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TOOLS FOR ESL LESSON PLANNING

| ntroduction

WHY THIS BOOK?

Lesson planning means many things to many
teachers. For some, it means severa hours of labor
over the weekend to create a weekly overview or
rigng early in the morning to lay out adaily plan.
For others it is the thinking time while driving
between jobs. For many teachers, it isthe perusa
through the textbook to see which pages meet their
students' needs. No matter what type of lesson
planning you do, this book was written to make
your teaching

life richer and less stressful.

The materidsin this book were desgned for both
the novice and experienced adult ESL teacher.
They were written and field tested by over 30 adult
ESL teachersfrom dl over the Los Angeles Unified
School Didtrict. Within these pages you will find
techniques and activities that are supported by
different language acquisition theories: language as
behavior-based, language as transaction-based, or
language as structure-based. Severd different
methodologies are a so represented within the
lessons, indluding the Audio-Lingua Method, the

Communicative Method and the Natural Approach.

(Theory and methodology aside, it is your teaching
style, your sudents needs and the course outline
that will most often determine how and what you
teach.)

Thefallowing time-tested principles of language
learning work well in mogt teaching Stuations and
form the foundation for the materidsin this book.

1.) When teachers assess their students’ prior
knowledge of alesson’s content, they discover
what students need and want to know.

2.) When teachers contextudize language through
visuds or previoudy-learned language their sudents
understand and retain more.

3.) When teachers provide a variety of guided and
communicative practice activities they build
sudents accuracy and fluency.

4.) When teachers have students work together
with their classmates--in pair, smal group and
whole dass configurations--to complete meaningful
tasks, they create aredistic, communicative
environment in which sudents

can use their new language skills.

WHAT'SIN THIS BOOK?

This book is divided into four sections:
* Basic Teaching Tools

» Sample Lessons

* Techniques and Activities Guide
* References

The Basic Teaching Tools on pages xi-xvii
provide suggestions for classroom management
techniques as well as generd ideas for

conducting team, pair work and multi-level
activities.

The Sample L essons section, pages 2-146,
includes 35 two-and-a-haf hour lessons: one lesson
in each of the seven competency aress, for each of
five levds These beginning-low, beginning-high,
intermediate-low, intermediate- high, and advanced-
low lessons integrate the SCANS skills and
competencies, the CASAS competencies and the
LAUSD course outlines content and grammar
objectives. The sample on

pagesiv -v shows how each lesson islaid out.

The Technique and Activities Guide, pages
148-169, contains step-by-step suggestions for
teaching with Didogs, Drills, TPR, Early Production
Questions and Games; teaching



Grammar, Narrative Reading, and the Writing
Process; and conducting Survey, Mixer, Peer
Dictation, Information Gap, Corners, Jgsaw,
Problem Solving, Roleplay and Focused Ligtening
activities. Each technique or activity ligsthe
SCANS sKills and/or competencies as wel asthe
CASAS Learning to Learn competencies that are
smultaneoudy being taught.

The References section, pages 170-175, includes
lists of visuds, tapes, textbooks, and supplementary
books organized by level, aswell as other
informative materids you will want to

conault for your lesson planning.

USING THIS BOOK

Idedlly, you will have dl the time you need to
peruse this entire book. Redisticdly, you may have
to be a bit more focused. If you are anew teacher,
begin by looking at the lessons for your level and
then referring, if desired, to the pages featuring the
techniques and activities from those lessons. If you
are an experienced teacher, you may want to start
by looking through the Techniques and Activities
Guide section to find something you would like to
add to your repertoire, noting the SCANS and
CASAS corrdations.

HOW DO | TEACH FROM THE LESSONS?
The lessons in this book are templates that are
meant to be adapted in order to mest the particular
needs of your students and your teaching Stuation.
In many cases, the time frames will dter once you
bring the lesson into your own class. A discussion
will take longer because student interest is piqued,
or aguided practice activity will move more quickly
because students are familiar with the activity type.
Do consder, however, that students need time,
within the same class period, to practice the
materia that you present. If your warm up or
review activities are taking more than a third of your
class period, you may be reteaching rather than
reviewing. Congider narrowing your

objectives S0 that they are achievable withina 2.5
hour time frame. (It isnot a dl uncommon to have
to reteach lessonsin open entry/open exit classes))
Sometimes you may want to begin aclasswith a
practice activity from the previous lesson. Just
remember to provide an evauation activity to help
you determineif sudents are

ready to move on to anew lesson.

If you are a the beginning of the term, you will
probably want to start with alesson from the
Personal, Social, Cultural competency area.
Each level has alesson in this area, and the page
number for each of those lessons are:

Beginning Low page 3
Beginning High page 33
Intermediate Low page 63
Intermediate High page 93
Advanced Low page 119

Once you' ve chosen alesson to teach, ook at the
objective listed on the first page of the lesson plan.
Is this an objective that matches your students
needs? Read through the structures and vocabulary
that are part of the lesson. Are your students
dready familiar with this language? If they are,
perhaps you can focus on different vocabulary or a
different structure and till follow the lesson formet.
Look at the prerequisites. Will you need to teach
or review any information before you teach the
new lesson?

