You will also find practical examples and ideas for speaking lessons in Putting Lesson Content into Practice.
Scaffolding
Scaffolding is an approach that involves the teacher providing support for the students' speech - much in the same way that physical scaffolding is used to support a building that is being put up, and then taken away as the work nears completion.
In scaffolding you:
· Use words and phrases that reinforce correct use of language
· Encourage the students to produce more language
· Gently correct errors.
Before you read on, spend a few minutes thinking of some practical types of “scaffolding” that you could use.
Here are some techniques you can try (Click to reveal)
· Use phrases like “yes” and “huh, huh” to encourage students to give more information
· Echo a word, turning it into a question to ask for more information
· Repeat a word, giving the correct pronunciation in your reply
· Echo a phrase, but with grammar corrected
· Ask short questions to keep the conversation flowing
To illustrate this technique, here is an example of a dialogue involving scaffolding:
Teacher: What did you have for breakfast?
Student: I have eggs
Teacher: You HAD eggs?
Student: Yes, I had eggs
Teacher: huh, huh?
Student: and toasts and
Teacher: toast, anything else?
Student: a drink?
Teacher: a DRINK…?
Student: Yes, I had I
Teacher: You had COFFEE?
Student: Yes, coffee and orange ... eh ... orange ...

Teacher: You had coffee AND orange juice?
Controlled speaking practice
As we explored recently, controlled practice is a good mid-way point between students being taught language and spontaneous communication.  In a speaking lesson, controlled practice is useful for:
· Working on accuracy, pronunciation and word / sentence stress
· Building students’ confidence and motivating them to produce grammatically correct language
· Overcoming students’ fear of making mistakes when they speak (as they have the language in front of them).
Before you read on, spend a few minutes thinking of some practical ideas for controlled speaking practice activities.
Here are some approaches you can use (Click to reveal)
In the controlled practice stage of a speaking lesson, you can use activities such as:
· Scripted role-plays
· Repetition
· Drilling. 
The key is to ensure that students are only using the target language, and the responses are fully scripted / predictable.
For example, if you are looking at polite requests, give students a scripted dialogue on the topic to act out. This will help them to memorise the useful fixed expressions.
Alternatively, in a numbers lesson, put students in pairs and give them each a set of question and answer cards. These could have questions such as “what is the population of the UK?” or “how high is Mount Snowdon?”. In this instance, only the target language is being practised and the responses are 100% predictable.
Free speaking practice
The key purpose of free speaking practice is to improve fluency.  More specifically, the aim is to develop your students’ ability to speak at a natural speed without too many hesitations. The basic idea behind this type of activity is that your students will get better at speaking by speaking.
You can use a variety of communicative activities for free speaking practice, such as free-flowing role plays and debates that draw on the lesson’s target language / structures.
The important thing in a free speaking practice activity is to maximise the amount of time that the students have to speak.
Have a look at this fluency practice session.
Use the following task to think about the different roles involved in a discussion-based activity.
Roles in a Classroom Discussion Quiz
Integrating Activities and Skills
Knowing suitable vocabulary is obviously an enormous part of someone’s ability to speak.  However, it’s not enough by itself. In fact, communication involves listening as much as speaking (even if you’ve come across people that enjoy speaking but never actually listen!).
It can therefore be a good idea to combine speaking activities with other language skills in a lesson.
Integrating skills activity
Read the following examples and decide how you could integrate a speaking activity into the lesson. There is no one right or wrong answer here but do try to think of something that could work, before reading our suggestions.
1. Students read a magazine interview with the pop-star Robbie Williams.
2. Students have to write a letter applying for a job.
3. Students listen to a telephone call between a man and a travel agent.
4. Students are told to write a letter to a friend who lives abroad, and make plans to visit them.
5. Students listen to a radio programme in which celebrities discuss their favourite books.
Here are some ideas of how you could bring in a speaking activity.
(Click to reveal)
· Students role-play the interview in pairs. You can extend the activity further to also add in role-play interviews with other famous people.
· Students act out the job interview that follows the letter.
· Students role-play asking about and booking a holiday.
· Students act out a telephone call to make arrangements to travel and see a friend overseas.
· Students discuss their own favourite books with a partner. You can then extend this activity to a class discussion about books and reading.
Correcting errors
Making errors is an important part of the learning process. However, research has shown that systematic correcting does not improve spoken language.
Here is an alternative approach you can use.
Circulate around the room as your students are involved in an activity, and make a note of mistakes that you hear.
At the end of the activity, write down three - four key / common mistakes that you heard.  Ask students to work in small groups to identify the problem and correct it.  Alternatively, you can work with the class as a whole, and elicit the correct form.
Make sure you practise the correct form with your class before they leave. 
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Here are some practical tips to help your speaking lessons flow.
1.  Prepare students for an activity
· Use familiar topics for activities.
· Make sure students have all the vocabulary they need for an activity. If necessary, teach it beforehand.
2.  Facilitate discussions effectively
· Make sure you have prepared your topic in advance, and know the subject.
· Remember your job is to facilitate rather than participate.  Be objective and keep the discussion on track (or turn it in a new direction, if needed).
· Listen to your students. Ask them to explain and clarify their thoughts and opinions.  This will help with the discussion and give them a good opportunity to practise their speaking skills.
· Diffuse potential situations by changing groups around and using humour.
· Keep everyone involved. Encourage new students to comment and ask each other questions.
· Monitor and support speaking skills throughout the discussion.
3.  Develop students’ communication skills
· Teach strategies to help students sound more fluent and natural. For example, teach them to use pause fillers (eg “erm”, “you know”, repeating a word or phrase) to give them time to think
· Help students develop skills that support good communications. For example:
· Showing interest through positive body language, saying “hmm” or nodding
· Recognising when to let the other person speak, and when to respond
· Using phrases such as “excuse me” and “sorry, can I just ask” if they want to interrupt
· How to open and close conversations
· Repairing and reformulating (ie starting a sentence, realising its not correct and restarting it).
4.  Create a positive environment
· Explore common errors as a group, rather than singling out any one individual in front of the class.  If you do need to give feedback to an individual, use opportunities during small group activities or at the end of a class.
· Avoid trying to force a student to speak by asking them to produce language and simply waiting until they deliver an answer.  This is likely to be counter-productive, particularly for shy students.  If a student is struggling, simply move onto someone else – whilst smiling and making sure that you aren’t looking disappointed. If needed, you can provide extra support to a shy student during pair work and group activities.
· Set up speaking activities that allow students to speak in front of a small group of their peers, rather than the whole class. This can be far less intimidating to students who are shy and/or nervous about making mistakes.
· During speaking activities, avoid interrupting to correct a student unless the meaning is not clear (in which case you can clarify the meaning and assist the student with rephrasing). Instead give students feedback at the end of an activity. 
Compare these two fluency practice sessions. Who is getting the most practice, the students or the teacher?
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Listening is often the skill students have the most difficulty with. If you want to understand why, try tuning into a foreign language radio station and see what you make of it.
There are a number of reasons why students can struggle with listening to English, including:
· Accent / dialect: English has a broad range of accents and dialects that can make the language sound very difficult and can even be challenging for native speakers.
· Slang: Native / fluent speakers of a language often use slang or shortened versions of words. This can be hugely difficult for a learner.
· Speed of the language: When you are new to a language (or even not so new!) it can feel as if everyone is speaking at a million miles an hour. This is even worse if you’re not sure what you are trying to focus on and are struggling to understand every word.
· Control: When we’re listening to something, we have very little control over what’s going on. Of course we sometimes can ask people to speak more slowly.  However, the topic and content is largely out of our control. 
· Context: In some listening scenarios (eg a CD playing in the language classroom or a telephone call in real life) there aren’t any visual supports, such as hand or facial gestures. This reliance on words alone can make it much more difficult for students to follow what is going on.
Whilst all of the above points can make listening difficult, it doesn’t have to be that way.
If you plan your lessons well, you can help students to overcome their fears and develop strategies to understand what’s going on.  This will mean that students will no longer think of listening as something scary, but simply another element of the language that you are helping them to develop. 
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Here is a structure that you can follow for a listening lesson / activity.
This uses the same basic format that we’ve been looking at up to now: it moves from presentation of language, through to a controlled activity, and then onto a further activity that requires a more in-depth understanding of the material.
However, as the focus of the lesson is listening, the activities are based around comprehension rather than practising and producing language.  You will therefore notice some adjustments to the stages.
1. Warm-up
Run a simple warm-up activity, which gets your students speaking English.
2. Lead-in (pre-listening activity)
Introduce the topic to the students, using techniques such as lead-in questions or predicting.
3. Pre-teach essential vocabulary
Use appropriate presentation techniques to ensure that your students feel comfortable with the vocabulary that will be used during the activities.
4. General comprehension activity
Plan a communicative listening activity that enables the students to work together to understand the general theme of the lesson.
Elicit and clarify any essential vocabulary or comprehension problems.
5. Specific comprehension activity
Plan an active, student-centred listening activity, requiring students to gather specific information.
Check comprehension and clarify any problems.
6. Follow up
Plan an extension activity or related discussion question(s) to extend the communicative component of the activity.
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The teaching techniques that we have looked at previously are again useful for listening lessons. There are also some additional approaches that you can use, which relate more specifically to listening lessons.
Types of activities
Here are five types of activity that you could ask students to do, in response to hearing a piece of audio. 
They are set out in order of difficulty (with the first being the most straightforward).
1. Literal
Ask students to identify information that is stated directly in the material.
2. Reorganisation
Ask students to summarise or re-order the information.
3. Inference
Ask students to give a response based on information that is implied but not directly stated (eg ask them to predict what will happen next).
4. Evaluation
Ask students to make judgments or give opinions based on the material.
5. Appreciation
Ask students to give an emotional or image-based response (eg relating the material to a personal experience).
Types of listening
Outside of the classroom, we do not always listen to every single word that is spoken.  The two main examples of this are listening for gist and listening for specific information.
Listening for gist
When we listen for gist, we want to get a general understanding of what we are being told, but don’t need all of the detail. 
Listening for specific information
On other occasions, we need to gather specific information (e.g. the time of a train, what your niece wants for her birthday).  As long as we understand this information, the rest of what is said is of less importance.
Teaching your students to listen for gist or for specific information can help them to gain confidence that they can listen effectively, even if they do not understand every word that is said.
Listening Activities - the details!
Making listening easier or harder
You might find that a class is really struggling with listening activities – or that it is sailing through them.
Knowing ways in which you can make a listening task easier or harder can help equip you for the responses of different classes.
Before you read on, spend a few minutes thinking of ways in which you might make listening easier or harder.
Here are some of our ideas (Click to reveal)
	Easier
	Harder

	· Pause the CD
· Pre-teach dialogue structures and vocabulary
· Listen additional times
· Introduce comprehension questions
· Ask students questions that will lead them to the information
· Use the board for pictures and diagrams
	· Cut out the preview listening
· Don’t pre-teach
· Reduce the number of times students listen
· Introduce the questions after listening or before listening
· Give harder comprehension questions 
 