When you' ve answered the questions above, you
are ready to move through the preparation
guidelines and stages of the lesson, adapting and
editing as you go aong. Two reproducible pages
accompany esch lesson, providing visud support
and/or practice activities for thelesson. The
preparation guidelines, on the first page of each
lesson, detail how many copies to duplicate of each
reproducible and how to use them.

The following pages show a sample lesson and
outline the key features of the lesson design. While
the sample is a beginning-low lesson, the key
features are the samefor dl levels.



USING THE SAMPLE LESSON PLANS

The firgt page of each lesson contains the lesson’ s levd, title, objective, CASAS and SCANS
competencies, structure and vocabulary as well as suggestions about any language or structures that
should be taught prior to embarking upon the lesson. Most |essons require some advance preparation,
usudly nothing more difficult than photocopying the attached handouts and/or putting materid on the
board, an OHT (overhead transparency) or butcher paper. This preparation is outlined in the BEFORE
CLASS section dong with ideas for creating visua aids and text references.

The objective for each lesson

Reference

Level and Competency Area

is always highlighted.

Beginning Low-Learning Skills

“TESTING 1,2,3”

Related CASAS
competency

Topic: Scantron Testing

OBJECTIVE: Students will be able to use a SCANTRON to take a multiple choice test.

SCANS SKILLS AND COMPETENCIES RELATED TO THIS LESSON:

CASAS: 7.4.10

Reading and Writing (Basic Skills)
Responsibility (Personal Qualities)

STRUCTURES: Imperatives: Mark ‘a’ for number 1.
VOCABULARY: Scantron, answer sheet, test questions, fill in/bubble in,

mark, correct, incorrect
PREREQUISITE: familiarity with the alphabet, numbers, the content in the test. | O know before you teach

Teach Others (Interpersonal)
Allocate Time (Resources)

Organize and Maintain Information (Information)
SCANS are also supported by team activities and classroom management in the lessan

Grammar that can be taught

within the Iesson.

Shows what students need

thislesson

BEFORE CLASS

a.) Bring in a sample test booklets, different Scantron answer sheets,

and a class set of #2 pencils.

b.) Prepare an OHT of a Scantron answer sheet and these sample test questions and

answers or put them on the board for the Presentation activity.

a.name b. address c. phone number d. pencil
a.name b. address c. phone number d. pencil
a.name b.address c. phone number d. name

1. Please, open the
2. Write with a
3. His is 3737 W. Olive.

Preparation

c.) Collect or duplicate two class sets of Scantron answer sheets. One set can be the for the

smaller, practice test size, but at least one set should be the regular size. These
are used in the Comprehension Check and Guided Practice activities.
d.) Duplicate a class set of the multiple choice test, p. 29, and half a class set of the Q

& A Grid p. 30. Cut the Q & A Grid handout on the dotted line to create a class

set of the grids.

e.) Identify the pages in your text that you could use with this lesson

lesson

27 or see: Word by Word, p. 11; and/or The Oxford Picture Dictionary, p. 7.

N

The last line always includes a
reference to published materials you
can use with the lesson.




“TESTING 1,2,3”
LESSON PLAN:

WARM UP:
(10 minutes)

Go over test-taking rules, eliciting the rules students already know
being sure to include the rules below. List the rules on the board
and act them out to ensure comprehension.

Suggested time 1. Use a #2 pencil. 5. Eras’e ml_stakes completely
2. Wear a watch. 6. Don't write on the test.
framesfor a 2.5 )
hour | n 3. Don't talk. 7. Cover your answers.
4. Write your name on your paper. 8. Don't help others.
INTRODUCTION:
(5 minutes) 1. Set the scene: Tonight we are going to practice taking a test
using a Scantron sheet where we mark. the correct answers.

Specific references| 2 Show students a test booklet and a Scantron sheet, identifying the

to BEFORE vocabulary test booklet, answer sheet, Scantron, and #2 pencil.
CLASSprep T (See p. 27-a.)
PRESENTATION:

(20 minutes)1. Use the sample test questions (p. 27-b) to demonstrate
the process of reading a question in one place and filling in the
answer on a Scantron answer sheet. Use the first question to
teach the concept of “multiple choice.”

2. Read each question together, and have the students tell you the answe
Demonstrate bubbling in the answer to the first question on the board
or OHT. Demonstrate incorrect ways to fill in the answer sheet, such
crossing out, circling, or checking the letters on form.

COMPREHENSION CHECK: [YES/NO SILENT DRILL]

(5 minutes) 1. Ask yes/no questions about the rules from the warmup. Is a #3
pencil okay for this test? Have students respond silently to the
questions with one finger for yes, two fingers for no.

(15 minutes) [DEMONSTRATING COMPREHENSION]

1. Write the following on the board:

1.A.B.__ D. 2.A.__C.D. 3.__ B.C.D. 4.A.B.C._

2. Give students a sample Scantron form (See p. 27, c) and have
them identify the letters and fill in the correct “answer” for each.