Motivating students
Students can get de-motivated during listening tasks, as they often will not understand all that they hear.
One way to tackle this is to play your material through at the start of a class. After you have done this, ask the students to write down the percentage of the material that they understood on a piece of paper. Next teach the vocabulary, and work through your initial listening activity.  Now play the material again, and ask students to write down how much they now understand.
This encourages students to really listen to the material and gives you an indication of how effective the task (and your teaching) has been.  More importantly, it should give your students a good morale boost by showing them how much they have learned in the class.
Multi-Level Listening Tasks
In an ideal world, schools will have rigorous selection procedures in place to ensure learners are at the same level. In the real world however, you can find that you are faced with a range of levels in any one class.
A useful way to deal with this is to use a single listening text, but set multi-level tasks. This is also useful when you have a text that you want to use with more than one class!
For example, you might use the weather forecast from BBC radio.  Before reading on, spend a few minutes thinking of different levels of tasks that you could set based on this material.
· Beginners
· Intermediate
· Advanced
Here are some of our ideas (Click to reveal)
	Beginners
	Intermediate
	Advanced

	Students have to listen for key vocabulary terms such as sunny, cloudy, rain.
	Students have to listen and then summarise what the weather will be like today and tomorrow. 
	Students have to note down different tenses used, and say why they were used in each case.
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There is a huge range of material that you can use for listening activities. 
As a new teacher, you may feel most comfortable using material provided by your course books and/or school.  However, do think creatively: what about including music, clips from the radio or Internet – or even asking friends if you can record them speaking?
Regardless of where you source your material, do make sure that it is appropriate for your class.  Ensure that the recording:
· Contains the topics, vocabulary, and grammar that you are teaching - ie it matches the aims of the lesson!
· Is relevant for the students’ ages, levels and interests
· Is appropriate for the culture in which you are teaching.  A radio debate on abortion may not be culturally appropriate in many countries. Even pop music could be frowned upon in some countries
· Is short.  It’s amazing how much content is in a three - four minute clip.  Short clips are more likely to keep your students focused on the task
Task
Look at these lesson aims and decide which text might be most suitable.
Lesson Aim
1. You want the students to practise listening for gist
2. You want the students to listen to errors and then to correct them
3. You want the students to be able to pick out pieces of information
4. You want the students to practise identifying speaker attitude
5. You want the students to guess missing words
Text Type
a) A recording of airport departure information
b) A recording of a student’s Oral exam
c) A clip of a radio debate on Euthanasia
d) A conversation between a husband and wife over their child going to college
e) The lyrics of a popular song
Answers (Click to reveal)
1 = c/d
2 = b
3 = a
4 = c/d
5 = e
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· Help students develop skills that will support their listening comprehension, such as listening for gist and listening for specific information.
· Include lead-in activities, before playing your material: students can find it very stressful to be asked to listen “cold” and then perform an exercise.
· Choose listening texts that are likely to engage your students, based on their age, level and culture.
· Remember to check that the material does contain the topics, vocabulary and grammar that you are teaching.
· Check the recording and equipment works before you start the lesson.
· Bring a copy of the script with you. You can refer to it to clarify any dialogue that is unclear.
· Tell students the task / questions before you play the recording: you are helping them develop listening skills, not testing their memory!
· Play a recording several times, and don’t be afraid of pausing it – or even giving control of it to your students.  This can give your students time to gather their thoughts, make notes or simply catch up. 
· Let students work in small groups or pairs to help build their confidence.
· Use a range of different activities to practise listening.  This will help you to respond to different learning styles, and keep the lessons interesting.
Have a look at this popular listening activity.
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Reading, like listening, is a receptive skill because it involves responding to a text rather than producing one. It is often the most neglected of the key skills in the typical EFL classroom.
It is not enough just to give the students a text and tell them to go away and read it. If you do, you will find that students think they need to understand every word. When they come across something that they don’t know, they will look for a dictionary or spend a lot of time working out the meaning from context. This can make reading very laborious, mundane and disheartening.
However, as with listening, we don’t always need to understand every word, as long as we get the general meaning and/or the specific information we are looking for.
A good approach to reading is to teach students the skills to work out the meaning of a text, even if they don’t understand the meaning of every single word.
In this section of the module, we will explore the different types of skills involved in reading, and how you can teach these to your students.
Note: If you teach very young learners, they may not yet be fully up to speed with all of the letters of the alphabet.  In this course, we are not going to cover how to teach a child (or an adult, for that matter) to read from scratch as it is an area that would take up a whole course in itself. If you do find yourself in this situation, there are some fantastic resources out there that you can draw on.  We have included a couple to get you started in the Further Reading section at the end of this module.
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Here is an outline of the stages that you could include in a reading lesson. 
1. Introduction
Introduce the topic (eg show pictures, have a brief discussion and/or elicit relevant vocabulary).
This generates interest in the topic, and starts the class thinking about the subject and vocabulary that you will be using.
2. Warmer to introduce the text
This follows on from the introduction stage and allows your students to focus more on the text you are going to be looking at. For example, you might ask the students to use headlines or part of the text to predict what the content will be.
You can also use this stage for some speaking practice, prior to the reading activity.
3. Presentation of relevant vocabulary
Teach the vocabulary you will need for the reading task, using the techniques we covered in the Vocabulary module.  Limit the number of words that you are teaching – if you find that you have a lot of new vocabulary to introduce, then think about whether the text is too difficult.
Remember that it sometimes can be useful to leave parts of the vocabulary for your class to try to work out meaning from the text itself.
4. Practical activity exploring the text
The purpose of this stage is to get the students thinking about the text.  For example, you could ask the class to work in pairs to find the answer to a question (or a short number of questions) that requires skim reading.
During this phase of the lesson it’s important that you monitor the progress of the class - walk around the room, use CCQs to check individual students understand the task, and give advice and help as necessary.
5. Activity focusing on detailed understanding of the text
At this stage of the lesson, the focus is on students reading the text in more detail. 
For example, you could again set a series of questions – but then follow this up with a discussion around the topic that requires students to understand the text.
6. Review of vocabulary
After the reading activity, it is useful to include a stage that checks and reviews the vocabulary within the text. For example, you could ask the class to match words to definitions or come up with synonyms for the new words.
An additional option here is to also review and practise grammar points.  For example, you could ask your class to identify the different tenses or to find all the adjectives. This can help to integrate a range of different skills into the lesson.
7. End of lesson activity
A great way to round off a reading based lesson is to have an activity based on the content of the text you have used. For example, you could have a brief discussion exploring the subject or style of the text, or even some form of language game.
As you can see, this adopts a similar approach to a listening lesson – namely, adapting the basic structure to give more focus on the reading activities.  You can also use reading passages as part of another lesson – for example, to introduce a topic, to explain specific language functions or structures, or as a springboard to a discussion.
Task
Look at these statements and decide what you think is the correct order for the stages of a general reading lesson.
1. Show the students pictures to generate interest in the topic.
2. Ask multiple choice questions to check detailed understanding.
3. Teach relevant vocabulary that may prove problematic.
4. Set up a follow up activity related to the topic of the text.
5. Ask students to focus on grammar by finding instances within the text.
6. Using headlines/titles, ask students to predict the content of the text.
7. Focus on vocabulary by giving definitions and asking the student to find the words to match.
8. Give the students a question(s) that will require some ‘skim’ reading.
Answer (Click to reveal)
1. Show the students pictures to generate interest in the topic
2. Using headlines/titles, ask students to predict the content of the text
3. Teach relevant vocabulary that could prove problematic
4. Give the students a question(s) that will require some ‘skim’ reading
5. Ask multiple choice questions to check detailed understanding
6. Focus on vocabulary by giving definitions and asking the student to find the words to match
7. Ask students to focus on grammar by finding instances within the text
8. Set up a follow up activity related to the topic of the text
In the classroom
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Now that we have looked at the structure of a reading lesson, let’s turn to consider the different types of skills we can teach to our students to help them become proficient readers.
First, spend a few minutes thinking about some different ways in which we read – and why EFL students may find these useful.
Different ways of reading
In the classroom situation, we often focus on intensive reading, ie reading a text in detail to try and understand every word.
However, in real life, we usually read in a more fluent way – absorbing the meaning, but ignoring any words, phrases or sections that we find confusing. This is known as extensive reading. 
Intensive and Extensive Reading Quiz
There are in fact four main ways in which we can work out the meaning of a text.  Here is an overview of each.  As you will see, only one of these focuses on the detail!  Teaching your students extensive reading skills, rather than just focusing on intensive work, can help build their confidence and make them better prepared for reading material outside of the classroom.
1.    Previewing
Previewing a text gives us a useful indicator about the possible content.
	Approach
	Purpose
	Examples of use
	Why it’s useful for TEFL

	Predicting
	To get information about a text before reading it
	Looking at photos, pictures, structure, a title – or even an author’s name to get an idea of what the text will be about
 
	· Predicting the genre of a text (eg letter, newspaper article, novel extract) gives a framework for possible content and, potentially, grammatical structures that may be used
· Reassures students about what they are reading, and helps them recognise that they can comprehend the text even if they don’t understand every word 

	Inferring
	To deduce attitudes and opinions based on our understanding of the meaning behind the words
	Working out the type of text you are looking at based on the way it is structured (eg consider the different forms that might be used between a letter using formal language and a chatty email to your friend)
	· Mainly used at higher levels, as it takes some knowledge of the English language (eg whether a piece is formal or informal)
· At all levels, students can use the position of a word in a sentence and identify whether it is a noun, verb or adjective, to help work out the meaning 


2.  Reading for gist
When we read for gist, we focus on getting the meaning and/or specific piece of information that we are looking for, rather than worrying about every single word.
	Approach
	Purpose
	Examples of use
	Why it’s useful for TEFL

	Skimming
	To get a general understanding of the overall purpose and meaning of the text
	Skimming the first few pages of a book, to decide if we want to buy it
	· Helps students see the broader structure and meaning of the text, without worrying too much about individual words that they don’t know
· Avoids students becoming bored / losing motivation through continuous use of dictionaries to look up words 

	Scanning
	To find specific pieces of information quickly
	Looking for a phone number or opening times
	· Helps students realise that they can get the information they need, even if they don’t understand the full text 


3.  Reading for detail
Reading for detail involves focusing on each individual word within a text, to ensure we fully understand the meaning.  This is often how students will approach a piece of unknown text – but it is rarely how we read in the real world!
	Approach
	Purpose
	Examples of use
	Why it’s useful for TEFL

	Reading for detail
	To focus on each word to ensure the meaning is fully understood
	Understanding complex instructions
	· Helps students to deduce meaning and see how a sentence fits together
· Can be used to learn new vocabulary or understand grammar 