3. Circulate to check that students are correctly filling in answers.

GUIDED PRACTICE:

(30 minutes) 1. Distribute the tests, Scantrons and #2 pencils. (See p.27-a,c,d.)

2. Give students directions: This is a sample test. Read the test

questions and mark the answers on your Scantron answer sheets.
Set a 10 minute time limit.
3. Collect the answer sheets only. Then, using the test handout, review
the answers with the class.
COMMUNICATIVE PRACTICE: [QUESTION/ANSWER GRID]
(25 minutes)1. Form groups of four, assign each student a number (1-4).
2. Distribute the Q & A grid handout. (See p. 27-d.)
3. Have students write the names of their group members on the handou
4. Students take turns asking their question of each group member and
group members record the responses on their grids.
6. Tally and compare the class’ answers.
EVALUATION:
= Review the collected answer sheets from the Guided Practice.
Note any problems and discuss them anonymously with the class.

The second page of the lesson plan contains each stage of the lesson, laid out step-by-step.

Warm-Up/Review
activities make
use of students’
prior knowledge
to pre-view or
review material
related to the

[ | istaught.

The Introduction
stage focuses
students on the
lesson objective.

The Presentation
stageiswhere
the new language

Itiscritical to
check students’
comprehension
of the new
material before
moving on to
the practice
stages.

Guided Practice
provides
students with
highly structured
activities that
ask students to

work with the
new language.

Communicative
Practice activities
allow students to
integrate the

new material with
their previously
acquired language,
usually in an
interactive setting.

In the Evaluation
stage you & your

students assess |
their growth. v




There are two reproducible sheets for each lesson. Many of the reproducibles are
designed for smdl group activities.

L

Removable directions to the
i teacher at the top of each
reproducible

 Duplicate half a class set of this page.
Fold back these directions and cut the sheet in half.
* Distribute one grid to each team member. 1.

TESTING 1,2,3
QUESTION AND ANSWER GRID,

Instructions to students build
competency in following and
clarifying directions.

* Write the names of your teammates on the grid.
» Ask and answer the questionsin your group.
» Write your teammates answers on the grid. (Follow the example.)

Name? po you Do you get nervous Do you usually do Do you prefer ESL or
like tests? when you take atest? | well on tests? math tests?
Julio yes , ho yes math
Examples
clarify the
process for
teachers and
students

Qs — Paper is consgrved
J( whenever possible. S TEST NG 1,2,3

QUESTION AND ANSWER GRID

» Write the names of your teammates on the grid.
» Ask and answer the questions in your group.
* Write your teammates' answers on the grid. (Follow the example.)

Name? Do you Do you get nervous | Doyouusualy do | Doyou prefer ESL O’t
like tests? when well on tests? math tests?
you take atest?
Julio yes no yes math

Vi



Reproducibles can be visuds, dialogs and/or worksheets. The worksheet below is a practice test for sudents
to use in the guided practice stage of the lesson.

* Fold back these directions and duplicate a class set of thistest. Fold each testin half to create a test booklet.
» Write “Test Booklet” on the blank front cover and give each test booklet a number.

“TESTING 1.2.3"
gIIIIIIIIIIIIIIIIIIIIIIIIIIIIJ==
SAMPLE TEST, PAGE 1 = FOLD SAMPLE TEST, PAGE 2
_ | = HERE £
1_ HIS ISJOG. Sunmmnggnmmmmi 8 Are Mary and JOG mar”ed')
a. address a Yes, heis.
b. name b. Yes, sheis.
c. phone number c. Yes, they are.
d. birthdate d.Yes | an
2. His is(818) 555-1234. 9. Istoday Sunday?

a. address a No, itisn't.
b. name b. Yes, itis.
c. phone number c. Yes, heis.
d. birthdate d. No, heisn't.

3. His is 7123 Pine Street, L.A.. 10. Isthis atest?
a. address a No, itisn't.
b. name b. Yes, itis.
c. phone number c.Yes | am.
d. birthdate d. No, I'm not.

4. His is3/3/79. 11. What are you doing?
a. address a. | taking atest
b. name b. test
c. phone number c. I'matest.
d. birthdate

d. I'mtaking atest.

5.91325isMary’s . 12. Who are you?

a. address a I’'m astudent.
b. ZIP code b. | student.

c. birthdate c. I’'m student.
d. phone number d. Yes, | am.

6. Mary’ s middle nameis Elizabeth.

13. Where are you?
Her middleinitial is

a I'mat home.

aA. b.I’'minclass.

b. 1. c. I'm at the market.
c. M. d. I’'m at Disneyland.
d.E

7. Mary and Joe are married. 14. Isthisthe last question?

Mary isJoe's a No, itisn't.
a. husband b. Yes, itis.
b. brother c. Yes | am.
c. wife d. No, I'm not.
d. daughter

Vii



HOWDO| TEACH USING THE
TECHNIQUESAND ACTIVITIES GUIDE?
As an experienced teacher, you are dready familiar
with performance-based objectives and the stages
of alesson. Even teachers who have been teaching
for years, however, tend to focus on one or two
language kills-- (say, spesking and listening)--or
one technique--(say, dialog and drill.) Look through
the different techniques and activitiesin this section
and find one that covers skills you don’t often
addressin the classroom. Read through the
technique/activity guideines, and then take alook at
any one of the lessons referenced at the bottom of
the page. Once you see how the techniquel/activity
fitsinto alesson, you can use the guiddines to insert
this technique or activity into your own lessons.

In addition, the Reference section lists books and
materias for each of the different techniques

and activities. Y ou can usudly find these in your
school’ sresource library or at the local, regiond
and state conferences that occur each yeer.

WHAT EXACTLY ARE THE SCANS
SKILLS AND COMPETENCIES?

SCANS isan acronym for the Secretary of Labor's
Commisson on Achieving Necessary Skills. It is
aso the term used to describe the set of workplace
skills and competencies established by this
commisson. The three SCANS foundation skills
are

1) Basic SKills-reading, writing, spesking,
ligening, arithmetic/mathematics,

2) Thinking Skills-creative thinking, decison
meaking, problem solving, seeing thingsin the mind's
eye, reasoning, knowing how to learn; and

3) Personal Qualities-responshility, self esteem,
sociahility, sdf management, and

integrity/honesty.

viii

The five SCANS competencies are:

1) the &hility to identify, plan, organize and
alocate resour ces,

2) the ability to work with others
(interpersonal);

3) the ability to acquire and use infor mation;

4) the ability to understand complex systems; and

5) the ability to work with avariety of

technologies (technology).

When we integrate SCANS competenciesinto ESL
indruction, we promote the development of skills
employers are looking for. At the same time we are
using excdlent teaching Srategies, facilitating
learning, and providing our students with the tools
they need to succeed in this complex world.™ You
will find the SCANS skills and competencies that
apply to each objective listed on the first page of
the lesson. They are dso ligted in the introduction to
each technique or activity. After looking through
these ligts, you will see how easlly SCANSfit into
the ESL lesson plan.

INTEGRATING MODEL STANDARDS,
SCANS, CASAS, the COURSE OUTLINE
and YOUR TEXTBOOK
Sometimesit can be a bit overwhelming to think
about planning alesson that. ..

- meets modd standards,

- works out of the course ouitline,

- fulfills SCANS and CASAS competencies
and gill make use of the textbook that sudents
have bought.

Actudly, you may be happily surprised to learn that
the LAUSD Course Outlines are dready correlated
to the Cdifornia State Moddl Standards for Adult
ESL Ingruction, CASAS, and the textbooks from
the Recommended Core- Textbook list. Smilarly,
you will find that most publishers have provided a
CASAS correlation in their textbooks scope and
sequence (usudly located near the front of the
book. Newer texts are providing SCANS
correaions aswell.



The sample lessons on pages 2- 146 will provide
you with amode for corrating these key
elementsto your lessons.

When you sit down to plan lessons, it'sagood idea
to have your Course Outline, CASAS and SCANS
references available. Each sample lesson suggests
that you look at your core text to find pages that
relate to that particular lesson and aso references a
particular text that has activities, grammar practice,
or adidog related to the lesson objective.
Whenever possible, texts from the Recommended
Ligt are used; however, many of the referenced
texts are recent publications and had not been
avalable for review when the last Ligt was
developed.

WHAT ABOUT TESTING?

The District has been conducting standardized
promotiond tests for more than ten years. In 1998
atesting committee was formed to develop anew
et of promotional tests that are correlated to
Modd Standards and CASAS. Thesetestsaswell
asthe CASAS pre- and post-assessment tests are
now apart of our adult ESL curriculum.

The materidsin this book will help you plan lessons
that, in turn, will help your students do well on the
tests. Each of the sample lesson plansin this book
contains an evaluation activity that assesses
sudents understanding and use of the new
information. One beginning- level lesson even
teaches students how to take a multiple choice test
using Scantron forms. Be sure to give students the
opportunity to practice test-taking strategies within
your lessons. Thisis not only anacademic skill but
an important job skill aswel. (Many job promotion
processes include testing.

Evduation is an ongoing process. Therefore,
informal assessment is asimportant as forma
quizzes and tests. Throughout the Sample Lesson
plans and the Techniques and Activities Guide,
you will see references to comprehension checks
and teecher monitoring.

Because so many communicative activities dlow

students to work in groups or pairs, teachers are
released from their “front and center” pogtionin

order to move about the classroom.

While monitoring, it is best to be as unobtrusive as
possible. Thisisthe time for you to make mentd or
actua notes of where students are having difficulty,
to listen for grammar and pronunciation problems,
to see if and how students ask for clarification, etc.
Y ou can then address problems individudly or in
mini-lessons following the activity.>

| TEACH A MULTI-LEVEL CLASSIN A
BRANCH LOCATION WITHOUT THE
USUAL CLASSROOM ACCOUTREMENTS.
HOW CAN THISMATERIAL HELP ME?
Not every classroom comes with a chalkboard or
an overhead projector. Not every classroom has
moveable desks or tables. The lessons, techniques
and activities in this book do not require a specidly-
equipped classroom. While suggestions are offered
for different learning environments, you are the find
arbiter of how well something can work in your
classroom. Every lesson suggests various ways to
present or post information. Often the direction line
includes something such as Write the following
guestions on the board, an OHT, or butcher
paper. (An OHT is an overhead transparency.)
Whenever possible, original for the necessary
visuals or handouts are provided with each lesson.
Often the lessons can be “handout-freg” and
students can copy materia fromthe board,

the OHT or butcher paper into their notebooks.