4.  Deducing meaning from context
Deducing meaning from context is a useful skill for times when there are individual words that a student does not recognise.
	Approach
	Purpose
	Examples of use
	Why it’s useful for TEFL

	Deducing meaning from context
	To use the other words within a text to make an educated guess about the meaning
 
	We often use this skill without realising it. For example, we may come across words in a newspaper, article or book that we don’t recognise. However, we don’t stop reading as we can assume a rough meaning. 
	· Avoids students resorting to a dictionary
· Helps students gain confidence that they can understand a text, without support tools
 


Reading skills activity
Now take a look at these activities and decide which approach is being used.
Reading Sub-Skills and How to Teach Them Quiz
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Choosing the Right Text
A reading lesson will be based around a text.  There are a huge number of texts in English.  Everything from classified advertisements, books, poems, reviews, critiques, letters, bills, novels and short stories to instructions on the back of the shampoo bottle, or the nutritional information in McDonalds, constitutes potential reading texts.
The trick is to choose a text that is appropriate to the aims, level and interests of your class.
Look at this advice. Do you think that each point is true or false?
1. Try to use authentic material where appropriate.
2. For lower level students consider using materials that have been adapted to their level.
3. The subject of the text is not important.
4. The text should match the task.
5. If you pre-teach all the difficult words, students of any level should be able to understand any given text.
6. Students should read texts similar to what they might read in everyday life.
Answers (Click to reveal)
1. TRUE: Authentic material is a great source of reading material for a whole range of levels and classes, and has the added advantage that it is likely to enthuse your students and create interest around the ‘culture’ of the language they are learning. Authentic material covers a huge range of different sorts of reading matter, from books and newspapers to menus and timetables.
2. TRUE: There are a huge range of reading materials that have been developed for lower level learners with smaller vocabularies (just as there are ‘graded’ reading books for young native speakers). Whilst you can use authentic materials with lower level learners, just make sure you grade the activity to suit the group. If you are using a piece of reading that has been adapted already it can make the task more effective for you and your students.
3. FALSE: Whilst some may say that the subject of the text is not important to really engage your students, you should look for texts that are relevant to them and of interest. For example you wouldn’t expect a group of teenagers to be particularly excited at being given a text to read about retirement activities or alternatively a group of business students using a text about knitting! It’s usually possible to find something that will interest and engage your class either through the activity you set around the reading or even better, the text itself.
4. TRUE: You do need to ensure that the text you choose allows you to deliver the aims of the lesson. For example, if you are looking to practise finding out train times, it’s not very useful if you use a reading text about the latest sports matches! For many reading activities you can devise activities that could work with most reading samples but by taking a little extra time you can make your lesson even more effective by ensuring the text is appropriate and relevant to the task you are wishing to achieve.
5. FALSE: In theory this should be true but there are two key things to consider here. Firstly, it could take you several hours to pre-teach all the ‘difficult’ vocabulary, and your students will likely give up long before you’ve managed this! Secondly you must ensure that you consider context. Whilst a class of financial analysts may understand an in depth investment article from The Economist, a group of teenagers, even with the vocabulary, may still not understand the key points.
6. TRUE: As we’ve already noted, the more relevant you can make a text to your students and their interests, the more likely they are to engage with the activity. If you are teaching a class who all love sports, then why not look for texts about sports? Likewise, if you are teaching an older group who are learning English to allow them to travel, then why not use texts from travel guides, timetables etc. As with so much of teaching it’s about doing your best to understand the needs and goals of your students, and then to deliver your lessons around the context of their learning goals. Don’t worry, you won’t always be able to match everything up perfectly but if you aim in this direction you are already half way there.
Selecting Activities
Whilst the text you choose is important, the activities that you decide to do with the text are even more critical.
As you gain experience as a teacher you’ll almost certainly find that you amass useful texts. This means that you can focus on how you can adapt them for different classes and levels, rather than spending hours looking for materials.
Here is a range of activities you can use.  Each can be adapted for different levels of learners.
Gap fills
Remove / blackout key words in the text. The class then needs to fill in the blanks and discuss why they chose each word.
The difficulty of this task is dictated by the words that you choose to remove.  You can also make it easier by writing up a list of the missing words on the board.
Question & answers
Set your class a number of questions based on the text. Alternatively, you could provide the answers and ask the class to find the questions. A further option is to give students multiple choice questions.
The level of difficulty will be driven by the questions you set.
Headings
Remove the titles, headlines and/or paragraph headings from the text and jumble them up.
Next tell your students to read the text and insert the headings in the correct place, discussing why they have chosen each one.
To make this more difficult you could ask more advanced learners to devise their own headings.
Finding vocabulary
Ask your class to identify words in the text that are related to a particular area of vocabulary.
Again, this is very easy to adapt to different levels.  It can also lead on to a large number of follow on activities, such as thinking of different words that could be used.
Identifying parts of speech
Ask your class to identify different parts of speech or grammar in the text.
Again, you can make this as easy or difficult as is right for your group.
Putting the sentences together
Cut up all the different sentences in the text and hand them out to your students.
Next ask your class to read each sentence and re-construct the text.
The way you cut up the text impacts on the difficulty of the task.
These are just a few ideas; the possibilities are endless, but always remember to ensure that your text and activity are appropriate for the aim and background of the class.
Before you move on, spend a few minutes thinking of other activities that would be suitable for previewing a text, reading for general information (gist) and reading for specific information (detailed).
Remember to keep a copy of your notes, as they will be useful when you start teaching.
We have included a number of additional ideas for activities in Putting Lesson Content into Practice.  Take a look at this now, if you have been stuck for ideas.
Reading Outside of the Classroom
It is important to encourage students to read outside of the classroom.
Extensive reading can really help your students, as it exposes them to a wide range of language. They also develop lots of different reading skills, often without noticing - for example they may skim a newspaper article or read a chapter of a novel in detail – all of which will help their overall linguistic ability.
Graded readers can be a great way for students to start reading extensively outside of the classroom. These are designed especially for EFL learners and are adapted to different levels. They also have footnotes and glossaries, and may include optional exercises.
As your students progress, encourage them to read texts from real life, such as stories, novels or newspapers. 
The more they read, the better they will get, and the more they will enjoy reading! 
[bookmark: ch127]Top Tips for Reading Lessons
· Stage the lesson, and choose texts that will be suitable and interesting to your class.
· Use activities that are appropriate for your class, bearing in mind their level, ages, culture and interests.
· Use eliciting to check answers and, where possible, reasons for answers.
· Integrate a range of skills into a reading lesson.  For example, discuss answers to practise speaking or ask students to produce a piece of written work related to the text
· Keep encouraging your students and praising the effort that they put in, rather than focussing on every little mistake!
[bookmark: ch128]Teaching Students to Write English
Students can find writing a particularly difficult skill to master.  In fact, this is true of native speakers also - after all literacy levels aren’t at 100% anywhere in the world!
However, it is important not to neglect written English. In an increasingly global workplace, students may need to produce documents or messages in English, or complete visa forms if they are travelling.  More simply, many overseas schools and universities will want you to focus on written skills to help students pass their exams and/or increase their job prospects.
It’s not just the outcome that is useful however.  There are also a number of benefits to the process of teaching students written English.  Before you read on, spend a few minutes thinking of ways in which writing activities can help students.
Here are a few of our ideas.
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· Structured writing activities help students to concentrate on English language.
· Students improve reading and grammar skills, through seeing correctly formed English sentences.
· Students can review what they have put down, and identify any errors.
· Students have more time to organise their thoughts and decide how to express themselves.
· Teachers can correct vocabulary and grammar errors.
· Writing introduces students to other aspects of English culture.
· Students are exposed to different ideas and stimuli.
It’s also important to remember that the written form of English is going through a huge period of change, driven by new forms of communication such as social media, instant messaging and texts.  On the one hand this has led to (unresolved) debates about what is or is not an acceptable form of written English. On the other, you may find that this rise in global online communications makes your students far keener to learn about how to write in English (albeit for use in an informal way).
Your lessons should generally focus on more traditional forms of writing. However, you can use this enthusiasm for social media to generate interest in written English – and even encourage practice through Facebook and so on, outside of the classroom.
[bookmark: ch129]Forms of Writing
Writing requires quite different mental processes from speaking; we have time to prepare and organise material, and to check for errors or inaccuracies.
However, there are also challenges: the register, style and structure of what we write, as well as the content, will all vary depending on the form of writing. There’s a lot going on - it’s not just about producing grammatically correct sentences!  
Forms of Writing
Writing can come in many different forms.  Before you read further, spend a few minutes seeing how many different types or uses of writing you can think of.
Here are a few of our ideas:
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· Completing forms
· Taking notes
· Giving short messages
· Writing letters
· Writing emails
· Social media
· CVs / Resumes
· Essays or other academic works
· Reports.
Each of these uses requires a slightly different approach to writing – which may be why students find writing such a challenging area.
[bookmark: ch130]Structuring a Writing Lesson
Here is a structure you can use for a writing lesson or activity.  As with the other skills, the focus is on the activity stages of the lesson, with less time devoted to presentation.
1. Introduction
It is important that you lead-in to a writing task effectively.
For example, you could read an article or short story introducing the topic, or carry out a listening / speaking activity to spark your students’ interest.
2.  Present writing approaches
As we have seen, there is a wide variety of forms that writing can take.  In this section of the lesson you should provide your students with a good understanding of the topic / form that you are covering, such as a particular structure or a form of fixed expression.
For example, you might want to look at some model texts, or carry out a short activity analyzing the good and bad points in some sample material. 
3. Short activity to introduce the task
Planning is a really important part of writing – but it is an element that is often missed.
The purpose of this stage is to set out the task, and help your students think about how they will approach it. In particular you should encourage your students to consider:
· Purpose (why they will be writing)
· Register (how formal it should be)
· Content (what they want to say)
· Structure (how they will say it).
For example, you could provide a general outline, and then ask students to think about what they want to say in each paragraph.  Alternatively you could start a discussion about ideas for content and/or brainstorm relevant vocabulary and expressions.
4.  Main writing activity
Now you have set the scene, you should give your students time to carry out the activity. This can be done either individually, or in pairs / small groups. 
Depending on the purpose of the activity (eg if it is exam practice or simply a chance to improve writing skills) you might want to set a time limit on it.
During this phase of the lesson it’s important that you monitor the progress of the class - walk around the room and give advice and help as necessary.
As the activity draws to a close, remind students to review and proof their work.  This will get them into good habits for the future!
5. Review and cool down activity
It is important to tell the class how the work will be reviewed.  You can integrate some peer review / self-check approaches into the lesson itself, or gather it in to mark and hand back.
Once you have completed the review, carry out a short activity to wrap up the lesson.
[bookmark: ch131]Approaches to Teaching Writing
Before you move on, spend a few minutes thinking about possible activities you could use to help students learn to write English. 
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Types of writing activities
By and large, writing activities fall into five core categories, each of which is progressively harder.
1.  Copying
Students literally copy letters, words or sentences into a vocabulary book or similar.
This is particularly useful for young learners, or students who use a different alphabet.  It is fully led and determined by the teacher.
2. Controlled writing
You ask students to write single words or short phrases in response to questions that you pose.
The tight focus of the task means that the use of language is very controlled.
3.  Guided writing
You set an activity, and provide your students with examples of appropriate language and structures to use.
This approach allows students some freedom, but keeps them in a “safe” environment where they know they can’t go too wrong.
4.  Process writing
You set the topic and support students throughout the activity.  However, students are free to write what they choose.
5.  Unguided writing
You set your students a topic.  They then write freely with minimal help or feedback.
Lower level students will mainly do the earlier types of activities, with the main focus on accuracy.  As students progress, you can start to introduce the freer types of activities, which are later on the list.  Here you should also explore fluency and structure of the composition.
One word of warning: it will take students a considerable amount of time to move through all these stages of writing - usually far longer than the time it makes for someone to move from a conversational beginner to an advanced level.  Make sure you give your students lots of positive feedback, to help them stay motivated.
Product and Process
In your teaching career, you are likely to come across two key approaches to teaching writing:
1.  Product: where the focus is on the end result and accuracy.
2.  Process: in which the focus is on the different stages that we go through in order to get to the end result.
As with all teaching, the approach you use is likely to vary based on the aims of the school / lesson, and who is in your class.
Approaches to Teaching Writing Quiz
Whilst you can use the structure we’ve given for both approaches, you are likely to vary the activities that you use, depending on your desired outcome.
[bookmark: ch132]Choosing Materials
As with all your lessons, it is important to tailor the materials that you use to the age, level and interests of your class.
The stimulus and model you choose is going to affect the success of the lesson, so choose carefully. Course books will provide you with initial material to use.  However, you will often need to supplement this with other ideas to make it appealing to your students.  Think about the topics and forms of writing that you will be looking at, and try to find examples from real life that you can bring in.  For example:
· Free postcards and flyers
· Leaflets for local attractions and events
· Newspapers
· E-mails
· Shopping lists
· Song lyrics
· Essays
· Stories
· Text messages
· Reports
· Letters
· Minutes of meetings
· Recipe books
· Diaries.
Sometimes you will need to adapt materials to make them appropriate for your students. For example, you may need to adapt an extract from a news or magazine article to ensure it does not include too many new words, or shorten a piece because of time constraints in class.
Making tasks as real as possible can also appeal to students.  For example, get students to send the email to your email address so that the communication is more authentic or ask them to write an article for the student / local paper.
For more advanced students, consider using other types of stimuli. For example, a beautiful piece of art or music, a guest speaker, an excursion, or a controversial topic. Students can initially be uncomfortable with the abstract nature of this task. However, if they are provided with appropriate scaffolding and vocabulary, they should enjoy the challenge.
[bookmark: ch134]Reviewing Work
When you review a student’s written work, you should look for more than simple errors in spelling or grammar.  Other factors, such as structure and organisation, are equally important – particularly at higher levels.
Indeed, many examinations to assess English language proficiency give a large percentage of marks to students who write in an appropriate, clearly structured way. This means that, even if your learners have difficulty with accuracy, they can still gain high marks if the other elements are all done well.
Here are a few things to consider when assessing written work:
	Things to consider
	What you are looking for