The multi-level ESL class has characteristics that
are Smilar to but not exactly the same asthe
sandard ESL class. Although most ESL classes
have a multi-level aspect, in a standard class there is
usualy a span of no more than three leves, with the
mgority of the sudents being at themainlevd. Ina
multi-level class there can be as many asSix leves.
Teachers of multi-leve classes need lessons that
address dl levels needs. They dso need activities
that alow each level group to work independently
S0 that the teacher can work with another level

iX



group when necessary. Often it is useful to prepare
alesson on asingle topic with different objectives
for each leve. For example, within the Occupations
Competency Area, atopic would be the job
search. A teacher could decide on the following
objectives for hisor her different levels

Literacy level: Sswill be adle to identify and write
the names of five jobs

Beg. Low: Sswill be dle to identify five to ten jobs
and their related tasks (paint, fix, file, etc.)

Beg. High: Sswill be able to request assstance with
ajob task.

The sample lessons on Earthquake safety on pp.
49-52, and pp. 135- 138 show how one
competency area and topic can have objectives at
different levels  Beginning High and Advanced
Low. In these examples, the lessons for both these
levels use smilar information (athough a a higher
levd for the advanced group), and both levels
lessons include teamwork activities where students
work cooperatively and independently from the
teacher.

Once you and your students have become
comfortable with the different types of teamwork
activities, planning the multi-level lesson becomes
much eader. See the guide to Multi-Leve
Ingruction on page xvi for more information on
teaching in amulti-level setting.

! from SCANSin a Nutshell. Kit Bell. LAUSD-
DACE, 1999
2 from The Oxford Picture Dictionary Teacher’s
Book. Jayme AdelsonGoldstein, Norma
Shapiro and Renee Weiss. Oxford. 1999

AND ONE MORE THING...

They know enough who know how to learn.
-Henry Adams

You never know what is enough unless you
know what is more than enough.
-William Blake

The lessons and suggestions in this book were
designed to supplement your best thinking about
ESL indruction and lesson planning. The materias
on the following pages are flexible templates that
you can expand upon and adapt.

It is our hope that you will find lessons and/or
activities thet match your teaching style and maybe
one or two that provide you with the opportunity to
experimen.

Toteach isto learn twice.
-Joseph Joubert

While this book represents one form of staff
development, we' d like to suggest an even more
powerful one: share your own successful activities
and lessons with your colleagues. Y ou can use the
time before class or & the bresk, ask for time
during staff development mestings, or give
workshops at CATESOL and CCAE conferences.
When we see how much we learn from each other,
we become better advocates for student-to-student
learning within our own

classrooms.

Should you have questions or comments about this
materid, fed freeto write to:

Kit Bell,

Supervisor of Adult ESL and

Citizenship Programs,

Dividon of Adult and Career Education,

333 South Beaudry Avenue, 18" Floor

Los Angeles. CA 90017



BASIC TEACHING TOOLS
Classroom Management Techniques

Managing the communicative ESL classroom can
be daunting at first. Team and pair work often
trandates into moving furniture, getting materidsto
students working in different areas of the room, and
monitoring the activity to be sure that al sudents
are using the target language. In addition, amogt dl
classes have the following tasks on adaly bass
taking attendance, sharing the lesson objective and
class agenda, distributing and collecting papers and
sets of classroom materids, writing and erasing
boards or OHPs, and setting up and storing

media equipment.

If the teacher alone takes on al these tasks,
ingruction time can be greetly impacted. If,
however, you give your students the oppor-tunity to
assume roles and respongibilities within the class,
both you and your students

will benefit.

Suggestions for how to handle various tasks are
listed below. Y ou may aso find it useful to make a
chart that shows which students or

teams are doing which tasks for the week.

Setting up teamsto help manage the class:
Teams can be set up in anumber of ways.

Teams may be formed randomly, by student choice,
or by teacher selection. (See Basic Teaching
Tools: Teamwork, p. xiii. )

In the open entry/open exit classroom, maintaning
teams for more than a single class session can be
very chdlenging. However, in order to ingpire our
sudents to stay committed to the learning process,
and to help them understand U.S. work culture, itis
worth trying to create teams that stay together for a
month at atime. Students within these teams have a
respongbility and obligation to each other.

Teams should do a team+building activity each day
to establish the trust and sense of camaraderie
teamwork demands. A team building

activity can be as smple asinterviewing team
members about interests, fears, or favorites. A dlly
task, such astrying to blow the largest soap bubble
or drawing the funniest face, can aso be afun team
builder.