	Language
	· Accurate spelling (including consistent use of US / British spelling)
· Accurate grammar in the correct context
· Wide and varied vocabulary

	Appropriate approach
	· Register – is it too formal / informal?
· Tone – does the work match the correct tone for the task and intended reader?

	Range
	· Variety of suitable vocabulary / phrases
· Is there a balance between effective use of language and using words for words’ sake?

	Layout
	· Does it match the text type?
· Are the paragraphs clearly organised?
· Is it effectively and correctly punctuated?

	Relevance to the task
	· Does the work address the task?

	Planning
	· Is there evidence of planning / drafting?
· Does it look like a first or a final draft?


When to correct work
It can be very tempting to correct every single mistake with written work.  However, as with other areas that you teach, it is important to get a balance between supporting students to learn and demotivating them by over-correcting.
Have a look at these ideas for error correction and decide if they are a good or a bad idea. Note - some of these may be quite contentious!
1. Use a softer colour than red such as green or purple
2. Use ‘error codes’ to show what kind of mistake it is
3. Have the student explain the error to the class and make a commitment not to let it happen again
4. Tell the students in advance that you want them to focus on one aspect of writing (e.g. grammar, spelling, punctuation etc.) and that you are only going to correct that
5. Make sure you can find positives in each piece of work as well as areas to correct
6. Don’t give the work back. Just highlight common errors on the board
7. Don’t correct every piece of written work the students do
8. Encourage your students to see correction as part of the learning process
9. Ignore punctuation mistakes
10. Train your students to self-correct
Answers (Click to reveal)
1. Use a softer colour than red such as green or purple. A good idea, red can seem quite aggressive and confrontational.
2. Use error codes to show what kind of mistake it is. A good idea, this can save you a lot of time and allow you to identify key errors without writing sentences all over your students' script.
3. Have the student explain the error to the class and make a commitment not to let it happen again. A bad idea – it’s never a good thing to highlight an individual's errors in front of the group and it can feel quite humiliating for that student. Do this often and you may quickly find that you don’t have any students (or a job!) left.
4. Tell the students in advance that you want them to focus on one aspect of writing (e.g. grammar, spelling, punctuation etc.) and that you are only going to correct that. This can be a good idea if used correctly. It allows your students some freedom in what they are writing, and presents the opportunity to focus on one particular area.
5. Make sure you can find positives in each piece of work as well as areas to correct. A good idea. Most people react better to encouragement than criticism and you will pretty much always be able to find positives as well as mistakes in any piece of written work. Don’t forget to also praise the ‘effort’ as well as the results of any piece of work.
6. Don’t give the work back. Just highlight common errors on the board. A bad idea – not only could your students think that you haven’t even looked at their work but they also won’t have any reference point for their own personal work to refer back to. Remember, written work can take considerable time and effort from your students and they deserve the same commitment back from their teacher in reviewing and marking it where relevant.
7. Don’t correct every piece of written work the students do. This is something that would cause interesting debate in any staffroom. Whilst it can be a good idea in that sometimes the act of writing in itself is a useful activity, at the same time writing is a challenging skill taking a fair amount of effort from your students who may well expect some form of review and correction. If you set a piece of written work as homework, you should always look to review and correct; however, sometimes in the classroom you may set short pieces of written work that can be self-checked or even checked by fellow students.
8. Encourage your students to see correction as part of the learning process. A good idea and this is a healthy approach to learning for your students to have. If you present correction of errors in a supporting and encouraging manner, in an ideal world your students will soon see that as an interesting and valuable tool for learning, rather than a form of criticism of their ability.
9. Ignore punctuation mistakes. This is another area that you will find differences in opinion on, and it can depend on what the aims of the written piece of work are. If your students are working towards being able to write university / school exam papers or even business reports then it’s likely that poor punctuation will be important and should be corrected and worked on. However if your students are learning English for social communication, then punctuation, whilst still useful to know, becomes arguably less important. The key is to be consistent in how you approach this – if you start by correcting punctuation and suddenly stop, your students could think that they have suddenly mastered it!
10. Train your students to self-correct. A very good idea. Self-correction is a technique that we use regularly as native speakers and writers of English (e.g. when we review something before we send it / post it) and is a great skill for your students to be able to develop. Of course it takes time and practice but is worth persevering with. In classes where students get on well and have a good relationship you can encourage students to also correct each others work in pairs. This can be an excellent way of developing correction skills and in your students helping each other develop their language.
Different ways of feeding back
Using different approaches for giving feedback can be a really useful technique.
Before you read on, think of a few ways in which you could give feedback to a student’s written work.
Here are a few of our ideas:
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1. Give a response to the work.  For example, if it is a letter or an email, you could write a reply. If necessary, you can include correct examples of words or grammar that the student has struggled with in the written work.
2. Hold short student-teacher feedback sessions and respond to the work orally.
3. Hand out a check list and get the students to evaluate their own work.
4. Give only positive feedback. In other words, only respond to what was good and ignore what was not.
5. Evaluate the level of improvement over the student’s last piece of work rather than the work itself.
The style and approach of feedback you give may be driven by the size of the class you are teaching (replying to 50 job application letters is going to take a huge amount of time!). However, do consider varying how you approach feedback. Remember that the more individual time you give to each student, the more likely they are to develop and progress.
[bookmark: ch135]Top Tips for Writing Lessons
· Integrate writing into other skills and activities during a lesson – you can easily include speaking, listening and reading practice into a lesson that has a focus on writing.
· Focus on the writing skills that your students need to know and provide models for your students to follow.
· Don’t expect your students to have the same ability of written English as they do of spoken English, even at more advanced levels.
· Allow your students to work together collaboratively in writing tasks – it can take away a lot of the fear of writing.
· Encourage students to review their writing.  Teach them to consider questions such as “have I really answered the question here?”, “does it follow a clear and logical structure?”, “is the tone appropriate for the audience and purpose?”.
· Encourage students to proof read their work for errors and mistakes.  Teach them techniques such as reviewing for specific points, e.g. verb-noun agreement, or reading each line backwards in order to concentrate on each word.
· Consider carefully how you correct and feedback on written work – you need to encourage your students rather than make them feel they have a mountain to climb.
· Develop your own code for noting down corrections on students’ work.  It will save you a lot of time!
[bookmark: ch136]Summary and Further Reading
You have now reached the end of Teaching the Four Skills.
We have covered a substantial amount of material in this module.  You have learnt about:
· How to structure a lesson / activity for reading, writing, listening and speaking
· Practical approaches to teaching each of the four skills
· Different types of activities that you can use
· How to choose appropriate materials
· How to give feedback.
Before you move on, spend time looking at the following articles. These set out some useful ideas for teaching the four skills.
Remember that you will also find practical activities for skills lessons in the Putting Lesson Content into Practice section.
Further Reading
Listening and Speaking
Lesson plans for speaking classes
6 classic speaking lessons
Activities to promote speaking
13 activities to get your students speaking
Teaching Ideas for Speaking Skills Lessons
6 more creative lesson plans for speaking
Listening and Elementary Learners
Key stages in planning listening lessons with low level learners
Listening and Young Learners
Helpful tips for listening activities with younger learners
Different Listening Skills
There are lots of different types of listening explored here
Reading
What is reading?
Ways of introducing reading into your lessons
Extensive Reading - why it's good!
Alan Maley outlines the benefits of extensive reading and what is involved in practical terms
A Methodology for Reading
Priming learners before they read
Reading with Elementary Learners
Get the most out of reading with low level learners
Teaching Young Learners to Read in the ELT Context
The theory and practice of teaching reading skills to young learners
Storybooks
A personal account of using storybooks with young learners
Theories of Reading
4 key reading theories
Theories of Reading 2
Key approaches to reading
Internet Reading Tasks
Ways of using the internet to help shape reading habits
News Articles
Ways of using news articles in the classroom
Sample Reading Lesson Plans 
Writing
An Overview of L2 Writing
4 in-depth lessons on aspects of writing
Writing Matters
The challenges learners face when writing in English
Making Writing Communicative
Ways of making writing in class fun
A Comparison of Product and Process Writing
2 different approaches to writing
Putting Lesson Content Into Practice
This part of the section sets out practical ideas and examples to help you develop great content for your lessons.
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[bookmark: ch137]Introduction
In the knowledge modules, we have explored how to teach different types of lessons.  In a moment, we will look at some practical ideas that you can take into the classroom.
First let’s watch a film of a teacher presenting part of a vocabulary lesson, so you can see how the techniques we’ve been discussing can work in practice. 
Guided observation: vocabulary lesson
As you watch the film, make notes about aspects that you think work well, and any ideas you have to improve it.
In particular, think about:
· Language: How does the teacher introduce new vocabulary? What vocabulary are students introduced to? How is the vocabulary practised?
· Materials and tasks: How often is the new language repeated? What techniques / activities are used to get students to repeat the language? What interaction is there? What material is used?
· Stage and timing: Does the pace of the lesson feel right? Why / why not? Is there enough / too much time spent on any one point.
· Delivery: Any comments on the teacher, language presented and classroom atmosphere.
Feedback
Once you have watched the film, take a look at our thoughts and compare these to the notes you made.  
Click to reveal
The teacher uses flashcards to introduce/review the vocabulary. In this lesson students are learning about dairy products, specifically yoghurt, cheese, ice-cream and milk.  The teacher expands on this to teach them that yoghurt, cheese and ice-cream come from milk. The teacher also introduces the word “cow” by use of realia and CCQs (eg by asking “what noise does a cow make?”).
The language is then drilled, both as a class (choral drilling) and individually (individual drilling).  Note that the teacher drills both individual words and sentences.  As this is a class of young learners, repetition is particularly important. 
As part of the drilling activity, the teacher nominates a student to come to the front of the class and models a sentence with him.  This part of the lesson could have been expanded to include pair work, enabling all the students to practise sentences at the same time.
The teacher uses gestures to help convey to the students what he wants them to do (eg when he wants students to put their hands up, he raises his arm).  He also nominates students to ensure everybody gets a turn. This helps him to check that all the students can use the language.  The teacher also elicits from students.  For example, he asks “Where is cheese from?” and waits for the students to answer.  When a student struggles, the teacher asks the other students to help and then returns to the original student to check he can now produce the answer.
The teacher frequently crouches / sits down so that he is on a level with his students.  This can be useful for young learners, as it allows the teacher to maintain eye contact.  This helps build the students’ confidence and makes the teacher feel less threatening.
The teacher makes the lesson fun when he gets students to act out what is happening in the film clip (eg “take my milk”).  Again, this helps to reinforce learning of the target language.
The pace of the lesson is, at times, a little slow. This means that students are not always engaged. One way the teacher could rectify this would be to involve all the students (rather than just teacher-student) to maintain motivation and interest.
This age group can be difficult when it comes to classroom management.  However, we saw the teacher use a ruler / white board pointer as an attention signal in order to get the students’ attention.
The teacher is enthusiastic and frequently gives positive reinforcement, such as “that’s very good”.  He is lively and tries his best to make sure every student is involved.
Once you have looked through our ideas, you might find it useful to watch the film again to watch out for the specific points.
[bookmark: ch138]Lesson Ideas - Role Play
Role plays can be used for a number of different types of lessons, including vocabulary and speaking lessons.  They are a good way to get students spontaneously using language that has been previously taught.
There are two different kinds of role play that you might use:
1. Controlled speaking practice activities in the form of structured two-person dialogues
2. Free role-plays where you outline the situation and characters, but students have freedom in the choice of language and the progression of the dialogue.
Guidelines for setting up a role play
· Present the situation and elicit relevant structures and vocabulary. Write them on the board.
· If necessary, elicit possible scenarios and write key points on the board.
· Assign roles.
· Set a time limit, or let students know they have five minutes to go when an activity is peaking.
· For role-plays with complex characters, assign groups of the same characters. Students discuss their characters and take notes of their personality, attitude and other relevant points.
· Assign pairs or groups for the role-play. Students do the activity. Monitor and encourage students to stay in character and to use language on the board.
· Follow up with a brief discussion about the process, difficulties and success of the role play.
Monitoring / facilitating during role play
· Take notes on mistakes students make and go over them later.
· Use a system of cards or hand signals for monitoring, for example a green card could indicate a student is talking too little and must speak more, a yellow card could indicate a student is talking too much and must incorporate their partner and a red card indicates a student must use the target language.
· Give dominant students’ quieter roles and quieter students more dominant roles.
· Film the role play so students can watch themselves later and give feedback to each other.
Getting students into role
· Cut out faces from magazines or have students draw characters. Students wear them during the role play.
· Encourage students to put on voices or accents appropriate to their character.
· In pairs, tell students to interview each other prior to the role play and check that they understand their roles and can stay in character.
· Ask students snap questions prior to the role play to check that everyone is in character.
· Give prizes for the best performance.
· Break students into pairs / small groups to brainstorm what their character will say in the role play.
· Focus on eliciting / teaching essential language required for the role first. Acting, nuances, gestures, etc. come second.
Example role plays
Here are some examples of role plays you could do in class. Can you add any more to the list?
30 years in the future
A: The year is 2040. Your life has been terrible during the last thirty years. You have not seen your friend from English class in over thirty years. You meet unexpectedly and sit down for a chat.
B: The year is 2040. You have succeeded in almost all your dreams. You have not seen your friend from English class in over thirty years. You meet unexpectedly and sit down for a chat.
Adventure tour
A: You are a travel agent. Welcome your customer and ask them what they are interested in.  Offer several choices and try to sell a tour.
B: You are interested in taking a tour. You want to try an adventure tour, a photo safari in Africa or a trek in the Himalayan Mountains.
Explorer
A: You are an explorer. You plan to explore the Amazon jungle. A reporter will ask you some questions about what you expect to find and how you plan to travel.
B: You are a reporter. Your job is to interview an explorer who plans to explore the Amazon jungle. Ask what the explorer expects to find and how the explorer plans to travel.
Palaeontologist
A: You are a palaeontologist. You have discovered a new dinosaur. Answer the reporter’s questions about your discovery. Be sure to explain what you think this dinosaur looked like and what you call it.
B: You are a reporter. Your job today is to interview a palaeontologist about their new dinosaur discovery. Find out what the dinosaur looked like, what it’s called, what it ate, and where it lived.
President
A: You are a reporter for a major TV station. Interview the president of the United States. Ask some serious questions and ask some trivial questions.
B: You are the president of the United States. Answer the reporter’s questions. Some questions are serious and some are trivial. Answer all the questions politely.
Table and chair
A: You are a table. Humans don’t know it but you can talk to other items in the kitchen. A new chair has come to your kitchen. Ask it some questions to find out about it.
B: You are a chair. Humans don’t know it, but you can talk. A human has bought you and put you in their kitchen. Find out about life in the kitchen by talking to the table.
Rock and roll star
A: You are a famous rock and roll star. You are going to a concert and several fans run up to you. Sign autographs for them and answer a few of their questions. Don’t forget you have a concert!
B: Your favourite rock and roll star is walking down the street. Request an autograph and ask a few questions. Don’t take up too much of the rock star’s time!
Veterinarian
A: You are tired of the terrible noise your dog makes. Your dog barks all day long. Take the dog to the animal hospital and ask the doctor for help.
B: You are a veterinarian. Welcome the pet owner and ask what the problem is. Give some serious advice on the problem.
[bookmark: ch139]Ideas for Vocabulary Lessons
Here are some ideas on how you can practise / revise vocabulary in class. These are great activities for warmers or coolers or when you have that bit of extra time and you don’t know what to do (fillers). Have a few up your sleeve to use time and time again.
Hangman
Use this game in its traditional format.  If your students like competitive games, you can divide the class into teams and keep scores.
I-Spy
This can be a useful activity if you have brought in a range of realia and/or are teaching vocabulary that can be seen in the classroom (eg body parts / items in a room). 
Mime / facial expressions
Tell your students a particular emotion / action, and ask them to act it out. 
A variation on this is for students to take it in turns to choose and act out a word.  The rest of the class then needs to guess what it is.
Anagrams
Anagrams can be fun and challenging at any level.
You can find lots of websites that can produce a whole series of anagram suggestions for you if you type in words.
Word squares / searches
Before the lesson, create sheets with your vocabulary words hidden within a word search square.  Again, you can find lots of websites that can help you to create appropriate search sheets.
In the class, tell students to work their way through scanning the letters for any combinations that seem familiar.
This is a great exercise for all levels, providing the search is pitched at the right level.
Word cloud
Write the topic on the board and draw a cloud shape underneath.  Next, ask the class to shout out any words that they associate with the topic. Write the words in the cloud (or ask the students to do so).
Once you have a reasonable number of words, divide the class up into pairs or small groups. Tell the students to try to connect the words into sentences related to the topic.
Mind maps
Divide the class into pairs or small groups, and give each group one word from the topic you are teaching.
Tell each group to build up a “mind map” of words. They need to start with the word you have given them, and take it in turns to add in a new word that links to the previous one.
Remember to vary the approaches you use to practise vocabulary. This helps to keep interest levels high.
[bookmark: ch140]Ideas for Grammar Lessons
Here are some ideas for activities you can use in grammar lessons. 
Word trees (root words)
Word trees / maps can be useful for identifying different parts of speech and helping students to increase their vocabulary.
Start by giving your students a root word. Next ask them to try to find as many different variations on that word as you can by adding prefixes (for example, “un”, “mis”), suffixes (for example, “ly”, “ful”) or by adapting different parts of the word.
Take a look at the example below using the root word “believe”.