For classroom management tasks:
1. Assgn the following jobs to different teams
a taking attendance
b. distributing class sets of textbooks
c. collecting class sets of textbooks
d. setting up audio-visud equipment
(TVIVCR, cassette player(s), OHP)
e. fadlitating classroom cleartup
f. writing the lesson objective and agenda on
the board (per your notes)
0. arranging furniture according to your
directions
h. erasing boards at the end of class
i. recording brainstorms on the board or
OHP
2. Rotate jobs on aweekly basis.
3. At the end of each week assess how well the
jobs were carried out. (See Price-Machado,
ills for Success for ideas on rewarding teams.)

For team-management tasks:

Assign team members different jobs by having team
members number off (numbered heads) or by using
persond characterigtics. E.g. , #1s You are the
leaders. You're responsible for reminding
everyone to speak English or The students with
the longest hair on each team, come up and pick
up the worksheet for your group. Jobsthat can
be assigned are ditributing or collecting handouts,
observing for specific grammar issues, monitoring
firgt language interference, cutting out or assembling
manipulatives, etc.

Once you' ve invested the time to train students for
the different tasks, you and your students will enjoy
the skill and competency- building benefits of the
student-managed classroom.
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BASIC TEACHING TOOLS: Pair Work

Pair work iswritten into the teaching practices of
most methodologies. For example, in the
Audiolinguad Method, students work in pairsto
practice diaogs and drills; the Natural Approach
has students pair up to give and act out TPR
commands; and the Communicative Method has
pairs working together on tasks. Pair work is not
unfamiliar to most teechers, but it can il fed
drange to the sudent coming from a completely
teacher- centered learning environment. Students
need to know that they can learn from each other.
While severd SCANS foundation skills and
competencies indicate that employers want
workers who can work with culturd diversity,
teach others, and know how to learn, students
won't know this unless we share it with them. A
bonus for teachers who use a variety of grouping
drategies, including pair work, isthat they have the
opportunity to circulate and observe how well
students are working with the language and to
assess the lesson' s success.

There are anumber of ways to pair sudents.
Pairing students who are seated near each other
(using front to back or sde by sde rows) isthe
easedt. Other waysto form pars are:

a. conduct amixer where students with
acolor, number, letter, word, picture,
etc., find their match.

b. have students pair who have different
characteridics (different first language,
native country, gender, age, or Zipcode.)

c. have hdf the dassform acirclefacing
out and the other hdf form acirdle
around them, facing in. Asyou play
music, have sudents in the outer circle
move from partner to partner
introducing themsalves. When you stop
the mugic, students pair up with the
last partner they talked to.

Note: If you have an odd number of students give
a“wild card” to one student, so that she

canjoin any pair.
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Y ou can bolster the success of pair work by
giving partners afew minutes to get to know each
other before you gtart an activity. Students who
know each other’s names and allittle something
about each other are usualy more comfortable
communicating.

Assgning roles and carefully checking
comprehension before beginning an activity is
another way to help pairs be more successful.

In a Peer Dictation, for example, the student who
is dictating becomes the teacher or supervisor and
the student taking the dictation is the student or
worker. By assigning roles, you create a clear
context for the activity. When it' stime for students
to switch roles, be sure to check students
comprehension again, to be sure they know what's
expected of them.

Using pair work to reinforce learning:

1. Find or create atask that helps students
review, practice or gpply the information
presented in the lesson. (A Peer Dictation,
Information Gap, TPR sequence, Didog or
Roleplay can dl be pair activities)

2. Review thelanguage needed for the task by
having students brainstorm necessary
vocabulary or by diciting what sudents
already know about the topic and/or task.

3. Provide students with the task. Check
students comprehension of key vocabulary or

concepts and clarify where necessary. Remind

students of the god(s).

4. Assign rolesto each partner.

5. Sat atimelimit for each section of the
task. Have pairs begin to work.

6. Stop the task periodicdly to check pairs
progress. Monitor the activity and make
notes of any issues that arise.

7. Have pairs report back on their progress or
product.

Pair work activities gppear throughout the lessonsin
this book.



BASIC TEACHING TOOLS: Teamwork

Teamwork is a key component of the student-
centered, adult ESL classroom. Working in
teams allows students to apply the language
they’ve learned to meaningful tasks. These
tasks in turn prepare students to use their
English language skills outside the classroom,
in the workplace and in the community. The
following SCANS and CASAS competencies
can be met simply by teaching students how to
function in teams. SCANS Thinking Skills, and
the Interpersonal, Resources, Information and
Systems competencies; and CASAS Learning
Skills 7.1) Identify or practice effective
organizational and time management skillsin
accomplishing goals, 7.2) Demonstrate ability
to use thinking skills; 7.3) Demonstrate ability
to use problem solving skills; and 7.5)
Understand aspects of and approaches to
effective personal management.

Y ou can form teams by:

a. pre-assigning team members by writing
names on team cards and placing the cards
on the desks before students walk in;

b. having students mix, using colored cards,
pictures or numbers to find their teammates;

c. doing acorners activity (see p. 156) and
pulling one student from each corner to
create ateam; OR

d. allowing students to randomly group

themselves.