                                            
Diaries (future simple)     
Tell your students to write a diary for the next week / month / year setting out their day-to-day plans.  Students should then report back (either orally or in writing) on activities that they are going to do.
You can expand on this activity, by asking students to explore each other’s plans and find out similarities / differences.
Find someone who… (present perfect and other tenses)
Give students a set of five points, each of which might be true for someone in the class. Ask students to walk round the classroom, talking to each other, to find someone for whom a statement is true.  Students write down the relevant person against each of the points.  At the end of the activity, students feed back their answers.
For example, find someone who has been to Brazil; find someone who has brown eyes; find someone who is married; find someone who has spoken to a famous person; find someone has an unusual hobby.
You can make this into a competition, with a small prize for the person who correctly identifies someone for all of the points first.
This is a great activity to get students up, mingling and using the present perfect and other tenses (depending on the points that you choose).
Mime (present continuous)
Before the lesson, prepare a set of flashcards showing pictures or words of simple activities (eg running, swimming, cooking, etc).
In the class, ask a student to come out to the front and show him / her a card.  The student then has to mime out the activity. The rest of the class has to guess what the student is doing, using the present continuous form (eg “he’s swimming”; “she’s cooking dinner”).   
What were you doing last night? (past continuous)
Before the class, prepare a set of cards with pictures of activities that students might do in an evening (eg chopping onions, drinking wine, going to the cinema).
In the lesson, give the students each a picture and tell them that this represents what they were doing last night. (NB: check that they understand - and can communicate - the activity).
Next tell the students to mingle and ask each other what they were doing last night.  If a student finds someone else with an activity that they could have been doing together, then they join up (eg someone chopping onions could join up with someone opening wine, as they could have been preparing dinner together).  The pairs can then look for other students who might also have been with them. 
When most of the students are in groups of three or more tell them to report back to the class about what they were doing last night.
Pictures into stories (past tenses)
Before the lesson, create a set of pictures that form a story.
Divide up the class into pairs or small groups.  Give each group a copy of the pictures. Tell students that they must put the pictures in order.  They must then narrate the story, using past tenses. 
You can ask students to complete this task either orally or in writing.
Class survey (comparatives and superlatives)
Ask students a series of questions about the class, using comparatives or superlatives  (eg “who is the tallest student?”, “who is the shortest?”, “who has the most expensive bag?”, “who travelled the furthest to get to the class?”).  Students have to work together to find out the answer.
This is a fun activity that gets students talking and working together as a class. If the class is very big, it can work better if you divide it up into groups.
Prove it (can / can’t)
Ask students to write down five action verbs that students in the class may or may not be able to do.  They then have to mingle and ask other students if they can or can’t do the actions. (eg “can you skip?”, “can you roll your tongue?”, “can you sing?”).  If a student says that they can, then they have to demonstrate to prove it! 
[bookmark: ch141]Ideas for Speaking Lessons
Here are some ideas for activities that you can use in speaking lessons.
Survival Information
Tell students that they are new visitors to London. What do they need to be able to do to survive? What language areas or items could they be taught to do this? What situations will they find themselves in that you could help them with?
Look at the lists below and add to them with your own ideas. You can then use all of these ideas as the basis for future lessons.
	Situations
	What they need to do
	Suggested language to teach

	Restaurants
	- Order from a menu
- Ask for the bill
- Make a complaint
	- Can I have… / I would like…
- Can I have the bill / I would like the bill 
- I'm sorry but... / I'm afraid ...

	Shops
	- Ask the price
- Ask if they can try something on
- Ask where a particular item is
 
	- How much is it?
- Excuse me, where is the changing room?
- Excuse me, where are the vegetables?

	Travelling on the underground
	- Ask for directions
- Buy a ticket
- Ask how long the journey will take 
	- Where is the northern line?
- I would like a single / return ticket
- How long will it take to travel from… to …?

	Pubs / Bars
	- Order a drink / some food
- Ask where something is
- Pay the bill
	- I would like a pint of beer please
- Excuse me, where are the toilets?
- Hi, I’d like to pay the bill please
 

	Giving information
	- Talk about where they are from
- Talk about their work
- Talk about their family
	- My name is… , I’m from…
- I am a … , and I work for …
- I am married with two children 


Different countries (advanced students)
Call out a series of countries in turn. Tell students to write ten words they believe describe people from each country. This can generate a huge range of vocabulary.
Next use the words that students have given as the launch pad for a discussion on stereotyping.
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[bookmark: ch146]Introduction
You have now almost completed the Lesson Content section of the course.
In a moment, you will take the end of section test.  This does not count towards your final score. However, you do need to get at least 80% in order to move on in the course.
Before you take the test, here are a few self-check quizzes to help you review what you have learnt in this section.  Try to complete these without looking back at the material you have just covered.
[bookmark: ch147]Vocabulary Lesson Quiz
Vocabulary Lesson Quiz
[bookmark: ch148]CCQ Task
Do you consider the following to be “good” or “bad” advice about asking CCQs? Note down reasons for your answers.
1. Ask as many yes / no questions as possible. You can tell if they get it if more than 50% say yes or no.
2. Explain enough and students won’t need to be interrogated by concept questions.
3. Translate the concept question if you can. It will automatically mean that the word will be understood.
4. If students can repeat the word with the correct pronunciation then they have understood everything they need to understand.
Answer (Click to reveal)
None of these statements would be considered as good practice.
1. This is a 50/50 -question/answer which provides little real information for the teacher.
2. The teacher is likely to get a lot of nodding heads. This does not mean the students understand the explanation or the word. It may simply indicate that no one is prepared to put their head above the parapet.
3. Literal translation doesn’t always provide the answer. Languages may have words similar in meaning but differing in subtext or use, so even if you are able to translate you should still look at concept checking wherever possible.
4. Many people can repeat the words for a famous German car advert (Vorsprung Durch Technik) but have no idea what it means. Knowing the sounds does not mean that we understand the meaning. You’ll come across students all over the world who know every word to English songs but don’t understand what the song is about. Don’t forget this – just because a parrot can repeat a few phrases it doesn’t mean it understands what it’s saying!
[bookmark: ch149]Phonology Quiz
Phonology Quiz
[bookmark: ch150]Grammar Quiz
Inductive Versus Deductive Grammar Teaching
[bookmark: ch151]Teaching Grammar Quiz
Teaching Grammar Quiz
[bookmark: ch152]Speaking Lesson Quiz
Speaking Lesson Quiz
[bookmark: ch153]Listening and Speaking Lessons Quiz
Listening and Speaking Lessons Quiz
[bookmark: ch154]Reading Lessons Quizzes
Reading lessons sub-skills quiz
Stages of a reading lesson
Look at these elements for a top down approach to a reading skills lesson. Put the procedures in the correct order.
· Focus on vocabulary by giving definitions and asking the student to find the words to match.
· Teach relevant vocabulary that could prove problematic.
· Ask multiple choice questions to check detailed understanding
· Ask students to focus on grammar by finding instances within the text.
· Set up a follow up activity related to the topic of the text.
· Using headlines/titles, ask students to predict the content of the text.
· Give the students a question(s) that will require some ‘skim’ reading.
· Show the students pictures to generate interest in the topic.
Answer (Click to reveal)
1. Show the students pictures to generate interest in the topic.
2. Using headlines/titles, ask students to predict the content of the text.
3. Teach relevant vocabulary that could prove problematic.
4. Give the students a question(s) that will require some ‘skim’ reading.
5. Ask multiple choice questions to check detailed understanding
6. Focus on vocabulary by giving definitions and asking the student to find the words to match.
7. Ask students to focus on grammar by finding instances within the text.
8. Set up a follow up activity related to the topic of the text.
[bookmark: ch155]Writing Lesson Quizzes
The Purpose of Writing quiz
Writing Activities Task
You have spent a lesson teaching travel vocabulary (fly, visit, station, ticket, airport, passenger, etc).
Think of an appropriate writing activity that would help your students to practise this vocabulary.
Answer (Click to reveal)
Here are some of our ideas:
· Let’s start with an obvious one: ask students to write a story about either a real-life or made up travel experience. If it’s a fictional story, students can brainstorm ideas together first before composing their own individual stories.
· Tell students to write a holiday postcard, using the new vocabulary.  It can make it seem more real / fun, if you ask them to address the post card to other students / friends / family members.
· Divide the class into pairs or small groups.  Ask each group to create an article for a travel brochure, using the vocabulary.  Once they have completed the task, they can share the articles that they have written.
· Give each student one of the vocabulary words on a card. Ask each student to write a sentence using the word that he / she has been given.  Next, try to put together the sentences to make a class story. 
· Divide the class into pairs or small groups, and tell them that they are travelling to the moon. Each group then needs to work together to write a creative story using the vocabulary given.
Creating a Good Teaching Environment
This module explores how you can create a healthy physical environment, plus a positive atmosphere – which together can go a long way to ensuring your lesson runs well.
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[bookmark: ch161]Introduction
Welcome to Creating a Good Teaching Environment.
A healthy physical environment plus a positive atmosphere can go a long way to ensuring your lesson runs well.
Add in resources, such as interactive whiteboards, computers and the Internet and your lessons can be varied and engaging.
This module explores practical ways in which you can create a good teaching environment, regardless of where you find yourself.
By the end of this module, you will have learnt about:
· Setting up your classroom
· Classroom management
· Using Computer Assisted Language Learning (CALL).
We have also included links to further articles and resources. As always, we encourage you to read as much as possible to help prepare yourself for that vital first job.
[bookmark: ch162]Setting Up Your Classroom
The physical learning environment really makes a difference to how well a class engages and interacts.
Before you read on, spend a few minutes making a list of points that could help you to provide a comfortable, secure and effective environment.
Here are a number of aspects that will impact on your environment:
Click to reveal
· Size of room
· Lighting
· Heating and ventilation
· Seating arrangements
· Pens, technology
· Stimulating environment
· Capacity.
You may not have full control over some aspects.  For example, your school is likely to determine the size of room and number of students in the class.  However, even the most modest of schools will normally have movable tables and chairs.  You can also use your own material and / or students’ work to transform bland, grey walls into an interesting and stimulating learning environment.
Here are some approaches that you can take to creating a good learning environment.
Classroom layout
Selecting an appropriate layout is a simple way to help make your lesson work effectively.
A good layout for your classroom will be:
· Functional: allowing you to easily move around the room, and speak to individual students
· Stimulating: encouraging students to engage in the activities and interact with each other.
There are a number of different types of layouts that can work well in the classroom. 
Seating arrangement quiz
Before you read on, can you think of possible advantages / disadvantages of using each of these layouts?
· Horseshoe
· Circle
· Rows
· Groups
Click to reveal
	Layout
	Advantages
	Disadvantages

	Horseshoe
	· Teacher is approximately the same distance from each student
· Students can see each other, which helps with interaction
	· Limits movement around the classroom
· Needs a lot of space

	Circle
	· Suggests equality – teacher can be seen as another member of the group
· Can empower students to actively join in discussion
 
	· Some students will not be able to see the board
· Can require a lot of space

	Rows
	· Teacher can have eye contact with all students
· Everyone can see the board
· Discourages bad behaviour 
	· Hard for students to address each other

	Groups
	· Teacher can move around the room and monitor discussion easily
	·  Not suitable for “whole class” teaching
· Stronger students can dominate a group


Choosing a layout
It is useful to experiment with different layouts, so you can find out what works.  Remember that you can also consider a layout in which students stand, rather than sit, for a particular activity.
Spend a few minutes thinking about what type of layout might work best for each of the following types of activities.
· Whole class discussion
· Small group work
· Pair work
· Opposing teams
· Roleplay
· Student led activity
Here are our ideas (Click to reveal)
	Activity
	Layout
	Why does this work?

	Whole class discussion
	Horseshoe
 
 
	Students can interact more naturally as they can see each other.
It also helps avoid individual students dominating from the front of the class.

	Small group work
	Islands (small groups of desks)
	Students collaborate effectively, as they feel part of a team and can also work with neighbouring groups, if required.

	Pair work
	Double seats, set out in rows.
	Enables students to work in pairs easily. 
The teacher can also monitor from the front of the class, or by moving up and down the rows.

	Opposing teams
	Space for each team in a different corner of the room
	Students get really excited at having their own corner to defend against the “enemy” team.
This is really great for getting students to participate wholeheartedly in the task.

	Role play
	Facing opposite each other or
All the chairs lined up in two rows in the centre of the classroom
	Having students opposite (rather than beside) each other helps them to focus on their part of the task.

	Student-led activity
	Circle with teacher sitting amongst the students
	Helps students make eye contact and interact together easily.
The teacher is on an equal level with students, encouraging them to lead the class themselves.


Remember that you can change the seating arrangements between (or even during) lessons.  This can help ensure that the students get to work with a range of different people.
Physical Environment
Heating, lighting, ventilation and the room itself all impact on a lesson.  You may not have full control over these aspects.  However, you can usually make some alterations to ensure that the environment is as conducive to learning as possible.
Here are a few tips.
· Make sure your room is bright: poor lighting can lead to drowsiness and a quiet, passive atmosphere
· Use natural lighting, where possible.  However, if this does not make the room bright enough, make sure the lights are on before your students arrive
· Be aware of how lighting can impact board visibility: check that it is clearly visible from all parts of the classroom.
· Keep the classroom fairly cool and ventilated: this prevents the students becoming drowsy.
· Make posters and/or put students’ work up on the walls, to make the room more attractive – and help develop your students’ confidence.
· Place maps around the room.  These can brighten up the classroom and be a valuable point of reference.
Preparing your resources
The final aspect of setting up your classroom is preparing the materials that you will use during the lesson.
Before your lesson starts, make sure that you check that all your resources are easily accessible and working properly.  It can really disrupt a lesson (and reflects poorly on you) to find out half way through a lesson that you can’t play the film clip you need as you’ve forgotten the plug, or write on the board, as your pens have run out.
Here is a quick checklist of points to check before your class arrives:
· Make sure all your pens work.  It’s a good idea to have several differently coloured pens plus spares, in case one runs out.
· Bring extra pens and paper to give out to students who have forgotten their own.
· Check you have all the materials that you need for your lesson – including your own notes.  It is helpful to set these out in advance, so you can easily find what you need during the lesson.
· Check you have all the equipment that you need, and that it (plus any plugs / sockets) is working.  You may need to book some equipment in advance.
· Set up equipment so that it is ready, at the correct place and with a suitable volume.
· Ensure that audiovisual equipment and the board are in positions will let all students see them easily.
You are also likely to have a roll book and/or other school records to complete. The roll book should record students’ attendance, material covered in the lessons and any issues.  You may also use the roll book to write messages to support staff / other teachers.  Make sure you have your roll book ready at the start of the class, and know your school’s protocols for record-keeping.
Now your classroom is set up, you are ready to welcome in your class.
[bookmark: ch163]Classroom Management
A good teaching environment is not just about the physical space.  Creating a positive atmosphere will also go a long way to ensuring your lesson goes smoothly.  This is where classroom management comes in. 
Classroom management basically covers everything about being in a classroom with your students, apart from the actual teaching.  Its purpose is to create a positive environment, in which your students feel comfortable and secure, and you feel calm and relaxed.
There are many techniques that you can use to help develop a positive environment. In this section we will look at a variety of these techniques. However, it is worth spending time exploring this topic in as much detail as you can before you start teaching.  After all, being a calm, relaxed teacher who is in control of the class will definitely help you to stay sane and your students to enjoy their lessons!
Teacher experiences
Before you move on, make a list of some points that you think will be included in classroom management.
Now read on for some useful approaches to classroom management.
[bookmark: ch164]Be Prepared
The more you prepare, the more likely it is that your lesson will go smoothly.
As a minimum:
· Make sure you have a clear lesson plan, plus a couple of back-up activities
· Preview all the material as part of your planning process to ensure it is appropriate, prepare for possible vocabulary and comprehension difficulties, and be ready to answer predictable questions clearly and concisely
· Use the ten minutes before your class arrives to set up the classroom: set up all equipment and check it works, and write the lesson objectives on the board. 
[bookmark: ch165]Set Classroom Rules
Setting classroom rules may sound off-putting.  However, agreeing behaviour such as turning up on time, listening courteously to classmates, and avoiding chatter whilst you are explaining a point can really help a lesson to run more smoothly.
The rules that you set will depend on the school and class as well as your own teaching style.  Here are a few areas to consider:
· Respect, for example: listen when other people (teacher and students) are speaking; be considerate and supportive of each other
· Supportive and safe environment, for example: only speak English in the classroom; mistakes are ok
· Attendance, for example: arrive on time; attend all classes.
Regardless of the rules that you set, it is essential that your students know that everyone is expected to follow them – including the teacher. Any form of favouritism is likely to lessen the cohesion in your classroom. This applies regardless of whether you are teaching a class of 40 Chinese five-year-olds or 12 Arabic men!
Effective or Ineffective Rules Quiz
Agreeing rules
Classroom rules should be agreed during the first lesson, so that you are setting expectations and boundaries from the start.
One option is to hand out a copy of the rules and get students to sign it like a contract.
A more positive technique is to get students to brainstorm their own classroom rules, with a few suggestions on key areas from you, if needed. This approach helps students to engage with the rules, which means they are more likely to remember and follow them.  
You might also find it useful to frame the rules as part of a wider topic exploring expectations for the lessons.  This will enable you to directly link the rules into achieving the outcomes that your students want.
Once you have agreed the rules, it is useful to display a copy in the classroom. This provides a physical reminder to the students.  It also gives you something concrete to point at, should students fail to follow the agreed rules.
Applying rules
It is important to have consequences for following / failing to follow the agreed rules. Many teachers fall into the trap of focussing on negative behaviour. Generally, however, it is far better to focus on the positive side – recognising and rewarding students when they behave well.
A reward can be something as simple as a thumbs up sign, a word of praise, a sticker or the chance to display work around the classroom.  If you do need to address poor behaviour, it is usually better to focus on something directly related to the event – for example, if the class will not stop talking, you might decide that there won’t be time to include a favourite song at the end of the lesson.
In reality, adult classes tend not to have too many problems. The students are often paying for lessons out of their own pockets and want to make the most of them!  If you do come across a difficult adult student, having a quiet word at the end of the lesson usually works. There may well be a justification for their behaviour - it could be a matter of health, money or employment trouble, and they may just need some time and understanding to work it through.
In addition, many schools will already have a well-established set of rules and regulations that you can tap into. This means that support will be available as and when you need it.
Classroom rules activity
Think of five rules you feel you would like to apply to any class you teach. For each rule, make a note of a suitable reward that you could give – and when this would be deserved.
[bookmark: ch166]Build Good Relationships With Your Students
Developing a positive, professional relationship with students will stand you in good stead in the classroom.
Before you read on, write down some ideas for developing good relationships with your students.
Here are some of our suggestions.
Click to reveal
· Get to know your students:
· Spend time learning students’ names, and other key facts about them (eg jobs, interests, birthdays)
· Encourage students to get to know each other
· Use warmers and coolers as opportunities for you and your class to find out about each other’s interests
· Speak to each student:
· Greet your students individually as they arrive for the start of a lesson
· Use students’ names during class
· Check that your students are happy with the class – and get their suggestions about how to improve the lessons
· Understand the wider picture:
· Recognise that events, such as tests and excursions, can impact on attendance
· Be aware of what else is happening within the school environment, such as counselling.
· Identify any concerns about attendance and find out if there is a reason behind this
· Create a friendly atmosphere in the school:
· Be polite and courteous when you deal with students
· Say hello and goodbye to all students as they are coming and going
There are times when we encounter a student with poor social skills, learning difficulties, consistent lateness or just a challenging personality! In cases like these be professional and patient. Your first step should be to talk to the student. However, always remember that you to do not have to try to resolve every problem by yourself.  Ask your colleagues for help, and speak to the school’s Director if you need support.
[bookmark: ch167]Communicate Clearly
It may sound obvious – but ensuring your students are focused on the task in hand, and understand a point you are trying to explain is important.  Students will quickly lose interest if they can’t follow what you are teaching them.
There are a number of ways that you can ensure your students get the message you are trying to convey.  Here are a few examples – as you will see, many of these involve non-verbal communication.
Attention signals
Students may not understand every word you say, and so will rely on physical cues to understand instructions and expectations.
Your facial expressions and body language can convey many messages and you can use this as a way of backing up points you are making orally.
As we mentioned in Section 1, you can use signals and gestures to communicate a clear message to your students. Students will soon come to recognize key signals, and understand the instruction you are giving.  Signals are an excellent time-saving device and a great sub-text to your spoken language.
Common instructions for attention signals include:
· Repeat
· Stop
· Be quiet
· Stand up / Sit down
· Write it
· Come
· Go.
Watch this short film, demonstrating a teacher using an attention signal to tell his class to pay attention.
Gestures
Gestures differ from attention signals in the sense that they are designed to add meaning or humour to your spoken word, rather than directly convey an instruction.
Common gestures include:
· Thumbs up (= well done)
· Cup your ear (= listen)
· Open your hands facing up (= I don’t know)
· Rubbing your chin (= what do you mean?).
Activity
Make a note of five different gestures or expressions you could use to help communicate in the classroom.
Your position in the classroom
Where you are in the classroom is another cue that the students use to understand what is expected of them. You can use your position to show that a specific activity is about to start.
For example, you could stand at the board when you are going to present a new piece of language, or sit at the table if a writing activity is about to start.
You can also move to a particular place in the classroom in order to address a behaviour issue. For example, if two students are talking, you could sit in between them and wait for everyone’s undivided attention before continuing the activity.
Using your position in a positive way will help you to manage the class and to develop a good rapport with the students.
Spoken communication
Even with beginners you will be speaking English in the classroom from day one.
You might need to slow your speech down a little.  However, make sure you keep speaking naturally and with clear enunciation.  Never “pidgin” your language – slowing your speech down is no reason for it to become ungrammatical.
Using the board
The board can be useful to back up or emphasise points you are making.  However, make sure that your board work is clear, precise and relevant to the lesson.
It can be helpful to use your board consistently – for example, you could have a particular part of the board that you use for aims or new vocabulary and/or have different colours for aims, vocabulary or pictures.
Activity
Note down different approaches you could take to ensure that your board is easy to understand.
[bookmark: ch168]Encourage Student Participation
It is a good idea to involve students in the lesson as much as you can.  This helps maintain your students’ interest and will usually increase their learning.
As a rule of thumb, you should aim for a ratio of 80% student talk to 20% teacher talk within a lesson.
Before you read on, spend a few minutes thinking of practical ways in which you could encourage student participation.