Ideally teams are heterogeneous in their make-
up: male and female members, different ages,
different skill abilities, different first languages
and/or different nationalities. Having
teammates with different first languagesis a
huge plus, because English then becomes the
best way to communicate. Since many of us
teach classes of all Spanish or all Chinese
speakers, it's a good idea to find another
heterogeneous factor--such as age, skill, or
nationality. These mixed teams provide the
basis from which students can identify and use
socid skills to work effectively together.

Another way to ensure that teams are
successful isto assign roles and tasks. This
creates individual accountability and
positive interdependence, both critical to
the success of teamwork. “Numbering
heads’ or having each person in the team
take a number, allows you to assign tasks
with ease. For example, when you call out,
#1, you are the recorder. You write down
your teammates' ideas, you have given a
task to every #1 student on each team in
your class. (Thisis much easier than
walking from team to team saying, Marta,
you write for your team, and Lu you ask the
guestions.)

Using teamwork to reinforce learning:

1. Find or create atask that helps students
review, practice or apply the information
presented in the lesson; e.g., sequencing
sentence strips, making a shopping list,
writing and acting out aroleplay,
brainstorming alist of vocabulary, etc.
(Lists of resources for task-based
learning are in the Reference section,
beginning on page 169.)

2. Review the language needed for the task
by having students brainstorm necessary
vocabulary, eliciting what students
already know about the topic, and/or
lead a guided practice of the language
needed to carry out the task.

3. Help students focus on a particular
SCANS skill, (e.g. facilitating,
expressing agreement, reaching
consensus, allocating time, etc.), by
having students suggest behaviors and
language that support the skill. Write
students’ suggestionson aDO/SAY
chart on the board and add some
suggestions of you own. (See the
following page for a sample chart.)
Explain that during their teamwork,
you will be observing students to see
how well they demonstrate the language
or behaviors on the chart.
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4. Provide students with the task. Check
students comprehension of key
vocabulary or concepts and clarify
where necessary. Remind students that
there are two goals for the activity: the
goa of the task itself and practice of the
SCANS sKkill they are learning.

5. Form teams of four and have each team
member take a number, 1-4. Assign
roles to each team menber. For
example, #1-recorder, #2-reporter,

#3-facilitator, #4-timekeeper.
(Other roles are listed on the following
page.)

6. Assign ateam member from each group
the job of distributing and collecting the
resources for the activity (e.g. handouts,
pictures, classroom sets of texts, etc.).

7. Set atime limit for each section of the
task. Have teams begin to work.

8. Stop thetask periodically to check
teams progress. Monitor team work
and make note of how students
effectively use the SCANS skills.

9. Have each team report back on their
progress or product.

10. Evaluate students’ work by collecting
the end product or by giving a quiz that
evaluates what students learned during
the task and collecting onetest per  team.

11. Follow- up the team activity with aclass
discussion on how students felt about
the task and the experience of working
in teams: Did you learn anything new?
Was there something that didn’t work
out as planned? Are you happy about
how everyone communicated with each
other? etc. You can also discuss how
well the DO/SAY behaviors and
language were used.

Most team work activities fall under the guided
or communicative practice stages of the lesson.
However, teams can learn new material and
teach it to each other, as inJIGSAW, p. 159.

Almost all of the lessonsin this book use
teamwork or small group work at least once,
most commonly during the Warm Up and
Communicative Practice.

When you're actively listening what do you...

DO ?

QAY?

L ean forward
Tilt head to side
Raise eyebrows
Nod head

Click tongue

Did you say...?
Really?

Do you mean...?
Uh-huh

Oh, that’ s too bad.




SAMPLE ROLE/TASK ASSIGNMENT CHART

NUMBER ROLE TASK

Facilitator/ K eeps team on task. Helps

M anager all team members participate.
Clarifies task.

Recorder Writes down team's ideas,
guestions, and/or answers.

Reporter Reports back on team’s work
to class.

| nter viewer AsKs questions or surveys team.

Reader Reads material to the team.

Timekeeper | Keepstrack of timelimits,

Supplier Picks up and distributes materials
to the team.

Super visor Facilitates clean up and collection

of al materials used in the task.
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BASIC TEACHING TOOLS:
Multi-Level Strategies

All our classes reflect the multiple levels,
learning styles and needs of our learners, even
when the designation of the class is within one
level. Some classes, however, are specifically
created for students of different levels. Most
often these classes are offered at sites that could
not support individual classes at different levels,
e.g. a church basement, a community center, or
an elementary school.

One of the most difficult aspects of teaching a
multi-level class is planning lessons that meet
the disparate needs of the different levels in the
class. Some teachers group students according
to their levels and teach a completely different
lesson to each group. This can be a very
exhausting process, as the teacher must make
three or more different presentations and
prepare three or more different sets of materials.
Current pedagogy suggests that students in a
multi-level class should first identify themselves
as a class community, then learn or review
information in a whole class presentation that
addresses level-specific objectives in the same
competency area and general topic. For example,
within the competency area of Consumer
Education, and the topic of Dealing with
Household Problems, level appropriate
objectives might be:

Literacy Level- Students will be able to match a
series of 10 pictures of household problems to
the appropriate vocabulary.