Here are a few of our ideas.
Click to reveal
· Welcome all late students and help them to catch up with the rest of the class – having a warmer at the start of your lessons can help ensure that latecomers don’t disrupt the main focus of the class too much.
· Keep your class full of variety by using a range of different activities.
· Elicit the answer from your class before you explain anything: you will find that students can often work out a correct answer for themselves.
· Get your students out of their chairs and moving around the classroom.
· Change pairs / groups frequently, to give students an opportunity to work with new partners.
· Involve students in using the board.
· Make feedback a positive thing. Use praise and affirmation as well as correction.
· Pair quiet students with someone who will encourage them to talk.
· Circulate throughout the class - don’t always stand at the front.
[bookmark: ch169]Involve New Students
It can feel like a challenge if a new student starts mid-way through a term.  However, it is important to involve the new student in the class from the start. 
Before you read on, note down a few ideas to help integrate a new student into the class.
Here are a few of our ideas.
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· Welcome the student into the class. You can simply introduce the student yourself. However, think about options which can help the new student to get to know the rest of the class.
For example, ask each student to introduce themselves briefly; or tell the class to ask the new student a few questions about him / herself.  
· During the first lesson, try to have the new student work with as many partners as possible. 
· Arrange a short meeting with the new student after two or three days.  This will give you both an opportunity to get to know each other, and check that the student is settling in.
[bookmark: ch170]Positive Reinforcement
Students need lots of positive feedback. They can question whether they have understood your directions and may need encouragement to begin activities. Similarly, as activities progress, students need to know that their efforts are being noticed.  Positive reinforcement helps students to feel more confident that they are going in the right direction.  In turn, this confidence means that they are less likely to disrupt the class.
Before you read on, note down a few ideas for positive reinforcement.
Here are some approaches you can use:
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· Smile often
· Look directly at students
· Give praise to each of the students by name as you look at their work. Point out a specific item that has been especially well done and compliment them on it.
· When checking a student’s work, first comment on an item that has been done well, and then correct the errors.
Unfortunately there is no magic wand to ensure 100% perfect behaviour in the classroom.  However, a positive learning environment, coupled with a solid lesson plan, gives you a great chance of making your lesson work effectively.
[bookmark: ch171]Computer Assisted Language Learning (CALL)
CALL stands for Computer Assisted Language Learning.  This covers a wide range of resources, from full online English language programmes, to more traditional reading and writing programmes, to live chats.
There are many advantages to using CALL in the classroom. Use the following quiz to think about when it can be useful.
Advantages of CALL Quiz
In today’s world, your students are likely to use computers and some form of social media on a regular basis.  It therefore makes sense to integrate these tools into our EFL teaching, to help create an interesting and stimulating teaching environment.
The opportunities are really exciting. Imagine, for example, linking your students up with online English speaking “penpals” and then holding Skype calls to practise particular elements of language. It may take a bit of setting up but it could provide an incredible experience for your students.
Using materials appropriately
Before you get too carried away however, remember that it is important to work out how to get the most out of what is on offer – and not use materials simply because they are there.
For example, consider:
· Can you do a whole class demonstration of the activity?
· Is the language level appropriate?
· Will the material motivate and engage the students?
· Are the learning objectives clear?
· Is the material suitable for individual study?
· Does the material provide scope for a guided discovery activity?
· Will the students get feedback on their work?
· Is the interface likely to appeal to my students?
Also remember that not all schools will be able to provide CALL – think of it simply as another resource that may be available, rather than a central part of all your lesson planning.
Before you read on, spend a few minutes thinking about different ways in which you could use CALL to support EFL learning.
Here are a few options you can consider.
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(i)  Self-study programmes
There are a number of language teaching programmes.  These can incorporate video and audio clips – and may even offer opportunities for students to record themselves speaking, and receive feedback on pronunciation.  Many of these programmes can also record a student’s progress and offer targeted support.
These types of teaching programmes are designed for self-study in front of a computer screen, and so we wouldn’t recommend that you introduce them into the classroom in full. However, it can be useful to pick out particular activities, to include as part of your lesson.  You also might want to suggest these to students who are looking for extra support outside of school.
(ii)  Testing facilities
CALL is a great tool for testing students and can provide a fun and different way to approach a review class. However, as always, it is important that you ensure that the tests you choose are relevant to your lesson aims.
There is a wide variety of sites and programmes. These range from very basic gap-fill / multiple choice style tests to more sophisticated set ups, such as film / audio based tests exploring listening skills. This means that you should be able to choose a test that focuses on a particular piece of language that you are teaching and at a level that is appropriate for your students.
You can be creative in the way that you use tests.  For example, consider putting your students into pairs to take a language test, telling them that they must speak in English to discuss their answers.  This can be a great way of practicing the conversational language around the test, as well as the content of the test itself.
(iii)  Using computers to practise writing
Computers can be a superb resource to help your students practise writing.  Students can produce multiple drafts, re-develop specific sections, correct grammatical errors and so on without needing to re-write whole pieces of work.
If you are conducting a writing skills lesson and your students have access to computers, then don’t shy away from using them. It can allow your students real clarity of thought, the opportunity to analyse, review and amend what they’ve written, and finally the option to email their work to you.
(iii)  Using computers to find out information
The Internet has an enormous amount of information on pretty much every topic under the sun – and it can be useful to draw on this in an EFL class.  However do remember that the information may not be accurate, and students can easily waste time looking at irrelevant sites.
If you want to use the Internet as part of your lesson:
· Clearly define what your students are looking for
· Consider limiting the search to a handful of sites that you know are useful and accurate
· Keep a watch on the amount of time that is spent searching – don’t allow the lesson to drift!
· Ensure that there is a “production” element to the lesson.  For example, include a discussion about what is being researched or ask students to respond to some comprehension questions
· Monitor as you would in any other class. Just because your students are using the Internet doesn’t mean they won’t need any help and support.
(iv)  Social media
Many of your students will already use Facebook and / or other social media sites.  Many will also send emails to friends.  This provides a great opportunity for your students to practise communicating with people in English.  For example, you could set up “online pen pals” or even link up different classes you are teaching.
However, don’t fall into the trap of thinking this is easy! Even native speakers of English tend to use a very abbreviated (and often inaccurate) form of English when communicating online – and so you will need to consider whether social media will actually help your students develop their language. If you are integrating social media into your lessons, you will need to think about how you review the language that is written.
One option is to suggest students use online communication outside of the classroom in much the same that you might recommend that they try to have conversations with English speakers they meet.  This removes the need for you to correct what they are writing, whilst still giving them a brilliant opportunity to practise in real-life situation.
(v)  Apps (Applications)
As mobile technology continues to grow, there are increasing numbers of applications (Apps) available that are designed to help develop language ability.  One of the benefits of Apps is that they are designed for phones / tablets and so are great for your students when they are on the move (eg commuting).
At present most Apps focus on relatively simple reading and listening activities, albeit ones which offer great practice and review opportunities to your students. As time progresses however, it is highly likely that Apps will develop further and cover a far wider range of skills.
Keep your eyes open on developments in the App world – they are likely to be more and more English language teaching opportunities as time progresses.
(vi) Interactive whiteboards
Many schools around the world now have interactive whiteboards.  This is literally a white board that is linked to a computer and a data projector.  These are used to beam the image from the computer screen onto the whiteboard.  You can then control the computer from the whiteboard, by using a pen, finger or other device.
As with all technology, you need to be aware of the drawbacks – such as poor Internet connections that can drastically slow down a lesson. 
However, interactive whiteboards can be a great resource for a wide range of activities, such as:
· Demonstrating points of grammar
· Showing video
· Showing students images to demonstrate vocabulary
· Quickly retrieving previous lessons / language / activities for reference
· Demonstrations of how to complete an activity
· Accessing and demonstrating online activities.
Summary
It’s easy to see how much potential CALL has for EFL and it would be foolish to ignore the resources that are available.
However, whilst computers and the Internet are a great resource, they don’t replace the thinking that is required to plan a great lesson or the management techniques required to help guide your students to reach their potential.
Remember to plan all your lessons, and think of CALL as one type of tool that you can use to ensure varied and interesting activities. 
[bookmark: ch172]Top Tips
· Ensure your classroom is both functional and stimulating. Practise walking around, to check that you can easily reach every student.  Consider involving your students in designing the room set-up. 
· The ten minutes before class starts is preparation and organisation time. Take this time to set up your classroom and equipment, and write your objectives on the board.
· Review all your materials before the lesson to prepare for possible vocabulary and comprehension difficulties.
· Keep instructions short and simple, the pace of the lesson brisk, and vary how students work together (eg pairs, group work) to add spice to the class.
· Plan to involve students in everything: eliciting vocabulary, modelling, chorusing, correcting, using the board, etc.
· Choose different students to answer questions, ensuring everybody gets a turn.
· Check with your Director of Studies what rules are already in place and then work collaboratively with your students to establish specific rules for your class.  Make sure you then apply the rules fairly, appropriately and consistently.
· Use computers as a tool to support an activity, not a replacement for teaching a class.  Ensure you introduce and demonstrate any activity in the same way as you would with any other new resource. Remember not all your students may be familiar with computers / new media.
· Set some clear rules before accessing online sites with your students – you want them to be looking at the activity, not Facebook!
· Make sure that students can only access appropriate material online.  It can be useful to have computers set up ready in the room you will be using, to reduce the chance of them accidentally stumbling on something else. Also consider blocking inappropriate sites.
· Remember to spend time planning a CALL lesson.  This can be time-consuming, as you will need to find suitable sites and set clear instructions. Visit sites in advance, to check material is accurate and appropriate and have a back-up plan in case the computer / Internet connection crashes.
[bookmark: ch173]Summary and Further Reading
You have now reached the end of Creating a Good Teaching Environment.
In this module, we have explored how to:
· Set up your classroom to promote learning, including different layouts in the classroom and ensuring that your resources are prepared and checked in advance
· Create a positive atmosphere, using approaches such as gestures and attention signals to support effective communication and collaboratively developing classroom rules
· Use CALL, as a tool to support learning.
Before you move on, spend time looking at the following articles. These set out some additional knowledge and ideas on the topics we have covered.
Remember that you will also find some practical tips and ideas in the Putting it into Practice section.
Further Reading
Classroom Layouts
Classroom Layouts
CALL
CALL and Teaching

Computer Assisted Language Learning
Teaching approaches
CALL
Energizing the Class through Internet Activities
Teaching English using the Internet
Technology in ELT
ELT and smartphones
ELT Apps
Interactive Whiteboards
How to use an interactive whiteboard
Six things to do with an interactive whiteboard
Things not to do with an interactive whiteboard
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