Beg. Low- Students will be able to identify and
complain about 10 common household
problems; e.g. The faucet is dripping. The
refrigerator isn’t working.

Beg. High-Students will be able to ask and
answer questions about common household
problems in order to call a repair person or
landlord.. e.g. -There’s a problem in apartment
#10- What’s going on?- The toilet is clogged.
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Int. Low- Students will be able to call a repair
person, give details about the problem and get an
estimate for repair services.

E.g., I'm calling about our dishwasher. It isn’t
working. The door has a crack in it. How much
would you charge to fix it?

Int. High/Adv. Low- Students will be able to
interpret directions in order to tell others how to
make simple plumbing, plastering and electrical
repairs.

This kind of multi-level lesson usually includes a
class-building, warm-up activity. In the housing
lesson above, students might do a classroom
survey to discover where students live, if they like
their landlord/manager, and if they ever call repair
people. (Collecting and graphing the information
on the board gives students a profile of the class’
housing situation.)

In the presentation for the lesson above, you
could show a number of visuals depicting
household problems, eliciting the vocabulary
from the class. Then you could describe or enact
a scene where a tenant is calling a landlord about
various household problems. Finally, you would
check for global understanding of the presenta-
tion with a series of “yes/no” and “or”
questions such as, Is the sink broken? Is the
tenant angry or surprised? Is the landlord going
to call a repair person? (With these kinds of
questions, students at all levels can demonstrate
their understanding. Asking Wh-questions tends
to shut out the beginners in the group.)

After the presentation, students can be grouped
to practice the new language. There are two
kinds of groupings used in multi-level: level-
alike and cross-ability. A level-alike group
consists of previously-assessed students who
are at the same general level. A cross-ability
group consists of two or more levels working
together, usually in pairs or teams of 3-4.



After you’ve identified which grouping
strategies you will use for a particular activity,
(e.g. literacy and beg. low will work in like-
ability pairs, beg. high and int. low will work in
cross-ability teams), mini-presentation can be
made to each group in order to identify and
clarify their practice task(s). It is wise to begin
with the group who needs the least explanation
so that students do not get bored listening to
directions they won’t be using. The amount of
explanation is much more dependent on the type
of task, e.g., e.g. a workbook task vs. a roleplay,
than the level of the group. When students
begin their tasks, you are free to give additional
presentation time to whichever level may need
it, or you can monitor and facilitate the practice
activities. In the Housing Problem lesson above,
the literacy and beg. low students would need
more presentation time, because the general
presentation would have established their global
understanding of the new vocabulary, but not
given them time to identify each word.

Familiarizing students with a repertoire of
practice activities is also a good idea. The guided
practice activities for a lesson like the one above
could include dialog pair practice (p. 151),
workbook exercises, picture sequencing, and/or
match mine activities. (See below.)
Communicative practice activities such as peer
dictation (p.163), roleplay (p. 165), information
gap (p. 158), and/or team tasks (p.xiii), would be
appropriate for this lesson.

The evaluation/application activities in a multi-
level class can be done in level-alike or cross-
ability groups as well. In the case of the housing
lesson above, students in the intermediate and
advanced groups could be evaluated based on
their phone call roleplays in front of the class.
Beginning-level students could be evaluated on
their ability to identify the problem from each
roleplay.

The Picture Sequence and Match Mine activity

ideas below show how activities can be used for
both level-alike and cross-ability groupings. The
boon for teachers using these kinds of grouping

strategies is that very often the same materials

can be used in more than one group.

IDEAS FOR PICTURE SEQUENCES

For beginning level-alike pairs:

1. Give student pairs a picture sequence that has
been scrambled.

2. Have them sequence the pictures and check it
against another pair’s sequence.

For intermediate level-alike groups:

1. Form groups of four and distribute pictures
(at random) from the sequence to each student in
the group.

2. Have students conceal their pictures while
stating what is happening in them. A group
recorder takes down the information and the
group reaches consensus on the order of the
sequence. (They can then reveal their pictures.)
For advanced level-alike pairs or small
groups:

* Have advanced-level students sequence and
write the story of the pictures, or

* Have them write a series of questions and
answers they can use in a cross-ability activity
with lower-level students.

For cross-ability pairs or small groups:

» Form cross-ability pairs and distribute the
picture sequence in the correct order to the
higher-level students and have them tell their
partners what is happening in picture one, two,
three, etc. The lower-level partners sequence
their pictures according to the directions.

IDEAS FOR MATCH MINE ACTIVITIES
These activities can be done with level-alike or
cross-ability groups. The difficulty of the
material will dictate which type of grouping
strategy will work best.

Match Mine Grid: Students in pairs or small
groups place pictures or word cards on a grid
based on the directions of a partner with
identical pictures and a grid. (This is similar to a
battleship game.) The sender tells the
receiver(s) where to place the pictures, but
does not reveal his/her grid until the end, when
students see if their grids match.

Match Mine Drawing: Senders with a drawing
tell receivers how to draw a matching picture.

(Also see PEER DICTATION, p.163.) XVii








